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To access EPMA double click the EPMA Medicines Management icon on the desktop  
 
• Enter your unique username and password (case sensitive).  

 
 

Do not share your Password with anyone else 
 

 
 

• You are now logged in and will see the screen below: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1. Logging On 

2. How to Log o 
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2.1 To administer medication 
 

• Select Administration Round from the main menu then select the relevant ward from the list. 

• Select the patient and then you will be brought to the administration page on the patient’s 
record.  

 

 
 

             
 
 

• A black tick next to a patient means that there are no outstanding administrations. A double 
yellow arrow means that there are medications outstanding requiring action. 

• When you select patient record the first screen you will see is: Active Medication overview 
 

 
• Click ‘continue to chart’. If there are any notes on the patient record these will appear next. 

Ensure you read the notes then close using the cross at the top right hand corner. 

 2. Administering   
  
 

Select 
‘Administration 
Round’ 

Select HTT and then 
the patient you 
require 
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• You will then be presented with the following screen and can administer a dose by selecting 
the administration box as shown below.  

 
             
 

 

 
 

 

 

 
 
 

 
 
 
 

• Above is the basic way to administer a one off medication, while doing administration 
rounds the easiest and preferred way to administer medication is by using the function 
quick chart, see below on how to do this. 

 
 

Shows regular medicines due to 
be administered  

Click dose timing to administer 
dose, see below for the page 
that appears 

If any drug 
notes 
attached 
these will 
appear, 
select 
next 

Here you will 
select either:  
-HTT: Supervised 
by non-nursing 
staff 
-Declined by 
patient  
 

 

These options do what they say. To administer the dose 
click ‘Chart Dose’ if there is more than one administration 
click ‘Chart Dose & Go to Next’ 

 

Used to see any current 
administrations due  
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2.2 Quick Chart: 
 

• Following the same process as above, once you are in the patient record, click on Quick 
Chart.  
 

 
 

• The following screen will appear, it will show all the administrations due for the current 
administration round i.e. all AM doses will appear for the morning round. 

 

 
 
 
 
 
 
 
 

 

   
 
 
 
 
 
 
 
 

 
 
 

 
 

Here is a list of the 
medication due 

Here is the dose 
and route of 
administration 

Here you will 
select either:  
-HTT: 
Supervised by 
non-nursing 
staff 
-Declined by 
patient  
 

When selecting a reason for 
non-administration, please 
ensure you select the relevant 
reason as this does have an 
impact on audits for your ward 
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•  

• The medicine chart is available on the Inpatient Rx page of the patient’s record which 
shows the administration details of each drug for the past 7 days. You can use the Legend 
tab to see the meaning of each administration status.  

 
 

 

 3. Full Medicine Chart  

Communication Bar: 
Will show alerts and 
any outstanding 
actions e.g. allergy 
status, complete 
STL/TTA 

Monitoring & 
Assessment: Any 
outstanding actions can 
be actioned through 
this tab.  
 

Inpatient 
Rx: To view 
current chart 
and used for 
prescribing 

Discharge 
Rx: To create 
or view a 
discharge 
prescription 

Short Term 
Leave (STL) 
Rx: To create 
or view an 
STL 
prescription 

Discontinued 
Rx: To view 
medicines 
which have 
been stopped 

Displays any 
recent 
administration 
activity (within 
7 days) 

Conflict Log: 
To see warnings and 
suppressed warnings 
about allergies, 
interactions, and 
duplicate medicines. 

Administration: To view 
outstanding administrations due 
and the last month of 
administrations 



 
 

EPMA User Guide - Medicines Administration 
 

8 
 

 

 

 

 
 
 

• For a view of the full administration chart, follow the process as mentioned in section 3.3 by 
selecting Administration and choose 30-day charting period.  

 
 

• Once in administration, directly underneath the same tab there will be a section labelled 
‘View’. Here you can choose to see the current charting period, the charting period for a 30 
day period (you can select different months to view). 

 
 
 

 

• Select either of the views as shown above and the following screens will appear for each 
view of the chart.  

 
 
 
 
 
 
 

 
 

 
 

 
 
 
 
 
 
 

Administration Chart 

View shows the administrations that 
are due imminently and outstanding 
administrations.  
 

30-day view will appear as screenshot above. This 
will show the last administration and the number of 
administrations that occurred on each day.  
 

You can cycle through 
each 30-day period 
using the arrows here.  

Current            30 days 
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• For details of administration for a medicine, once in the administration page as shown 
earlier, click on any of the administration boxes on the drug and the following screen will 
appear.  
 

                       
      

• You can now see full details of the administration which includes name of nurse, date, time, 
dose and administered as show below  

 

 
 

4. Add Patient Note   
 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select Administration History, can 
be found in 2 places. 

Title: Type “Medicines left with 
patient” 
 
Type: Select HTT: Medicines 
left 
with patient’ from drop down 
menu 
 
Detail: Type the details of the 
medicine that has been given 
to  
the patient, e.g. “olanzapine 
5mg 
tablets x 7 given to patient on  
01/02/19” 
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• If you need to print charts in the event of EPMA being unavailable in an emergency or when a 
patient is transferred to another hospital select ‘Reporting’ from the home screen 

 

 
 

• If EPMA is not functioning or there is a power outage you will need to go to an emergency 
back-up device and print off charts for all of your patients. 
 

• The MAC report is a chart for the next 7 days which can be printed and used as a paper chart 
until the system is available.  

 

• The MAP report shows all medicines previously administered during this admission. This is 
especially important for PRN medications so the maximum prescribed dose in 24 hours is not 
exceeded. 

 

• You must always print both reports as you will be missing vital information if you only have 
access to one of them. 

 
 

 
 
 
 
 
 
 

Document Control 

5. Printing Medicines Charts  
 

You can choose to 
print for either a 
specific patient or 
for all patients within 
HTT. 

Choose type of 
report needed. 
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Version Date Author / Editor Details of Change 

1.1 - - - 

1.2 - - - 

1.3 20.08.2024 Poonam Divani Updated document with CMM logo, updated 
document with day 1 user guide to changes, 
update the administration view changes. 

 

Approval Sign Off for Final Release 

     

     

Approver Role Sign Off Date Version 

Lewis Pope EPMA lead 
Pharmacist  

LP 03.12.2024 1.3 

 

The latest approved version of this document supersedes all other versions, upon receipt of the latest 

approved version all other versions should be destroyed, unless specifically stated that previous version(s) 

are to remain extant. If any doubt, please contact the document author. 

 
 


