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Accessing Neo 360

1) To access the Neo 360 system, enter the following web address In your internet
browser;

https://needleex.co.uk/Secure/Login.aspx?ReturnUrl=%2fsecure

2) To access the live system, please log in using your pharmacy login details provided in
your letter dated 23" March 2016.

NeQ34 v

LIVE SYSTEM

& Login Details

LOGIN DETAILS

Pleaze erter your username ancd
pazsword to login to the system.

Userarme: |examplel
Passward: esesesss

51' Login

X,

Privacy Policy | Accessibility | In using Meo you agree to be bound by this licence
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Re-setting your password

1) The first time you log in to your account, please change your password for security
reasons by clicking the ‘change details’ button at the top of the home page

f HOME @ HELP X LOGOUT

Neo*

- Logged on as (Mot you?)
E3 CHANGE DETAILS )3 STAFF &P REPORTS ¢ NEWS
HOME PAGE
WELCOME MOHAMMED BASHIR ©Notes
Fleaze use the above menu to
Created On: Monday, 14 March 2016 10:38 N TR DGR R
Last Visited: Monday, 21 hMarch 2016 11:20

SUPPORT INFORMATION

If you are experiencing problems with neo and would like raise a support call, please contact;

MAIN CONTACT

Full Marne:  Rebecca Stevens

Ermnail: rebecca. stevens@rotherhamecy.nhs. uk

Office: 01709 302 632

Privacy Policy | Accessibility | In using Meo you agree to be bound by this licence

2) Click the ‘change password’ button

® S HOME © HELP £ LOGOUT
Neo3«w
LIVE SYSTEM

Logged on as - (Mot you?)

E3 CHANGE DETAILS & STAFF &0 REPORTS % NEWS

YOUR DETAILS

LOGIN DETAILS © Notes
Required fislds are marked with

First Mame: ]
Last Mame: ]
Username:
Passwaord: hange Password
OPTIONS

i Update @ Cancel

Privacy Policy | Accessibility | In using Meo you agree to be bound by this licence
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3) Update your password details here and then click the ‘update’ button. Your
password will now have been changed.

ab 360° £ HOME @ HELP £XLOGOUT
@l neo Yersion 8.50.1
x‘g - LIVE SYSTEM

UK Logged on as (Mot you?)

ROTHERHAM CCG --PHARMACY -

EX CHANGE DETAILS /& STAFF &0 REPORTS ¢ NEWS

MINOR
AILMENTS

CHANGE PASSWORD

& Notes

 PASSWORDTETATS ——
Required fields are marked with &

@ Information

Usemname:
Current Passwaord:
MNew Passward:

Pleaze erter & nevw password. Wi
aidvise you mot to use & password
that you currently use for any other

Confirm Mew Password:
onling activity.
~ OPTIONS
< | Update P Cancel
\ 1
Copyright @ 2007 - 2016 nec3B0. All Rights Reserved. U

Privacy Policy | Accessibility | In using Meo you agree to be bound by this licence
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Adding staff within your pharmacy to access the system

1) To add members of staff within your pharmacy to access the system to submit
claims, click the ‘staff’ button at the top of the homepage

f HOME @ HELP X LOGOUT

®
neoaéo Version 8.50.1
STEM
Logged on as (Mot you?)
E3 CHANGE DETAILY & STAFF 4B REPORTS & NEWS

HOME PAGE
WELCOME MOHAMMED BASHIR © Notes
Please use the above menu to
Created On: Monday, 14 March 2016 10:38 N TR DGR R
Last Visited: Monday, 21 hMarch 2016 11:20

SUPPORT INFORMATION

If you are experiencing problems with neo and would like raise a support call, please contact;

MAIN CONTACT

Full Marne:  Rebecca Stevens

Ermnail: rebecca. stevens@rotherhamecy.nhs. uk

Office: 01709 302 632

\/

Privacy Policy | Accessibility | In using Meo you agree to be bound by this licence

2) Click ‘Add a new staff’

® { HOME @ HELP £ LOGOUT
Neo3w
LIVE SYSTEM

- Logged an as_ (Mot you?)

3 CHANGE DETAILS & STAFF &P REPORTS ¢ NEWS

Add a Mew Staff

Sorry, Could not find any Staffis).
Privacy Policy | Accessibility | In using Meo you agree to be bound by this licence
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3) Complete the form with the details of the member of staff, tick the ‘Minor Ailments’
box and then click ‘Save’

® {it HOME @ HELP & LOGOUT
NeQO30

LIVE SYSTEM

- Logged on as-(Not you?)

E CHANGE DETAILS A& STAFF &) REPORTS ¢ NEWS

) Notes

Required fields are marked with

1) Permission

First Narme:
Last Mame:

HX Transaction Register Onhy wil
only allowe the staff user to register
zervice uzer information and not see
any of they details.

Multi Site Access: If this option is
selected a list of sites will get shown.

Username:
Password:
Status:

Pleaze alzo note that the main site will
automatically get added if thiz option is
selected.

@ |jye © Disabled

This option will showe & drop down list
I ews of the selected sites when making 2

N Batch Transaction transaction.
N Transaction

M Transaction Register Only

| Report

 Minar Ailment

OPTIONS

) —
([ save | [ Jpack o star section |

4) This member of staff now has an account with the username and password you have
just selected for them. They can use these details to log into the system via their
own account and submit claims to the CCG for your pharmacy. If a member of staff
forgets their password, this can be changed via the key user’s account under the
‘Staff’ section. Follow steps 1 & 2 on pages 7-8 to edit a staff member’s details.
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Removing staff within your pharmacy from accessing the system

It is important that when a staff member leaves your pharmacy or no longer requires access
to the Neo 360 system to submit claims, that you remove this member of staff from your
staff list. This is so that they can no longer log in and submit claims on behalf of your

pharmacy.

1) To remove members of staff within your pharmacy from accessing the system, click
the ‘Staff’ button at the top of the homepage

3603? £t HOME @ HELP £ LOGOUT
Version 8.50.1
STEM
Logged on as (Mot you?)
EZ CHANGE DETAILS (& STAFF &) REPORTS & NEWS

HOME PAGE
WELCOME MOHAMMED BASHIR © Notes
Please uze the shove menu to
Created On Monday, 14 March 2016 10:38 LA I RS ETE
Last Vigited: Monday, 21 March 2016 11:20

SUPPORT INFORMATION
If you are experiencing problerms with neo and would like raise a support call, please contact;

MAIN CONTACT

Full Marme:  Rebecca Stevens

Ermail: rebecca stevens@rotherhamceg.nhs. uk
Ciffice: 01708 302 532

Privacy Palicy | Accessibility | In using Meo you agree to be bound by this licence
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2) You will now see a list of all staff members within your pharmacy with access to the
system, showing a status of ‘Live’. Find the staff member you wish to remove and
click on the ‘E’ icon to the left of the name which will allow you to edit their details

3603 £ HOME @ HELP & LOGOUT
Version 8.50.1

LIVE SYSTEM

Logged on as ot you?)
£ CHANGE DETAILS /4 STAFF 4@ REPORTS ¢ NEWS
il 2016. All claims to the CCG for the Pharmacy First... More info
Staff MName Username Status Created On

rmember, staff staffrnemberl Live 201603423

3) In the ‘Status’ section, change the checked box from ‘Live’ to ‘Disabled’ and click the
‘Update’ button. This member of staff will now show as ‘Disabled’ on your staff list
and no longer has access to the system under your pharmacy

® £3 HOME @ HELP {3 LOGOUT
NeO3%
LIVE SYSTEM

Logged on as_ (Mot you?)

EZ CHANGE DETAILS & STAFF &# REPORTS ? NEWS

INFORMATION ¥ Notes

Required fields are marked with

2) permission

First Marme: ktaft . :

Last Mame: member HX Transaction Register OnIIy il
only allowy the staff user to redister
=ervice uzer information and not see
any of they details

Usermame: Multi Site Access: If thiz option iz

Password: enssnenee selected a list of sites will get shown

@ Please also note that the main ste wil

St - i - sl automatically get added if this option is

selected.

This option will show a drop down list
Mews ot the selected stes when making a

| NX Batch Transaction transaction.
M Transaction

MNX Transaction Register Only

Report

_ | Staff

¥| Minor Aillments

OPTIONS

@Wﬂ Back To Staff Sestion |
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1) To access the Neo 360 system, enter the following web address In your internet

browser;

https://needleex.co.uk/Secure/Login.aspx?ReturnUrl=%2fsecure

2) To access the live system, please log in using your pharmacy login details provided in

your letter

3) Once logged in, the first screen which will appear is the home page. Click on the

‘Minor Ailments’ menu option.

Ne Q3

HOME PAGE

DETAILS
WELCOME MA TEST
Created On: Monday, 22 February 2016 10:30
Last Visited: tonday, 22 February 2016 15:39

SUPPORT INFORMATION

{ HOME @ HELP £ LOGOUT
Version 8.50.1

TEST SYSTEM

Logged on as goodtest? (Mot you™)

& Notes

Pleaze uze the above menu to
navigate throughout the system.

If you are experiencing an issue with neo, or would like some general advice on neo and its functions, you should contact the following

people;

18T SUPPORT CONTACT

Full Mame:  Clare Liptrott
Ermail: clare liptrottiginhs. net

Office: 0161 234 567
hobile: 07713 065 156
Fax: 0161 342 5677

2ND SUPPORT CONTACT

Micaolas Patel

nic. patel@nhs. net
0161 234 B43
07543 876 573
0161 835 324

Privacy Policy | Accessibility | In using Meo you agree to be bound by this licence
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4) You will then be taken to the screen where you will start to enter the
client/consultation details whilst the client is present. The date and time of the
transaction defaults to the present time. Select the client’s gender and enter the
client’s date of birth in the format DD/MM/YYYY, and then click the ‘Find’ button. If
there are any, the search results are then displayed.

® £3 HOME @ HELP ¢ LOGOUT
ne0360 Version 8.50.1
TEST SYSTEM

Logged on as goodtest? (Mot you?)

£ CHANGE DETAILS

ENHANCED SERVICES

SEARCH b

1. Transaction Date:
farnzi2016] [

2. Transaction Time:
09:52

3. Cls etails:
- Gender- ¥ £ Find £} Anonymous

Privacy Policy | Accessibility | In using Meo you agree to be bound by this licence
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5) This is where a client would appear if they have used the service before and have
been inputted into the Neo 360 system. You can then choose the client from the list
(click the green tick) by asking them their secret question which will have been set
up previously. This is to help identify the correct client if there are more than one
listed with the same gender and date of birth. Example shown below.

= £y HOME @ HELP £ LOGOUT
Ne Q30
TEST SYSTEM

Logged on as goodtest? (Mot you™)

£ CHANGE DETAILS

ENHANCED SERVICES

SEARCH @ Help

1. Transaction Date:
230202016 |

2. Transaction Time:
09:52

3. Client Details:

Male v [1zrziga0| & Find £ Anonymous

clients that match the gender and date of birth you ha

Client Secret Question Secret Answer

01. Favourite City ? London "4
0z Favourite City ? Taoronto "4
03 Favourite Colaur ? Red 1'4
04. Place of Birth ? Wiigan "4

ADD NEW SECRET QUESTION

If the client is not one of those in the above list, ask them for a secret question and
answer and click continue.

Secret Question Secret Answer

- Please Select- v £ Continue
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6) If the client does not appear in the list or there are no search results at all, the client
will need to be set up as a new client under the section ‘Add new secret question’.
You will need to ask the client to select and provide an answer to a secret question.
Once you have done this, click on the ‘Continue’ button.

] neoséos {* HOME @ HELP {5 LOGOUT
— Version B.50.1
q Y TEST SYSTEM
UK Logged on as goodtest] {kat you?)
TAMESIDE AND GLOSSOP PCT - GOOD MEASURE
EZS CHANGE DETAILS

MINOR
AILMENTS

ENHANCED SERVICES

& Help

- SEARCH

1. Transaction Date:
23022016 [
2. Transaction Time:

05:52
3. Client Details:
Male v 1221891

7 ADD NEW SECRET QUESTION

Secret Question Secret Answer

|- Please Select - v| £ Continue
- Please Select-
Favaourite City 7
Favourite Colour ?
Firstcar?
Place of Birth ?

Copyright @ 2007 - 2016 neodB0. All Rights Reserve

wacy Policy | Accessibility | Ings) U agree to be bound by this licence
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7) You will now be taken to the screen where you will enter the consultation details.

Complete the boxes with the client’s first & last name.

In the ‘Postal district’ box, start to type the first letters of the postcode, this should
then bring up a dropdown box showing the search results, select the relevant
postcode of the client (only the first part of the postcode is required)

In the ‘General practitioner’ box, start to type any part of the client’s GP practice
name or address, this should then bring up a dropdown box showing search results,
select the relevant GP practice of which the client is registered with (please note that
because this is a test system, not all practices in Rotherham are listed however they

will be available once the system goes live).

Complete the questions in the next section.

DETAILS

Mew Client: Yes

Transaction Date: Wednesday, 09 March 2016
Tra : : 14:15

First Mame:

Last Marne:

Fostal District: ®
Seneral Practitioner:

QUESTIONS

Daes the client pay for prescription? |Please selectE
|5 this a client or representative? | Please select

MS

3 RCCGMinor Ailments @

NOTE

OPTIONS

Fj Save @ Cancel
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8) Once all the client information is entered, you will now need to add the consultation
details and any medication which has been supplied. Expand the ‘RCCG Minor
Ailments’ box by clicking the plus sign, to start to enter the consultation details.

- Postal District: 565 (7]
r General Practitioner; Or Fram This Surgery, Blythe Road Medical Centre, 8 Blythe Road, Malthy, Ratherham, S66 810 ()

~ QUESTIONS

¢ Does the client pay for prescription? | No v

Exemption categories, as follows: Under 16 years of age 16,17,18 and in full-time education
Is 60 years of age or older

Has a current maternity exemption certificate

Has a current medical exemption certificate

Has a current prescription pre-payment certificate

Has a war pension exemption certificate

Is named on a current HCZ charge certificate

Gets income support

Gets income based job seekers allowance

Holds a Working Families’ Tax Credit exemption certificate or gets full WFTC or WFTC reduced by £70 or less
Holds a Disabled Persons’ Tax Credit exemption certificate or gets full DPTC or DPTC reduced by £70 or less

¢ | this a client or representative? | Client v

Please proceed with consultation

- ITEMS

[F|RCCG Minor Ailments &)
tained Data Sharing Consent @

Acute Diarthoea - Obtained Data Sharing Congent @

Allergic Conjunctivitis - Obtained Data Sharing Cansent @
Allergic Rhinitis - Obtained Data Sharing Consent @

Common Warts and Verruca - Obtained Data Sharing Consent @
Cansgtipation - Obtained Data Sharing Congent @

Fewer In Children - Obtained Data Sharing Consent @

Head Lice - Obtained Data Sharing Consent @

Infantile Colic - Obtained Data Sharing Consent @

Infective Conjunctivitis - Obtained Data Sharing Consent @
Scahies - Obtained Data Sharing Consent @

Threadworm - Obtained Data Sharing Consent @
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9) Select the relevant ailment by ticking the box next to the ailment description. Notice
that at this stage, client consent must be given for data sharing; please ensure that
the client is aware and happy with this. Always ensure that the ‘Counselling’ box is
ticked as this generates a consultation fee payment of £4.10. If medication has been
supplied, select the ‘Medication’ box too, this will then expand and provide you with
options of medication. Select all that have been supplied. An example is shown
below. If no medication has been supplied, only select the ‘Counselling’ box. If no
medication is supplied and the client is referred to their GP, select the ‘Counselling’
box and the ‘Refer to GP’ box.

=|RCCG Minor Ailments @
«| Acute Cough - Obtained Data Sharing Consent
¢/ Counselling @
7| Medication @
#| Pholcodine SF Sgm 5mi Linctus @

Simple Linctus Paeds Sugar Free @
Simple Linctus Sugar Free @
Refer to GP @
Meute Diarthoea - Obtained Data Skeffing Consent @
Allergic Canjunciivilis - Obtained Data Sharing Consent @
Allergic Rhinitis - Obtained Data Sharing Consent @
Comman YWarts and Yerruca - Obtained Data Sharing Consent @
Constipation - Obtained Data Sharing Consent @
Fever In Children - Obtained Data Sharing Consent @
Head Lice - Obtained Data Sharing Consent @
Infantile Calic - Obtained Data Sharing Consent @
Infective Conjunctivitis - Obtained Data Sharing Consent @
Scahies - Obtained Data Sharing Consent @
Threadworm - Obtained Data Sharing Consent @
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10) Once all the consultation/medication details have been inputted, thoroughly check
the details are correct before clicking the ‘Save button’ at the bottom of the page. To
cancel a submission at any point, click the ‘Cancel’ button at the bottom of the page.

[F|RCCG Minor Ailments @
¥ Acute Cough - Obtained Data Sharing Consent @
¢ Counselling @
¢ Medication @
#| Pholcodine SF Sgm Smil Linctus @
Simple Linctus Paeds Sugar Free @
Simple Linctus Sugar Free @
Refer to GP @
Acute Diarrhoea - Obtained Data Sharing Consent @
Allergic Canjunctivitis - Obtained Data Sharing Consent @
Allergic Rhinitis - Obtained Data Sharing Consent @
Common Warts and Verruca - Obtained Data Sharing Consent (3]
Canstipation - Obtained Data Sharing Consent @
Fever In Children - Obtained Data Sharing Consent @
Head Lice - Obtained Data Sharing Consent @
Infantile Colic - Obtained Data Sharing Consent ()]
Infective Canjunctivitis - Ohtained Data Sharing Consent @
Scabies - Obtained Data Sharing Consent @
Threadworm - Obtained Data Sharing Consent @

NOTE

e
USED O OF 2000 CHARACTERS

OPTIONS

H save @ Cancel
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11) Once the ‘Save’ button has been clicked, a message will appear to ensure that all
information inputted is correct. To confirm this, click ‘Yes'.

&J SAVE TRANSACTION?

Areyou sure everything is correct?

17
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12) The claim has now been submitted to the CCG for payment. The below confirmation
screen will appear. The system is now ready for the next consultation to be
submitted.

‘ . L] & HOME @ HELP & LOGOUT
' ne0360 Yersion 8.50.1

4 TEST SYSTEM
UK Logaed on as goodtest? (Mot you™)

TAMESIDE AND GLOSSO0P PCT - GOOD MEASURE
E2 CHANGE DETAILS

MINOR
AILMENTS
ENHANCED SERVICES
~ STATUS
S oo >
' SEARCH @ Help

1. Transaction Date:
ainziz016] [

2. Transaction Time:
14:32

3. Client Details:

- Gender- ¥ |[Doiii] &2 Find | £% Anonymous

Copyright @ 2007 - 2016 nec360. All Rights Reserved.

Privacy Policy | Accessibility | In using MNeo you agree to be bound by this licence
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Requesting monthly submission reports/Invoice

1) Each month you have the option to access a report/Invoice showing your claim
submissions for that month. Reports run from the 1% of each month. To access these

reports click the ‘Reports’ button at the top of the home page
NeQ:30 ]
LIVE SYSTEM

- Logged on as-\lnt you?)
E3 CHANGE DETAILS & STAFF (G0 REPORTS ¢ NNWS

HOME PAGE
WELCOME MOHAMMED BASHIR & Hotes
Please use the above menu to
Created On: Manday, 14 March 2016 10:38 W A ER N GG
Last Visited: Maonday, 21 March 2016 11:20

SUPPORT INFORMATION

If you are experiencing problems with neo and would like raise a support call, please contact;

MAIN CONTACT
Full Mame:  Rebecca Stevens

Email rehecca. stevensig@rotherhamecy nhs uk

Office 01703 302 632

2) Under the section ‘Minor ailments’ click on ‘Monthly Transactions’. Please ignore the
‘Generic reports’ and ‘Needle Exchange’ sections, these are not relevant

3601: £ HOME & HELP & LOGOUT
Version 8.50.1

STEM

Logged on as Mot you?)

2 CHANGE DETAILS & STAFF &) REPORTS @ NEWS

Please click on the report you want to run. To find out what the report does click on the guestion mark

.4 Monthly Transactions

[ NX Transaction Fixed Monthly Report ] 2]

[ Nxttonthly Pack | @

‘ M Guarterly Pack ‘ 2]
.4 Monthly Transactions @
o4 Quarterly Transactions @

.4 Trangactions

19
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3) Choose the month of which you want to run the report by clicking the calendar icon
next to the date. Once the month is selected, click the ‘Generate’ button

neOS()O”
Il'\.'joi'(l'HERHAM CCG -HARMACY

EZ CHANGE DETAILS & STAFF &) REPORTS ¢ NEWS

S HOME @ HELP 3 LOGOUT

Logged on &

Yersion 8.50.1

LIVE SYSTEM

(Mot you?)

& Information

MINOR
AILMENTS
MINOR AILMENTS
ES001 - MONTHLY TRANSACTIONS
-~ REPORT
1. Date

011021201

2. Filterig)

| All Comrissioners
Iv| Rotherharm CCG

3. Outputis)
Mot Applicable

-~ OPTIONS

wyhen printing invaice, if you can not
see any colours of images you will
harve to turn on "Print Background
colours and images" which can be
found in you "Page Setup”

D Generate

o Inwnice Section

4) An invoice report will now be produced for all claim submissions by your pharmacy

for the month you have selected. An example of what this looks like is below:

MINOR AILMENTS

ES001 - MONTHLY TRANMSACTIONS

Pharmacy Enhanced Services Invoice
Invoice Date Range: 01/03/2016 to 31/03/2016

-Pharmacy

Telephone
Email

Invaice Mo
Invoice Date
Bill To

Address

Contact Name

ES0013574
23/03/2018
Rotherham CCG

Oak House
moaorhead Wiay
Ratherham
South Yorkshire
SHEE 17
Rebecca Stevens

Minor Ailments & Allergic Rhinitis - Obtained Data Sharing Consent 1 £0.00 £0.00
Minor Ailments © Allergic Rhinitis - Obtained Data Sharing Consent © Counselling 1 £410 £410
Minor Ailments - Allergic Rhinitis - Obtained Data Sharing Consent . Medication 1 £0.00 £0.00
Minor Ailments & Allergic Rhinitis - Obtained Data Sharing Consent . Medication & Lorat 1 £1.26 £1.28
Minar Allments © Head Lice - Obtained Data Sharing Consent 1 £0.00 £0.00
Minor Ailments & Head Lice - Obtained Data Sharing Consent - Counselling 1 £410 £410
Minor Ailments & Head Lice - Obtained Data Sharing Consent : Medication 1 £0.00 £0.00
Minar Ailments © Head Lice - Obtained Data Sharing Consent 2 Medication :: Dimeticon 1 £3.75 £3.79
Minar Allments & Head Lice - Obtained Data Sharing Consent @ Medication :: Head Lice 1 £2.21 £2.21
Minor Ailments & Threadworm - Obtained Data Sharing Consent 1 £0.00 £0.00
Minar Allments © Threadworm - Obtained Data Sharing Consent = Counselling 1 £4.10 £4.10
Minar Ailments © Threadworm - Obtained Data Sharing Consent @ Medication 1 £0.00 £0.00
Minar Ailments @ Threadworm - Obtained Data Sharing Consent :: Medication :: Mebend 1 £487 £487
Subtotal £24.39

WAT Rate 0.00%

AT £0.00

Total £2439
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