Introduction to SystmOnline
SystmOnline is the name of our online services. We offer the facility for you to request prescriptions
online, book or cancel appointments, and much more.
This short guide is designed to help you get started with using SystmOnline.
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Logging in
1. First, go to www.bowlinghallmedicalpractice.co.uk, which is our practice web-site. You will be
taken to the home page, which contains a link to ‘SystmOnline’. Click on this link.

2. You will be taken to the log in page, shown below. Enter the log in information which should have
been sent alongside this guide.
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3. If this is the first time you have used the online services, you will now be asked to change your
password. Note: Your password must be at least 8 characters long, contain at least one letter, one
number and one symbol (such as #).

4. Once you have successfully changed your password, you will be taken to the home screen. From
the menu on this screen you can access all of the services on offer.
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Managing Prescriptions with SystmOnline
By clicking on the Medication link on the home page you will be able to request prescriptions, view
outstanding prescriptions and change your nominated Pharmacy.

Requesting Medication with SystmOnline
For certain drugs, you can request a new prescription.
Click the Medication link on the Home page (shown above). In the next screen, select medication
again.
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From here you can select which medication you require from a list of your regular medications, or
make a custom request for a medication which is not on your list of repeat items. Note: You cannot
request existing medication and make a custom request in the same request.
To request existing medication;
1. Click the request existing medication radio button.
2. Select the drug(s) you need by clicking on the box in the left-hand column.
3. When you have chosen all of the medications you need, click Continue at the bottom of the
page.
4. You have the option of entering notes for each drug. Click Request Medication when finished.
5. The Medication Order Summary is displayed, stating that a request has been sent to the
practice to issue the item(s). Your prescription will then be ready 48 hours after your request.

Changing Your Pharmacy
At Bowling Hall Medical Practice we use the ‘Electronic Prescription Service’. This means that your
medication is authorised and sent to your pharmacy electronically without the need for a paper
prescription. You can then go straight to your pharmacy to collect your medications without needing to
come to the practice to pick up the prescription form.
To change the pharmacy you collect your prescriptions from:
1. Click the Change Pharmacy link on the Medication page.
2. Click Choose beside the pharmacy you want to use.
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Managing Appointments with SystmOnline
By clicking on the Appointments link on the home page you will be able book and cancel appointments
and view past/future appointments. You will be able to see up to five past appointments and all future
appointments.

Your healthcare service may limit the number of future appointments that you can have at any one
time. If you have already reached this limit and would like to book another appointment, you should
contact your healthcare service by telephone or in person.
Booking an Appointment
Providing you have not already reached your service's limit for the number of future appointments, you
can book an appointment using this service.
1. Go to the ‘Appointments’ page from the menu on the home screen and then select ‘Book
Appointment’, or select ‘Book Appointment’ on the blue menu bar at the top.
2. You can customise the dates you want to search on. By default it will display available
appointments in the next two weeks.
3. Locate the date that you want to book on and click the ‘View’ button.
4. Find a suitable appointment time and click on ‘Book’ for that appointment.
5. In the ‘Reason’ field, it would be helpful if you could put a brief description of what the
appointment is regarding. This will help practice staff to prepare for your appointment. Bear in
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mind, however, that any information you provide may be visible to all practice staff and not just
to the clinician you are going to see.
6. Select the ‘Book Appointment’. The appointment is then confirmed.
7. You can print a summary of your appointment by clicking ‘Print’. Otherwise, click Back or any
other menu option.
Cancelling an Appointment
To cancel an appointment:
1. Click the Future Appointments link on the Appointments page, or click Future
Appointments on the main menu bar.
2. Click the Cancel Appointment button relating to the appropriate appointment.
3. Check the appointment details and click Cancel this appointment.
4. To continue without cancelling the appointment, click Back or any other menu option;
otherwise, click Close.
Viewing Past/Future Appointments
1. Click the Past Appointments/ Future Appointments link on the Appointments page, or for
future appointment only click Future Appointments on the blue menu bar.
2. This page shows the date, day, start and end time of past appointments as well as the location,
clinician.
3. Under Print Details click Details to see the full address and any special instructions, e.g. 'Please
remember to bring your medication.'
4. To print these details, click Print.
5. To exit this screen click Back or any other menu option.
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Changing Your Contact Details
It is very important that we can get in touch with you if we need to. You can update your contact
details through SystmOnline.

To change your address, phone number or email address take the following steps;
1. From the Home page, click on Online Account Management.
2. Click the Change Contact Details link on the Online Account Management page.
3. Type in your new details, then click Submit new contact details. A message is displayed,
showing that your details were sent successfully.
Note: Your contact details will not update until the message is actioned by the practice.
If you are happy for your healthcare service to send text messages to your mobile phone, e.g.
appointment reminders, select Allow SMS notifications and ensure that you have provided your
mobile number.
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