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Introduction
Welcome to the credit request form user guide.

Please try to submit your credit requests on or before the 22" of each month.

When possible submit just one form for your site each month. Once a form has been submitted
do not add any additional products to the request form. A new form will need to be downloaded
each month.

Please note all credits must be claimed within 3 months of the product expiry date or within 3
months of the date of delivery/collection for transport claims.

Claims for unutilised products (e.g. UAB) can only me made after the product expiry date and
not prior. Additionally, please consider if any of your claims should be highlighted to NHSBT
via your local customer service manager.

Credits can only be given to the hospital the components have been issued to. If components
are transferred between hospitals NHSBT cannot credit the receiving hospital.

If you have any queries or feedback regarding the use of the credit form please contact your
local Customer Service Manager or email nhsbtcustomerservice@nhsbt.nhs.uk

Controlled if copy number stated on document and issued by QA
(Template Version 03/02/2020)

Page 3 of 15


mailto:nhsbtcustomerservice@nhsbt.nhs.uk

INF1270/2.1 — Customer Credit Request Form User NHS|

Guide Blood and Transplant
Copy No:
Effective date: 23/11/2021
FRM5219

The form can be found on the Hospitals & Science website at the following location:

Traming

\A L s MMM
g 10 July: We have enough stock to supply to your

Complaints and Compliments

00 QU Do ) e

Wguet fot Barnsley centre

Making a request for credit

To make a request
Phaasd e FRIS215 8

We recommend you submit requests on a monthly basis

rtnly will engure they ara not rejecied becausa the 3 month tme fimit has been exceed

Commurcinl
and o
Cuvtomer
Snrvce

Customer satisfaction survey

Transport
Blood and Transplant Matters

Who we are
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Getting Started

The form contains additional functions in the form of macros. Depending on the security
settings on your system the first screen you may see is shown below.

You will be asked if you want to disable or enable macros.

Select ‘Enable Macros’

Security ¥arning 5[

"M:\Dacuments and SettingsiwilkoD10iLocal Settings| Temporary Inkernet
FilesiOLE3MHSET Electronic Credit Request Form wd (2).x1s" contains macros,

Macros may conkain virses, Ik is usually safe ko disable macros, but if the
macros are legitimate, you might lose some functionality .

" Bisable Macros | Enable Macros Mare Infa

Selecting either Enable or Disable takes you to the MACRO tab.

Enabling Macros

To use this credit form, you must ensure MACROS are ENABLED. The MACRO tab gives
instructions on how to change settings using EXCEL 2000, and 2003, 2007, 2010 and 2013.

INHS
BLOOD AND COMPONENT CREDIT REQUEST FORM 8lood and Transplant

To use this credit form, you must ensure MACROS are ENABLED. The helow images show you how to enahle macros in each version of excel.
Follow the instructions provided, then click the ‘DONE’ button. If clicking the DONE button does nothing, then you have not enabled macros.
Enabling Macros in Excel 2000 and 2003: Enable Macros in Excel 2007:

MNavigate to the ‘Tools' tab, then click 'Macro' and then 'Security'. With the excel file open, click on the 'Office’ hutton.
a Security window will then open. Then click on 'Excel Options’ (present at the hottom).
" NR M e MNext select the 'Trust Center’ = 'Trust Center Settings’.
T OpSEE A [Frut Conter : | - S
TR ;5 ey Gt Deer et iy {
Tiusted Publisners Mixcio Settings
Trusted Locations i
{ (7t Diable afl macros without notdication

) Disable s macros with notification

i

1 ]
Brotecon » I Tiusted Documents ||

1] adgne I @ Disable sl macros except digitally signed macros

i

o 3 Enadle 3l macros (not recommenced; potentially dangerous code can
G, 11 ActveX Settings rung
Forvwds kydtion) : § — —
Bera o s i | Maero Setungs Il Developer Macro Settings
s @ AN NG, 1 Protected View
IS oo Cptee... ety il TR | 1 trustaccess to'the YBA project object model
g’:““ B xous tosccrn i In the trust centre settings click on the 'Macro Settings’ and then choose 'Enable &ll
OF Merosch: SorptCdtor  dheTERerlL Macros'

choose 'Low Security’ from the options available.

Click OK, You nowlgged to SAVEpthe workbook, Click OK, and OK again. You now need to SAVE the workbook

Close the workbook, and re-open it for the changes to take effect. Close the workhook, and re-open it for the changes to take efiect.

» M[\MACRO / INSTRELEC £ INSTRMAN / INSTRTRP /G ac e e e i G et
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Tabs Menu

a2
a3

aA
PR RN G 1 N TS G LA MAINPAGE  ELECTROMNIC J MARUAL J TRAMSPORT

There are several tabs within the form. These can be grouped into two sections:

¢ Instruction Tabs (Grey)
» MACRO - How to change macro settings
» INSTRELEC - Electronic entry
= INSTRMAN - Manual entry
= INSTRTRP - Transport section

e Data Entry Tabs (Red)
= MAINPAGE - Your details
= ELECTRONIC - Scan details on to form
= MANUAL - Manual entry
= TRANSPORT - For transport claims

Data Entry
BLOOD AND COMPONENT CREDIT REQUEST FORM
: 1. Your hospital
Please enter your Puise No in
the yolow bos > [ « | Pulse Code
Please choose month and year | 2. Date of
in the yeliow boxes > | +— Submission
(drop down
Please enter your email menus)
address should we need 1o
contact you in yellow box > <« 3. Your email
' - o " address
(replaces
WAND in a product MANUALLY enter & praduct Raquest TRANSPORT credit signature)

SUBMIT (EMAIL) TO NHSBT
Only do s0 once a month after collating your credit requests. Ensure OUTLOOK i open
before you click thes buttcn. When you click thes batton a popup will appear (unless you ae in
wxcel 2013) Cich YES when prompled to send email

o sct add addtona’ procucts 1o ths spreadsneet once you have wemided 1 Yoy seed 10 dowelot and start 3 compfetely rew credit form for sich mor

RN cvion | Wi | s |

An instruction prompt box will appear when you click in one of the yellow boxes.
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Once you have populated each yellow box select one of the following options.

YWAND in a product MANUALLY enter a product Request TRANSPORT credit

Wand in a product

_ This option takes you directly to the ELECTRONIC tab
WAND in a product allowing you to scan in the component details.

Please Note - Column A should be your hospital. If this is not your hospital, check the Pulse
code used on the I\yNPAGE.

- A n

n

o 3 3

ISBT Unit Number

{
:

Expiry Date Group ! |

F
=

snpnnganaa

29 | Click HERE to Scan
20 | Open Instructions for completing Return to Units and Load Details to
] this form MAINPAGE Credit Note To start
a2 | credit request
33 |
a4 |
38 |
a6
ar |
38
MACRO | INSTRELEC | INSTRMAN | insTRTRe RS suecrronic IRENIEN BCEEEN

To start the credit request process please click on the box indicated.
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The below pop up box will now appear.

T Py P T i
L Customer Gedit Request Form

&_ q
A ISBT Unit Number | .G05251458304165
ME__ product(2) | a0043333

L 0.

sA  Expiry (3) | 2201501242

RhD’OSl"V!

Si Gow(®) [ w70 ﬂ'llml =

A Load Unit Details to Request Form . ,...:'“_,

HHHHHH!H

Scan barcodes in order 1 to 4 as illustrated.
(Note - the alphanumeric format of the barcodes will look like the above, this is not an error)

If you scan an incorrect barcode a warning will highlight the error — see below. Click ‘OK’ and
go back to the relevant box to re-scan the correct barcode.

|

ISBT Unit Number | =G05251458304165 ’

LA R

m(Z) | —nmananae L__- i "vlim !nlul I_:i

Incorrect length!

Coou = a2 SUeCE A

HHHH“! H

Expiry (3)

Fi
[ RhDPOSITI o POSITIVE

Group (4) e Unit Group Bar Code errar - please rescan = T -----

| o Cancel !l’i%..—.r-—
m ST

Load Unit
l

LErrerrrr e e rernd

—— T - |
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When the data fields are complete click here to upload the data on to the form (if you do not
want to submit the data press close).

Y S oYy Teonimi | a1 | I
_ﬂ_, Customer Gedit Request Form X

A
SyA_ ISBT Unit Number | .G05251458304165 <

A i
s [Product(2) | a0043333b . ."_iw l"'

\ i
§

Expiry (3) | 2201501242

Group (4) | =%7300

!HHHHH\HH 1]

n T ¥
MANUALLY enter a product

MANUALLY enter a product This option takes you directly to the MANUAL entry tab.

Move along each column entering details of the credit claim using the drop-down menus
where provided or type directly into the cells. The ‘Check’ column will highlight an incorrectly
entered ISBT number.

. * ¢ | T ¢ g b e vl ) L

1581 175 Unt embet Cepry Do | _
Pradett 114 g [hech {stvnyy | ™ l E% T revTwets Bngron
Prosct Condt Coee
v\‘“’—m ADDTNE SOLUTION LD, RRADMTED (D25%4)  [3aan TReEC tes_|he _[D¥A - Camaged REC DaTageoCertamaated n K315
1 s .fEC.LL. 2 ACOTNE 30U L0 RRAATED (098ISR inis.. C | I (T R = T T T
‘Zln %0 0 ) M8 EMOVED PAC 1 1030 PN LR C iy [ = Mo |LATmiTes fnes 1
Praieist [PLATELETS AE0E 55 LD ETENOED LFE MO Y 061 FAC = Pacragng et LE LB prritng FLUS b8

If the product you wish to claim for is not available as an option, please use these lines.
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As with the Electronic System - the ‘Returned’ column indicates if you have returned the units
back to NHSBT. Complete the ‘CSM Informed’ column to indicate if you have reported the
claim to your local customer service manager. After choosing the most appropriate credit
code, select a reason from the drop-down list in the ‘Comments/Reason’ column as to why
you are making the credit claim. If ‘Other’ is selected, you will be contacted to provide further
information. All of the above fields are mandatory.

Please note responses in drop down columns can be copied and pasted throughout the rest
of the column e.g. for numerous claims for the same credit i.e. UAB.

Request TRANSPORT credit

This option takes you directly to the
TRANSPORT entry tab for credit requests
relating to Ad hoc, Collect or Emergency
delivery charges.

Request TRANSPORT credit

Enter the Request No\Delivery Note Number into column B. The check box will auto populate

highlighting any incorrect entries.
Select the most appropriate code from the drop-down list (ADH,COL,EMG) in the ‘Credit

Code’ column (D).

Complete the ‘CSM Informed’ column (E) to indicate if you have reported the incident to your
local customer service manager.

Select a reason from the drop-down list for your claim (column F). Please note if you select
‘Other’ you will be contacted to provide further information.

A o ( o

Reaguest No | Delwvery Note
Number (8 Digita)

Check Creait Code Comments/Reason

CSM Informed ™

| Hospital Name i ! 4
2 Royal Devon soe Exeter Hoopdal 1002000 1 TRANSIPORT NUMBER OK ADH No Orclor aeTwed 0N & routne fun
© [Foyil O wna Exstir Hosgstal —Emn 9 CHARACTETS FOR REQUEST MIMBER] | 1, Ivas
4 Roysl Dvsin aod Exetac Hosgesl | Cranr e on & Suing
% Aoynl Oseun aow Exetnr Hosgitnl | Fissabermessdustaot
o Foyel Devon and Exeter Hosedal
7 Royal Davin s Faster Hosestal
W Roysl Do s Exetec Hosgtal
Y Hoywl Dovan sos Exotec Hospdal
10 Foyal Oen sod Exster Hosgstal
11 Foysl Do and Exeine Hosgual
13 Royal Devon and Exetec Hoseetal
14 Foyal Devon o Easter Hosetol
1% Roysl Owvon wne Exetec Hosptal |
16 Hoyel Daven soc Exctec Hosestal
17 Foyal Devon aod Exetier Hosgatal
18 Aoysl D wnd Exeine Hoseool
19 Aoyal Dmvon and Exstar Hosertal
20 Royal Duvon wod Exetec Hosgatal
21 Roywl Duevon s Exstwe Hosestal
22 Roysl Dmmn st Exotec Hospdal
23 Foyal Davin e Exetee Hocgtal
24 Floywl Duvin s Exster Hosestal
o Roysl Owenn wod Exeine Hosguel
26 Hoyal Devon sod Exster Hozortsl
27
1]
29
£ Open Instructions for Return to
3] completing this form MAINPAGE

MACRD | INSTRELE INSTRMAN INSTRTRS ELEC TRONII YR 1 RANSPORT
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Request Submission

The form can be saved locally, populated over the month and ideally submitted on or before
the 22" of each calendar month.

When you are ready to submit your request go to the main page and select ‘SUBMIT (EMAIL)
TO NHSBT.

SUBMIT (EMAIL) TO NHSBT
Only do so once a month after collating your credit requests. Ensure OUTLOOK is open
before you click this button. When you click this button a popup will appear (unless you are in
excel 2013) Click YES when prompted to send email

Do not add additional products 1o this spreadsheet once you have submitted £ You need 10 downioad and start a completely new sredit form for each menth

R (L1 CTRONIC | MANUAL | TRANSFORT

This will automatically start the send process and depending on system settings you may be
prompted to allow the process to complete as shown below. Please select ‘YES'.

Microsoft Office Outlook x|

& program is brying ko automatically send e-mail on wour
behalf.

Do wou wank ba allow this?

If this is unexpecked, ik may be a wirus and you should
choose "Mo",

Below indicates a positive confirmation of a submission. A copy of the sent email will also go
to your ‘Sent Box'.

Microsoft Excel |

@ Email sent - thankyou, You can check your Outlook sent items iF vou want to double check this has been sent:

If the above facility to submit is unavailable then please send as an attachment to
bloodcredits@nhsbt.nhs.uk
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Credit Codes
Code Description When to use (examples)
Ad hoc order arrived on a routine run. Two ad hoc requests
ADH Ad Hoc Charge were coloaded on to one ad hoc delivery.
COL Collection Charge Order was sent on a routine run instead of collected.
. To be used when a requested CMV negative unit cannot be
CMV CMV Premium utilised e.g. due to product damage.
Visual abnormal or damaged Cryoprecipitate packs
DAC Damaged Cryo e.g. milky/lumpy cryoprecipitate.
Visual abnormal or damaged Fresh Frozen Plasma packs.
DAF Damaged FFP e.g. split on thaw, discoloured.
Visual abnormal or damaged Platelet packs
DAP Damaged Platelets e.g. red cell contamination, lipaemic.
Visual abnormal or damaged Red Blood Cell packs
DAR Damaged RBC e.g. haemolysed RBC, damaged/contaminated in transit.
L RBC units which are found to be DAT+ during crossmatch
DAT Positive DAT which cannot be used and are subsequently discarded.
. Emergency order coloaded onto an ad hoc delivery or sent
EMG | Emergency Delivery Charge on & routine run.
. When the HLA matched product cannot be utilised
HLA HLA Premium e.g. due to an inadequate shelf life.
. When the HPA matched Platelets cannot be utilised
HPA HPA Premium e.g. due to damage.
Use when a requested irradiated product cannot be utilised
IRR Irradiation Premium e.g. damaged product, or when you have been charged for
irradiation but it was not requested.
. Order reconciliation errors, wrong pcm’s used, cold chain
PAC Packaging Error excursions, label on box incorrect.
NHSBT initiated recall where the unit is yet to be utilised and
REC Recalled Component is discarded at the hospital.
To claim for expired/unused AB RBC units. Please review
UAB Unused Group AB RBC your stocks if submitting excessive* UAB claims.
WRC Washed Red Cells Premium When the requested washed red cells cannot be utilised

e.g. due to damage, cold chain excursion etc.

* excessive considered more than 8 UAB claims per month

List of Comments/Reasons available by Product
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Split on thaw/Hole in pack

Port Problem
Discoloured/Lipaemic
Lumpy/Aggregates/White Flakes
Labelling/Barcode error

Cold Chain error

Recall

Other

Adval: CMV/IRR

Visual Abnormality

Pack Defect

Short Expiry

Labelling/Barcode error

Cold Chain error/Wrong PCMs used
Recall

Other

Adval: CMV/HLA/HPA/IRR
Hole/Tear in bag

Port problem

Red cell contamination
Discoloured/Lipaemic/Turbid
Aggregates/White flakes
Labelling/Barcode error

Short Expiry

Cold chain error/Wrong PCMs used
Recall

Other

Adval: CMV/IRR

Hole/Tear in bag

Port problem
Damaged/Contaminated in transit
Haemolysed

Clotted

Discoloured/ Lipaemic/ White flakes
DAT positive

Labelling/Barcode error

Short Expiry

Cold chain error/Wrong PCMs used
Recall

UAB

WRC

Other

Granulocytes/
Buffy Coats

Platelets

Red Blood Cells

VVVVVYVYVVVVVVVVY| VVVVVVVVYVYV|VVVVVVVVIVVVYVVYVYYY

Please note comments/reasons are product specific and not credit code specific. Each
comment will appear regardless of the code chosen. Therefore, please ensure you choose the
most appropriate credit code and reason for your credit claim, as this helps with trending. Note
both fields are mandatory.

List of Comments/Reasons available for Transport claims
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Order arrived on a routine run
Order coloaded with an ad hoc
Routine delivery requested
Other

ADH/COL/EMG

YV V VYV

All credit requests are checked and the decision to pay it is at NHSBTs discretion.

Be aware that there is a 3-month time limit to claim ALL credits.
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Customer Credit Request Process Flow

v |
— .
(5] Customer Customer submits
e completes FRM5219 to Resubmit rejected
=] FRM5219 —» bloodcredits@nhsbt.nhs.uk requests as
g held on Hospital & on or before 22" of every appriopriate
(&) science website month
y
A
® Those accepted
O on 25" of every will be credited by
o= . month data within finance and will
< FARNMISZIES the master Generation of appear on the
= collated into a N Accept or - .
(T > monthly —» credit request . monthly invoice
master monthly h . reject reques .
— spreadsheet spreadsheet accept/reject list backing
m validates requests documentation
(7)) via BoBs received by the
T customer.
= \

NHSBT Customer
Service Manager

Trend analysis
review and actions

CSMs review

P request and liaise

rejects

Feedback rejected

as appriopriate

NHSBT Customer
Service

Management Team

Trend analysis
review and actions
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