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1. Introduction 
 

 
The Pharmacist Logbook is an internet based application, which can be accessed from any connected 
device.  The Logbook is to be used to record data for each of the core roles the pharmacist will undertake 
as part of the IPAC Project.  It has been developed by Commonline Pty Ltd and is being administered by 
JCU. 
 
The web address is www.ipac.net.au   
 

 
 
 

 

2. Account Confirmation and Setting Password 
 

 
The PSA will advise JCU of your name and email address to set up an account.   
 
You will be required to set your own password. To set your password, go to the IPAC Logbook Landing Page 
(www.ipac.net.au) and enter your email address.  Leave the password field blank and click ‘Sign In’ 
 
An email will be sent to your registered address with a link to set your password. Click the link and enter a 
strong password (min 10 characters) in the password field. Click ‘Sign In’ 
 
Your password should be a combination of letters and numbers that is not easy to guess. It must be kept 
confidential and not shared with anyone to ensure the security and integrity of the system. 
  

http://www.ipac.net.au/
http://www.ipac.net.au/
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3. Forgotten Password or to Change Password 
 

 
Similar to the instructions above, go to the IPAC Logbook Landing Page (www.ipac.net.au) and enter your 
email address.  Leave the password field blank and click ‘Sign In’ 
 
Again an email will be sent to your registered address with a link to reset your password. Click the link and 
enter a strong password in the password field. Click ‘Sign In’ 
 
 

 

4. General Data Entry 
 

 
Once you log in to the system you will be presented with a menu of categories.   
 
Simply click on the Activity in which you wish to enter data and the relevant fields will automatically be 
displayed. Enter the information required.   
 
The program is intuitive and will only display the fields which are required. 
 
Your entry will not be saved until you click the SUBMIT button at the bottom of each form. 
 

  
 
 
  

http://www.ipac.net.au/
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For the MAI, as it is a longer activity, the system will save each MAI audit for a medication entered when 
the submit button is clicked. If you get interrupted, or need to break, you may log out of the system.   
 
The next time you login to complete the MAI, enter the Patient ID and select the appropriate patient and a 
list of medication categories you have already entered will display. You can then continue to enter the data 
for that patient. 
 
 

 
 
The screen will also note how many ‘reports’ have been completed for the patient (line above the red box).  
 
Note: 
For each site the practice pharmacist will conduct the MAI for 30 consented participants per 1 FTE 
pharmacist (eg. If pharmacist FTE=0.3, conduct the MAI for 10 participants) 
 
An MAI is to be completed twice for each participant, once at baseline (during first 3 months of 
intervention phase) and again 12 months later (still within intervention phase). 
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5. Entering Patients 
 

 
You cannot just enter a patient. You need to enter an activity associated with that patient at the same time. 
 
If you select a category that is related to individual patient activity, you will be prompted to enter or select 
the patient before you can continue to the questions.  Logbook activities that require a Patient ID include: 

 Patient survey (N-MARS) 

 HMR 

 Non-HMR 

 Follow up to a HMR or non-HMR 

 Record Patient Withdrawal 
 
Entering a Patient ID is optional for: 

 Team-Based Collaboration  

 Transitional Care  
 
The Patient ID number is required to enter data for patient related activity.  This number is found in the 
ACCHS clinical information system (CIS) - Communicare or Best Practice – and is to be entered exactly (no 
spaces, no letters).  This number will be used to link patient data documented in the logbook with the data 
extracted from the CIS. See CIS instructions on where to locate this number. You are able to enter initials in 
the logbook to help you select the correct patient when follow-up activities have been undertaken. 
 
To enter a new patient, firstly select the activity for which you wish to enter data and start typing the 
Patient ID number. If the patient ID number has already been entered in the system you may select the 
record from the drop down box (see below).  
 
However if the patient is not yet in the logbook, select CREATE NEW at the bottom on the drop down box. 
 

 
 
The following screen will appear and you can enter their details 
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Once you have entered the patients’ details, the system will continue and display the questions relevant to 
that activity.  
 
The new patient details will not be saved, until the full entry is complete. 
 
Continuing to enter data and click SUBMIT. For example for a Patient Survey (N-MARS)…   see the following 
screenshots. 
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6. Editing Patient Details 
 

 
To edit a patients details, Click on PATIENTS on the top menu: 
 

 
 
You will obtain a list of patients that you have entered into the system. Click on the number of the patient 
you wish to edit, eg. 222. 
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You can then edit the patients’ details as required and click APPLY CHANGES to save. 
 

 
 
 

 

7. Withdrawing Patients 
 

 
If a patient chooses to withdraw from the project, this is recorded in the logbook.  
 
Click on RECORD PATIENT WITHDRAWAL, and identify the patient by selecting their Patient ID. 
 
If the patient has not had any logbook activity entered about them as yet, still CREATE NEW patient in the 
system to record their withdrawal, as we need to remove their data from the CIS data extraction.  
 
Select reason/s for withdrawal.  If the patient does not wish to provide a reason – please select this option. 
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If a patient has withdrawn from the project, but provides consent at a later stage please advise the JCU 
Team via email (erik.biros@jcu.edu.au and/or deb.smith@jcu.edu.au) and ensure you include the patient 
ID number. 
 
 

 

8. Monitoring Patient Activity 
 

 
Click on PATIENTS in the top menu.  This resulting screen will provide: 

 a list of the patients for whom you have entered activity in the logbook  

 an overview of the conditions that your patients have 

 whether they participate in the Health Care Homes Initiative 

 how many MAIs have been completed 
 
You can click on the patient number in this section to change any of their details including initials (if they 
get married or change their name) and ID number if an error has been made. 
 
 

 
 
 
  

mailto:erik.biros@jcu.edu.au
mailto:deb.smith@jcu.edu.au
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Clicking on a patient number will also give you a list of the activities completed for this patient. 
 

 
 
To export the patient list into excel - Click on ‘export data’ under the heading ‘Anonymised Patient List’.   
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Put your cursor anywhere in the box, hit CTRL A to ‘select all’ then copy (CTRL C) and paste (CTRL V) into 
excel. It will dump all of the data nicely into the spreadsheet. You can then manipulate it as you wish. 
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9. Monitoring All Activity 
 

 
Click on REPORT in the top menu. You will be able to run various reports through this screen and filter the 

results by: 

 Activity – select a single activity/category or leave as ‘All activities (summary)’ to run for everything 

 Patient – select a single patient or leave as ‘All patients’ 

 Date – click the ‘filter by date range’ and enter details or leave blank to obtain all data 
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The drop down box ‘VIEW ON SCREEN’ will display your results in a table on the computer screen. It also 

has an option ‘DATA FOR EXCEL’. Select this option if you want to dump your report into excel.   

  

If you select ‘DATA FOR EXCEL’ the results will appear in a box as follows: 
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Put your cursor anywhere in the box, hit CTRL A to ‘select all’ then copy (CTRL C) and paste (CTRL V) into 

excel. It will dump all of the data nicely into the spreadsheet. You can then manipulate it as you wish. 

 

 

Other Reports: 

By selecting a patient ID, a report will be generated for that specific patient: 

. 
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By selecting an activity (in this case MAI), a report will be generated and all data you have entered for that 

activity will displayed: 

 

 

Some of the resulting tables are very long, however they will assist you to monitor what activity you have 

entered. 
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To report activity within a specified time period, click the filter by date range box and enter details. The 

date range box will display results according to when the activities were logged.  

 

 

 

 

If you need any assistance contact Deb Smith: deb.smith@jcu.edu.au  

mailto:deb.smith@jcu.edu.au

