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In 2010 Public Health Wales, supported by Welsh Government, introduced the Harm Reduction 
Database (HRD) in all statutory and voluntary sector Needle and Syringe Programmes (also 
referred to as Needle Exchanges) across Wales. 

How does it work?

The HRD works as an anonymous web-based system for recording demographic, substance use 
and other health related information relating to individuals accessing needle syringe programmes 
(NSP). In addition, all transaction information i.e. Items dispensed and returned are recorded and 
as a consequence represents a stock control record. The HRD enables the production of local and 
national profiles and activity reports relating to injecting drug use in Wales. 

The following manual has been designed to support Pharmacy and specialist NSP staff in using the 
Harm Reduction Database. 

To Login please visit:

https://walesneo.co.uk/secure

Your Details:

Username:

Password:

Introduction

Part 1

N.B the client data used within this training manual is fictional.
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•	Prior to going live you will receive a unique username and password

•	You will need to enter your username and password in the appropriate fields as shown

•	Click ‘Login’

•	If you enter either your username or password incorrectly, the invalid username or password error 
message will be shown

•	Usernames and Passwords are NOT case sensitive

Logging onto the Database

Part 2
Part 2 – Logging onto the 

Database 

 Prior to going live you will receive a unique username and 
password 

 You will need to enter your username and password in the    
appropriate fields as shown 

 Click ‘Login’ 
 If you enter either your username or password incorrectly, the 

invalid username or password error message will be shown 
 Usernames and Passwords are NOT case sensitive  
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This is your home screen, from here you can access:

•	The online help documentation

•	The ‘Change Details’ screen

•	Payment for service reports

•	The functions you have access to from the menu bar

•	Any scrolling alerts

•	Details of ‘Last Visited’ the HRD 

•	Any news items

Wherever you are in HRD, clicking on the ‘Home’ link will always return you to this home screen.

Navigating the Home Screen

Part 3

Part 3 – Navigating the 
Home Screen 

This is your home screen, from here you can access: 

 The online help documentation 

 The change details screen 

 Payment for service reports 

 The functions you have access to from the menu bar 

 Any scrolling alerts 

 Details regarding when you lat used HRD 

 Any news items 

 

Wherever you are in HRD, clicking on the Home Link will always return you 
to this home screen. 
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To record needle exchange transaction in real time, for an existing client: 

•	point and click on the ‘NX TRANSACTION’ menu option

The client search screen is now displayed

In order to complete a needle exchange transaction for a client, you need to enter:

•	Their gender

•	The first initial of their forename and surname

•	Their date of birth in the format dd/mm/yyyy

   e.g. Female JS14/12/1968

Recording Needle Exchange Transactions

Part 4

Part 4 – Recording Needle 
Exchange Transactions 

To record needle exchange transaction in real time, for an exist-
ing client, point and click on the ‘NX Transaction’ menu option 

The client search screen is now displayed! 

In order to complete a needle exchange transaction for a client, you need to 
enter: 

 Their gender 

 The first initial of their forename and surname 

 Their date of birth in the format dd/mm/yyyy 
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The initials and date of birth field is predictive, please ensure accuracy before selecting a client ID 
from the list.

•	Point and click on the ‘Find’ button

If a client has accessed any needle exchange service before the ‘Needle Exchange Transaction’ 
screen will be displayed

Part 4

If a client is unwilling to provide their initials and date of birth... 

Please advise the client that: 

•	The service is anonymous 

•	They do not need to give their accurate initials and date of birth and can provide alternative, 
memorable initials and date of birth 

BUT 

•	They will need to remember and use the same initials and date of birth each time they 
attend any needle exchange to avoid the need to re-register on each occasion 

Please be sure to advise the client that if they are unwilling to give their 
actual initials and date of birth they can  provide alternatives, however 
the year of birth does need to be close to the client’s actual year of birth. 
This is because the year of birth is used in age reporting. 

IMPORTANT! 

Please advise the client the importance of using the same initials and 
date of birth at each subsequent visit to avoid re registering or     
duplication! 

The initials and date of birth field is predictive, please ensure accuracy 
before selecting a client ID from the list.  

 Point and click on the ‘find’ button 

If a client has accessed any needle exchange service before the needle 
exchange transaction screen will be displayed 

Before recording a transaction please check that you have selected the 
correct client by checking the client’s ID at the top of the screen. 

If you do not have the correct client click on the ‘NX Transaction’ menu 
option and search again using the correct client ID. 

Having confirmed that you have the correct client you are now able to 
record the transaction. 

Before recording a transaction please check that you have selected the correct client by checking 
the client’s ID at the top of the screen. 

If you do not have the correct client click on the ‘NX TRANSACTION’ menu option and search 
again using the correct client ID. 

Having confirmed that you have the correct client you are now able to record the transaction. 
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Part 4

Here you can see details of the current transaction: 

 Date  

 Time 

You can now enter:  

 The amount of equipment issued to the client 

 The number of sharps bins issued to or returned by the client 

 Any verbal or written harm reduction advice provided to the client 

Scroll down the page, you can now enter:

•	The amount of equipment issued to the client

•	The number of sharps bins issued to or returned by the client

•	Any verbal or written harm reduction advice provided to the client

7
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Part 4

You also have the facility to record a free text note associated with this transaction. DO NOT enter any 
information into the free text box that may identify the client, for example names or addresses.

Once you have completed the transaction screen point and click on the ‘Save’ button.

You will be asked to confirm if everything is correct. If you have made a mistake, click ‘No’, rectify 
your error and click ‘Save’ once again.

Once everything is correct click ‘Yes’.

8

NO LIMITS should be placed on the amount of equipment issued to a client per transaction.
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To record needle exchange transaction in real time, for a new client: 

•	Point and click on the ‘NX TRANSACTION’ menu option. 

Point and click on the ‘New’ button. 

The ‘Client Details’ screen is now displayed. 

The details screen allows you to record a client registration and subsequent assessment 

It may not be appropriate to request all details from a new client during their first visit. They 
should be made aware that on subsequent visits this information will be completed in order to 
provide the best quality of service for them. 

If, when you click on the ‘Find’ button, the “Sorry, Reference Code Could not be Found” message is 
displayed, the client has not accessed any services before.

Registering New Clients

Part 5

Part 4 – Recording Needle 
Exchange Transactions 

To record needle exchange transaction in real time, for an exist-
ing client, point and click on the ‘NX Transaction’ menu option 

The client search screen is now displayed! 

In order to complete a needle exchange transaction for a client, you need to 
enter: 

 Their gender 

 The first initial of their forename and surname 

 Their date of birth in the format dd/mm/yyyy 
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On the client details screen you can record information such as:3

•	Date of First Injecting
•	Employment Status
•	Postal District
•	Housing Status

•	Substances used
•	Paraphernalia Sharing Status
•	Onward Referrals
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The ‘Substances Used’ section also updates the predicted number of weekly injections on the 
‘Client Transaction’ screen. 

The ‘Substances Used’ section is a mandatory field and will need to be completed during 
the first visit in order to ensure that the correct type and amount of equipment is issued. You 
will not be able to proceed in recording a transaction without this information.

Part 5

On the client details screen you can record information such as: 

 Date of First Injecting 

 Employment Status 

 Postal District 

 Housing Status 

 Substances used 

 Paraphernalia Sharing Status 

 Onward Referrals 

It is essential that the SUBSTANCES used section is 
completed as early as possible in order to ensure that 
the correct type and amount of equipment is issued. 

To complete substances used it is mandatory to select a data item 
from each of  these sections: 

After you have entered the substances used, point and click on the 
“Save Substances Used” button. The information you have just entered 
now appears in the “Substances Currently Used” section 

You can record any number of substances used 

If a client no longer used a recorded substance, click on the no longer 
used section 

If the priority, route or frequency of a recorded substance used changes, 
you will need to click no longer used, and re-enter the substance with the 
correct details 

On the client details screen you can record information such as: 

 Date of First Injecting 

 Employment Status 

 Postal District 

 Housing Status 

 Substances used 

 Paraphernalia Sharing Status 

 Onward Referrals 

It is essential that the SUBSTANCES used section is 
completed as early as possible in order to ensure that 
the correct type and amount of equipment is issued. 

To complete substances used it is mandatory to select a data item 
from each of  these sections: 

After you have entered the substances used, point and click on the 
“Save Substances Used” button. The information you have just entered 
now appears in the “Substances Currently Used” section 

You can record any number of substances used 

If a client no longer used a recorded substance, click on the no longer 
used section 

If the priority, route or frequency of a recorded substance used changes, 
you will need to click no longer used, and re-enter the substance with the 
correct details 

A - Substance

C - Route

B - Priority

D - Frequency

10

To complete ‘Substances Used’ it is mandatory to select a data item from each of these sections 
to ensure that the correct injecting equipment is provided: 
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After you have entered the substance used and all associated details, point and click on the ‘Save 
Substance Used’ button. The information you have entered now appears on the ‘Substances 
Currently Used’  section.

Repeat this process for each substance used regardless of whether they are injected or not. 
This is to ensure that all risk behaviour and appropriate harm reduction advice is provided.

During client assessments the ‘Substances Used’ section should be updated 

If a client no longer uses a recorded substance, click on the ‘No Longer Used’ tick box. 

If the priority, route or frequency of a recorded substance used changes, you will need to click ‘No 
Longer Used’, and re-enter the substance with the correct details. 

Part 5

After you have entered the substances used, point and click on the 
“Save Substances Used” button. The information you have just entered 
now appears in the “Substances Currently Used” section 

You can record any number of substances used 

If a client no longer used a recorded substance, click on the no longer 
used section 

If the priority, route or frequency of a recorded substance used changes, 
you will need to click no longer used, and re-enter the substance with the 
correct details 

11
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Part 5

If you have identified, through discussions 
with the client, specific health or other 
needs, and wish to make an onward referral, 
please select the appropriate service from 
the list.

Once you have completed the clients details screen, point and click on the ‘Save’ button, and if 
everything is correct ‘OK’. 

The ‘Needle Exchange Transaction’ screen is now displayed. 

If you have identified, through discussions with the client, specific 
health or other needs, and wish to make an onward referral, please        
select the appropriate service from the list. 

If the client accepts referral click here If the client declines referral click 

Once you have completed the clients details screen, point and click on the 
save button. The needle exchange transaction screen is now displayed. 

If the client ACCEPTS 
referral click here

If the client DECLINES referral click here

If you have identified, through discussions with the client, specific 
health or other needs, and wish to make an onward referral, please        
select the appropriate service from the list. 

If the client accepts referral click here If the client declines referral click 

Once you have completed the clients details screen, point and click on the 
save button. The needle exchange transaction screen is now displayed. 
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•	From the ‘NX TRANSACTION’ menu option enter the clients details (gender, initials and D.O.B) 
in the search bar and click ‘Find’ 

•	Point and click on the ‘Client Details’ button. The ‘Client Details’ screen is now displayed 

•	You may now update any data fields with missing information or where information has changed 

Every item of information requested is related to the provision of tailored advice and equipment 
provision.

You should ensure that from the first visit, the ‘Substances Used’ section is completed as this updates 
the predicted number of weekly injections on the transaction screen and ensures the right equipment 
is being issued e.g. stronger higher gage barrels are required for steroid use due to it being a thicker oil 
based substance and administered via intramuscular injections.

All other items should be checked for completion or accuracy during client visits.

Client assessments should be undertaken at the initial and subsequent early visits to establish a profile 
of the health and substance misuse related risks, and to ensure the best possible provision of care and 
onward referral.

Client reviews should be undertaken at least once every six months to ensure the risk and 
health profile is up to date and the best available service is provided. 

Undertaking Client Assessment or Review

Part 6

Part 6 – Undertaking Client 
Assessment or Review 

 Point and click on the client details button 

 The client details screen is now displayed 

Client assessments should be undertaken at the initial and subsequent early vis-
its to establish a profile of the health and substance misuse related risks, and to 
ensure the best possible provision of care and onward referral. 

Client reviews should be undertaken at least once every six months to ensure the 
risk and health profile are up to date.  

Every item of information requested is related to the provision of tailored advice 
and equipment provision. 

You should ensure that from the first visit, the substances used section is com-
pleted as this updates the predicted number of weekly injections on the transac-
tion screen and ensures the right equipment is being issued e.g. stronger higher 
gage barrels are required for steroid use due to it being a thicker oil based sub-
stance and administered via intramuscular injections.  

All other items should be checked for completion or accuracy during client visits.   
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From the ‘Client Details’ screen of the ‘NX TRANSACTION’ menu option you are able to view details 
of the client’s transactions. 

The ‘Transaction Summary’ button gives you an overview of every item that has ever been given to 
this client, and every item they have ever returned including safe disposal bins. 

The ‘Transaction History’ button gives you a detailed chronological view of all needle exchange 
transactions the client has made. The view details:

•	The location of the transaction

•	The data and time it took place

•	If the client was in structured treatment at the time of transaction

•	Who created the transaction

•	What equipment was issued and sharps bins returned

Part 7

From the client details screen of the needle exchange transaction 
screen you are able to view details of the client’s transactions. 

 Point and click on the Transaction Summary button 

This gives you an overview of every item that has ever been given to 
this client, and every item they have ever returned. 

The Transaction Journal button gives you a chronological view of every 
visit the client has made to a needle exchange in your area. It includes 
date, time, location and the name of the neo user responsible for record-
ing the transaction.  

The Transaction History button gives you a detailed chronological view 
of all needle exchange transactions the client has made. The view de-
tails: 

 The location of the transaction 

 The data and time it took place 

 If the client was in structured treatment at the time of transaction 

 Who created the transaction 

 What equipment was issued and sharps bins returned 

The ‘Transaction Journal’ button gives you a chronological view of every visit the client has made 
to a needle exchange in your area. It in-cludes date, time, location and the name of the HRD user 
responsible for recording the transaction.

From the client details screen of the needle exchange transaction 
screen you are able to view details of the client’s transactions. 

 Point and click on the Transaction Summary button 

This gives you an overview of every item that has ever been given to 
this client, and every item they have ever returned. 

The Transaction Journal button gives you a chronological view of every 
visit the client has made to a needle exchange in your area. It includes 
date, time, location and the name of the neo user responsible for record-
ing the transaction.  

The Transaction History button gives you a detailed chronological view 
of all needle exchange transactions the client has made. The view de-
tails: 

 The location of the transaction 

 The data and time it took place 

 If the client was in structured treatment at the time of transaction 

 Who created the transaction 

 What equipment was issued and sharps bins returned 

From the client details screen of the needle exchange transaction 
screen you are able to view details of the client’s transactions. 

 Point and click on the Transaction Summary button 

This gives you an overview of every item that has ever been given to 
this client, and every item they have ever returned. 

The Transaction Journal button gives you a chronological view of every 
visit the client has made to a needle exchange in your area. It includes 
date, time, location and the name of the neo user responsible for record-
ing the transaction.  

The Transaction History button gives you a detailed chronological view 
of all needle exchange transactions the client has made. The view de-
tails: 

 The location of the transaction 

 The data and time it took place 

 If the client was in structured treatment at the time of transaction 

 Who created the transaction 

 What equipment was issued and sharps bins returned 

Additional Information Relating to Client Activity
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Point and click on the ‘NX Batch Transaction’ menu option

The ‘NX BATCH TRANSACTION’ screen is displayed. 

•	Select the site 

•	Select the correct date in which the transaction occurred 

•	Enter the gender and ID of the client and click ‘Find’. 

•	Continue to enter the items of equipment issued and/or returned. 

•	Enter a free text comment if necessary. 

•	Then point and click on the ‘Save’ button and then click ‘Yes’. You are now returned to the ‘NX 
Batch Transaction’ screen where you can begin to enter further retrospective transactions. 

IMPORTANT!
Where possible all transactions should be recorded as they happen, this will ensure 
accuracy of both client information and payment for transactions. 

However, in the event that a transaction cannot be recorded immediately, HRD provides 
you with the facility to record them retrospectively. Please ensure that transaction data is 
entered as soon as possible after the event. 

Part 8

Recording Retrospective Needle  
Exchange TransactionsPart 7 – Recording Retrospective 

Needle Exchange Transactions  

IMPORTANT! 

Where possible all transactions should be recorded as they happen, this will 
ensure accuracy of both client information and payment for transactions. 

However, in the event that a transaction cannot be recorded immediately, 
HRD provides you with the facility to record them retrospectively. 

Point and click on the ‘NX Batch Transaction’ menu option  

The batch transaction screen is displayed. Select the date and time in which the 
transaction occurred. Enter the gender and ID of the client and click ‘Find’. 

Continue to enter the items of equipment issued and or returned. Enter a free 
text comment if necessary. Then point and click on the ‘save’ button and then 
click ‘yes’. You are now returned to the NX Batch Transaction screen where you 
can begin to enter further retrospective transactions.  
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At any point during the month you will be able to generate a report detailing the number of transactions 
completed and the expected payment for that month.

•	Point and click on the ‘Reports’ menu option

You have two reports to choose from:

•	‘NX Monthly Transactions’ - this will detail how much you will be paid for the transactions you have 
completed

•	‘NX Stock Used’ - this will detail the stock you have issued

•	Point and click on a report.

Select a start date for the report, this is usually the first day of the month. The end date is 
automatically calculated. Click ‘Generate’. 

If you want to print the report point and click on the ‘Print’ button. If you want to run the report 
again for a different month, point and click on the name of the report. If you want to run a different 
report click on the ‘Back to Reports Section’ button. 

Producing Payment Related Reports

Part 9

Part 8 – Producing Payment 
Related Reports   

At any point during the month you will be able to generate a report 
detailing the number of transactions completed and the expected 
payment for that month. 

 Point and click on the ‘Reports’ menu option 

You have two reports to choose from: 

 Needle exchange monthly transactions, this will detail how much you 
will be paid for the transactions you have completed 

 Needle exchange stock used, this will detail the stock you have issued 

Point and click on a report. 

Select a start date for the report, this is usually the first day of the month. The 
end date is automatically calculated. Click ‘Generate’. If you want to print the re-
port point and click on the ‘Print’ button. If you want to run the report again for 
a different month, point and click on the name of the report. If you want to run a 
different report click on the back to ‘reports section’ button.  

Part 8 – Producing Payment 
Related Reports   

At any point during the month you will be able to generate a report 
detailing the number of transactions completed and the expected 
payment for that month. 

 Point and click on the ‘Reports’ menu option 

You have two reports to choose from: 

 Needle exchange monthly transactions, this will detail how much you 
will be paid for the transactions you have completed 

 Needle exchange stock used, this will detail the stock you have issued 

Point and click on a report. 

Select a start date for the report, this is usually the first day of the month. The 
end date is automatically calculated. Click ‘Generate’. If you want to print the re-
port point and click on the ‘Print’ button. If you want to run the report again for 
a different month, point and click on the name of the report. If you want to run a 
different report click on the back to ‘reports section’ button.  
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Contacts

For queries relating to payment, equipment, HRD system functionality, and access please contact 
your local co-ordinator:

For queries relating to data and report writing please contact:

Public Health Wales, Health Protection Division

Tel: 029 20402478

For any other queries relating to the HRD please contact:

Email: info@neo360.co

Name E-mail Tel

© 2014 by Public Health Wales NHS Trust & Neo360.

All rights reserved. No part of this document may be reproduced or transmitted in any form or by 
any means, electronic, mechanical, photocopying, recording, or otherwise, without prior written 

joint permission of Public Health Wales and Neo360


