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Portal User Guide 
 

1. Many of the common queries asked which is delaying your order is 
answered in the FAQs document, The Portal User Guide and by the 
ChatBot. Please help us to ensure you get your order in time by 
familiarizing yourself with the new process. 
 

2. Visit https://specialist-pharmacy.com/patients/  
 

3. Here you can  
 

a. (1) Request Portal Access 
b. (2) Review the Portal User Guide 
c. (3) Log in to the New Portal once you’ve successfully registered  

 

4. Please carefully follow the instructions in the PORTAL GUIDE and use the 
FAQs and ChatBot to answer questions 
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Register 
 

1. Visit https://specialist-pharmacy.com/patients/  
 

2. Click on “Request Portal Access”  
 

3. Complete the form with your Name, Surname, E-mail, Date of Birth and a 
Message to request access 
 

4. Click Submit 
 

5. The registration email will be sent from notifications@pharmetika.com 
Please check your Spam or Junk folders if you do not see it in your inbox 
 

6. For security reasons, your registration link will remain active for 5 days 
from the time it is received. Please use it as soon as possible to complete 
your registration and access your account. 
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7. Open the email invitation sent from notifications@pharmetika.com 
 

8. Click the Create Account button. 
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9. Create a password and enter it in both the Password and Confirm 
Password fields. This password must contain at least eight characters. 
 

10. Select the I accept the terms of use checkbox. 
 

11. Click Register to complete the registration process. Your browser 
automatically redirects you to the login page for the Patient Portal.             
Make sure to bookmark this login page for easy access. 
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Log In 
 

1. Visit https://spuk.pharmetika.com/patient_access/portal/login  
 

2. In the Email field, enter the Email address you have registered with.  
 

3. In the Password Field, enter the Password you have registered with 
 

4. If you have forgotten your password, Click on “Forgot Password?” to 
Reset your Password 
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Password Reset 
 

1. If you have forgotten your password, Click on “Forgot Password?” to Reset 
your Password 
 

 

 
2. Enter the E-mail you’ve registered with 

 
3. Click on “Request Password Reset” 
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4. A message will be displayed saying “Success! Check your e-mail for a 

reset link. Link expires in 4 hours. Please wait 26 seconds before 
requesting another reset”. 
 

5. You will have received an e-mail from notify@pharmetika.com titled 
Requested Change 

 

 

 

6. Click on Reset Password Now and Enter a new password, confirm new 
password. This password must contain at least eight characters. 
 

7. A message will appear stating your password was updated successfully 
 

8. Go back to https://spuk.pharmetika.com/patient_access/portal/login to 
log in 
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Once Logged In 

 

1. Update your Profile 
 

2. Click on UPDATE PROFILE on the left of the top menu 
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1. Your Name, Surname and Date of Birth 
 

a. These details are entered by the Pharmacy 
b. Patients cannot change these details 
c. If the details are incorrect please contact the Pharmacy 

 
 

2. + ADD your delivery Address(es)  
 

a. Click on the text which says + ADD 

 

 

3. + ADD any Allergies & Intolerances 
 

a. + ADD Allergies & Intolerances 
b. If “No Known Allergies”, click on “No Known Allergies” 

 

4. + ADD Active Medications 
 

a. + ADD Active Medications which are not supplied by the London 
Specialist Pharmacy  
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5. + ADD Your Payment Methods 
 

a. + ADD Your Card details for Payments 
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Request Medication 

 

1. Click on REQUEST MEDICATION on the left of the top menu 
 

2. If not selected, make sure “Show Inactive Prescriptions” is selected 
 

3. Select the checkbox next to the medication you want to refill. You can 
also select the top checkbox to select all listed medications. 
 

4. Click Request Medication 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. After clicking on Request Medication, a window will appear with the 
heading Medication Request Confirmation 
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6. Confirm your selected medications by clicking on CONTINUE 
 

7. Or go back to change your selected medication by clicking on GO BACK 
 

8. Choose a Handoff Method for Shipping 
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9. Select Continue 
 

 

 

 

 

 

 

 

 

 

 

 

 

10. Choose your shipping address or add a new address 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

If the address you want to use doesn’t appear, you can add it by clicking Add 
Addresses. When you’ve selected the correct address, click Continue. 
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11. Review the payment details and costs  

 

 

 

12. If you haven’t added a Payment Method in your profile, you can add your 
payment details under Select a Payment Method in the Medication 
Request Confirmation Window and then ADD PAYMENT METHOD 
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13. When this window appears, click on + ADD in the right hand corner 
 

14. Add your Payment details and click on SAVE 
 

 

 

 



Version 2 

 

15. This view shows you have successfully added your card 
 

 

 

16. Select the added card as your payment method and click NEXT 
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17. Select your Shipping Date and continue 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Version 2 

 

18. Add Additional Notes 
 

a. Here you can request multiple quantities of your medicines. e.g. -  
“Please send 5 boxes of Progesterone Capsules” 
 

b. Add any other information you would like to accompany this 
request 

 

 

 

19. Confirmation 
a. Review your complete order request before submitting 
b. Click on SUBMIT MEDICATION REQUEST to submit  
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20. Confirmation Notification 
 

a. A window will appear stating “Success!” – this means the 
Pharmacy has received your request 
 

 
 
 
 
 
 
 

b. Navigate to FILL REQUESTS in the top menu 
 
 
 

 

 

 

 

 

c. Here you can see your request has been sent to the Pharmacy, 
the date requested, prescription numbers, shipping option 
selected, your payment method and your additional comments  
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Review your Prescription History 

 

1. Navigate to the Prescription History tab in the top menu 
 

2. To search for a specific prescription, enter the medication name in the 
search box (1). 
 

3. To review the name of the prescriber and the medication instructions, 
click the arrow next to the prescription number (2). 
 

4. To see the date the prescription was originally written, find the Date 
Prescribed column (3). 
 

5.  To see the date the prescription was last filled, find the Last Filled 
column (4). 
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Track a Shipment 

 

1. Navigate to the SHIPMENTS tab in the top menu 
 

2. Click the shipment you want to review to open the Shipment Details 
window, where you can see the address to which the shipment was sent, 
the contents of the shipment, the tracking number and carrier, and more. 
 

3. If there are no Shipments listed here, the pharmacy has not dispatched 
your order yet. Tracking details will be available only once dispatched 
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Review Receipts 

 

1. Navigate to the RECEIPTS tab in the top menu 
 

2. Your receipt will only be generated and visible in the “Receipts” section 
once your payment has been successfully processed and the request has 
been approved by a pharmacist. 
 

3. Receipts are issued after the pharmacy has completed the final 
dispensing process and your card has been successfully charged. Please 
allow some time for this process to be completed before checking for 
your receipt. 
 

4. The Date Processed column shows the date the payment was processed 
(1). 
 

5. The Payment Source column shows the payment method used (2). 
 

6. The Amount column shows the total amount charged for the transaction 
(3). 

 

 

 

 

 

 

 

 

7. Click the payment row to open a detailed receipt for the transaction. 
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