
Operating instructions

Pharmacist only section

Section One - The basics
The new website replaces the existing website at the same address, all access details are
the same as the previous website.
Before we go live the address to use to add your information is dev.bopcpg.co.nz
After the new site launches the address will be www.bopcpg.co.nz your user name and
password will still work on the live site to make other changes or to view resources.
If you have forgotten your password use the forgot password link on the pharmacist login
screen - this is available under the Pharmacists tab at the top of the navigation.

Once you are logged you can begin to edit your information.
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Section Two - Manage your details

1. Follow the prompts in the form to make sure your details show correctly on the
website. Your pharmacy’s location on the maps will be taken from the address you
input here.
You can input your main email address and your prescription email address - if they
are the same then input it twice.

2. Click publish to show your details on the live website
3. Click save to update any changes you make - this will also publish your page.
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Section Three - Categories

1. Check the box next to the BOPCPG services your pharmacy provides, this will show
your pharmacy in the search results for that service.

2. Check the box next to Other Pharamcy Services your pharmacy provides
3. Check your geographical area to enable your pharmacy to be added to searches by

location.
4. Click Save details to publish your information.
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Section Four - Marketing and Logo

1. Upload your logo - if your logo was on the previous website it will be here already, if
you have a new logo just replace the file.

2. Upload your main photo
3. Write your introduction text
4. Your map location will be automatically entered from your address field as entered

previously, if the location is incorrect on the map click on the blue icon to move the
flag to the desired location.

5. Save your changes

Note - in areas where pharmacies are located adjacent to each other the flags will split and
the user will be able to check individual pharmacy locations.
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Section Five - Your team

1. Fill out the form fields for each team member - have photos ready beforehand and
ensure they are the same size and orientation for optimum results. Personal details
are optional, you can show as much or as little information as you please.

2. Save details to publish
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Pharmacist info

Once you are logged in you will see an extra navigation tab called Resources for
Pharmacists on this page you will find pharmacy only information such as forms and
brochures.
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