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documentation is a publication of McKesson Corporation and/or one of its subsidiaries, which
may be used only in accordance with a license agreement with McKesson Corporation and/or
one of its subsidiaries. Any unauthorized use, duplication, or disclosure is prohibited.
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Documentation Feedback
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e Please include the following information with your feedback:
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Welcome

McKesson Pharmacy Systems (MPS) welcomes you to the growing number of pharmacists who have
selected the Pharmaserv® pharmacy management computer system for their pharmacy business.

In today's retail pharmacy environment, where cost containment is critical and the competition is fierce,
MPS is committed to providing the products, services, and third party support to help keep you
profitable.

This guide provides you with vital information to help ensure the successful implementation of your
Pharmaserv system.

The Pharmaserv Getting Started Guide is organized as follows:

Welcome provides an overview of the features in the Rx Processing and the
Pharmaserv applications and other services offered by McKesson Pharmacy Systems
such as customer support and label supplies.

Introduction to Microsoft Windows describes the key elements of the Microsoft®
Windows® desktop and provides some basics for how to “move around” in windows and
how to select options.

Starting The Pharmaserv System outlines the server and client relationship and provides
step-by-step instructions for accessing your system using the Windows Server 2008 operating
system.

Using Rx Processing covers basic operations within the Rx Processing application.
(The Pharmaserv application provides access to optional Long-term Care and Accounts
Receivable modules.)

Using Online Help explains how to access and use the online Help for up-to-date
information while you are using the Rx Processing and Pharmaserv applications.

Customizing Your System provides an overview and checklist of the steps your system
administrator must complete to customize your Pharmaserv system.

Establishing Initial Information provides general procedures and checklists for
establishing initial information such as pricing schedules, prescribers, and patients.

Appendix A: Base Data identifies the information provided by McKesson Pharmacy Systems
when you receive your Pharmaserv system. (NOTE: Customers converting from a previous
Pharmaserv system or competitor's system may have additional base data as a result of their
conversion.)

Appendix B: System Administrator Requirements provides guidelines for managing your
Pharmaserv system and its users.
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Overview of Features

Designed with the pharmacist in mind, Pharmaserv gives you complete control over every aspect of
your pharmacy and helps you keep pace with today's rapidly changing health-care industry. Whether
it's filling a new prescription, pricing an Rx, or generating a management report, the Rx Processing
application provides you with a wide range of practical and innovative features. The Pharmaserv
application provides access to Dashboard, Rx Tracker, and other optional modules.

Following is a brief overview of some of the features in the Rx Processing application:

 Complete prescription filling process. You can quickly fill a prescription for a customer and
automatically check the prescription information for third party billing requirements, calculate
prices, copays, days supply, and provide patient warnings based on patient allergies and
medical conditions and drug interactions. The system supports electronic transmission of claims
to third party carriers immediately after filling a prescription, with Rx correction and rebilling
options. DUR response information can be transmitted. Optional e-Prescribing capabilities
enable you to electronically submit refill requests, receive refill authorizations and new Rxs
using Surescripts.

» Pricing flexibility. Pricing formulas provide complete control over pricing strategies. You have
the ability to apply premium add-ons to improve profits. MPS provides daily and weekly price
updates. The optional Auto-Rx-Net service automatically updates Pharmaserv price schedules
based on competitive prices in your area. Call your MPS representative for detalils.

» Total third party control. When filling prescriptions you can enter and edit all data required by
the third party carrier as well as plan and group variables. This enables you to reduce carrier
rejects and efficiently handle third party processing.

» Detailed patient profile information. The Rx Processing application enables you to enter
detailed information about your patients, including insurance information, vital statistics, patient
counseling information, allergies, and medical conditions.

* Extensive reporting capabilities. The Report Manager module enables you to schedule and
print a variety of reports for Pharmaserv and other licensed products.

* Business maintenance. Establish and maintain mailing address, contact name, telephone
number, and other information about the transfer pharmacies and various companies with which
you do business.

» Extensive prescriber profiles. You can enter and maintain information on any person
prescribing medication, including doctors, physician assistants, and dentists. This information
includes licensing and carrier participation.

e Online Help. The online Help provides procedures, window explanations, and field definitions.
Access the online Help at any time within the Rx Processing or Pharmaserv applications.

To help you use these features, the system incorporates user-friendly tool bar buttons to represent
common functions. These buttons are located across the top and below the menu bar of each main
window on what is called the horizontal tool bar. Selecting these buttons opens a different module.

Within each module, additional buttons are available on the left side of the window, commonly referred

to as the vertical tool bar. Selecting a vertical tool bar button opens a window related to the current
module.
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McKesson Pharmacy Systems Software Support Guidelines

McKesson Pharmacy Systems provides software maintenance support which includes enhancements
and new releases. Maintenance support is also provided for all peripherals listed in your Purchase
Agreement. You can contact the Customer Support Department at:

1.800.424.0444 Option #1 or listen to the menu for other options

Monday through Friday 8:30 a.m. to 11 p.m. Eastern
Saturday 8:30 a.m. to 5 p.m. Eastern
Saturday on-call coverage 5 p.m. to 9 p.m. Eastern
Sunday on-call coverage 9 a.m. to 9 p.m. Eastern

McKesson Pharmacy Systems also offers a Customer Support Web site at
www.mckessonpharmacysystems.com

McKesson Data Backup Service is an automated, cloud-based service that continuously runs every 15
minutes to backup critical data elements (for example, your database) necessary to recover
Pharmaserv information in the event of catastrophic failure. This data is stored offsite in secure,
underground, mirrored data vaults. Data is completely secure and protected at every step of the way
using stringent procedures, protocols, and standards.

You will receive a nightly e-mail from MPS (that can be viewed through Microsoft Outlook) displaying
basic statistical information regarding the prior day’s backup. Contact Pharmaserv Product Support for
assistance if you are not receiving these e-mail messages or are having trouble viewing them. A
notification is sent to MPS whenever a backup fails. The MPS System Support department will contact
you to troubleshoot and resolve the issue. See the section Using Microsoft Outlook Mail in this guide
for more information.

McKesson Pharmacy Systems assumes no responsibility for re-creating data destroyed by hardware
malfunctions, operator misuse, or abuse. If you request additional software support services, such as
file re-creation or other services not covered, MPS provides the services within its reasonable
capabilities and at the existing service rate.

If you lose or corrupt the data on your system, MPS restores your Pharmaserv system software and
data, and the operating system. MPS is not responsible for restoring other software or data on your
system.

In addition, when MPS is performing maintenance to your system, no one should attempt to access the
system unless specifically instructed to do so by MPS personnel. To begin using the system prior to
MPS completing its work and/or without our knowledge can cause loss of data and programs. MPS is
not responsible for loss under any of the above conditions.
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McKesson Printing Services

MPS offers the convenience of ordering prescription labels and forms directly through McKesson
Printing Services, a division of MPS. Since 1981, Printing Services has been committed to providing
high quality products and services at competitive prices to pharmacies nationwide.

McKesson Printing Services is a full service printing division. The in-house graphics department is
available to assist you in designing labels and forms that incorporate your logo and unique business
personality. The labels and forms are printed at our Livonia, Michigan facility.

To view label samples visit the McKesson Pharmacy Systems web site at
www.mckessonpharmacysystems.com

McKesson Printing Services has knowledgeable and courteous customer service representatives who
are available to answer questions about their complete product line. Business hours are 8:30 a.m. to 5
p.m. Eastern, Monday through Friday, with voice mail available at any time. To talk to a representative,
call 1.800.521.1758 extension 8550.

Introduction To Microsoft Windows

Pharmaserv uses the Microsoft Windows Server 2008 operating system on the server and Windows XP
or Windows 7 on client systems. This section provides you with an overview of the Windows
environment.
This section covers the following information:

o The Desktop

e Using the Start Menu

e Using the keyboard and mouse

e Manipulating windows including opening, sizing, moving, and closing windows

e Using the menu bar commands

e Selecting options within a window
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The Desktop

The Desktop displays all of the shortcut icons you have on your system. The Start button at the bottom
left enables you to access all of the programs and applications on your system from the Start menu.

Rx Processing Icon

Double-click the Rx Processing icon to access the Rx Processing
application. This is where you spend most of your time on the system,
utilizing business, patient, prescriber, third party information, etc.

Pharmaserv Icon

Double-click the Pharmaserv icon to access Dashboard, Rx Tracker,
and other optional modules.

NOTE: Sample windows included in this document may display options available only when
optional Long-term Care or Accounts Receivable modules have been activated.
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Using the Start Menu

The System Administrator (see Appendix B) accesses the Rx Processing and Pharmaserv applications
by double-clicking the appropriate icon from the Desktop on the server. Other users can access the
applications from a client system. To access other programs on your system, click the Start button.
When you click on the Start button, the Start menu displays similar to the following:

@ Intermet Explorer ‘ :

— Wi

H Carmmand Prompt

‘ l Motepad e

Documents
Caomputer
Metwark
Control Panel
Devices and Prinkers
Adminiskrative Tools 3
Help and Support:
Run...

» all Programs Windows Security

| |Search programs and Files l[_ﬂ] Lag off Il

Click All Programs to access a complete list of programs available on your system.

To shrink an application window into a taskbar button at the bottom right of the window, use the
minimize button (minus sign) in the upper right corner of the window as shown below.

12001

-4 TOATO "I"I"I"Iq

By minimizing the window, you can clear space on the Desktop without exiting active applications.

When you access the application from a client system, you are using functionality called terminal
services. This is covered later in the Starting The Client Systems section.
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Using the Keyboard and Mouse

Use the keyboard or a mouse to move around the Desktop. General directions about the mouse and
keyboard are provided below.

Using the Keyboard

When using the keyboard, selections are made by pressing one key or a combination of keys. When
two or more applications are open, you can hold down Alt and then press Tab to change to other
applications without closing the open window.

Using the Mouse

When using the mouse, selections are made based on how you move and click the mouse. Make
selections with the mouse using the following techniques. Click is used throughout the guide and it
always refers to using the left button on the mouse.

¢ Click means move the mouse pointer to a selection and press and release the left mouse
button. This technique selects an object or performs an action.

o Double-click means move the mouse pointer to a selection and then press the left mouse
button two times in rapid succession. This technique selects and opens the selection. For
example: double-click the icon on the Desktop to open the Pharmaserv application.

e Click and drag means move the mouse pointer to a selection, click on the selection and then
continue to hold down the left mouse button while you move the mouse from one place to
another across the window.

e Right-click means press and release the right mouse button. This technique displays a menu to
enable other commands.

©Copyright 2014. Pharmaserv® Getting Started Guide. 11



Manipulating Windows in Pharmaserv

Windows can be opened, closed, selected, moved, and sized. To start an application from an icon,
double-click on the application icon.
Scrolling Through Windows

When a window cannot display its entire contents, horizontal and/or vertical scroll bars display. Below
is a sample window that is sized too small to display its entire contents:

Nama 170 | Strangeh [ |
T — Py =
[ — e — e

[ Include Inactive Hums

ot
[ oc | | | e ]

Product# | | Supplier | <] me | ~]

Hama Serangth  Form  OOH HDC Pky Hfy AWP ACO =
TYLENOL 43 TAB 3TAB T 000 00045061360 100 00MCNEL $E264 $52.
47AR T ooo OOO4SD51560 100 DDOMCNEL s1inea 82!

Vertical
Scroll Bar

; LE 5 ES0M 2300 00 (0.0 CE:

‘3“‘ TYLE: NS 50450 T noo 045044964 10000 000 84
TYLENOL COLD CARLETS MG T om SEAMPIAN M0 $481
TYLENOL ES LOUID MG L 000 S05a00111.08 240 00MCNEL CON 544

Horizontal
Scroll Bar

Fd  TYLENOL FLU BDEO.15 ¢ 000 ESNOMIIZ  I200MCNELCON £ B
P} TYLENOL GELCAPS ¢ oo 10000 9.9 =

N | | f
Equivalunts | Substitates | lopo | o | Hew | Cancel I

In the above example, the horizontal scroll bar displays indicating that there is more information on the
window. The scroll bar indicates the position of the window display relative to the entire view of the
window.

To move the window left and right, click on the left or right arrow icon in the horizontal scroll bar. You

can also click and drag the scroll box to the left or right until a specific view displays. You can perform
the same functions with the vertical scroll bar by moving up or down.

Changing Window Sizes

You can control the size of most windows by using buttons which are located in the upper right corner
of the window:

12001

-4 TOATO "I"I"I"Iq'

The buttons are known as Minimize (-), Maximize (square), Restore (overlapping squares), and Close
(x). This enables you to easily view other applications that are running without exiting the current
application. When you move the cursor over a button the name “pops-up.”
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Minimize Button

To minimize a window, click on the minimize button (minus sign). The minimize button turns the
window into a taskbar button at the bottom of the Desktop. The taskbar button displays the icon and
the name of the application. Even though the application appears to be closed, it is still running in the
background. To restore a minimized window, click that button representing the application on the task
bar.

Maximize Button

To maximize a window, click on the maximize button (square). The maximize button enlarges the
window to its full size. When a window is maximized, all other running applications are in the
background.

Restore Button

When a window is “maximized” the restore button (overlapping squares) replaces the maximize
button. Click the restore button to “restore” the window to its original size.

Close Button

lﬂ After you have saved your work in a window, close the window by clicking the close button (x).
(NOTE: When you are closing a Remote Desktop Connection, use the Log Off button in the Start
menu instead of the close button). You can also click File on the menu bar and then click Exit to close
the window.

Changing the Height and Width of a Window

In addition to minimizing and maximizing windows, you can make windows larger or smaller if the
window is NOT maximized. To change the height of a window, use the mouse to click and drag the top
or bottom border. The mouse pointer changes to a double sided arrow («»). To change the width of
the window, click and drag the left or right border. To change the height and width at the same time,
click and drag one of the corners.

Moving Windows and Icons

You can move windows and icons to different places on your Desktop. To move a window:

1. Click in the title bar of the window and drag the mouse to move the window where you want it.
The title bar is part of the top border of the window. As you move the mouse pointer, an outline
of the window moves with it. For an icon, the mouse pointer changes to a black and white
outline of the icon that moves as you move the mouse.

2. To cancel the move, press Esc before releasing the mouse button. When the window or icon is
positioned where you want it, release the mouse button.

©Copyright 2014. Pharmaserv® Getting Started Guide. 13



Using the Menu Bar

The menu bar is located below the window’s title bar and provides access to several menu options.
The following is the menu bar for the Rx Processing application:

& Rx Processing

File FRx Modify Bl Comm Reports  Interfaces  Window Help

To display a menu, move the mouse pointer over the menu name and click with the left mouse button.

A list of commands display. Dimmed options are unavailable. Below is a sample Rx menu:

ﬂ- Rx Processing

Eile | Rx Modify Bl Comm Reports  Interfaces  Windo

Patient/Rx Chrl+R
Batch Fefill k
DUR Screening

Price Check, CEFlHE

Refill Reminder
Wiew Ikem Sales
B Transfer

Ry Tracker CErl4+%
Ea Shatus

Delivery Receipk

e-Prescribing Status

Skabe Schedule Drug Reporbing Quete

To select a menu option, click on the name.

NOTE: The optional Accounts Receivable or Long-term Care modules can be accessed from the
Pharmaserv application menu bar similar to the following:

I pharmaserv

File Edit Select Biling Supply Management  Uklities  Maintenance  Administration  Reports  Sindow  Help

i e~ | &

[

A
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Selecting Elements on a Window

Following is a description of the various elements—command button, field, radio button, check box,
drop-down list box—on a window. A sample window illustrates the various elements:

R Processing : (]
SingleSign0 |
Fle Rx Modfy Bil Comm Reports Interfaces Window Help & singleSign0n X
p—
== R ol 2 -
Business Camier ftem ‘atiert Preseriber Price CK. CA CE Pharmaser v
M[=] E3

B Item Maintenance [VALIUM  10MG  TAB]

et Profile

[1ome | [TABLET -] Dl’Op-dOWn

Class [4 s — .
List Box
™ MADEAN Required

% Type ) Name
b | | oo EEETRESI Pho size [T cove [E-]
I Unit of Measure [ =] Fatency Unit Code [UNSPECIFIED -

I Reasaon for GHE Required

Inyartary
H —5 = Prici
Radio Button L — ricing
I—”W Brand ™ No Substitutes Allowed AWP Last Update m
™ Multi-Source ACQ $234.07) Last Update 110872004

$ " Generic \'—

Prding " Single Source / Innovator MAC §4.14) Last Update 01/01/2004] Field

&

kem Copy

| I I Preferred /Yﬁ:lwe Unit Size l:l Markup/Down %

ke Saes | | | Lot # | Expires | | Price Sched [(None) |
% Special Price Sched [[one) -]

Refills Allowed

Command

/ r— Clinical
2 eautons B [CAUSES DROWSINESS, BE CAREFUL W/ALCOHOL Button
o [MAY CAUSE DROWSINESS OR DIZZINESS
F USE EXACTLY AS DIRECTED, DO NOT DISCONTINUE D7

Check Box

Ingred AltIDs Cancel

EFETI =1 0 @00 @000 000 | ADMIN 9783 2:34 PM

Ready

Command Button

A command button is a button that begins an action. Clicking a command button immediately starts the
action. To select a command button, move the mouse pointer to the button and click the left mouse
button. You can also press and hold the Alt key and click the underlined letter on the button; like S on

the Save button.

Field

A field is usually a box in which you can enter information. If the field is dimmed you cannot access the
field. To select a field to enter information, move the mouse pointer to the box and click the left mouse
button. If the box is empty, enter the new text. If the box has existing text, it is automatically

highlighted. To replace existing text, type over it.

Check Box

A check box enables you to toggle (select or clear) the option. To select/clear the check box, move the
mouse pointer to the square and click the left mouse button.

Radio Button

A radio button is a circle that enables you to select or clear an option. You can select only one radio
button in a group. If you select a second option, the first radio button is cleared. To select the radio
button, move the mouse pointer to the circle and click the left mouse button.
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Drop-down List Box

A drop-down list box is a box with a down arrow, usually on the right. Clicking on the down arrow
displays a list from which you may choose.

There are two types of drop-down list boxes. A list box that has a space between the field and the
down arrow can be edited. You can enter information in the field or make a selection from the drop-
down list. List boxes that cannot be edited do not have a space before the down arrow.

To select a drop-down list box, click on the arrow to display the drop-down list of options. Then click on
the selection.

NOTE: You can use the Tab key to move from field to field on any window. When the field or option is
highlighted, it is active for entry or changing.
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Starting The System

The Pharmaserv system consists of a “server” system and one or more “client” systems.
This section provides the following information:

o Before you start the day

e Understanding the client/server relationship

e Procedures for starting your server system

e Procedures for starting your client systems

¢ Using Microsoft Outlook Mail

e Using the Rx Processing application

Before You Start The Day

You should perform the following steps each morning before accessing the system:
1. Verify end-of-day reports for accuracy.
2. Check your malil for the following:
a.) Success of backup
b.) Messages received from the system
c.) Messages received from McKesson

See the Using Microsoft Outlook Mail section for more information.

©Copyright 2014. Pharmaserv® Getting Started Guide.



Understanding The Client/Server Relationship

The Rx Processing application is installed on the server system. The server system holds and
manages data that can be accessed by clients. The client systems are connected to the server via a
network. The client systems allow multiple users to access and enter data that the server processes.
Pharmacists and technicians can access the application from anywhere in your pharmacy where a
client is available.

You can establish basic System Preferences in Pharmaserv Administration at the server as to how data
should be handled and how applications run. These preferences determine what client systems can
access and how data is processed.

Starting the Server

The server is the main system. Before you access the server for the first time using the Windows
Server 2008 operating system, YOU MUST CONNECT AND POWER ON THE MODEM (if your
system is equipped with a modem).

The person in your facility assigned as the System Administrator must start the server before any client
system can access the Rx Processing application. THE SERVER MUST BE LEFT ON AT ALL TIMES.
When the server is first accessed, the Windows startup sequence begins. The Begin Logon window
displays. Hold down the Ctrl — Alt — Del keys in sequence to access the Logon Information window.

You must logon to the computer by entering the Username and Password assigned to the server. Valid
users are set up by the System Administrator. Once you have entered the valid login information, click
OK to continue. The Pharmaserv logon window displays.

Most facilities use multiple clients to access and run the Rx Processing application on a daily basis.

Starting the Client Systems

Once the server is started you can turn on client systems and access Pharmaserv. The Remote
Desktop component of Microsoft Windows Server 2008 enables you to use the Remote Desktop
Connection on your client system to access the Rx Processing application on your server system.

When you turn on a client system, the Windows startup sequence begins. The Begin Logon window
displays. Press the Ctrl — Alt — Del keys to access the Logon Information window. You must logon
using the Username and Password assigned to you. Once you have entered the valid login
information, click OK to continue. The Windows Desktop opens.

NOTE: The Pharmadmin user should be used only for initial setup. The Store Manager user can be
used for daily Pharmaserv functions.
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1. Click the Pharmaserv Remote Desktop icon (shown below).

Pharmasers
Remake
Deskkop

2. Enter your server name and click Connect. (NOTE: If your server name does not display,
please contact your MPS Implementation Project Manager.) A similar window opens and
prompts to enter your Username and Password.

3. Enter your Username and Password. Click OK. You now have remote access to the server and
you can use the system just like you were standing at the server. The server name displays at
the top of your client screen. The Pharmaserv login window displays. You can either log into
the application or cancel to return to the desktop.

4. To exit or close the Pharmaserv Remote Desktop Connection (a terminal services session), be
certain to exit from all of the applications. After a short processing delay, the session will close
by itself.

IMPORTANT: Do not use the close button (x) as this will not close the Pharmaserv
session. Using this button to exit could result in hardware connection
problems the next time you log into any system.
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Using Microsoft Outlook Mail

Use Outlook Mail to review daily messages regarding the status of your system backup and database
maintenance. You can also check for Price updates, MAC price updates, GPI updates, Medi-Span®
updates, and iDigicall messages from McKesson Pharmacy Systems. If you are a new user, or you are
logging into the system for the first time, you must follow the instructions below.

NOTE: It is recommended that you designate a single user as the person to access mail daily. Only
the user logged in when messages are received becomes the sole owner of these messages and the
messages cannot be viewed by other users.

1. Double-click the Microsoft Outlook icon from the Desktop. Skip to Step 5 unless the Internet E-mail
- store window displays similar to the following:

Internet E-mail - storemD

-‘j\.} Erter wour user name and passward For the Fallowing server,
i

Server |12?.EI.EI.1
setr Mame: !stl:ure@D Jacal

Passwiord; I|

[T Save this password in your passward list

(0] 4 I Cancel

NOTE: This window may display the first time for each user.
2. Type store in the Password field.
3. Select the Save this password in your password list check box.
4. Click OK.

5. The Inbox-Microsoft Outlook window opens and retrieves all pending messages.
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Log On To The Pharmaserv Application

Before you log on to the Pharmaserv application, all system preferences and users should be assigned
by the System Administrator. See the appropriate section if this information applies to you.

You can run the Pharmaserv application from the server or any client system. Most people access the
application from the client system using Terminal Services functionality.

When accessing the server, the Pharmaserv application automatically opens to the Pharmaserv Logon
window, similar to the following:

"
chiassom Corpormion, which may be used ank i

on ke unautaniied sie. Supboabsn, or

ichaiure it prahded
& Patert Mo 711,780

Enter information in the fields listed below:

Field Enter
User ID User ID assigned to you by the System Administrator.
Password Password assigned to your User ID for security.

From the Logon window, you have the following options:

Click To Do This

OK Indicate the Logon ID and password are correct and access the Rx
Processing application.

Cancel Exit without accessing the Rx Processing application.

Help View online Help for instructions.
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Once you log on to Pharmaserv, move the mouse pointer to the Rx Processing icon on the toolbar and
click the icon:

After you log on to the application and the Medi-Span module is successfully initialized, a window

displays similar to the following:

i & DUR Screening Initialization Successfull

1

DISCLAIMER MOTICE

The information contained in the Waolters Klower Health, Inc. databases is
intended to supplement the knowledge of physicians, pharmacists and other
health care professionals regarding drug therapy prohlems and patient
counseling infarmation. This information is advisory anly and is not
intended to replace sound clinical judgerment in the delivery of healthcare
services. You are advized to review the definitions, functionality and
limitations of each Waolters Kluwer Health, Inc. datahase.

Wiolters Kluwer Health, Inc. disclaims all warranties, whether expressed ar
implied, including any warranty as to the guality, accuracy, or suitability
of this information for any padicular purpose.

Libirary Yersion: &.01
Orung Table Issued: 091172013
The Medi-Span DUR Database Version: 13.37

Click OK to continue.

NOTE: If the Medi-Span database has expired, the DUR screening does not occur.
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The Rx Processing application opens similar to the following:

You are now ready to use the Rx Processing application!

Single SignOn

ﬁ Single Sign0On

IE Pharmaszery Portal Active
% Fx Proceszing Active
% Pharmasers Admin | ctive

[T &hways On To

Lock | Cancel |

Single SignOn enables you to log in or authenticate one time to access multiple applications. The
authentication process eliminates the need to log in each time you switch applications during a session.
You can choose to always display the Single Sign On window on top of the active window or to send it
to the back and not remain on top of the active window.
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Using The Rx Processing Application

Rx Processing uses some conventions to help you easily move through the application and perform
necessary functions. This section defines the following conventions for you:

* Closing a window

» Horizontal toolbar buttons and keyboard shortcuts

» Vertical toolbar buttons and keyboard shortcuts

» Field information such as use of colors and multiple entries
* Information lookup processes

* Main windows and secondary windows

» Exiting Rx Processing

Closing a Window

To close a window in Rx Processing, click on the close box in the upper right corner of the window. Be
careful not to select the close box on the main (outer) window because the application closes. The
close boxes are shown from a sample window below:

g@@ <+— Closes the application

Closes Rx Processing window

12001

=4 TOTn b ke b I

If information has been entered and not saved, you are prompted to save the information before closing
the window. Windows without a close box can be closed by selecting one of the following command
buttons:

« OK
e Save
« Cancel

When you are finished working in a window, you should always close the window. This ensures that
your information has been saved and frees system memory for faster processing. Your system runs
much more efficiently if you keep the number of open windows to a minimum.
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Tool Bar Buttons

Rx Processing uses two tool bars. The horizontal tool bar (left to right at the top of the window) has

buttons you select to begin a specific module within the Rx Processing application. The vertical tool bar

(up and down the left side) buttons enable you to perform a specific function within the module. A

sample window shows the tool bar buttons:

Butnans = L Peica C0 " -‘-
Q o
e R GO [ ] 5] sl 1]
@ Address 0561 SCHOULCRAZ T City [LVOHIALLTY =] Statefii_|
w e T T i | ooB[ ] Fac [ane) <]
ey | | Email Addross|
e
Treta
g Sty Cap[SArETY +] Pat Typa [itona) =] b Prenary o] ]
| || Language [Mone) =] Lavet {Nans) -
L Leatet| x| Med Guide| =]
)| | Smake| =] Prignan =] MR Ak (UMKt -] Paienna | |
» Modiars POF [UNKNGWH -] Etigbily Checked] Chk Ellglhiliny |
maes
¢ r:ﬁ‘anlﬁma =] e Sch [Fions =] addon [ T [ Tax Exae
i Tt
1 Asergies J 2 Medical Conitions J 3 Carries Ovy
o 1 o 1l | o 1 1
Accpunt Trpe [ - | Account Holde B - JONES, DON
et [0 Unad =6 Aucailasts | A Sul Arcounts
I Locked W Primary I~ Owed 7 Autochain Cof ik

Phammasers Price Chock

[Pieady EREETICE TR @ & o ADME WENIATEIM

Horizontal Tool Bar Buttons

The horizontal tool bar buttons display in a row at the top of each window in Rx Processing:

¥ Rx Processing

File Rx Modify Bl Comm Reports Interfaces Window Help

Following is an explanation of the horizontal tool bar buttons.

Tool Bar Button Explanation

Business (Building icon)
to access the functions in the Business module.

e Enter information about your pharmacy and the

Opens the Select Business window enabling you

_ Business ' Shortcut: Ctrl + B

companies (e.g., employers, manufacturers,
suppliers, other pharmacies) with which you do
business.

Carrier (Coverage Card icon)

=—

__"8m | Shortcut: Ctrl + A

Opens the Select Carrier window enabling you to
select and enter information about the carriers
that you bill.
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Tool Bar Button

Explanation

Item (Capsules icon)

=

ltem

Shortcut: Ctrl +1

Opens the Select Item window enabling you to
access the functions available in the Item
module. Establish information about the items
you dispense, including clinical information, and
pricing.

Patient (Person and Vial icon)

atient Shortcut: Ctrl + R

Opens the Select Patient/Rx window enabling
you to access the functions available in the

Patient and Rx modules. Fill and refill Rxs and
enter information about your patients and Rxs.

Prescriber (Medical symbol icon)

Opens the Select Prescriber window enabling
you to access the functions in the Prescriber

i module. Establish information about the
Fre;-gn?ber individuals who prescribe Rxs for your patients.
Shortcut: Ctrl + E
Price Check Opens the Price Check window enabling you to
(Dollar Sign/ Check Mark icon) check prices on items on your screen before you
fill the prescription.
$v
Pricee Ck

Shortcut: Ctrl + K

CAM Status (Traffic Light icon)

LR Shortcut: Ctrl + T

Opens the CAM Status window enabling you to
review the results (approved, rejected, etc.) of
claims that have been sent to a third party carrier
for adjudication.

Pharmaserv
(Letter P and Globe icon)

Phammazery

Shortcut: Not Available

Opens the Pharmaserv application and provides
access to additional options.
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Vertical Tool Bar Buttons

The vertical tool bar buttons vary depending upon your location within the application. Buttons that are
not available have the universal No symbol displayed over the button (sample below) to indicate that
you cannot select this button.

The vertical tool bar buttons relate to the specific window from which the button is selected.

Standard Vertical Tool Bar Buttons

The Notes and Maintenance vertical tool bar buttons are standard throughout the application. They
display on most windows and perform a consistent function. The buttons can be accessed by keyboard
shortcuts by pressing and holding the Alt key + the corresponding underlined letter. For example, the
Notes button has the N in Notes underlined (below) so you can hold Alt and press N (Alt + N) to open a
Notes window.

v

When the Notes tool bar button is selected, you can enter notes specific to the window that you are
using. The Maintenance vertical tool bar button (sample below) is available when the field that has
focus has an associated Maintenance window.

hgirt

The Maintenance vertical tool bar button (Alt + M) brings up the appropriate Maintenance window. For
example, if any of the address fields have focus and this button is selected, the Address Maintenance
window opens.

Codes can be quickly accessed via the Maint tool bar button for those codes that can be modified. For
example, if you place the focus on the Instr or Single Line Edit (no label) field for an Rx, and then click
Maint, the Signa Code Maintenance window opens enabling you to enter a new Sigha Code. (Ask your
trainer about other Code Maintenance shortcuts using Ctrl + D.)
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Field Information
Colors

The Rx Processing application uses specific colors to help you easily identify field types:

Teal background/bold field label

Field is required. You must enter
information in this field before the
information in the window can be
saved.

Gray background

Field is display-only and cannot be
edited.

White background

An entry field that is not required
(optional).

Pale Yellow

Display-only field which cannot be
edited directly, but has maintenance
functions available for editing, or can
be edited in another window.

For example, patient date of birth is

pale yellow on the New Rx window, but

can be edited on the Patient
Maintenance window.

Fields with Multiple Entries

Fields such as address and telephone numbers support multiple entries. Pharmaserv identifies the
fields that can have multiple entries with a chevron (>). These fields can be maintained from
Maintenance windows, available by selecting the Maintenance vertical tool bar button when the field

has focus.

Some of the optional modules use an ellipsis button D to indicate that more information is needed.
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Information Lookup

At times you will need to look up information within the application (e.g., prescriber name, item, carrier,
etc.) and in most cases, you can perform a lookup by entering selection criteria on a selection window.
When entering the selection criteria, enter as much or as little of the criteria as you may know.
Pharmaserv displays all matches that use the criteria in a results area.

& select Item
~Criteria

Retrieve |

Name [TYLENOL | Strength | |
Form ‘ j Group | LI
e[ =] Category | | _ e |
Source |F’HARMASERV ltems j " Include Inactive tems The reSUItS
ode area displays
rNDC | | | | uec] \ the matches to
awpiler the search
I-SPmducl# l:l Supplier ;I Mfg | Crltel’la

Name Strength Form Pky AWP

TYLEMOL BS0MG GELTABS 00.00 100.00 $9.98 58.0.
TYLENOL CAPL 500MG BNS  50+50 T 0.00 00045-0448-64  100.00 $0.00
ﬂ TYLEWOL COLD CAPLETS MG T 0.00 50580-0214-24 24.00 $4.81
ﬂ TYLENOL ES LIQUID MG L 0.00 50580-0111-08 24000 MCNEIL CON $5 44
Faf  TYLEWOLFLU 30-500-15 C 0.00 50580-05841-12  12.00 MCNEIL CON $3.89
Fof  TYLEMOL GELCAPS C 0.00 100.00 $7.99
'r_“‘ TYLEWOL REG ST. TABS 325 T 0.00 100.00 $7.39
ﬂ TYLENOL W/COD ELIXIR L 0.00 00045-0508-16  430.00 $66 95
4
Equivalents | Substitutes | Import | 0K Hew |

For example, if you are searching for a patient with a very long name or an item with multiple strengths,
you could enter just the first few letters of the name and click Retrieve. Then make a selection from
the results window. The sample above uses TYLENOL as the criteria. The results window shows the
various TYLENOLSs that match your search.

You can scroll through the list in the results area either by clicking on the up or down arrows in the
vertical scroll bar, by dragging the scroll box up and down, or by using the up and down arrows on the
keyboard. To move the window left and right, click on the left or right arrow in the horizontal scroll bar.

In other instances, such as prescription processing, a search is performed automatically once you

press Tab to exit the selection field. This is used in places where only one selection criteria field is
available.
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Header or Main Window

Each module is composed of one main window and several secondary windows which display and/or
accept information. The header window is the main portion of the window displayed on the top of most
secondary windows as seen with the Item Maintenance window below:

) =
ET B o [ =
Fie Rx Hodfy Bl Comm Repnrts e e He\p i SingleSignOn é‘l
% i85 T 8
P e CK CAl CK Ph EEEEE
10MG  TAB] [_[O]x]
_R C] e O SE TR [ | e 5
cmital _ Pkg Size _ Code -zl Cat |(Mane) - Class |4 v|
i) Unit of Measure lj Potency Unit Code |UNSPECIFIED hd ™ NADEAN Required
Deailts
™ Reason for GHE Required
‘l@mw Item Summary
—Source Pricing
T © Brand ™" Ne Substiutes Allowed AWP 29504 Last Update 10072004
$ " Generic ™ Mutti-Saurce ACQ $234.07| Last Update 11/08/2004
Pocing " Single Source I Innavator MAC §4.14 Last Update 01/01/2005]
K
a |
ltem Copy
| | ™ Preferred ™ Inactive Unit Size [ | Markup/Down %
ftemn Sales Lot# [ | Expires | ] Price Sched [(None) |
™ Mo Refills Allowed Special Price Sched ‘(Nune) d
r— Clinical
y— I ICAUSES DROWSINESS, BE CAREFUL W/YALCOHOL
B ] [MAY CAUSE DROWSINESS OR DIZZINESS
P USE EXACTLY AS DIRECTED, DO NOT DISCONTINUE
Ingred Alt IDs Cancel
Ready [eRc M5RO  BR2R2 [ T SO ADMIN /A3 2:34 P

Secondary Window

The secondary window (Item Summary above) displays within a main window and usually displays as a
result of a selection made (from a tool bar or command button).

Exiting Rx Processing

When you are done using Rx Processing and want to exit the application, click the close box in the
upper right corner of the main window. A confirmation box displays. Click Yes to exit.

IMPORTANT: To exit or close a Remote Desktop Connection (a terminal services
session), be certain to use the Log Off button.

Do not use the close button (x).
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Using Online Help

Online Help is a convenient way to lookup information without leaving the application. The Rx
Processing and Pharmaserv applications provide context-sensitive Help, which means that you can
read Help specific to the field which has focus. Or, you can use the Contents, Index, Search, and
Favorites (Pharmaserv only) options to view helpful information.

This section explains the following information:
* Accessing Help and using Index, Contents, Search, and Favorites options
* Using Field level Help

» Identifying other Help menu options

Accessing Help

There are several methods to access Help. You can open the Help menu and search for Help by using
an Index, Contents, or Search option, and you can use Field level Help from within the application.

To display an index of Help topics, click Help from the menu bar and then click Help Topics. The
following windows vary slightly when accessed in the Pharmaserv application.

¥ R¥ Processing
File Rx Modfy Bl Comm Reports Interfaces indow | Help

=) &85 | $T

Business Carrier hem atient

Produck Support...

Prescrits
S About R Processing...

& Item Maintenance [TYLENOL 500MG TAB]

rProfile

Hotes

The Rx Processing Help window opens similar to the following:

[_[o]x]

| E? R Processing Help

' & of

B
Hide  Back  Frnt  Options

i . .
Corters Indet | Seatch| Introduction to Rx Processing

Type in the keyword to find:

I Rx Processing simplifies and streamlines prescription processing by linking Rx information to
carrier and patient billing. Using Rx Processing, you can easily fill and refill prescriptions, generate

labels, produce Patient Information Leaflets, and establish and maintain dispensing information

Accessing Rx Maintenance Details from the
. | acquisition cost

¢ |Acguisition Costs Group Bow - Pricing Windc
Activating an Fix on Hold

Adding & New Carrier Using the Carrier Impc
Adding a New Carrier Using the Carrier Impc
Adding & Mew [tem Using the Item Impart D.
Adding & Patient to Pharmasery with HLT P.
Adding a Prescriber on the Fly

Adding Items on the Fliy

Adding Fizs to the Batch Refil Queus
Additional Amount (Additional Amt) Respons
address

Address Maintenance ‘window

Address Maintenance Window Cornmand B
Age Group Group Box - Patient Date of Birtk
Agent Group Box - Phamacy Tab

Agent Group Box - Prescriber Tab

allergies

dltemate identification

altemate language

Alemate Language D escription Maintenanc
Allemate Language Description Maintenanc
Altemate Languages Group Box - Altemate
Altermate Languages Group Box - Code Mai
AR Acct Info Group Box » Counseling. Establish and maintain information in compliance with the Omnibus Budget

Archiving Data Reconciliation Act of 1950 Use the Counseling function to capture and document instructions given

Rx Processing also facilitates your ability to perform the following processes:

Business Maintenance. Establish and maintain mailing address, contact name, telephone number,
and other supporting information about the various businesses your pharmacy does business with

Carrier Maintenance. Establish and maintain third party carrier information including any unique
coverage restrictions and billing requirements. You can use this information to dispense and bill Rxs
and senices that are reimbursable by the camiers.

Item Maintenance. Establish and maintain information about the items (e.g., drugs, OTC items
and compounds) in your pharmacy. Using /fem Maintenance, you can add, change, delete, and view
item information

Patie nt Maintenance. Add new patients and maintain information on existing patients including
address, telephone, birth date, allergies, medical conditions, family information, vital signs, tax
exemption status, and prescription history.

Prescriber Maintenance. Establish and maintain information on any person prescribing
medication, including (but not limited to) medical doctors, physician assistants, and dentists
Prescriber Maintenance also enables you to maintain licensing and prescriber carrier participation or
non-participation information

Asgsigned transfened head of household to C
Assigned transferred patient to Group Box
Assigned Wiansfened prescriber to Group Bo
Assigned hansferred responsible prescrber |
Assigning & Default Printer for Hardoopy Cla
Assigning & Default Printer for Labels and M
Assigning a Discontinue D ate to an Az
Agsigning a Patient to a Family

Assigning Cash Coverage Defaults
Assigning Caution Messages to an Rx
Assigning Coverages

Agsigning Medical Conditions to an Ax

b i ssiopion Price S rhad les i Grecisl Price

Display

by a pharmacist or pharmacist's representative to a patient or patient's representative on how to
perform a task (e.g., how to use a glucometer, a syringe, etc.) or how to administer a medication
(e.g.. take three times a day. take with milk, etc.).

Toolbars and the Menu Bar

To provide the robust functionality necessary to perform the above processes and tasks, Rx Processing
provides user-friendly icons to represent these modules. The module icons are located across the top
and below the menu bar of most main windows within Rx Processing on the horizontal toolbar. The
horizontal toolbar provides quick access to the most frequently used Rx Processing functions; these
functions can also be accessed from the menu kar. Within each module, a vertical toolbar provides
access to additional features related to the active module such as entering and maintaining addresses
phone numbers, notes, viewing patient Rx history, Wiewing Rx origin and claim information, etc.

El
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Online Help offers a quick way to find information just like thumbing through an index. Highlight the
topic and click Display. A window displays with the information you need. The following topics are
available by selecting the Contents tab on the Rx Processing Help window:

E? Rx Processing Help

w  E S

Hide Back Print  Options

Contents | - z
= | Index | Search Introduction to Rx Processing

- "

- System Start-up Rx Processing simplifies and streamlines presc
- \Windows Awailable in B Processing carrier and patient billing. Using Rx Processing, yc
E@ How To . .. labels, produce Patient Information Leaflets, and e
E.@ Reference Matenalz

Rx Processing also facilitates your ability to perfor

« Business Maintenance. Establish and mainta
and other supporting information about the varic

+ Carrier Maintenance. Establish and maintain
coverage restrictions and billing requirements.
and sendces that are reimbursable by the carrie

+ [tem Maintenance. Establish and maintain inf
and compounds) in your pharmacy. Using ffem

Rx Processing Overview provides general information about the application such as the horizontal
and vertical tool bar buttons, keyboard shortcuts, etc.

System Start-up provides a list of the steps that should be followed before you begin using the
application.

Windows Available in Rx Processing describes the windows available in each module with field
definitions and command button explanations. This is similar to a Reference Manual, describing
each window within the software.

How To... provides the procedural information you need to perform functions in Rx Processing.
This is similar to a User Manual.

Reference Materials provides a glossary of terms used in the online Help.

You can select a topic from Contents by double-clicking on a book icon in Contents. Under some of
Contents entries, another book icon may display. These are usually divided by categories. Continue
selecting topics until the information displays.

The online Help in the Pharmaserv application adds a Favorites tab. The Contents tab opens to the
Introduction to Pharmaserv Help and displays the following options:

Online Help and User Interface Features contains introductory information that helps you
understand the online Help in the Pharmaserv application.

Menu Bar describes the commands and functions available from the menu bar.
Accounts Receivable provides an overview to the optional Accounts Receivable module.
Long-term Care provides an overview of the optional Long-term Care module.

Pharmacy Navigator provides an overview to the optional workflow management module.
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Point-of-Sale provides information on eight features available in the optional Point-of-Sale module.

Point-of-Sale Register provides information on the main window of Point-of-Sale register window.

Report Manager provides an overview to the Report Manager module which enables you to view,

print, and schedule reports.

Signature Center provides an overview to the optional electronic signature capture device.

Supply Management provides an overview to the Supply Management module.

Glossary provides access to an alphabetical list of terms used in the Pharmaserv application.

When you click the Search tab, a window opens similar to the following:

E? Help Topics: McKesson Pharmacy Manag

0 e 2 &

Hide Back Forward  Frint

Q:untentsl Index  Search | Favu:urjtesl

Type in the keyward to find:

Ird

Lizt Topics |

A =
Action Optionzs and Definitions

Adding a Custamer

Adding a General Facility

Adding a Prescriber in LTC

Adding an LTC Facility

Adding Line [tems

Adding Multiple Images

Address & Phone Maint Tab Fields and C...
Adjusting an Image

Alerts Window

Allergies

Applving Filter

AR Account Tab

AR Invoices for Account (Mumber) \Wind...
AR Invoices for Account [Mumber] Wind...
AR Preferences - AR Tab Field Definitions
AR-Account Tab Field Definitions

Archive Images Window

Archiving Images

AR-Invoices Tab Field Definitions
Azzigning a Packing Box Location to an ..
Aszzigning a Patient to a Facility

Azgigning HOA and Signa Codez to a Fa...
authentication

Authentication

Authentication

Bank Teller Mode

Batch Labels Window

Batch Labels wWindow Fields and Comma. ..
Buzinesz Tah

Buzinesz Tab Fields and Command Butto. .

C hd
Diizplay |

Select Topic to display:

Type what you want to find and matching
words display. Click a matching word or
click a topic, and click Display. The system
searches and displays the word highlighted
in a matching topic.
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Using Field-Level Help

On an Rx Processing window, you can access Help at any time by pressing Shift and F1 to display an
explanation of a field or area where the cursor is located.

On a Pharmaserv window, you can access Help at any time by pressing F1 to display an explanation of
a field or area where the cursor is located.

To access Help for a specific field on an Rx Processing window, press Shift and F1 when the field has
focus. Field-level Help overlays the window similar to the following:

E? Rx Processing Help

Modify Bl ™ =

5 I
I === Hide Back Frint  Dptions
Sk Conterts || d b A
= ndex | Search] Instr (Dosage Form Instructions) Field
= =
ngem E--Q System Start-up Select a new Signa Code from the drop-down list box. This code defines the dispense dosage and route
-4 Windows Avallable in Rx Processing of administration
Address |=-@ HowTa. ..
[+ @ Reference Materials
Ciy @
Item !
DAY |00
atyw]
Fi
Instr E
v
L
Last DS/
e E
Miew Ca

Other options available on the Help menu include:

Rx Processing Application

Description

Help Topics

Opens Help on the Index tab.

Product Support

For future use.

About Rx Processing

Displays Version and License information.

Pharmaserv Application

Description

Help Topics

Opens Help on the Contents tab.

About Pharmaserv

Displays Version and License information.

Medispan Imprint/Image
Information

Displays Medi-Span database and License information.
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Jumps and Pop-up Windows in Help

Help topics can include text or graphics that link to other Help topics or to more information about the
current topic. These are called jumps and pop-ups and they are identified by underlined blue text.
Jumps take you to a related topic while pop-up windows define the underlined term and display over
the topic, so you do not have to exit the current topic to obtain this information.

Selecting a Jump

To select a jump in Help, click on the blue text or press Tab until the text is selected, then press Enter.
When the underlined text is selected, a new topic displays.

Selecting a Pop-Up Window

When a pop-up window is selected, a window “pops up” with additional information about the selected
text. To close a pop-up window, click in the pop-up window or anywhere else in the Help window.

Help Command Buttons in Rx Processing

Command buttons in the Rx Processing application display at the top of a Help topic window to make
finding information easier as shown below:

E'? Rx Processing Help =]
&

Hide Back Frint  Options

Contents | | ; y =
Bontents | Indes | Search | || Introduction to Rx Processing

5
Windows Availsble in Rx Processing

Rx Processing simplifies and streamlines prescription processing by linking Rx information to
carrier and patient billing. Using Rx Processing, you can easily fill and refill prescriptions, generate

-

P9 :

Tab/Option Description

Contents Provides access to the table of contents for online Help. The
book icons represent chapters.

Index Displays an index of key words in online Help.

Search Enables you to locate Help topics by entering a word or phrase.

Hide/Show Enables you to toggle and either hide or show the left frame.

Back Enables you to view the topic before the current topic.

Print Enables you to print the selected topic or the selected heading
and all subtopics.

Options Enables you to access various options in Help including Back,
Forward, and Print.

To exit Help, click Exit or click the close box.
Help Options in Pharmaserv

A Help topic window in the Pharmaserv application displays similar to the following:
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[? Pharmasery

E? Help Topics: McKesson Pharmacy Management System

H e o &

Hide Back Fornward  Print

Contents | Index I §earch| Favu:ur_itesl

@ Introduction

R Feleaze Motes

Online Help and Uzer Interface Features
tdetu Bar

Long-term Care

Accounts Receivable

Paitt-of-5ale

Report M anager

Glogzzam

=

Frewvious

i NEHt E
Sumng Filkering
R - Frinting a = aPepot  aRepart

Printing a Report

Use the Report Manager window to print reports.

To print a report:

1.

=

Select the report vou want to print in the Repon

o a LR S o

Tab/Option Description

Contents Provides access to the table of contents for online Help. The
book icons represent chapters.

Index Displays an index of key words in online Help.

Search Enables you to locate Help topics by entering a word or phrase.

Favorites Enables you to save topics you view frequently.

Hide/Show Enables you to toggle and either hide or show the left frame.

Back Enables you to view the topic before the current topic.

Forward Enables you to view the topic after the current topic.

Print Enables you to print the selected topic or the selected heading
and all subtopics.

Previous Enables you to display the previous topic in a browse sequence.

Next Enables you to displays the next topic in a browse sequence.

Browse Sequence is the unlabeled area above the right frame and it displays a series of topics in a
specific order. You can select a browse sequence from the drop-down list below the Previous and Next

options.

To exit Help, click the close box.
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Customizing Your System

Most users do not have access to the Pharmaserv Administration module because this is where your
system administrator sets system preferences and assigns IDs and passwords for all authorized
personnel. Customize your system by completing the following three steps:

1. Setyour System Preferences in System Administration.

2. Establish your pharmacy profile in the Rx Processing application.

3. Enter the city codes for your patients, prescribers, and businesses in the Rx Processing application.

This section briefly explains how to complete the three steps above.

Setting System Preferences

System Preferences are established in System Administration on the server. MPS recommends that
the System Administrator establish this information before any data entry begins. Access the
Pharmaserv Administration application by clicking on the Pharmaserv Administration icon (below):

Fharmasersy
Administration

The default is ADMIN for both the Logon ID and Password. Click Admin on the menu bar and then
click Preferences. The Business tab displays on the Preferences window similar to the following:

# Pharmaserv Administration

File Tasks Admin Configurs Window Hslp

A\ Preferences

[ Business | Coumseling | MediSpan | Fe | TablelDs | DalpRips | Picng | SignOff |
Acguisition Cost Default Display [TaleIN== Schedule Drug Reporting —————————————

MAC Source Default File _zl ¥ Enter Pickup ID at the time of dispense

Price Region File Medi-Span -

State Reguirements for [l
‘fear End 12131 Patient
o Class Form# 1D Addr  Phone DOB
Data ExtractionfOmnilink Cash
’VV Data Extraction I~ omnilink Cash 2 [ T
it Tral 3 O F T
e P i O I e
v
Audit Trail Enabled 5 [ il il u u
MNumber of Days to Retain in Audit Trail: 2555 ﬂ
Or 12 Type [Brug Enforcenerd Adminsiretion |
— Refill Reminder / Rx Pick Up Maotifications
[~ Outhound Messaging for Reiill Reminders
EDav(s) Befare ta EDav(s) After Refill Due

™ Include Reminders for Chranic Meds with 0 Refills
[~ Include Reminders for Contralled Substances

[~ outbound Messaging for Rx Pick Up Notifications S
Auto Motifg——————————————————————— 0N EPCS Monitoring and Reporting
’76‘ IMatiyahen R Status s Checked)

) ety atien Ry Btatus. (s m il Gl

[~ Rx Transfer
 Transfer Entire Rx

 Transfer Wﬁ Dispense(s)

Cancel

If the Business preferences are not displayed, click the Business tab.

Review the Business preferences. Use the Shift and F1 keys to access online Help regarding any of
the fields.
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Click the Counseling tab on the Preferences window to display the Counseling preferences:

%, Pharmasery Administration

File Tasks Admin Configure ‘Window Help

Business Il:ounselingT Medi-SpanT Rix T Table D= T Daily Rpts T Pricing T Sign Off

Print PIL Autormatically for el Sgm e s
Default# of Lealets [

Leaflet Forms Im

[~ Spanish PIL &vailable

[v' Patient Mame on FIL

Print Med Guide Automatically for |NONE (DO MOT PRINT) ;[
Default# of Med Guides [

Cancel |

Review the Counseling preferences and make changes as needed. Use the Shift and F1 keys to
access online Help regarding any of the fields.

Click the Medi-Span tab on the Preferences window to display the Medi-Span preferences:

Business ] Counzeling ]Medi-SpanD/ Fis T Table IDs T Daily Rpts T Fricing T Sign Off

Days Supply Allowance I:E] ltem Screening |HWDC & OTC Drugs -

¥ Reill Compliance Screening ¥ Prior Adverse Reactions Screening
i Early Refill Allowance (# days) v Insignificant Ingredient Screening
¥ Late Refill Allowance (# days) 4 Drug Interactions Screening

¥ Refill Reminders Allowance # days) Severity Level

¥ Duration of Therapy Screening

v Drug Disease Contraindications Screening ¥ Minimurm Dosage
Acute Allowance (& days) ¥ Maximurm Dosage
Chronic Allowance @ days) V' Minirmum Duration
Clinical Magnitude ¥ Maximurm Duration
V" Allow label printing for accepted dispenses v Therapeutic Duplication Screening
with DUR wearnings
Drug Already on File, Max Days
Consumed

Cancel |

Review the Medi-Span preferences and make changes as needed. Use the Shift and F1 keys to
access online Help regarding any of the fields. The options selected determine what displays during
various DUR screenings when filling prescriptions.
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Click the Rx tab on the Preferences window to display the Rx preferences:

®; Pharmaserv Administration

File Tasks Admin Configure Window Help

&\ Preferences

[ Business T EounselingT Medi-SpanT Rx T Table IDs T Daily Ripts T Fricing T Sign OFff

¥ Cancelled Ry's included in Rx Histary
Language Defau Password Reguired [(None) -
Refill Quantity Default I™ Tech Initials Required
[ Bill Fallows Rx [ RxAge Based On Dispense Date
¥ Check Refill Substitution CAM Response Display Days
Lakel Format Default [Laser Lakel 2 - [ Auto Retrieve Generics
Mumber of Labals Sort lten Substitutes By{Acquisition Cost ~ |
™ Quick Lakel Only ¥ Refill Days Supply Alert
v Display Popup Notes [ Print Label for Each Approved Coverage
v Quantity On Hand Alert M2 Ry Age for
e-Prescribing Display Days — MaxRefll  __ Acive Refils
W autoBill Ol Class 2 Ijl Class 2 Ij|
Patient Allergy Check  [NEVER ] Claes s Class 35
Rx Written Date Default |CURRENT SYSTEM DATE;I LepEmt
Ry Origin Default [5 PHARMACY -]
Electronic Rx Report Format

Cancel |

Review the Rx preferences and make changes as needed. Use the Shift and F1 keys to access online
Help regarding any of the fields. The Rx Preferences control the default language and label format for
prescriptions, whether cancelled (deleted) Rxs display in the history, maximum number of refills, age of
Class 2-5 items, and other functions related to the entry and display of Rx information.

Click the Table IDs tab from the Preferences window to display the last number used in your
numbering sequence for your Rxs and counseling sessions:

e Help

f Business T Coungeling T Medi-Span T Rx TTabIe IDS? Draily Rpt: T Pricing T Sign OK

Last Used External Ry 10:

Cancel |

Review the numbering sequence and make changes as needed. The example displays the last
number used was 113, therefore the next available number is 114. Use the Shift and F1 keys to
access online Help if needed.
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Click the Daily Rpts tab from the Preferences window to determine the characteristics of your daily
reports:

f Buziness TEounseIingT Medi-SpanT Fix T Table 1Dz TDain lesT Fricing T Sign Dff

Refill Reminder Report, Current Date Plus Days
(ltemn Sal .
Default # of Days to Retrieve ;1 20 =

Default # of Drugs to Retrisve 50 =

Cancel |

Review the Daily Reports preferences and make changes as needed. Use the Shift and F1 keys to
access online Help regarding any of the fields.

Click the Pricing tab from the Preferences window to display the Pricing preferences:

w  Help
EicHE

[ Business TEounseIingT Medi-SpanT Fix T Table Dz TDain Fpts T Pricing i Sign O |

Default Acguisition MUMD % For Reporting True Cost I -50.00
¥ Negative profit alert
IV Price Override Reason Window

Pricing Interval Selection For Linked Schedules

" Use ltem Cost Basis
' Use Accurnulated Yalue

Carrier BrandiGeneric pricing
Use Carrier Price schedule's Brand Markupidown with;

" Carrier's Price Scheduls Intervals
" Brand Price Schedule Interals

Cancel I

Review the Pricing preferences and make changes as needed. Use the Shift and F1 keys to access
online Help regarding any of the fields. The Pricing preferences enable you to select default acquisition
adjustments, negative profit alert, price override, pricing interval for linked schedules and carrier
brand/generic pricing options.
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Click the Sign Off tab from the Preferences window to display the Sign Off preferences:

& window Help

[ Business T EounselingT Medi-SpanT Rix T Table IDs T D aily Rpts T Pricing T Sign OFf

Event Description Sign Off Sign By Whom

Hegative Profit .
Reversal Failed for Delete Rx [ -
Price Override I_ -
Label Request for Rejected CAM Claim | -
DUR Warnings (ALL) |} =
Drug/Drug Interactions LT -
Drug/Disease Interactions I_ -
Therapeutic Duplication | ] =
Duration of Therapy I_ -
Prior Adverse Reaction | mf -

Cancel |

Review the Sign Off preferences and make changes as needed. Determine whether a pharmacist or
technician has the authority to “sign off” or override the event (function) listed. If the field is blank, no

sign off is required. When Technician is selected, both pharmacist and technician can sign off. Use the

Shift and F1 keys to access online Help regarding any of the fields.

When you have selected all of your preferences, click Save. You are ready to establish other
information to help you start using your pharmacy system. From the File menu, click Exit to exit

Pharmaserv Administration.

Establishing Your Pharmacy Profile

You must establish information about your pharmacy before you begin filling prescriptions. This profile

information is used throughout the system.

1. Access the Rx Processing application.

2. Select the Business module either from the Modify menu (click Business) or by selecting the
Business horizontal tool bar button. The Select Business window opens similar to the

following:

P} lx Processing -[5]x]
e Ry bodly BA Cowm Bepois |minces Wirdow Help

FEEE AR AT

Dyl Last E Hivw Canced I
L
Feady T osecrc 3 [T AT RO BDMIN AANUS 1 24T FM
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3. Click OK if the Pharmacy name is listed; or click Pharmacy from the Type drop-down list box
and click New. The Pharmacy Maintenance window opens.

4. Enter or select the appropriate information for each field.

5. Remember, fields that are required display with a teal background. If you need information
about the group field, press Shift and F1 to display the field-level Help for details.

6. When all information is correct, click Save to save the business information.

Establishing City Codes

Many modules within the Rx Processing application require you to enter an address (for a patient,
prescriber, carrier, etc.). City Codes enable you to enter city, state, and Zip Code information by
entering up to a five character code. When filling Rxs, use this abbreviated code instead of typing all of
the city related information each time. MPS recommends you establish your most frequently entered
cities as city codes before entering your initial information.

1.

2.

6.

7.

Access the Rx Processing application.
Access Code Maintenance by clicking Code from the Modify drop-down menu.

Click the City vertical tool bar button to access City Code Maintenance. A window displays similar
to the following:

City Code Maintenance

City Code City State Zip Code ~|
e N T O | LTI B T
v Ewome )i [-|[ 48150
M Imontvae ][NI[-][ 0764
e |[5555556555655555558 (M ][ 48423
T | | T R | T
mosco mosco ][eo]-|[ ooz
pow  Jow ] [-][ 4837
bum  f2sese )i [-|[ d48deq
EOUTH JEoUTHIvON  ][wi [-][ 4817g
EPC  l42socez )i [-|[ 483s
ETF__ JEoutHFELD  ][AL [-][ 00123
o msToEEN (Wi ]-][ 3982
v Jfoomswie ] [-][4ooag |
Add Delete ] Save ‘ Cancel I

To add a city code, click Add and type up to five characters to use as a code for each city, state,
and Zip Code you use frequently. You can enter this code in place of the actual city, state, or Zip
Code. (NOTE: Many pharmacists prefer to use the last three digits of the Zip Code for the City
Code.)

Enter the city, state, and Zip Code to associate with the code. (For details about any of these fields,
place the focus on the field and press Shift and F1 to display the online Help for the field.)

Click Save to save the City Code.

Repeat steps 4-6 for each new City Code.
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Verify Signa Codes and Caution Codes

While you are in the Code Maintenance module, you should review the Signa Codes and Caution
Codes that were entered before your system was delivered.

1. To access the Signa Codes, click the Signa button.

2. Review and make changes as needed.

3. Save the changes or Cancel without making changes.
4. Access Caution Codes by clicking the Cautions button.
5. Review and make changes as needed.

6. Save the changes or Cancel without making changes.

You are ready to establish initial system information.
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Establishing Initial System Information

Once you have customized your system in Pharmaserv Administration, you can start to establish initial
system information. Because the information entered in one module is often used by another module it
is important that you establish information in a specific order. Once you have established some initial
information you can use the Rx Processing application to enter information as needed. This section
covers establishing the following initial information (information must be established in the order listed):

* Pricing schedules (general pricing, copay, discount, premium, and special pricing)

» Tax table information

e Third party carriers (due to the sensitive nature of third party billing, MPS recommends that all
third party carrier setup and maintenance information should be done with the help of an MPS
representative.)

* Prescribers

» Businesses with which your pharmacy is connected

+ Patients

Establishing Pricing

Pharmaserv enables you to accommodate many types of pricing schedules. Pricing takes into
consideration many factors such as markups and markdowns to multiple types of costs, unit dose
pricing, generic/brand pricing, patient discounting, and more.

Enter your basic pricing strategies as a specific general pricing schedule. Rules for copays, discounts,
premiums, and special pricing are entered separately. Following is a brief explanation of the types of
pricing schedules:

Schedule Type Description

Price (Default) Enables you to add price detail for use when pricing Rxs. Default price
schedules (cash pricing) are the starting point for all Rx pricing. This identifies
cost basis, markups, fees, etc. You must establish at least one price
schedule for your default pricing.

Copay A schedule for copayments based on patient age, Rx cost, Rx price, or days
supply.
Discount Enables the calculated price of each Rx to be adjusted by a specific amount,

usually associated with a patient. The basis of the discount may be Rx price,
Rx cost, and/or patient age.

MPS provides a default discount pricing schedule based on age as part of
your base data supplied with your pharmacy system. You can use this
schedule or modify it as needed. Only one age discount schedule is allowed.

Special Price Pricing to designate retail prices for a specific quantity of a selected item
(e.g., 30 of an item is $3.00, 60 of the item is $5.50, etc.).
Premium An addition or subtraction to the calculated final price of an Rx based on the

dispensed item’s form, category, class, and/or type.
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MPS provided a Pre-Install Guide with worksheets for helping you determine your pricing
strategies. You can use these worksheets to help you enter the pricing schedules.

If you provided MPS with printouts of your current pricing strategy, an MPS representative has
already created your pricing schedules for you.

All types of price schedules are established by using Schedule Maintenance. To access the Schedule
Maintenance window, click Modify to display the menu similar to the following:

@- Rx Processing

File Rx | Modify Bill Comm Reports Inkerfaces  Window  Help

.-'E] Mass Change ¥ .
Carrier CErl+0 5

Business Eresu:ril:uer ChI4E Prescriber Pharma:
Item Chrl+I
Business Chrl+E

Manufacturer
edule Maintenance

Tax Price Schedule Assignment Maintenance
Code Chrl+0 Price Lisk Maintenance
Zash Carrier Maint
Medi-Span Caution Code

Facilitator Maintenance

Click Price Schedule Maintenance and a window displays similar to the following:

A\ Schedule Maintenance

| Schedule Type EETRE [+]

Price Schedule

Basis[mr [~+] Premium Schedule
ini i Tiority.

Frice] 5.00] Fee| 5.00] | Round [NONE [*] tapo | | * PatientPrice

Cost Adj " Spacial Price

Mark UpiDown% [ 00| Apply Tol AWP I s Dac | Eac | Lowerofthe two

rPatient Discount’ TC eneric Pricing————————
™ ompply  Max[ w00 | MakUps[ o] Basis

Add On Mark Up/Dn %
Min Price Add On

nit Dose

Retail LTC Non-Qty Entry Oty Entry
Basis [FX_____[~] | FerDoseAddon Basis[____ -]
Add On PerBasisAddon[  §.00]

Per R MarkUp [ 00|

Save Cancel

Selecting the Type of Pricing Schedule to Add

From Schedule Maintenance, select the type of price schedule you want to enter from the Schedule
Type drop-down list box. Enter a name for this schedule in the Name field and press Tab. Click Yes to
indicate you want to add a new schedule. The appropriate pricing schedule window displays enabling
you to enter the schedule.
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Entering “Price” Schedule Type

Select Price as the Schedule Type and a Price Schedule window displays similar to the following:

A Schedule Maintenance

Schedule Tvpe (RS [~]

Price Schedule

Basis[fawP  |+] Premium Schedule
i Tiority
Price] 5.00] Fee| 5.00] ’Vqund|NONE [+] tofoo | |  PatientPrice
~Cost Adj " Special Price
Mark UpiDown%[ 00| ApplyTol | AP " wac T Dac [ gac | O Lowerofthe two
rPatient Discount TC eneric Pricing—————————
[ Apply Max[ 00 | MarkUp%[ .0d Thiis

Add On Mark UpiDn %
Min Frice Add On

nit Dose

Retail LTC Non-Cty Entry Oty Entry
Basis [FX__ [7] | PerDossAdd on -

Par Basis Add On
Per Rix Mark Up %

Save Cancel

Add On

NOTE: The Basis field in the Generic Pricing area (above) defaults to BRAND. This indicates the brand

name item cost is used as the basis for calculating the generic selling price for generics using this
schedule. Select the GENERIC option from the Basis field to price a generic item from its own item

cost.

When you complete entries in this window, click Save. Then click Interval to enter the pricing intervals.
Pricing intervals are the pricing minimum and maximum range, fee amount (dollar value), and the fee
percent to be added to an Rx under this pricing schedule. If both the fee amount and fee percentage
are used, the price is calculated to add the dollar amount first and then add a percentage.

Add as many interval levels that you need. Click Save to save the intervals.

Entering “Copay” Schedule Type

When Copay is the Schedule Type selected, the Copay Schedule window displays similar to the
following:

Schedule Type &SNS Mame -
Basis |PRICE - I Apply Patient Discount
Interval
Minirmurm Maximum CopayAmount  Discount Schedule Mext Schedule

Save Cancel
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Enter copay pricing information in this window. Pricing intervals are the pricing minimum and maximum
range, copay amount (dollar value or percentage) to be added to an Rx under this pricing schedule.
Select the Basis of the copay from the drop-down menu. The copay amount is determined by your
choice in the Basis field. Refer to online Help for field information, if necessary.

After you have entered information click Save.

Entering “Discount” Schedule Type

When Discount is the Schedule Type selected, the Discount Schedule window displays similar to the
following:

|Schedu|e Type|[DISCOUNT ~ Marme | [1~1
l Discount Schedule
Basis [PRESCRIPTION PRICH »| Maximum Discount]  $.00)
Interval
Minimurm Maximurm Amount % Mext Schedule

Save Cancel

Enter discount pricing information on this window. Pricing intervals are the pricing minimum and
maximum range, discount amount (dollar value), or the percent of discount to apply to an Rx under this
pricing schedule. If both the Amount and % are used, the price is calculated to subtract the dollar
amount first and then subtract the percentage amount. Refer to online Help for field information if
necessary.

After you have entered information, click Save.

NOTE: To verify the discount applies to the appropriate schedules, check the Apply option (for that
schedule) in the Patient Discount area on the Price Schedule window.
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Entering “Premium” Schedule Type

When Premium is the Schedule Type selected, the Premium Schedule window displays similar to the
following:

A Schedule Maintenance

Form [ Category
Broken Broken
Desc Amount % Lot Desc Amount E
Class [ Type
Braken Braken
Desc Amount % Lot Desc Amaount % Lot

Save Cancel

Enter the premium pricing information on this window. Premium schedules are based on the attributes
of an item defined in one or all of the four group boxes. Define a premium dollar amount or percentage
amount to add to or subtract from the final calculated price. The premium schedule can be attached to
a specific price schedule. Refer to online Help for field information if necessary.

After entering information, click Save.

Entering “Special Price” Schedule Type

When Special Price is the Schedule Type selected, the Special Pricing Schedule window displays
similar to the following:

Schedule Type EE=00 SR Mame =
Interpolation [aLL [+] I Apply Patient Discount
Interval
Quantity Price
Save Cancel

Enter special pricing information on this window. Special pricing enables you to define exact retail
prices for specific quantities of a selected item. Refer to online Help for field information if necessary.
Special Price schedules are attached to the item in the Pricing window in Item Maintenance.

After entering information, click Save.
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Entering Tax Information

Because tax rates vary from state to state and for different item types, you may need to establish tax
rates for items.

1. Access Tax Maintenance from the Modify menu by clicking Tax. A window opens similar to the
following:

i A Tax Maintenance

ltern Type Tax Basis Tax

Add | Qelete| Save | Cancel‘

2. To add tax information for an item, click Add.

3. Enter the Item Type, Tax Basis, and Tax amount. For details about these fields, place the focus on
the field and press Shift and F1 to display the online Help.

4. Repeat steps 2-3 for each item that needs a tax rate.

5. When all tax rates have been entered, click Save.

Entering and Importing Third Party Carrier Information

Please consult an MPS representative regarding establishing, maintaining, and importing third
party carriers.
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Entering Prescribers

Before filling and billing prescriptions, you should establish information about those prescribers with
which you do business. The Rx Processing application enables you to enter prescriber information
while filling a prescription. However, you may want to establish some often-used prescribers in advance
for faster processing. NOTE: If you are converting data from a competitor’s system, the information
may already have been converted and added to the system.

1. Access the Prescriber module from the Modify menu by clicking Prescriber or by clicking the
Prescriber horizontal tool bar button. The Select Prescriber window opens similar to the following:

Nama Type HPI n Addrass Phoned Source

on | [t i cem |

2. Enter the last name of the prescriber and click Retrieve to see if the prescriber already exists. If
not, click New. The Prescriber Maintenance and Prescriber Summary windows open similar to the
following:

P B Processing
Eie Ay Modfy B Comm Beports [réerfaces Window Help

=
£ D% to 3 380
Busiess | Camier em Frige CX | CAMCE
ﬁ & Prescriber Maintenance [SMITH, SIMON]
Tetar br
Q Last [BRATHL ] s TR Mi[] Inactie [
Address | | ¥ citg[ 1 = |
State Iip I Phane# [734)_| | y  Type [BREN -]
E-mil Address | |
Prescribar Summany
- Licensing
State Licens:
DEA# [ ] Sufix [ ] Add |
NPI Ho HPI Delete |
Misc
Facility |iNone) -] Supenising Dr. | |
Cagrier
Code Participating (1]
Add
Delete
B.Pmu:liherl AltlDs | Save I Cancal |

3. Enter the information in the Prescriber Maintenance and Prescriber Summary windows.
NOTE: The state license number is entered in the Prescriber Alternate ID Maintenance window. For
details about fields on these windows, place the mouse pointer in the field and press Shift and F1
to display the online Help.
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4. To assign an alternate ID number to the prescriber, click Alt IDs. The Prescriber Alternate 1D
Maintenance window opens. Select an ID Type and enter the associated ID number. Refer to
online Help for field information if necessary.

5. Click Save to save the information.

6. Repeat steps 2-5 for each prescriber.

Entering Businesses

Rx Processing enables you to enter and maintain information on the businesses with which you work,
including your pharmacy. Information on entering your initial pharmacy information was covered in
Customizing Rx Processing.

When you enter a profile for a business associated with your pharmacy, you must assign the business
a type. The type of business reflects the information you may enter about the business.

Rx Processing enables you to enter the following business types in addition to your pharmacy:

Employer

Facility

HL7 Partner (NOTE: You must be licensed to use the HL7 feature to enter this type.)
Supplier

Transfer Pharmacy

All types of businesses are established in Select Business in the Business Module. To access the
Select Business window, click the Business horizontal tool bar button or, from the Modify menu click

Bus

iness. The Select Business window opens similar to the following:

B select Business

= Criteria

Type [PHARMACY ~] ginzie I

Name | | Clear |

Address | | City | -]

State || zZip[ |-[ Jpnenex[ [ |

Hame Address
ABC PHARMACY K CRAFT

Detail Lis‘gl 0K | Hew | Cancell
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Entering The Type of Business

From the Criteria area on the Select Business window, select the type of business you want to enter
from the Type drop-down list box.

Entering Employers

To enter employer information (e.g., for Workers Compensation), select Employer from the Type drop-
down list box, then click New. The Business Maintenance and Employer Maintenance windows open

similar to the following:

@- Business Maintenance [New]

Profile:
Type[EMPLOYER] Name[[ 7 Employero[ ]
Address [ | City [LIVONIA -]
State [0k Zip 48150 Fhane #7343 i
Contact | Title [{Mone) ~]
Employer Maintenance
Insuranee Co. [ ]
Address City ~]
State [ | Zip - Phone #
Contact | omme[ ]

Add | geletel Save | Cancell

Enter information in the Business Maintenance and Employer Maintenance windows. Click Save to
save the information.
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Entering Facilities

To enter facility information (e.g., nursing homes, hospitals), select Facility from the Type drop-down list
box, then click New. The Business Maintenance and Facility Maintenance windows open similar to the

following:

& Business Maintenance [New]

—Profile

Type FACILITY | wame[ ]
Address | | ity [LIvVONIA ~|
State[0K ] Zipfsgtso ] Pharie #[724]| ]
Cantact| | Title [Mone ~]
—Facility
Type [(Mone) ~] DEA® [ ]

Contacts | Cancel |

Enter the information in the Business Maintenance and Facility Maintenance windows. Click Save to
save the information.

Entering Suppliers

To enter supplier information (e.g., wholesalers), select Supplier from the Type drop-down list box and
click New. The Business Maintenance and Supplier Maintenance windows open similar to the following:

5 Business Maintenance [New]

—Profile
Tye[SUPPLER | wmame[ T
Address | | Tty [LIVOMIA ~]
State[0K_| Ziplsiso [ ] Phone #7341 ]| (I
Cantact | Title [(None) ~]
— Supplier
Short Name |:| Econalink # |:|

Contacts | Cancel |

Enter information in the Business Maintenance and Supplier Maintenance windows. For details about
any of the fields on these windows, place the focus on the field and press Shift and F1 to display the

online Help.

Click Save to save the information.
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Entering Transfer Pharmacies

To enter information about pharmacies that you transfer Rxs with, select Transfer Phcy from the Type
drop-down list. Then click New. The Business Maintenance and Transfer Pharmacy Maintenance
windows open similar to the following:

2 Business Maintenance [Mew]

—Profile

Type TRANGFERPACY | Neme [
Address City [LIvVONIA -
State[0K_| Zip[ss1s0 |- | Phone #[734)]| ]
Cantact | Title [(None) ~]
~Id Humbers: McK:
MPS NABP |
pEA ] State o[ ]
T Id Bulk Mail valbRie ]

Store County DC l:l
NPl |:| VendorCert. ID

~Phone isc

& Tone BillFileMame [ |
Outhound Prefc [ |
 Pulse Good Yalue Fee Percentage %

Contacts | Cancel |

Enter information in the Business Maintenance window. In Transfer Pharmacy Maintenance, the only
required information is the DEA number and the name of the pharmacy. For details about these fields,
place the focus on the field and press Shift and F1 to display the online Help. Click Save to save the
information.

Entering Patient Information

You can enter new patient information at any time. Before you begin using the Pharmaserv system,
you might want to enter information about your current patients. Or, you can wait and enter information
when the patient comes in for a prescription. NOTE: If you are converting data from another system,
the information may already have been converted and added to the system.

1. Access the Select Patient/Rx window from the Rx menu by clicking Patient/Rx or by clicking the
Patient horizontal tool bar button. The Select Patient/Rx window opens similar to the following:

Gl
Fatient # | ] oo8|=I[ | Twe[ =] medicare FOF -1 —I
Y —
|
R Addnoss Phoni DoB B POP Fac Deceszed

Mumber of Rows Retumed; 0 Mumber of Rows Selected: 0

| | ] | ] | | ]
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2. Search for the customer first by entering the patient’s last name and first name. Click Retrieve.

3. If the customer does not exist in the patient file, click New Pat. The Patient Maintenance and
Patient Summary windows display similar to the following:

Profil
et o] A M ] sk seU ]
Address| | city [Livoma ~| Stated_]
Zippatan |-[ ] Phane #[734) || | | Dos| |
E-mail Address] |
Patient Summary
rDefault
Safety Cap|SAFETY ~| Pat Type |(Nune) ;l b Prirmary Dr| |
Language |(Mone) ~| Lahel |(Nune) ;l
Smoker| j Pregnant ;l NPP ACI—(|UNKNOWN ;l Patient # | |
Medicare PDP | LI Eligibility Checked‘ | Chk Eligibility |
ricing
|-T;'r\ce Sch |(N0ne) ;l Disc Sch |(N0ne) ;l Addon ™ Tax Exempt
1 Allergies 2 Medical Conditions 3 Carrier Cvy
4| | 3 BEN | 3 K »
rAR Acct Infor
Account Type|NBNETT -|
Refresh |
Pharmasen | Price Check | Alt IDs | Hew Rx | Save I Cancel |

4. Enter other information in the fields in the Profile area and click Save.

5. Assign the patient to a family or as the Head of Family, when prompted. Instructions for assigning a
patient to a family can be found in the online Help.

6. Click OK to exit the Select Family window.
7. Enter information in the remaining Patient Maintenance fields.
8. Enter information in the Patient Summary areas.

9. Click Save to save the information.
Entering Additional Patient Information

While not required, you may enter the following additional patient information: Allergies, Medical
Conditions, Insurance Coverage, Vital Signs, Counseling Information, and Notes.
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To enter patient allergies

1.

2.

Enter allergies, by moving the focus to the Allergies view area.
Click the Maint vertical tool bar button.

Click Add.

Enter information as needed.

Repeat steps 3 and 4 to add other allergies.

Click Save to return to the Patient Summary window.

To enter patient medical conditions

1.

Move the focus to the Medical Conditions view area. NOTE: For use in adjudication, the medical
conditions must be assigned to an Rx via the Clinical Information window. You can use the
description NO KNOWN MED CONDITION when a specific condition is not listed in the Description
field.

Click the Maint vertical tool bar button.

Click Add.

Enter information as needed. NOTE: You can select the NO KNOWN MED CONDITION option
when a specific condition is not listed in the Description field.

Repeat steps 3 and 4 for each medical condition to add.

Click Save to return to the Patient Summary window.

To enter patient insurance coverage information

1.

2.

Move the focus to the Carrier Cvg view area.
Click the Maint vertical tool bar button.

Complete the information in the Patient area on the Patient Coverage Summary window and click
Save.

Click Add. The Select Carrier window displays.

Enter a Carrier Code and click Retrieve. Select a code (if more than one displays) and click OK.
Complete the information in the Patient Coverage Details window.

Repeat steps 4 through 6 for each coverage.

Click Save twice to save information and return to the Patient Summary window.
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To enter patient vital signs

1.

2.

3.

4.

Click the Vitals vertical tool bar button.
Click Add and enter information as needed.
Repeat step 2 for each new vital sign.

Click Save to return to the Patient Summary window.

To enter patient counseling information

1.

2.

Select the Counsel vertical tool bar button.

Click New.

Enter the information as needed.

Repeat steps 2 and 3 for each counseling session.

Click Save to return to the Patient Summary window.

To enter notes about the patient

1.

Click the Notes vertical tool bar button. NOTE: Be certain that the focus is not in the Allergies,
Medical Conditions, or Carrier Cvg areas.

Select the Note Type from the drop-down list box.
Enter information in the Note Text area.
To add more than one note, click New Note and then repeat steps 2 and 3.

Click Save to return to the Patient Summary window.
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Appendix A

Base Data

To enable you to begin using your Pharmaserv system, McKesson Pharmacy Systems has provided
some base data already loaded on your system. This chapter identifies the base data that has been
loaded.

Item File

An extensive item file has been loaded to your system. Customers converting from a competitor’s
system have the Drug File converted if requested and, if you provided MPS with printouts of your
pricing strategy, an MPS representative creates the pricing schedules for you.

Pricing Schedules

A default Price Schedule, based on AWP, is provided with your system. No fees have been applied. A
default Discount Schedule, based on patient age, is also provided with your system. You may use
either pricing schedule or modify as needed.

Cash Carrier

A cash carrier has been established on your system. You may set up defaults in Cash Carrier
Maintenance.

Frozen Codes

Certain code groups have been defined by MPS and cannot be added to or changed. Codes are
“frozen” for various reasons:

* The codes are the same for all users and no other variations are valid
» The codes are defined by an outside source and must be the code used by that source
» Codes are common abbreviations that the Pharmaserv system uses
Some examples of frozen codes are:
» The two character code for each state
» Allergy classification codes used by the Medi-Span database
» Codes of Y for Yes and N for No
» Business type codes that display the appropriate Business Maintenance window
» Maximum Allowable Cost source files

Codes that are frozen do not display as an option in Code Maintenance.
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Modifiable Codes

For some modifiable code groups, MPS has defined some base codes for you. Other code groups are

unique to each pharmacy and no codes have been defined.
Base Codes Assigned

The following code groups have base codes already assigned:

e Caution Codes
e [tem color
e [tem flavor

e Language

* Maximum patient age

* Minimum patient age

e Potency Unit

* Price override reason

* Item Shape
e Signa Codes
* User Category

e Vital signs

You may add additional codes to any of the categories in these code groups.
User Defined Codes

The following code groups have no codes assigned:

« Claim Status

» EPSDT (Early Planning Screening Diagnosis Treatment)

* Patient Types

e City Codes

You can add additional codes to any of the categories in these code groups in Code Maintenance.

Codes can be assigned to the following code groups while adding patient information:

* Medical Conditions text

» Allergies text
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Appendix B

Understand The Pharmadmin User

The Pharmacy Store Manager (pharmadmin) ID/Role and the associated password is the “key” that
opens the Pharmaserv system and enables you to determine user access to the system. Your
Pharmaserv system is shipped with a management account setup with a temporary password that can
be provided to you by an MPS representative.

Pharmadmin is a temporary store manager ID provided to enable you to create and assign other users
including assigning the Store Manager role. The first user created should be for the person that will be
designated as Store Manager. Once created pharmadmin should be logged out of and no longer used.

Store Manager Role

The Store Manager login provides a central point for managing your system users. You may want to
limit the following information to one individual or a small group of individuals. A Store Manager is a
person in your organization who is responsible for performing and monitoring key system functionality
including:

. Create user accounts

. Manage users (disable, enable, and delete users, reset or unlock accounts, and designate a
user as a store manager)

. Install all Pharmaserv software and upgrades

« Maintain Microsoft Windows updates

Consult with your MPS Field Installation Consultant for more information.
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Create User Accounts

Before creating individual accounts, you should determine a naming convention to easily track
accounts. A simple naming convention would be to use the first initial and the last name. For example,
John Doe would become Jdoe.

Complete the following steps to create a new user:

1. Click the Tools icon on the desktop. The Tools window displays similar to the following:

. Tools =] E3
[(j) (i} ‘ . = Todls - l‘ﬁ] | Search Tools P
Organize *  Includeinlibrary = Sharewith = Mew folder = = M 0‘

¥ Favorites Mame = Date modified | Type | Size | |
B Desktop COMM Service Uty 4f2{2015 2125 PM Shorkcut 1KB
# Downloads {315 Madem Configuration 42/2015 2:27 FM Shartcut 1¥B
dll REEere [ETIMPS DNS Manager 44242013 2:27 PM Sharteut 1KB
& Lbrariss !EMPS Service Manager 4i2{2013 2:27 PM Shartcut 1 KB
_jj Documents @Pharmaserv System User Manager Sizzfz013 1:21 PM Shortcut 1 KB
fj’v Music
k= Pictures
£ videos
_"i Computer
&, osbisk i)
cw Log D)
o Data (E)
o MPS [F1)
w Backup (H:)

?ﬁ Metwork

35 items

2. Double-click the Pharmaserv System User Manager option. The Pharmaserv System User
Manager window displays similar to the following:

Select the fimenon vou wish o periorm

© Create uses

© Manage exstng uses
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3. Click the Create user button. A window displays similar to the following:

Pharmasery System User Manager

Select the function yvou wish to perform

& Create user
" Manage existing user

Enter user name to create:

Submit | Close |

=

4. Type the name of the user in the enter user name to create field. You can enter up to 20
characters. You cannot use spaces and it is strongly recommended not to use special
characters.

NOTE: To designate the user as store manager, check the Store Manager check box. The

Store Manager check box displays after you type one character in the Enter user name to
create field similar to the following:

Enter user name to create:

I

[~ Store Manager

Submit | Close |

A Store Manager is a user with privileges to manage (create, modify, delete, etc.) other users
and to run Pharmaserv upgrades.

5. Click Submit to save your entry. A confirmation window displays with the initial password for
the account. The user is required the first time they log into the system to use this password to
access the system and create their own personalized password. Passwords must have a
minimum of at least one upper case alpha character, one lower case alpha character, one
numeric character, and one special character. Passwords are valid for 90 days at which time
you will be prompted to create a new password.
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Managing Users

You can disable, enable, and delete users, reset or unlock accounts, and designate a user as a store
manager.

Complete the following steps to manage existing users:

1.
2.

Click the Tools icon on the desktop. The Tools window displays.

Double-click the Pharmaserv System User Manager option. The Pharmaserv System User
Manager window displays.

Click the Manage existing user button. The Select user to manage drop-down list displays.

Select the name of the user for which you want to make changes. Your window should look
similar to the following:

Pharmasery System User Manager

-

Select the finction vou wish to perform:

 Create user " ResetUnlock account
= Manage existing user " Dizable user
" Enable user
Select user to manage:  Delete user
 Update user

Julie b

Submit | Close |

H

Perform one of the following actions:
e Toreset or unlock a user account, select the Reset/Unlock account button.

NOTE: If you reset a user account, a temporary password is provided for you to create a
new password.

e To disable a user, select the Disable user button.
e To enable a user, select the Enable user button.
e To delete a user, select the Delete user button.

e To designate a user as store manager, select the Update user button and then check the
Store Manager check box. Only a Store Manager has permission to access the
Pharmaserv System User Manager utility.

Click Submit to save you entry.

Click OK at the confirmation window.
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Install All Pharmaserv System Software And Upgrades

The Store Manager accounts are the only accounts that provide access to install Pharmaserv system
upgrades. To be compliant with your contract with McKesson Pharmacy Systems, you must install all
Pharmaserv software upgrades from McKesson Pharmacy Systems.

NOTE: MPS does not support non-MPS software and it should never be installed on your SERVER
system. You should contact an MPS support representative to determine software compatibility
issues if you are considering the use of non-MPS software on a client system.

Maintain Microsoft Windows Updates

If you are connected to the Internet, Microsoft periodically releases system security updates. A small
yellow shield or globe icon may also display in the system tray. When updates are available from
Microsoft, a message displays similar to the following:

New updates are ready to install. Click here for more information.
Click OK (or double-click the icon) and follow the prompts to install the updates.

NOTE: Some system security updates require a system restart at the server system. When
necessary, you are prompted to restart your system now or later. When you decide to restart
your system, be certain that all users are logged off the Rx Processing and Pharmaserv
applications and logged off from the Remote Desktop session.

To verify you have the latest updates installed:
1. Open Internet Explorer and click Tools.
2. Click Windows Updates and follow the prompts on the Windows Update window.

Service Pack Updates
Please contact MPS before loading Service Pack Updates from Microsoft as these must be approved
by MPS prior to installation.

McAfee VirusScan

McAfee VirusScan is the virus protection software approved for use with systems from MPS. The
system is configured to automatically pull updates from the following URLSs if connected to the Internet.
If FTP fails, it tries HTTP.

FTP: ftp://ftp.nai.com/commonupdater or HTTP: http://download.nai.com/Products/CommonUpdater

Rebooting (restarting) The Server
MPS suggests rebooting your server for only the following reasons:

¢ A Pharmaserv Upgrade instruction

o After a Microsoft Windows Update
e Asrequested by an MPS representative
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