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Chapter1  Specialty Rx Workflow
Management wy Enterprise

This course highlights the Enterprise SPRx List Manager workflow and
demonstrates the flexibility of this tool in customizing patient care. The Specialty
Rx List provides care management queues that reflect the workflow and

processes of this niche industry.
At the conclusion of this chapter, the user will be able to:
o Identify the lists that make up the SpRx List Manager.
e Define the program options that customizes this list manager.
e Identify the window elements that make up a manager’s window.
e Process a patient’s prescription scenario using the SpRx List Manager.
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SpRx List Manager Introduction l

SpRx List Manager The Enterprise SpRx List Manager is a queue-based system that displays the
Introduction orders / prescriptions that are in each list with the ability to access these lists and
work the orders / prescriptions.

Reviewing the Before using this Enterprise List Manager, there are several program options
Enterprise that need configured to suit your organization’s processes. To adjust these options,
Program Options go to Utilities (8) > Program Options (4) > Enterprise tab.

&8 CPR+ Program Options EI = @

Administrative || Pharmacy || Labels || Delivery Tickets / Inventory || Billing / Financial | Enterprise

Options 112 | Options 13+

Select Lots When Printing Labels? (Y or N}

7 Mumber of future days to include on Patient’s to Contact - Refills list

Edit | EditRequired Fields For Patients With Incomplete Information List
7 MNumber Of Future Days To Include On Authorization Setup List For Expiring Auths
Use Test Claims’ List? (¥ or M)
14 Mumber Of Future Days To Include On Clinical Follow Up List
14 | Mumber Of Future Days To Include On Billing Follow Up List
N o Prevent Filling Rx With Exp. Auth Unless Password Entered (Y or N) W

30 | Mumber of future days to include on list for Expiring CMNs

10.  [] UseTeams | Add/Edit Teams

1. 0 Mumber of future days to include on HME - Pts. to Contact - Recurring Supplies

[ T T T
-

12 1|¥ Document Barcoding (0 =MNone, 1=CPR+DMS, 2 =Exdernal DMS )

Help (F1) || agsitional setings | Admin. Password ¢F5) || save & Close (F2)

Below are explanations for each setting found on this window:

There are a few program options below that DO NOT apply to the SpRx List
Manager.

1) Select Lots When Printing Labels? (Y or N)

When selecting yes (‘Y’) for this option, CPR+ displays a prompt for the
user to select drug lots when printing a label when working from the Print
Labels / Documentation list. Otherwise, select N to select lots from the
Select Lots / Fill Rx list.

2) Number of future days to include on Patients to Contact - Refills
list
The number entered in this field determines when prescription refills appear
in the Patients to Contact - Refills list.
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3) Edit Required Fields For Patients With Incomplete Information

4)

5)

6)

7)

List

Click the Edit button to set certain fields to be required. Those patients
with incomplete information are listed in the Patients w/ Incomplete Info

list.

Field Group

Field Desc.

Table Name

Field Name

Required 4

|An:\|\ary Provider Information

Primary Ancillary Provider

RECORDLINKS

PRIMARYPROVIDER

Basic Patient Information
Basic Patient Information
Basic Patient Information
Basic Patient Information
Basic Patient Information
Basic Patient Information
Basic Patient Information
Basic Patient Information
Basic Patient Information
Basic Patient Information
Basic Patient Information
Basic Patient Information
Basic Patient Information
Basic Patient Information

Activity Level
Address
Admission Date
Advance Directives
City

Code Status
County

Culture & Sensitivity
Date Of Birth

Date Weight Last Updated
DC Date

Diabetic
Diagnosis 1 Code
Diagnosis 1 Text

[liShow Only Fields Marked As Required}

ACTLEVEL
ADDRESS
ADM_DATE
ADVDIRECT
CITY
CODESTAT
COUNTY
CULTSENS
DOB
WEIGHTDATE
DISC_DATE
DIABETIC
ICD91
DIAGNOSIST

Toggle Required (Space)”

Cancel (Esc) H

Save (F2)

What fields are required depends on the organization, but it will help to
make sure that the data captured is complete. By default CPR+ contains
30 required fields.

While on this window, toggle on or off which fields need to be completed by
using the Toggle Required (Space) button. When a field is required, an
asterisk (*) appears in the corresponding field under the Required column.

After configuring this list, click Save (F2) to save the settings.

Number Of Future Days To Include On Authorization Setup List For
Expiring Auths

Enter the number of days in the future for an authorization to appear on the
Authorizations list before it expires.

Use 'Test Claims' List? (Y or N)

Select yes (‘Y") for this option to have the 7est Claims list to appear in the IV
List Manager. This list is not covered in this chapter, and does not apply to
the SpRx and HME List Managers.

Number of Future Days To Include On Clinical Follow Up List

Enter the number of days in the future for a follow up to appear on the
Clinical Follow Up list.

Number of Future Days To Include On Billing Follow Up List

Enter the number of days in the future for a follow up to appear on the
Billing Follow Up list.
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8)

9)

10)

11)

12)

13)

SpRx List Manager Introduction l

Prevent Filling Rx with Exp. Auth Unless Password Entered (Y or
N)

When this option is set to yes (‘Y’), the pharmacist must enter his or her
password to fill a prescription that has an expired authorization.

Number of future days to include on list of Expiring CMNs

Enter the number of future days in this field to show expiring CMNs on the
CMN/SMN Tracking list. This option only applies to the HME List Manager.

Use Teams (checkbox)

When checking this box, an Add/Edit Teams drop-down appears on the List
Manager window. By activating this feature, it allows organizations using
Enterprise to set up “teams” that “work” certain patients.

With a company's patients assigned to a team, the Enterprise Lists can be
filtered by a team from the associated drop-down. CPR+ will “remember
the last setting” for each user and it will automatically select the team for
the user accessing the List Manager.

Number of future days to include on HME - Pts. to Contact -
Recurring Supplies

Enter the number of future days in the available field to display those
Recurring Supplies that need delivered. Any recurring supply that fall
outside of the number of future days will not appear in this list. This option
only applies to the HME List Manager.

Document Barcoding (0 = None, 1 = CPR+ DMS, 2 = External
DMS)

Select the type of document barcoding used by the organization: CPR+
DMS or External DMS. If External DMS is selected, a button appears on the
Options tab located on the System Setup window.

If none is selected for this option, no barcodes print on any forms.

Print Documentation (0 = None, 1 = Document ID, 2 = Patient
MRN, 3 = Patient ID)

This option works in conjunction with option #12: Document Barcoding. In
the corresponding field, click the blue arrow to display a menu to select
one of the following: None (0), Document ID (1), Patient MRN (2), or
Patient ID (3). By selecting an option (1, 2, or 3), CPR+ prints the selected
identifier on a variety of reports and documents.

The reports and documents that contain this Document Identification
include: Demographics, Medication Profile, Physician Orders, Supporting
Documentation, Delivery Tickets, Progress Notes, Care Plans, Visit Reports,
Assessments (including Custom Assessments), Pharmacy Work Orders, and
Discharge Summary.
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14) Default New Drug Orders As Specialty (SpRx) (Site-Specific)

This option is only related to the SpRx List Manager. When set to yes (Y’),
new drug orders are flagged as Specialty Rx orders. This setting is site
specific when running CPR+ with the Multi-site module.

15) Number of Future Days To Include On SpRx Expiration / Zero

Doses List

This option is only related to the SpRx List Manager. Enter the number of
days before a prescription expires to have it appear on the Rx Expiration &
Zero Doses list. These prescriptions will appear in the list highlighted in
yellow.

16) Auto-Refresh Fax Count Interval (In Minutes)

Entering a number in this field “tells” CPR+ to refresh the count for the
Incoming Faxes list every so many minutes while a user has the Enterprise
List Manager window opened. If a 0 is entered in this field, CPR+ will not
update the count automatically.

17) Fill non lot tracked Rx’s in the Print Labels / Document list?

When this option is set to “Y” and if the “Use Lot Number Tracking”
program option (Pharmacy tab, question number 1) is set to “*N”, then the
“Select Lots / Fill Rx” list is disabled.

When processing an Rx in the “Print Labels / Documentation” list, and this
program option is set to “Y”, Rx’s that do not require lot number selection
are filled as part of the “Print Labels / Documentation” process and they
skip the “Select Lots / Fill Rx" list.

Setting Up the There is a payor setting the tells CPR+ the expected profit margin for a claim. Any
Payor’s Profit claim that falls below this margin is then marked as Margin on the Claims to
Margin Adjudicate window.

To set the payor’s profit margin, follow the steps outlined below.

Step Action
1 From the Main Menu, go to Databases (7) > Insurance Companies
(4).
2 Select an electronic NCPDP payor in the list and click Edit (F4).
3 Click the Setup Options (F5) tab and then click the 31-40 sub-tab.

SPRx List Manager User Guide
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Step Action

4 While on this tab, the user can set the following options related to the SpRx
List Manager:
o Enter a profit margin for option #35 (Minimum Acceptable Profit
Margin) in the available field.
¢ Check the “"Auto Move” box to automatically move claims from the
Claims to Adjudicate list to the next list when the amount paid is
within the acceptable profit margin percentage.

& Add / Modify an Insurance Company: Blue Cross Blue Shield EI = @

General | Billing Info H 1500 Options (F4) || Notes (F3) | Setup Options (F5) | Alt. Billing Addresses | Insurance Company Inactive

Blue Cross Blue Shield E

1410 || 1120 || 2130 |:31—40E|41_+‘

31. Span Dates on Recurring Rental Claims

32. Use Medi-Cal Modifier On Invaice Line ltems

33. Use Medi-Cal Formatting For Supplemental Infa Line On CMS/UB04

34, Print Medi-Cal ltemized Listing (HCFA/CMS1500 Invoices Only)

5. Minimum Acceptable Profit Margin (NCPDP Claims) % )

Auta Move SpRx Claim if Minimum Profit Margin is Met?

36. Hold Subsequent Rental Claims Until Initial Claim Is Paid (Line ltem Only} ]

37. Bill Recurring Rental Claims in Arrears (Line ftem Only)

38. Auto Transfer On ERN Payment

38, Auto Transfer Payment Threshald % %
40. Auto Transfer Adjustment Code v
Edit 270 Options
|
| Help (F1) || Pricing (F&) H Electronic Setup (F8) H Delete Company (F9) H Save & Close (F2)
5 Click Save & Close (F2) to save this setting.

Any claim that falls below the defined profit margin alerts the user to check the
inventory item’s pricing to see if it needs to be adjusted or to cancel the
prescription.

Identifying the A dedicated folder must be assigned for any incoming SpRx faxes. Without a
SpRx Faxes Path identified folder, then any faxes received will not appear in the Incoming Faxes list.

Follow the steps below to setup this location.

Step Action
1 From the Main Menu, go to Utilities (8) > System Setup (2).
2 Click the button next to the Incoming Faxes Path (SpRx) field.
3 Select the folder for SpRx faxes and click OK to add the path to the System
Paths tab.
4 Click the Save & Close (F2) button to save this setting.

6 SPRx List Manager User Guide
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Setting Up There are several employee privilege settings related to the Enterprise List
Employee Managers. Follow the steps below to update an employee’s privileges.
Privileges
Step Action
1 From the Main Menu, go to Databases (7) > Employee Data /

Security Setup (8).

2 Select a user in the list and click Select (Enter).

Click the Privileges tab and then the Enterprise sub-tab.

4 Individual settings can be turned on (an X in the Access column) or off (no X
in the Access column) by pressing the <Spacebar>.

& Employee Setup for: Phil Raynes ol 2=
Employee Info || Options || Dates || Job Description (F3) || Attendance Records (F4) | Privileges | PayInfo (F6) | Sites
Administrative | Billing || Clinical | Enterprise | |nventory || Miscellansous | On-The-Fly
User Group
Super User |z|
Access Privilege Default -
X SpRx - 8. Claim Exceptions Yes
X SpRx - 9. Patients To Contact - New Rx's Yes
X SpRx - A. Patients To Contact - Refills Yes
X SpRx - B. Print Labels / Documentation Yes
X SpRx - C. Select Lots / Fill Rx Yes
X SpRx - D. Order Verification Yes
X SpRx - E. Pending Shipments Yes

SpRx - F. Zero Refills Mo

X SpRx - G. Rx's To Discontinue Yes

X SpRx - H. Autherizations Yes

X SpRx- 1. Clinical Follow Up Yes

X SpRx - J. Billing Follow Up Yes
Apply

| Help (F1) || Print Barcode Label (F7) Hﬁneﬂdance Records (F4) ” Pay Info (F&) || Save & Close (F2) ‘

5 Click the Billing sub-tab and adjust the Allow user to change status and “Accept-F4”
NCPDP claims setting if a user is to accept non-payable claims from the claim
queues. Otherwise, the Accept button on the Claims to Adjudicate list will not
be active.

Note: The user will still be prompted to accept non-payable claims even if

this privilege is turned on.

6 Click Apply after the privileges for the user are set.

In addition to configuring individual privileges, a User Group can be selected for a
user to quickly assign privileges. Simply select a group from the User Group drop-
down while on the Privileges tab.

User groups are defined by going to Databases (7) > Templates (6) > User
Groups (7).

Accessing the List  To access the SpRx List Manager, click the Enterprise button from the Main
Manager Menu. (7he “Enterprise List Manager” window appears.)
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&P Enterprise List Manager E] =
" HME @ SpRx Web Portal
Select One Of The Following Lists

ID List Name Count ~
[1 Incoming Faxes 10|
2 Patients w/ Incomplete Info | 358
3 Order Entry / Completion 544
4 Rx Setup 20
5 Claims To Adjudicate - New Rx's 52
6 Rx Verification 218
7 Claim Exceptions 110 =
8 Authorizations 5
9 Patients To Contact - New Rx's 245
A Patients To Contact - Refills 2846
B Claims To Adjudicate - Refills 126
C Print Labels / Documentation 35
D Select Lots / Fill Rx 77
E Order Verification 51
F Delivery Ticket Confirmation Manage¢ 26
G Rx Expiration / Zero Refills 419
H Rx's To Discontinue 6
| Clinical Follow Up 53
J  Billing Follow Up 84 -

[ Select (Enter) ]
[ New Patient/ Order (F9) H Close (Esc) ]

Verify that the SpRx radio button is selected to view the appropriate list. While on
this list, a user can:

e Select a list and click the Select (Enter) button (or simply double-click the
list name) to access the orders or prescriptions that are currently in that list.

e View the Count column for how many orders or prescriptions are in each list.

e Add a new Patient, new Drug Order or new HME / Supply Order by clicking
the New Patient / Order (F9) button.

Displaying the Enterprise List Manager after Logging In

The Enterprise List Manager can be set to display automatically after a user logs
into CPR+. Follow the steps below to configure this option.

Step Action

1 From the Main Menu, go to Databases (7) > Employee Data /
Security Setup (8) and select a user from the list.

Click Select (Enter).

Click the Options tab on the Employee Setup window.

Set the Enterprise on Startup option to yes (Y’).

u| | W N

Click Save & Close (F2) to save the change.
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Common List Before discussing the list manager in detail, it's good to know the common window
Manager Window elements that appear on the SpRx List Manager windows. Let’s review the window
Elements elements on the Patients to Contact - New Rx’s list window.

%PatientsTo(ontact—Newa'; EI =] @

Patients To Contact - New Rx's

Geam: AN =) (=tatus: [ camy )“

it Name Telephone kFiII Date Drug By Date | Time Status
us 614 0@ 32011 RIBAVIRIN PO 5 Times a |
\Kan \ G614 0FN3/2011 PEGASYS mcg INJECT 1Time 041131201 39
P

Count: 4

ula T40-234-2423 04/06/2011 | RIBOFLAVIN 1 Capsule PO 5 Tin PR N\Q4/06,24711 12:48 Reqg. Auth.
Padla 740-234—2423 04/042011  PEGASYS 1 mcg INJECT 1 Time PR OM06/2011 12:48 Req. Auth.

8 4 6

1
/ ’
1 .
| \\

‘ | Contact Patient {Enter) '

Help (F1) [ viewaccount(F2) || view Orders (aitsF3) || view Patentenu (F4) || view Demagraphics (Fg)
Find Patient (F§) || Prit List (F7) | view Progress nates (Fe)|| Discontinue Rx (ctri=Fo) || Close (F2/Ese)

e (1) Primary Buttons — These buttons (with blue lettering) are used for
the main task that must be accomplished on a particular list. For example,
there is only one button on the Patients to Contact - New Rx5 list labeled
Contact Patient (Enter). This allows the user to complete the main task
for this window (contacting the patient and making the order ready) which
moves the order to the next list.

¢ (2) Ancillary Buttons — These buttons along the bottom of each list are
used to access certain CPR+ windows. For example, highlight a patient in
the grid and click View Patient Menu (F4) and CPR+ opens the
corresponding window. Or click the View Orders (Alt+F3) button and the
list of patient orders is displayed.

e (3) Status - This column shows the current order’s status. To filter this list,
the user can select a specific status from the Status drop-down. CPR+ will
then only show those orders marked with the selected status. In addition to
several pre-defined statuses, additional ones can be added by going to
Databases (7) > Popup Windows (7) > select Enterprise List
Status.

e (4) “View Faxes” Icon — An order may have the initial Order / Script fax
attached to it and other follow-up faxes during the course of therapy.
Simply click the View Faxes icon to display the list of faxes and view the
fax image on the window.

e (5) “View History/Log"” Icon — As a patient order is processed through
these lists, a log is kept to maintain a history of when each function was
completed and who completed that function for each order. This allows a
user to view when it came in, who did what and when it was completed.

e (6) Team - CPR+ allows organizations using Enterprise to set up “teams”

SPRXx List Manager User Guide 9
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to “work” certain patients. Patients are assigned to a team on the
Demographics tab of the Patient Information window. With patients
assigned, a user can filter for his or her specific team and display only those
assigned patients. Teams can be set up by going to Utilities (8) >
Program Options (4) > Enterprise tab > Program Option #10.

(7) Credit Card Processing Icon - With the optional PC Charge software
from Verifone® installed, this button displays the Charge Credit Card
window when clicked. From this window, the user can accept a patient’s co-
pay via credit card. This co-pay is considered as unapplied cash in CPR+.

(8) Refresh Icon - Clicking this icon refreshes the data displayed in the
list.

“In Use” Column (available by scrolling the window to the right) — Since
the lists can be accessed and used by multiple people at the same time, a
mechanism is in place to “lock” orders or prescriptions so that only one
person can work the item at a time. When the Primary Button is clicked, the
item is locked and that user’s initials are entered in the In Use column so
that:

— No one else can access that function for that item, and
— Other users can see who is working on that list.

There are other items to keep in mind when using the Enterprise List Manager:

Flexibility — Each list can remain open as other lists are accessed within
CPR+. Most windows that are displayed by the lists, including viewing
faxes, can remain open if another section of CPR+ needs accessed. This
allows flexibility of getting what is needed to complete a task.

Sortable Columns — Each column on every list can be sorted by that
column. Simply click the column header and the list will re-sort in ascending
order. By clicking the selected column a second time, the list is resorted in
descending order.

Right-click Functionality - Many of the lists in Enterprise have right-click
functions that allow the user to quickly access features. While on a list, right
click an entry to view what options are available from the associated drop-
down menu.

10
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L4

Blue Arrow Icon

Enterprise SpRx
Scenario

Incoming Faxes

o Patients w/ Incomplete Info

&8

Last Name
[Anthany Rich
Jones Paula
Starr Melinda
McGraner Ted
Boelyn Anne

[E=8 R 5

Patients w/ Incomplete Info Count: §

Team: {All} [~]
First Name Ref. Date Payor 1 Order 1 Physician
12/07/2006 Aetna (Rx)

B St poient e |
01A1/2007 Aetna (Rx} EYTTLry (o oclect Patient (Enten)

05(5/2007 PAMedicaid (Rx) TP 2400 Help (FL)
10/08/2007 View Patient Menu (F4)

08/13/2009 Gentamici View Demegraphics (F3)
Find Patient (F&)

Print List (F7)

View Progress Notes (F8)
View Orders (F9)

View Physicians (F3)
View Insurance (Alt+F3)

Status  +

This menu appears after I
right-clicking the list.

1 '

| Select Patient (Enter) |

‘ Help (F1) || View Patient Menu (F4) HVIEW Demographics (F5) || Find Patient (F&) H Print List (F7) |

‘VIEW Progress Nmes(FE)” View Orders (F8) H View Physicians (F3) || View Insurance (Alt+F3) H Close (F2/Esc) |

Blue Arrow Icon - While editing information on any CPR+ window,
remember to use the blue arrow icon. This icon (also called pop-ups)
indicates there are default data values available for that field. Using these
pop-ups help with consistent data entry throughout the program. To use
this “pre-defined” data, click the blue arrow icon or press the <F10> key
while the cursor is in that field to view the corresponding “pop-up” window.

The “Stat” Column - Depending on the Enterprise window, any order
marked as a “Stat Order” is labeled STAT in the corresponding column.
Orders marked as STAT appear at the top of the list. This alerts the user to
work these patients before working on the other orders that are not
identified as a “Stat Order”.

With a basic understanding of the Enterprise List Manager Program Options,
how to access the list manager, and the common elements that make up a list
manager window, the remainder of this session covers the individual lists and the
process flow of a patient’s order.

During this chapter, the following patient scenario will be used:

A faxed is received about a 56-year-old Female patient diagnosed with
Hepatitis C

There are two prescriptions:
— Pegasys 180 mcg, once a week

— Ribavirin 1000 mg/day, PO.
An electronic NCPDP payor is assigned to the patient.

This list allows access to the faxes that were received and displayed from the fax
queue. To access this list, select Incoming Faxes and click the Select (Enter)

SPRx List Manager User Guide
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button. (7he "View and Assign Incoming Faxes” window appears.)

o View and Assign Incoming Faxes ol & ==
View and Assign Incoming Faxes Count: 3
Fax Filename In Use Date | Time Assigned To -

200520_1.TIF 01/29/2003 01:50:52 PM |

200531_1.TIF 01/29/2003 01:50:20 PW

200534_1.TIF 01/29/2003 01:50:58 PM
| View / Manage (Enter) |

Help (F1) |[ BefreshFaxList(F3) || Close (F2)

While on this list, the user can view, label and assign these faxes for permanent
storage and retrieval. The faxes displayed in this list are simply image files of the
received fax from the organization’s fax server.

To view and then assign a fax, select one in the list and click the View / Manager
(Enter) button to display the “View Fax” window. This attaches the user’s initials
to this fax and does not allow anyone else to view the same fax at the same time.

G

& View Fax =0 =R 5
11 |z| WE@ Total Pages: 1 Current Page: 1
01/20,2008 13:30 FAT 614 268 2843 CPR+ L Zo01/001 o
. 9 mrarsivud THElapy SEIvVILES
16673 Roscoe Blvd.
North Hills, CA 91343 :
818-830-5335 -
Verbal Orders / Changes
AN —— STARTOFCARE 7/
ADDRESS
CITYISTRIP DO 09/051195"
FHONE DIET
DIAGNOSIS #1 ASPERGILLOSIS DIAGNOSIS #3
DIAGNOSIS #2 DIAGNOSIS #3
PRIMARY RN AGCESS PICC
ALLERGIES NKDA
ORDERS
ORDER DATE 12/04/2002
FUNGTIONAL LIMITS
NEW / VERBAL QRDERS
PROCRIT AN AEW IR TS &7 MOIAISCY T BE 05 M hdF et e a1
4
| dewPatientFs) || NewDrug Order (F2) ||New HUE /Supply Ord F10] [ Print/Fax/Email F7) |
[ sssionTo. . Fz) || assionTousericmi-F3) || moveTomiscFz) || OK (F2/Esc) J

While on this window, a user can do the following related to the displayed fax:
e Add a new patient;

e Add a new drug order or refill a drug order;
e Add a new HME or supply order;

12

SPRx List Manager User Guide



Chapter 1: Specialty Rx Workflow Management w/ Enterprise |

l Incoming Faxes

e Print, fax or email this document;

e Assign the fax to a patient, physician, payor, CPR+ user, supplier, ancillary
provider, inventory item, or another department or category;

e Move the fax to the “"Miscellaneous Fax” category.

fax can be assigned to any patient, not just those patients for the site

While in the Zncoming Faxlist and the user is logged into “All Sites”, a
@ where the fax was received.

The CPR+ User and Assigning & Attaching Faxes

There are two options related to CPR+ Users and faxes located on the “View Fax”
window.

1) Ctrl+F3 - This option simply links a selected CPR+ User to the fax and the
name of the user will appear under the Assigned To column on the “View and
Assign Incoming Faxes” window. This option does NOT attach the fax to the
user.

2) F3 - This option will attach the fax to the Employee Record and remove the
fax from the “View and Assignh Incoming Faxes” window.

Assigning a Fax to  Below are the steps for creating a new order based on a fax.
a New Order

Step Action

1 Select a fax and then click the View / Manage (Enter) button to view the
fax.

2 Click the New Drug Order (F9) button.

3 Start typing the last name of the patient in the Seek field or in the Last, First
field.
4 Select the patient and click Select (Enter).

SPRXx List Manager User Guide 13
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Step Action
H n "o :
5 While on the “Add Drug Order” window, click the Ordered Item blue arrow
to access the Inventory File and select the drug for this order.
&k Add Drug Order for Susan Rob [E=EEE——
Drug Order ﬂ
Order Info Additional Info
Ordered ltem || 0 Referral Source 0
Dose Unit v Prescriber D. Davis, MD %
Frequency T Infuse for 0.00 Fayor Aetna (Rx) v
Route 5 Per Diem v
Pump W Diagnosis 1 Hepatitis C carrier voze2 | 7
Comments Diagnosis 2 W
OrderDate  0gM2i2010 | 7 Diagnosis 3 v
StartDate 08122010 7 Diagnosis 4 v
Stop Date v Auth # T @
Il Therapy Type v Documentation T &
Status Pending W Company | InfusionCOL v
Rx Info
Order Type Primary Ancillary Assoc. Order v LR ITEsA S
B Stat Order Order Complete
Rx Format @ [ IPN PO 1N Repeat Order
SHP Infa Zero Refills (F& Multi-Drug (F4) Dose Calculator Save & Close (F2) @

6 Check the SpRx box (if not already checked).

7 Click Save & Close (F2) on the "Add Drug Order” window. The fax is now
linked to the order and CPR+ will prompt for a document description.
8 Enter a description for the fax and click Continue (F2 / Esc).
l# Enter A Description For This Document @
Description ||
Category
Motes -

Use this fax for Order / Rx Verification
Motify another user of this fax/ document

Continue (F2/Esc)

NOTE: When the “Use this fax for Order / Rx Verification” box is checked,
this fax will display during Rx Setup and Rx Verification. This will mark this
fax as the primary fax that is initiating the order.

The fax is removed from the Incoming Faxes list and is linked to the order. The new
order may be accessed from the Order Entry / Completion list or the Rx Setup list if
the Order Complete box was checked.
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l Incoming Faxes

Assigning a Fax to
a New Patient

Below are the steps for assigning a fax to a new patient.

Step

Action

1

Select a fax and then click the View / Manage (Enter) button to view the
fax.

To see if the patient exists in CPR+, click the Assign To...(F3) button on the
“View Fax” window.

Click the Patient (1) button on the Assign Document menu.

Start typing the last name of the patient in the Seek field, or enter the name
in the Last, First field and then press the <Enter> key to locate the patient.

Does the patient exist?
« If this patient does not exist, go to step 6.

o If this patient does exist, go to the “Assigning a Fax to an Existing
Patient” section on page 16.

Click the Cancel (Esc) button on the “Select Patient” window.

Click the New Patient (F6) button on the “View and Assign Incoming
Faxes” window.

Complete the fields on the Enter New Patient Information window.

Click the Continue (F2) button to save the new patient’s information. CPR+
adjusts the View Faxes window to the bottom of the screen to complete the
new patient’s information.

Help

T Ay I eIl 11 L

PatientInformation E==]
& Main Menu S E | ¥ et i
Bemo || jnswrance || r40.sProg || ssea nto || e ruacarx || groers | gnipping || statusLog || wserpetnea || gquipment
Select one of the following - -
- Patient Miscellaneous
fd NawBatient {1} LastName  [gmith Sales Rep Y Team =
Patient Records (2) FirstName | Roberta Primary RN %
M oba@ | |||Ad v v
Things To Do (3) ress Ins. Coordinator Tax 1
Ty — Zip Code 43225 PatientID Site of Service v 3
eports
ports (4) City ST/ Caty. - v 7| | Code Status v Advance Directives v
Billing / Financial (5) Home Phone | 614- - D Lic# Language English 7 Marital Status v
Inventory (8) WorkPhone | - - cel e Startof Care 7 Ptcategoy v
o 0 ) |||pos8 04112/1958 Age  [51yrs Biller W/ Collector 4
Databases (7) z n
ssN 123-45-2087 | Genoer [FIMIIE B Contacts (F3) [JPrimary Elemergency [primary & Emergency
Utilities (8) -
Hame Home Work Cell_Relation -
Exit CPR+(9) Ref. Source v 5
Palien! Stalus | Pending |7 Ref.Date| 10/14/2008| 7 Click these

Enterprise Company | InfusionCoL | ¥ Site | DHS,Inc-( 7 i arlrows tﬁ'd !
4 - isplay or hide
Daily Dose Eig, |2 the Fax Window.
Q. = womaton Compiete (oo, | pmen || seesceseca | o 7

Online Training CBARatient ] FETE = f

T TN T

View Fax Window

Moves Here. f
Patient's Demographics
Window is Here.
@i View Faxes For Roberta Smith (10/14/2009 12:00:00 AM | 14:43:27 | New Referral for Smith, Roberta | C:\CPR_DEMO\FAXES\200910\200733_1,TIF) ‘?“?"%
v [ W Qle(s)EEE) tortazo0n zo000mi__ [g) i Total Pages: 1 Current Page: 1
01/28/2008 13:30 FAX 614 288 2843 C PR Eoo1/001
. 01728 muarsivus i apy onvices
18673 Roscoe Blvd.
North Hills, CA 91343
818-830-5335 - -
Verbal Orders f Changes
s

10

If an order needs assigned, click the Orders tab and then click Add Drug
Order (F10).
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Incoming Faxes l

Step

Action

11

While on the “Add Drug Order” window, click the Ordered Item blue arrow
to access the Inventory File and select the drug for this order.

&k Add Drug Order for Susan Rob [E=TEE—
Drug Order -
Order Info Additional Info
Ordered ltem || 0 Referral Source 0
Dose Unit v Prescriber D. Davis, MD %
Frequency T Infuse for 0.00 Fayor Aetna (Rx) v
Route A Per Diem 0
bl L
Pump Diagnosis 1 Hepatitis C carrier V0262
Comments Diagnosis 2 W
OrderDate  0gM2i2010 | 7 Diagnosis 3 v
StatDate | osn22010 | ¥ Diagnosis 4 7
Stop Date v Auth # T @
- v
Il Therapy Type Documentation E3
Status Pending W Company | InfusionCOL v
Rx Info
OrderType @ Primary Ancillary Assoc. Order RS e e Sy
Stat Order Order Complete
Rx Format @ [ IPN EBO INJ Repeat Order
SHP Infa Zero Refills (F& Multi-Drug (F4) Dose Calculator Save & Close (F2) @

12

Check the SpRx box (if not already checked).

13

Click Save & Close (F2) on the "Add Drug Order” window.

14

When done, click the Save & Close (F2) button on the “Patient
Information” window.

If a drug order or orders were added during these steps, the fax will be attached
to the order (or first order if more than one was added). If no orders were
added, then the fax will be attached to the patient.

The fax is removed from the Jncoming Faxes list. The new order may be accessed
from the Order Entry / Completion list or the Rx Setup list if the Order Complete box
was checked.

Assigning a Fax to  Below are the steps for assigning a fax to an existing patient.

an Existing Patient

Step

Action

1

Select a fax and then click the View / Manage (Enter) button to view the
fax.

Click the Assign To...(F3) button on the “View Fax” window.

Click the Patient (1) button on the Assign Document menu.

Start typing the last name of the patient in the Seek field, or enter the name
in the Last, First field and then press the <Enter> key to locate the patient.

Select the patient and click Select (Enter).

16
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l Incoming Faxes

Step Action
6 Is this fax assigned to an existing order or a new order, or is this just to
update the patient’s existing information?
o If this is an existing order, go to step 7a.
« If this is a new order, go to step 8a.
o If this is updated patient information, press the <Esc> key and go
to step 9.
7a Select an existing order assigned to the patient on the Order Selection
window.
7b Click Select (Enter). (Now proceed to step 9.)
8a Click Add a New Entry (F10).
8b Select the drug from the list and click Select (Enter). (Now proceed to step
9.)
9 The fax is linked to the order (or linked to the patient if the <Esc> key is
pressed during step 6) and CPR+ will prompt for a document description.
10 Enter a description for the fax and click Continue (F2 / Esc).

o Enter A Description For This Document @

Description ||

Category
Notes

Use this fax for Order / Rx Verification
Motify another user of this fax/ document

Continue (F2/Esc) |

NOTE: When the “Use this fax for Order / Rx Verification” box is checked,
this fax will display during Rx Setup and Rx Verification. This will mark this
fax as the primary fax that is initiating the order.

The fax is removed from the Incoming Faxes list and is linked to the patient’s order
(or patient). The new order may be accessed from the Order Entry / Completion list
or the Rx Setup list if the Order Complete box was checked.

Refill Requests Below are the steps for refill requests while on the Zncoming Faxes list.
Step Action
1 Select a fax and click View / Manage (Enter) to view the fax.
2 Click the Assign To...(F3) button on the “View Fax” window.
3 Click the Patient (1) button on the Assign Document menu.

SPRx List Manager User Guide
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Incoming Faxes l

Step Action
4 Start typing the last name of the patient in the Seek field, or enter the name
the Last, First field and then press the <Enter> key to locate the patient.
5 Select the patient and click Select (Enter) and a list of orders is displayed.
P Select (B3|
Please Select an Option
Rank Description Ordered Status =~
1.0 PEG-INTRON REDIPEN 10/16/2009 09:55:15 AM  Active
2.0 RIBASPHERE 10/16/2009 09:55:51 AM | Active
Select (Enter) H Add a New Entry (F10) |
[ comainsFe) || gancelEso |
6 Select an existing order assigned to the patient that is in the Rx Expiration /

Zero Refills list.

Click Select (Enter).

8 Click the Yes button on the “Refill Authorization” prompt. The fax is linked to
the order.
9 Enter a description for the fax and click Continue (F2 / Esc).
A =
Desaription |

Category
Notes

Use this fax for Order / Rx Verification
Notify another user of this fax/ document

Continue (F2/Esc)

NOTE: When the “Use this fax for Order / Rx Verification” box is checked,
this fax will display during Rx Setup and Rx Verification. This will mark this
fax as the primary fax that is initiating the order.

The following functions occur during a refill:
e The order is removed from the Rx Expiration / Zero Refills list.

e A new prescription is created (with new prescriptions humbers) based on
the original prescription and is linked to the existing order.

e The original prescription is discontinued.
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l Patients with Incomplete Information

e The Authorized Refill box is checked automatically on the prescription.
e The order will move to the Rx Verification list.

Patients with This list is used to identify those patients with missing information. In order to
Incomplete maintain a smooth process flow of a patient, basic patient information must be
Information collected and entered before filling the order and shipping it out (e.g. patient’s

address, Insurance Company / payor and so on).

Accessing the To access this list, select Patient’s w/ Incomplete Info and click the Select

Patient's w/ (Enter) button. ( 7he "Patients w/ Incomplete Info” window appears.)
Incomplete Info

Patients w/ Incomplete Info
I% ﬁ P Count: §
Team: | {All} v
Last Hame First Name Ref. Date Payor 1 Order 1 Physician Status &
\Amhony Rich 12/07/2006 United Healthcare  Vancomycin 1000 mg IV Ew Horace Heart, MD Active |
Jones Paula 01/11/2007 Aetna (Rx) Recombinate 1120 units IV George Bell, MD  Active
Cook Donald 02/05/2007 Medicare (EMC) CPAP Machine - Rental Qty: Jennifer Jacobs, L Active
Starr Melinda 05/15/2007 PA Medicaid (Rx) TPN 2400 ml IV Daily Marcus Welby, MC Active
McGraner Ted 10/08/2007 Pending
~
[ Select Patient (Enter) ]
[ Help (F1) ][ View Patient Menu (F4) HVIEW Demoagraphics (F5) ][ Find Patient (F&) H Print List (F7) ]
[VIEW Progress Notes (FE)][ View Orders (F8) H View Physicians (F3) ][ View Insurance (Alt+F3) H Close (F2/Esc) ]

This list displays all patients in CPR+ that have one or more fields with missing

information that are marked as required and/or the Information Complete checkbox is
not selected.

The ability for a user to mark the Information Complete checkbox is a defined
@ privilege within the Employee Setup section of CPR+.

To determine what information is missing, select a patient in the grid and click the
Select Patient (Enter) button. Any missing fields are highlighted in red along
with the tabs in which the fields reside.
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Order Entry / Completion l

& Patient Information For Rich Anthony ol & ==
-~
(DEIWD blﬂsuraﬂce H M.D./ Prov d‘ Med. Info H )xfmed Hix H Orders H Shipping ” Status Log H User Defined ” Equipment
tient Information S— Miscellaneous

LastNa Anthony Sales Rep Vingant Thampson | 7 Team |HighRisk  [=]
First Name ch Primary RN Kim Nurse, RN 7
Address |66D Busch Blvd Ins. Coordinator | Casey Coordinator ¥ Tax v
Zip Code 17821 Fatient ID East Site of Service | Home v
City/ST/Cnty Danville Ea¥ |7 | PA Montour v ‘ Code Status v ’ Advance Directives | N v
Home Phone | 877-277-4876 \Dmv Li / Language nghs! Marital Status M v
Work Phone c L - - Start of Care .| 1210712008 W Pt Category | InfusioniNur| 7
DoB 0101M9ET | A M|551ng InformatioReecr ©  corctor Rames.pui |7
SS LR ender @MOF a:)Contacts (F3) CIPrimary [[]Emergency [] Primary & Emergency
Emall richard@cpplus.com Name Home Work Cell Relation +
Ref Source | Ohio H#alth, Angela Meadows v Michele Dawn 614-555-5555 Wife
Patient Status  Agfe 7 Ref. Date| 12/07/2008 7
Company fusioncoL |7 site | DHS, Inc-1| 7 _

ECETEETENTEED)) Help (F1) Il Print (F7) |[ saescisera | Ejf/ 4 )

ArEiE MRN 200671

By completing the missing information for each patient and / or checking the
Information Completed checkbox, the selected patient will “fall off” this list.

One thing to keep in mind, a patient with missing information does not exclude that
individual from showing up in other lists in the Enterprise List Manager. This
section is used to alert the user that this patient is missing information that could
be vital to other parts of CPR+ (e.g. reporting or billing).

Order Entry / In this list, the order can be completed or updated. If your company does not want
Completion to use this list, the person loading the order in the fax queue can check the Order
Complete box and the order will bypass this list.

To access this list, select Order Entry / Completion and click the Select (Enter)
button. ( 7he "Order Entry / Completion” window appears.)

5 Order Entry / Completion ol = =
Order Entry / Completion
l% 2/ B Count: 3
. Team: | Al [=]
Stat Last Name FirstName  Order Date Order Physician InUse =
[ Roo Susan 1011412008 | PEGNTRON REDIPEN meg INJECT Rance Randolph, WD I
Rob Susan 10/14/2009 RIBASPHERE Capsule Rance Randolph, MD
mith Roberta 1011412008 PEG-INTRON REDIPEN meg INJECT
\-/ | Complete Order (Enter) |
\ Help (F1) [ vieworders F2) | view Patient benu (F4) || view Demographics F5) || FinaPatient Fs) |
\ Print (F7) |[ Progress Notes Fz) || AcaDgorder F3) || viewinswance F10) || close F2iEse) |

As new orders are placed in this list (by either clicking the Add Drug Order (F9)
button or from the Incoming Faxes list), Enterprise allows the organization a
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l Order Entry / Completion

Working the
Scenario

degree of control over the confirmation and completion of an order. If orders are
entered by an intake person and it's required that the order be reviewed for
accuracy and completeness, this list allows clinically-oriented staff to verify and
complete the entry of these orders (by selecting the Order Complete checkbox)
before moving them to the next list.

If needed, the clinical staff can set this order as a Stat Order which places the order
at the top of the upcoming lists and marks the corresponding Stat column with
STAT.

A user can right-click any order in the list to display a dropdown menu.

Complete Order (Enter)

Help (F1}

View Orders (F3)

View Patient Menu (F4)
View Demographics (F5)
Find Patient (F&)

Print (F7)

Progress Motes (F8)
Add Drug Order (F9)
View Insurance (F10)
Mowve To List

In our scenario, the orders for the patient were entered using the Incoming Faxes
list. During this list, the orders need completed before moving on to the Rx Setup
list.

Step Action

1 Select an order in the list.

2 Click the Complete Order (Enter) button.
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Order Entry / Completion l

Step Action
3 Complete the remaining fields on the “Edit Drug Order” window.
&b Edit Drug Order ol & ==
Drug Order NEN 3
Order Info Additional Info ﬂ
Ordered ltem | |PEG-INTRON REDIPEN v Referral Source K
Dose Unit | meg v Prescriber R. Randolph, MD K
Frequency T Infuse for 0.00 |z| Payor Aetna (Rx) v
Route INJECT v Per Diem A4
Pump 7 || Diagnosis 1 HEPATITIS C CARRIER voze2 | T
Comments Diagnosis 2 v
Order Date 1011412009 0 Diagnosis 3 K
Start Date 1011472000 | ¥ Diagnosis 4 &
Stop Date 7 Discontinued Auth # MEY
Therapy Type | ATB v Dacumentation RN
Status Pending v Company | InfusionCOL =
Rx Info
Order Type @ Primary Ancillary Assoc Order ‘ £ zii:r Compits
Rx Format v IPN PO @INJ
SHP Info Zera Refills (F6 | Multi-Drug (F4) H =| Dose Calculator H Save & Close (F2) ‘ @
If this is a Stat Order, make sure to check the Stat Order box located in the Rx
Info section of this window.
4 Review the order to verify the information is correct.
Click the Order Complete checkbox on the Edit Drug Order window.
6 Click the Yes button on the “Completing Order” prompt.

The above steps would be followed for each order for the patient. These orders
would move off this list and to the Rx Setup list.

Completing an order does not change the status of the order. The order status
remains pending until the prescription associated with the order is dispensed for

the first time.

Committed Quantity Warnings

After clicking Yes on the “Completing Order” prompt, the user may be presented

with a committed quantity warning.

& Committed Quantity Warning = [ ]

[} ‘Warning: The Quantity Available for the following item(s) is less than
Minimum Desired

Drug Name On-Hand Committed Available Min. Desired »
\Enbre\ 50 mgiml SureClick 70.00 112.00 -48.00 25.00

Motify Purchasing Rep(s) ofinsufficient available inventory

View || Cancel (Esc) H Continue

22
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l Rx Setup

Rx Setup

As shown in the screenshot above, the committed quantity warning because
inventory (for a drug and supply only) is below the minimum quantity set in CPR+.
These warnings and how they work are based on the Delivery Ticket / Inventory
Program Options #30 through #33.
Within the Enterprise SPRx Lists, quantity checks occur at:

e Order Completion

e Rx Setup (when checked)

e Rx Verification;

e Patients to Contact (New or Refills) when the order is made ready and

saved.

Keep in mind that these checks may appear when processing a prescription using
the SPRx List Manager.

In this list, the user will enter the prescription information, but the prescription is
not filled.

To access this list, select Rx Setup and click the Select (Enter) button. ( 7he "Rx
Setup” window appears.)

P R Setup [E=H E=R =
B Rx Setup
< Count: 2
@ Team: {All} [+]
Stat  Last Name FirstName  Order Date  Start Date Drug Rx# Physician InUse =
Jones Paula 03/30/2011 03/30/2011  |RIBAVIRIM George Bell, MD
| Jones Paula 09/13/2010 09/13/2010 PEGASYS mcg INJECT 631 George Bell, MD

[ Create ] EditDT (AlteF9)

H Create Rx (Enter)

” View Current Order (F10) |

Help (F1)

|| View Physicians (F3) H View Allergies (Alt+F3) H View Patient Menu (F4) ||V\ewDemngrapnics (F5)|

| Find Patient (F&) || Print List (F7) H Frogress Notes (F8) H ViewAll Orders (F9) || Close (F2/ Esc) |

While on this list, the following functions can be accomplished.

e Setup a delivery ticket for the order by clicking the Create / Edit DT
(Alt+F9) button.

e Mark the prescription as complete to move the order to the Claims to
Adjudicate - New Rx5 list (if a NCPDP payor is assigned to the patient) or
the Rx Verification list.
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Working the
Scenario

Rx Setup l

Processing the Injectable Order

This step-by-step follows an injectable order for the patient scenario.

Step

Action

1

Select the Pegasys order in the list.

2

Click the Create Rx (Enter) button for drug screening (if Medi-Span is
loaded). Review any screening results and complete the “Enter Your
Response to the Drug Interaction” window if it appears.

After the drug screening, the Creating a New Rx menu is displayed. A
prescription can be based on:

e A prescription template
e An existing prescription for this patient
¢ An existing prescription for all patients

¢ Or none of these (a prescription is created without any pre-
determined information).

NOTE: If a primary fax is assigned, it will open automatically. If the
workstation is configured with dual monitors, the fax will appear on the
second monitor automatically as shown in the figure below.

For the scenario, click the A Prescription Template (1) button.

Select the appropriate template for this order. Note that a template can be
created by going to Database (7) > Templates (6) > Prescriptions (3).

24
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l Rx Setup

Step

Action

While on the “Prescription Setup” window, complete the fields for the
injectable order.

G Prescription Setup for Pauls Jones @

Order Date
Criginal Rx Date
Rx Expiration Date

Total # of Doses Allowed

0911312010
09/13/2010
09M2/2011
[ 0o

v

v

DEASchedule N
Authorization #
Dispense as Written? 0|7

Rx Origin Code 1|¥

Save & Close (F2)

e Order Date - This is copied from the Order Date field on the order.
« Original Rx Date - This is the date the prescription is created.

« Rx Expiration Date - This defaults to one year from the Order Date
based on the CPR+ system setting. Note that Schedule II, and
Schedule III, IV and V drugs can have different expiration dates
based on the Pharmacy Program Options for questions #12 and
#13.

« Total # Of Doses Allowed - This is based on the start and stop
dates, and the frequency of the order.

o DEA Schedule - This field is automatically populated from
Inventory if the prescription is for a Schedule II, III, IV, or V drug.

o Authorization # - This is a pre-determined authorization number
given to your company by the patient’s primary insurance which is
setup within the Insurance Verification section of CPR+. A
verification number can be selected from the drop down.

+ Dispense as Written? - If this prescription is for an NCPDP payor
and the user wanted a specific DAW to go on the NCPDP claim, this
field would be completed by using the associated popup. This will
carry over to the NCPDP claim.

e Rx Origin - The Rx Origin pulls from the assigned NCPDP payor
associated with the patient. The user can enter a different Rx Origin
Code for this prescription if the code required is different than the
payor’s default. This will carry over to the NCPDP claim.

SPRx List Manager User Guide
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Rx Setup l

Step

Action

7

Click the Save & Close (F2) button and the “Pharmacy Injectable Work
Order” window appears.

& Rx # 631 for Paula Jones o] = ==
PtName Paula Jones DOB 031311957 Diagnosis #1  Thoracic Laminectomy & Q]
Phone 740-234-2423 Diet Diagnosis #2
PrimaryMD  George Bell, MD Ht/Wt 730/ 2151b. Other Allergies ‘E'@
DrugAllergies  Beclomethasone Dipropionate —
Therapy Type Inject Ordering MD G. Bell, MD =

PachMed
Drug PEGASYS Original RxDate | 09/13/2010
Dose f Units mcg Doses Allowed 0
Route / Freq INJECT Doses Remaining |0
Comments
Doses / Day [ 0] Days Supplied Drug / Mfg Pegasys Subcutaneous Solution 180 M/ ROCHI
Qfy to Dispense Therapy Days Directions v
Date Promised  09113/2010| ¥ Fill Date 03202011 7
Discard After 033012012 | ¥ LastThru B
Next Refill Date 7 #ofLabels 1
Notes B
Sign-Off
Rx Setup Completed b
Rx# | 631 Authorized Refill RPh Initials
Rx Verified
‘ RxForm {F3) ” Rx Infa (Shift+F3) H Fill Rx (F4) ” Print PWO (F7) ‘
‘ Reprint Lol (Shift+F7) || Edit Order (Shifi+F4) H Select Drug (F8) || Save & Close (F2) ‘

There are four icons at the top of this window:

¢ View DUR (Drug Utilization Review) Info (&) - This icon
displays any Medi-Span drug interactions. When the icon is Yellow,
no drug interactions / contraindications found were found when the
initial Medi-Span check was performed. If drug interactions /
contraindications were found when the Medi-Span check was
performed, the icon will be Red.

In addition to existing interactions, the user can perform a new drug
interaction by selecting Medi-Span Check (F12) while on the Drug
Interaction Log window.

e View Fax ( Q]) - This icon displays any faxes assigned to the
patient or prescription will be displayed.

¢ View Assessments ( l@) - This icon displays the assessments
assigned to this patient.

« Show History of Changes (® )- This icon displays a list of any
changes made to the fields on this window.

Complete the fields on this window as it relates to the injectable order.

Once the prescription is setup, check the Rx Setup Completed box (within the
Sign-Off section of this window).

10

Click the Yes button on the "Mark Rx Setup Complete” prompt.

11

Click Save & Close (F2) to close the prescription window.

26
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l Rx Setup
CPR+ marks the prescription complete, closes the window, and moves the order off
of the Rx Setup list. In this scenario, the patient has an NCPDP payor assignhed so
the order moves to the Claims to Adjudicate - New Rx’s list and the initial claim is
created.
If the Authorized Refill box is checked even if it is a NCPDP payor and a new order, the
order skips the Claims to Adjudicate - New Rx’s list and automatically moves to Rx
Verification.

All non-NCPDP payor orders are moved to the Rx Verification list.

Processing the P.O. Order

This step-by-step outlines the P.O. order for the scenario.

Step Action

1 Select the order in the list.

2 Click the Create Rx (Enter) button for drug screening (if Medi-Span is
loaded). Review any screening results and complete the “Enter Your
Response to the Drug Interaction” window if it appears.

3 After the drug screening, click the A Prescription Template (1) button
from the Creating a New Rx menu.

NOTE: If a primary fax is assigned, it will open automatically. If the
workstation is configured with dual monitors, the fax will appear on the
second monitor automatically.

4 Select the appropriate template for this order.
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Rx Setup l

Step

Action

5

While on the “Prescription Setup” window, complete the fields for the P.O.

af Prescription Setup for Paula Jones @
Order Date 03/30/2011
Original Rx Date 037302011 | 7
Rx Expiration Date 03/28/2012 v
Total # of Doses Allowed [ 0]
DEASchedule N Y
Authorization # (MIA) v
Dispense as Written? 0|7
Rox Origin Code 1|¥

¢ Order Date - This is copied from the Order Date field on the order.
« Original Rx Date - This is the date the prescription is created.

+ Rx Expiration Date - This defaults to one year from the Order Date
based on the CPR+ system setting. Note that Schedule II, and
Schedule III, IV and V drugs can have different expiration dates
based on the Pharmacy Program Options for questions #12 and
#13.

¢ Qty to Dispense - This is the number of items to dispense for this
prescription.

o # of Refills Allowed - This is the number of refills allowed for this
P.O. prescription.

e DEA Schedule - This field is automatically populated from
Inventory if the prescription is for a Schedule II, III, IV, or V drug.

¢ Authorization # - This is a pre-determined authorization number
given to your company by the patient’s primary insurance which is
setup within the Insurance Verification section of CPR+.

* Dispense as Written? - If this prescription is for an NCPDP payor
and the user wanted a specific DAW to go on the NCPDP claim, this
field would be completed by using the associated popup. This will
carry over to the NCPDP claim.

e Rx Origin - The Rx Origin pulls from the assigned NCPDP payor
associated with the patient. The user can enter a different Rx Origin
Code for this prescription if the code required is different than the
payor’s default. This will carry over to the NCPDP claim.

Click the Save & Close (F2) button and the Pharmacy P.O. Work Order
window appears.

Complete the fields on this window as it relates to the P.O. scenario.

Once the prescription is setup, check the Rx Setup Completed box (within the
Sign-Off section of this window).

Click the Yes button on the "Mark Rx Setup Complete” prompt.

CPR+ marks the prescription complete, closes the window, and moves the order off
this list. If the patient has an NCPDP payor assigned, the order moves to the Claims
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Quick Keys for
Administration
Directions

Claims to
Adjudicate - New
Rx’s

to Adjudicate - New Rxs list; otherwise, it moves to the Rx Verification list.

Quick Key codes are available for Administration Directions. The codes and their
translations are added via the pop-up window under Administration Direction Quick
Keys. From the Main Menu, go to Databases (7) > Popup Windows (7) >
select Administration Direction Quick-Keys.

& Find: [~

Administration Direction Quick-Keys

Code Directions -
[1TBID Take 1 tablet by mouth twice |
FBA flush before and after

‘ Select (Enter) ” Add a New Entry (F10) |

[ comans¢e) | camcaEscy |

A new quick-key can be added by clicking the Add a New Entry (F10) button.

& Add Administration Direction Quick-Keys L&J

Enter The Following Information

Code

Directions

| Cancel (Esc) H Save & Close (F2)

These quick-keys will work on the administration directions fields on any of the
work order types (IV, TPN, PO, INJ). To use these quick-keys, the user will enter a
quick-key code and then type a backslash “\". CPR+ will check for the code entered
and then replace the quick-key code with the full directions.

This list is automatically populated with prescriptions marked completed and with
those patient’s with an NCPDP payor assigned while in the Rx Setup list. From this
list, the user can edit the pharmacy claim and transmit it to the payor.

To access this list, select Claims to Adjudicate - New Rx'’s and click the Select
(Enter) button. (7he "Claims to Adjudicate - New Rxs” window appears.)
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& Claims To Adjudicate - New Rx's = e
Claims To Adjudicate - New Rx's
%‘ Count: 2
Companies: | (All Companies) E Team: | {All} E
Stat Last Name  FirstName Claim Status  Fill Date Rx# Drug Dos Claim# Payor »
\ Jones Paula 03/30/2011 0635 Ribavirin Oral Tablet 200 MG | 04/06/2011 15421 Aetna|
Jones Paula 03/30/2011 0831 Pegasys Subcutaneous Soluti 03/30/2011 | 15411 Aetna
1- B
I [ Adjudicate Claims (Enter) || Accept Claim (F4) || sendReversal (Ctri+Fg) |
I |Change Status (Spacshar'H View Response (F3) H View Insurance (Alt+F3) || Edit Claim (Shift+F4) ” View Account Status (F5) ‘
I | Find (Ciri+F) H Print List (F7) H View Billing Notes (F8) ”Moue To RxVer\fy(CtrHFQ)” Close (F2/Esc) ‘

The following color highlights may appear on this window:

Adjudicate Claims

Yellow - This represents claims marked / tagged as ready and will be
submitted when adjudicating all claims.

Blue - This represents the currently selected claim in the list.
Red - This represents a claim that was rejected.
Green - This represents a claim that is payable.

Below is a simplified process in adjudicating claims.

Step Action
1 If the status of the claim is not set to Ready, click the Change Status
(Spacebar) button until Ready appears in the Claim Status column.
2 Repeat the above steps for any claim in the list that is ready to adjudicate
that is In Use by the same user.
3 With all claims marked as ready, click the Adjudicate Claim (Enter)

button.

NOTE: If any information for the patient is not setup correctly, CPR+ will
display the appropriate prompt to inform the user on what needs to be
corrected.
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Step Action
4 If any information for a claim needs edited, select the claim in the list and
click the Edit Claim (Shift+F4) button. This displays the “Enter Data for
Claim” window.
&R Enter Data for Claim [NCPDP format via WebMD) - Patient: Anne Boelyn (==
Prescription Data | Prescriber / Cmpd /Auth || Line ltems || Prior Auth Billed 8930.25 Expected 866.25
Invoice # 1489
(D2) Prescription Number 622 (D8) Dispense as Written? 0|¥
(DE) Date Rx Written 10/09/2009 | 7 (D5) Days Supply 7
(D) Date Filled 10m9r2000 | 7 (C3) Person Code 01
(ET) Quantity Dispensed 21.000 (CE) Relationship Code 1 i
(ET) Quantity Prescribed 21.000 (28) Unit Of Measure (Billing Code) v
(DF) # Refills Authorized 2 (DT) Unit Dose Indicator 0|¥
(D3) New | Ref. Code 00
(DJ) Rx Origin Code 1|¥
Misc Data
(C7) Patient Location 1 A (EK) Serial Number
(C8) Other Coverage Code 0 b (HE) Sales Tax Rate
(2C) Pregnancy Indicator A (JE) Sales Tax Basis v
(FO)Plan ID (DC) Dispensing Fee Submit
(OB ther Payor (F3) || Workers Comp (F5) || Adati Charges (F5) || Measure. (shift=F6) |
\ Print (F7) || Diagnosis Codes (Fa) || Partial Fil (aeF9) || savescloseFz) |
5 After editing the claim, click the Save & Close (F2) button to close the
window.

When a claim meets the payor’s profit margin, it can automatically leave this list
and move to Rx Verification. This is accomplished by checking the Auto Move SpRx
Claim if Minimum Profit Margin is Met box located in the payor’s setup options. This can
be accessed by going to Databases (7) > Insurance Companies (4) > select
Payor > select Setup Options > check #35 box.

Resending a Claim  Any adjudicated claims that don’t meet the profit margin, CPR+ automatically sets
with a Status of the Claims Status to “Margin”. A user can then rework this claim so that it meets the

“Margin” profit margin for this payor by using the steps below.
Step Action
1 View the response to the claim.
2 Select the claim in the list with a Claim Status of “Margin” and click the Send

Reversal (Ctrl+F8) button.

Edit the claim by clicking the Edit Claim (Shift+F4) button.

4 After editing the claim to work the profit margin, click the Save & Close
(F2) button to close the window.

5 If the status of the claim is not set to Ready, click the Change Status
(Spacebar) button until Ready appears in the Claim Status column.

6 Click the Adjudicate Claim (Enter) button.
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If the claim still has a status of “Margin”, the user can do one of the following:

¢ C(Click the Accept Claim (F4) button to move the claim manually to the Rx
Verification list.

¢ Right-click the claim, select the Move to List option, and then select the
Rx Verification list.

e Right-click the claim, select Move to List, and then select Claim Exception.
After the Claim Exception list, the order will move to Rx Verification.

Prescriptions that appear in this list where moved from either the Rx Setup or
Claims to Adjudicate - New Rx5 list. These prescriptions must be verified by the
pharmacist before moving to the Patients to Contact - New Rx5 list.

Rx Verification

To access this list, select Rx Verification and click the Select (Enter) button.
(The "Rx Verification” window appears.)

Working the

Scenario
Step Action

1 Select a prescription in the list.

2 Click the View Rx (F3) button to display the prescription’s work order
window.
NOTE: If a primary fax is assigned, it will open automatically. If the
workstation is configured with dual monitors, the fax will appear on the
second monitor automatically.

3 Review the prescription and make any adjustments as needed.

o Rx Verification ol & =
Rx Verification
I% Count: 2
. Team: {All} [=]
Stat Claim Status  Last Name First Name Fill Date Drug By Date | Time Status

Rob

Susan

08/02/2010 PEGASYS 180 mcg INJECT -

Rob

Susan

08/02/2010 |RIBAVIRIN 1 Capsule PO 5T

‘ View Claim Response (Enter) H

View Rx (F3)

Verify Rx (Alt+F9)

[ Help (F1)

|| setup suppiies ait+Fs) || view ReFile F12) || view Patient Menu (F4) ||

View Orders (F4) ‘

|V\ew Demaographics (F5) H

Find Patient (F5) || Print List (F7) || Progress notes (Fa) || close

F2/Esc) |

The table below identifies the steps on verifying the prescription.
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Step Action
4 Check the Rx Verified box.
& Pharmacy Injectable Work Order ol ===
PtName Susan Rob DOE 060211953 Diagnesis #1  HEPATITIS C CARRIER
Phone 614 Diet Diagnosis #2
Primary MD Rance Randolph, MD Ht/wit 78in/1251b. Other Allergies
DrugAllergies  Penicillin V
TherapyTyps  |ATB Ordering MD R Randolph,mD |7
Drug PEG-INTRON REDIPEN Original Rx Date 10/22/2009
Dose / Units 1 mcg Doses Allowed 4
Route / Freq INJECT Doses Remaining | 4
Comments
Doses / Day Days Supplied Drug / Mfg Pegasys 120 Mcg / SCHERING
Qty to Dispense Therapy Days Directions T
Date Promised 10/22/2009 W Date Dispensed | 10/22/2009 =
Discard After 10/22/2010| ¥ RxLastThru i
Next Refill Date 7 #ofLabels 1
Notes i
Sign-Off o P ‘
Re# | 0010000640 Authorized Refill 2hl‘u;|::n\;; npleted Ry Verified RPHh Initials -
| meFomFa || Renforshinern || Eill R (F4) [ EiPworn | .
| ReprintLol (shinee7) || EotordersnineFa) || seletbuoFe) || savescioserz) | 4 @
5 The user is prompted to move the prescription to one of three lists:
+ Patients to Contact New Rx - This option is highlighted when the
claim is payable or associated with major medical.
¢ Claims Exceptions - This option is highlighted when claim is
rejected.
+ Patients to Contact - Refills - This option is highlighted when the
Authorized Refill box was checked in the Rx Setup list.

The prescription leaves this list and is moved to the selected list in step 5. The

pharmacist would repeat these steps for each prescription in the Rx Verification list.

Refill-based Prescriptions

Prescriptions that appear in the Rx Verification list maybe based on an authorized
refill. You can identify this when the Authorized Refill box is checked. When this is

the case, there are two things to keep in mind about the prescription’s work order

window:

e View the last prescription information by selecting View Last Rx Info.

Original Rx # 629
Last Date Promised 12/01/2010
LastFill Date 12i01/2010

Previous Last Thru Date | NULL
Last Oty Dispensed

Save & Close (F2) |

o Last Fill Information for Enbrel Subcutaneous... | o || & |[x25]

e Populating the Fill Date field automatically populates the Next Refill Date
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field because this is actually a “new” prescription.

& Rx#630 for Chrystal Christensen ol ® ==
PtName Chrystal Christensen DOB 12/20/1997 Diagnosis#1  INFECTION OF KIDNEY NDS& Q]
Phone 614-555-1212 Diet Diagnosis #2
Primary D Lakshmi Seshadri, MD HWE  Qin. /01b. Other Allergies @@
DrugAllergies  Sulfa Drugs

Therapy Type ATB Ordering MD L. Seshadri, MD
[C] PacMed
Drug ENBREL Original Rx Date 12/01/2010
Dose / Units Doses Allowed 10
Route / Fre: Doses Remainin
Comments
Doses [ Day [ o] Days Supplied Drug / Mfg Enbrel Subcutaneous Kit 25 MG / PHYSICIANS T
Qty to Dispense Therapy Days Directions Take 1 tablet by mouth twice daily. W
Date Promised 7 Fill Date B
Dissard-AR 44/30/8044—L | ast Thru i Generic: Etanercept
(Nen Refill Date 7) of Labels 1
Notes i
Sign-Off
Rx Setup Completed Phil Raynes
R# | 630 oo RPh Initials W
[ Rx Verified
[ merom@Ey) || Ronosninerz || Eill Rx (F4) | pantPwoEn | .
| ReprintLolshitsF7) || EditOrder(shiteFa) | SelectDugFs) || savescioser) |

Claims Exceptions Even though this is not part of this document’s scenario, this section of the List
Manager is used when claims have not met the payor’s set profit margin or it is
not payable. Only claims linked to a pharmacy (NCPDP) payor can be moved to this
list manually from one of the following lists:

e (Claims to Adjudicate - New Rx’s / Refills
e Rx Verification.

To access this list, select Claim Exceptions and click the Select (Enter) button.
(The "Claim Exceptions” window appears.)

&b Claim Exceptions = e S|
Claim Exceptions
%‘ P Count: 2
Companies: | (All Companies) E Team: | {All} E
Stat Last Name  FirstName Claim Status  Fill Date Rx# Drug By Date/Time Status -
\ Jones Paula Payabld 03/30/2011 0635 Ribavirin Oral Tablet 200 MG |
Jones Paula Payable 03/30/2011 0831 Pegasys Subcutaneous Soluti
1 [ b
[ Adjudicate Claims (Enter) || Accept Claim (F4) || send Reversal (Ctri+F8) |
|Change Status (Spacshar:H View Response (F3) H View Insurance (Alt+F3) || Edit Claim (Shift+F4) ” View Account Status (F5) ‘
| Find (Ctri+F) H Print List (F7) H View Billing Notes (F8) ”Dis:nmmue inclaim(ct” Close (F2/Esc) ‘
]

An order / claim can be discontinued while on this list. Simply highlight the order
and click the Discontinue Rx / Claim button. Orders discontinued will be moved
to the Rx’s 7o Discontinued list.
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Adjudicate Claims  Below is a simplified process in adjudicating claims.

Step Action

1 If the status of the claim is not set to Ready, click the Change Status
(Spacebar) button until Ready appears in the Claim Status column.

2 Repeat the above steps for any claim in the list that is ready to adjudicate
that is In Use by the same user.

3 With all claims marked as ready, click the Adjudicate Claim (Enter)
button.

4 If any information for a claim needs edited, select the claim in the list and

click the Edit Claim (Shift+F4) button. This displays the “Enter Data for
Claim” window.

5 After editing the claim, click the Save & Close (F2) button to close the
window.

When a claim meets the payor’s profit margin, it can automatically leave this list
and move to Rx lerification. This is accomplished by checking the Auto Move SpRx
Claim if Minimum Profit Margin is Met box located in the payor’s setup options. This can
be accessed by going to Databases (7) > Insurance Companies (4) > select
Payor > select Setup Options > check #35 box.

Manually To manually accept payable claims, the user would select a claim in the list, click
Accepting Claims the Accept Claims (F4) button, and the prescription moves to one of the
following lists:

e Patients to Contact - New Rx list when the Rx Verified box is checked.

e Rx lerification list when it's a new prescription and the Rx Verified box is not
checked.

e Print Labels / Documentation list when it came from the Patients to Contact
Refill list.

Patient to Contact - While on this list, the assigned user or team can:
New Rx’s o Verify supplies needed for the delivery.

e Contact the patient to verify the shipping information and collect the
patient’s co-pay.

e Make the prescription ready to fill.
e View and edit required authorizations.

To access this list, select Patients to Contact — New Rx’s and click the Select
(Enter) button. ( 7he "Patients to Contact — New Rx’s” window appears.)
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Collect the
Patient’s Co-pay

Patient to Contact - New Rx’s l

Jones Paula
Jones Paula

740-234-2423 04/06/2011
740-234-2423 04/06/2011

o Patients To Contact - New Rx's ol & ==
- Patients To Contact - New Rx's Count: 4
@ B Team: | {1} [=] status: | an) v
Stat  Last Name First Name Telephone Fill Date Drug By Date | Time Status -
\ Rob Susan 614 04/13/2011 RIBAVIRIN PO 5 Times a Day
Rob Susan 614 04/13/2011 PEGASYS mcg INJECT 1 Time {PR | 04/13/2011 05:29 Req. Auth.

Contact Patient {Enter) ‘

RIBOFLAVIN 1 Capsule PO 5TifPR | 04/06/2011 12:48 Req. Auth.
PEGASYS 1 mcg INJECT 1 Time PR | 04/06/2011 12:48 Req. Auth.

m

[ Help (F1) |l viewaccount Fa)

|| View Orders (Alt+F3) H View Patient Menu (F4) ||V\ewDemugrapmcs (FE)‘

| Finapatientire) || Print List (F7)

||V\ew Progress Notes (FE)H Discontinue Rx (Ctrl+F8) || Close (F2/Esc)

This list has one Primary Button labeled Contact Patient (Enter). This button
allows the user to apply a contact status to the patient (which appears in the Status
column), update the Working Delivery Ticket for the patient’s order and then mark
the order ready to fill which moves the order to the next list.

CPR+ has the ability to process credit card transactions using an interface with the
PC Charge software from VeriFone®. To access this interface, click the Credit
Card icon. A billing note is created for each patient transaction using this interface
and the co-pay collected is placed in unapplied cash. It will be applied to the
patient’s invoice when it is created during the confirmation process.

While on the phone with the patient, the user can complete the steps below to

collect the co-pay.

Step Action
1 Click the Credit Card icon on the Patient’s to Contact - New Rx’s window.
2 Select a company if the organization has installed the Multi-company or
Multi-site module; otherwise, go to step 3.
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Step

Action

Complete the information on the Charge Credit Card window.

o8 Charge Credit Card ™ @

Patient: Susan Rob
Payment Will Post To Unapplied Cash

Card History E|

Cardholders Name Susan Rob
Account # 5554-1234-5678-9101
Expiration Date (MIYY) 1215
Card Validation Value 1234 (CVV2 Code)
StreetAddress
Zip Code
Amount To Be Charged 100.00
Force Transaction FSJ\

Cancel (Esc) H Reset (F5) H Save & Close (F2)

If the patient has used his or her credit card before, click the Card History drop
down, select a previously used credit card, and most of the fields on this
window are completed automatically.

Click the Save & Close (F2) button charge the credit card. Any payments
posted from this window is added to the patient’s unapplied cash.

Working the Based on the scenario, let’s walk through the steps in contacting the patient and
Scenario make the prescription ready to fill.

Step

Action

1

Select the prescription in the list.

2

Click the Contact Patient (Enter) button.
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Step Action
3 Complete any fields on this window as it relates to contacting the patient. A
Progress Note or Billing Note can be created while on this window. Also, the
user can click the hyperlinks to quickly access the patient menu, drug order
window, the Add / Modify Insurance Company window, or the Authorization
window.
l# Contact Patient: Susan Rob E = @
Rx] Order Information | | Add Rucs
Patient Susan Rob Service Dates
Phone # 614 Current Previous
Ship To 123 Anywhere Street Date Promised | gaj132011 |7
Worthington, OH 43085 Fill Date 0411312011 |7
Order Date  04M13/2011 Ship Date v
Drug RIBAVIRIM PO 5 Times a Day
Payor Aetna (Rx)
Auth # Last Delivery N/A
Patient Bal. $0.00 E Elig. Next Fill Date  04/26/2011
Total Copay $0.00
Type @ Progress Note Billing Mote Make Ready To Fill
Subject v
Note .| 7
F/U Date v Assigned To 7 ListStatus v
The co-pay on the Contact Patient window will be the sum of all orders
tagged on Add’'l Rx’s tab.
4 The user can use the List Status drop down to identify the status of contacting

the patient. A status could be “Left Message” or “Will Call Back” and these
are defined by going to Databases (7) > Popup Windows (7) and
selecting Enterprise List Status from the Select Popup list. The defined
statues must be no longer than 15 characters.

Any selection made on the Contact Patient window will appear in the Status
column for an order found on several of the SPRX List Manager windows.
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Step

Action

If the patient has two or more orders (like in the scenario), the user can click
the Add’l Rx’s tab and link these orders. While on the Add’l Rx’s tab, press
the <Spacebar> key for each selected order that the user wants to link.
This places an ‘X’ in the Tag column.

@b Contact Patient: Susan Rob ol ® ==
Ru/ Order Informatpn Md‘le‘54| ’
Tag Drug Name LastFill LastThru ListlD Auth Exp. Copay List Status =~
| PEGASYS 180 mcg INJE 08/02/2010 08/01/2010 SpRx-A  08/02/2011 0o
RIBAVIRIN 1 Capsule PC08/02/2010 08/01/2010 |SpRx-A  08/02/2011 oo
PEGASYS mcg INJECT 104i13/2011 04/14/2011 | SpRx-8 00 Req. Auth
X RIBAVIRIN PO 5 Times 04/13/2011 04/27/2011 |SpRx-8 oo

Tag Ready To Fill (Space) J

Type @ Progress Note () Billing Note ["]Make Ready Ta Fill

Subject v
Note |7
FiU Date A Assigned To A List Status A

Create / Edit DT (Alt+F8) fiew Auth (Alt+F5 Save & Close (F2)

The user can only tag orders that are on the same list that are not flagged to
require an authorization. Once tagged and linked, these orders will go
through the remainder of the SPRX process flow together.

Click the Create / Edit DT (Alt+F9) button to create the Delivery Ticket.

A Delivery Ticket is required prior to printing the prescription. The ticket
created here will be assigned to all orders marked on the Delivery Ticket
Items tab.

The date fields do NOT need to be entered on the first tab of the Delivery
Ticket as they will be populated automatically when the ticket is printed. The
dates will come from the Contact Patient window in step 3 and the
prescription.

@ Create Delivery Ticket for Susan Rob ™ ol & ==
Delivery Instructions / Service Dates | Delivery Ticket ltems ” Shipping Information ” Pre-Invoice Review
Delivery Instructions Service Dates
Current Previous
From 7
To v
Ship Date v
Footer Statement Optional
State Board of Pharmacy prohibit the di ing of medi and |7 | Date Promised T
supplies that have previously been delivererd to a patient's home. Should the -
discontinuation of your therapy resutt in medications and supplies remaining, we Time Promised
will be glad to recover and dispose of them, however no credit will be issued for
unused supplies or medications.
NOTE: Only text visible in the box will print on the Delivery Ticket.
Pickup / Excha (Ctrl+F3) ||SK Templates (Shift+F10) Update Pricing (F5) Print (F7)
elete ltem (Shift+Fg View Orders (FB) Processed By (Cirl+F3 Save & Close (F2)
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Step

Action

8

If needed, click the SK Templates (Shift+F10) button and select the
appropriate Supply Kit Template and remove any items not needed for the
patient. The prescription will not be added during this step. It will be added
when it is filled in the Print Labels / Documentation list.

If needed, click the Shipping Information tab to review or complete the
shipping information for this order. This information will interface with the
UPS or FedEx shipping software via a CPR+ SQL database table.

10

Click the Save & Close (F2) button to save the ticket and return to the
Contact Patient window

11

Check the Make Ready to Fill box.

This checkbox is not active when an authorization is needed or is not valid.
An authorization is considered valid when the Promise Date falls between the
start and stop date of the authorization.

12

Click the Save & Close (F2) button.

By following these steps, the order will leave this list and be moved to the Print
Labels / Documentation list.

Assigned Patient CPR+ may display a prompt about completing an assigned assessment similar to
Assessments the one shown in the following screenshot.
& Contact Patient: Susan Rob B3
Rx ! Order Information
Patient 8usanRob Service Dates
Phone # 614 Current Previous
Ship To 1234 Anyplace Street Date Promised | p4/20/2011 | 7
Columbus, OH 43229 Fill Date 04i2012011 7
Order Date  04/20/2011 hin Diat, h 4
Drug RIBA Associated assessment found b3
Payor
Auth # -
PatientBal. $0.0 =% This Rx has an assigned Assessment that must be completed with each 11
Total Copay 50.0{ &P fill. Would you like to view the Assessment now?
Type @ Pr| Fill
Subject Ves No A4
Note -
F/U Date v Assigned To 7 List Status Req. Auth -
| Create / Edit DT (Alt+F8) H View Auth (Alt+F5) || Save & Close (F2) ‘
This prompt is displayed based on the following settings in CPR+:
e Pharmacy Program Option #22 (prompt user to complete assigned
Assessment when processing Rx) is set to yes (‘Y"), and
e The inventory item on the patient’s prescription has an assigned
assessment which is configured on the inventory item’s Clinical Info tab.
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Print Labels /
Documentation

Setup Supplies

This prompt is not a hard stop in the process, and, if the assessment is not
completed at this point, the document can be accessed later from the Clinical
Documents Manager.
CPR+ will prompt about the assessment in the following SPRx Enterprise Lists:
e Rx Setup (reminder only is displayed when creating the prescription)
e Patient to Contact - New Rx’s
e Patient to Contact - Refills.

This list allows the user to print the following documentation using just one button:
e Compounding Record
e Labels
e Drug Monograph
e Delivery Ticket.

In addition, the supplies for the Working Delivery Tickets can be setup while on this
list.

To access this list, select Print Labels / Documentation and click the Select
(Enter) button. ( 7he "Print Labels / Documentation” window appears.)

& Print Labels / Documentation

SIS

Stat  Last Name First Name
| Raob Susan
Raob Susan

ol = (=]
Print Labels / Documentation
= Count: 2

Pharmacist E Team: {All}

Fill Date  Delivery Date Rx#
041412011 |

041412011

Drug
RIBAVIRIN PO 5 Times 3638
PEGASYS mcg INJECT 1638

Physician InUse =
Dagwood Davis, h ‘
Dagwood Davis, h

Process Rx (Enter) I Setup DT (Alt+F6) I

[ Help (F1) Il
[ Fnapatiente) |

View Rx (F3) |[[ viewaieries at-F3) || view Patient Menu (F4) || view Demographics (F) |

PrntListF7) || ProgressNotes F8) || vieworders F2) || closeFziEse) |

If a Delivery Ticket was not created prior to this, follow the steps below to add any
supplies to the Delivery Ticket.

Step Action

1 Select an order in the list.
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Processing the
Prescriptions for
the Scenario

Print Labels / Documentation l

Step Action

2 Click the Setup DT (Alt+F6) button.

3 Click the Delivery Ticket Items tab on the Create Delivery Ticket window.

4 Click the SK Templates (Shift+F10) button to display a list of pre-defined
templates created in CPR+ by the organization.

5 Select a template and click the Select (Enter) button.

6 Remove any items that may not be required for the order.

7 Any additional items can be added by clicking the Select Inventory Item
(F9) button, selecting an item from the list, and entering the quantity for
this ticket.

# Enter Quantity for Battery 3 Volt @

Enter The Following Information

Enter Quantity [
@ Each (1)
Unit Of Measure Box (1)
Case (12)

[ canceiEso) || saveaciser2 |

8 Click the Save & Close (F2) button.

Before processing the prescription, a Pharmacist must be selected in the
Pharmacist dropdown. Otherwise, the Process Rx button will be grayed out and can
not be selected.

long as this window is opened, this password will not need to be entered. If this
window is closed and then opened again, the pharmacist must be selected and
the password must be re-entered.

@ If RPHInit is turned on, the selected pharmacist’s password must be entered. As

With a pharmacist selected and the patient’s prescription ready to process, the user
selects the order in the list and clicks the Process Rx (Enter) button. If a Delivery
Ticket has not been associated with the prescription, CPR+ displays a message that
one needs to be created.

In the scenario, two orders where linked to the same Delivery Ticket. After clicking
the Process Rx (Enter) button, CPR+ will display the following window for linked
orders on a Delivery Ticket.
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l Select Lots / Fill Rx

Select Lots / Fill Rx

& find: = [® =l
There are additional Rxs for this patient. Tagged Rxs will be processed.
Drug Name Fill Date DT ListiD List Status Claim Status =

PEGASYS 180 mcg INJECT 1 Time a Week 07/30/2010 Other SpRxA
RIBAVIRIN 1 Capsule PO 5 Times a Day 07/3012010 Other SpRx-A
PEGASYS mcg INJECT 1 Time a Week 0411412011 Same SpRx-C Payable
RIBAVIRIN PO 5 Times a Day 0411412011 Same SpRx-C Payable

| Continue (F2) ” TagiUntag (Space) |

[ comamsee) || camceiEscy |

prescriptions for a patient. Orders that are already linked will be highlighted in

The above screen will appear when CPR+ knows that there are multiple
@ green. The user can tag other orders that could be on the same Delivery Ticket.

By clicking the Continue (F2) button, CPR+ will print all documentation for both
orders that are linked to the same Delivery Ticket.

Orders are moved from this list to the Select Lots / Fill Rx list.

The SpRx List Manager contains a confirmation step before the following events
can take place:

e Selecting lot numbers;
e Relieving inventory;
e Updating the Prescription Dispensed Log and Lot Number logs.

It's this list that qualifies the above items before moving the order onto the next
list.

To access this list, select Select Lots / Fill Rx and click the Select (Enter)
button. (7he "Select Lots / Fill Rx” window appears.)
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Select Lots / Fill Rx l

o Select Lots / Fill Rx ol & ==
= Select Lots / Fill Rx
‘ A Count: 2
I% = Team: {All} [~]
Stat Last Hame First Name Rx # Drug Fill Date Deliv Date InUse =«
| Raob Susan 638 RIBAVIRIN PO 5 Times a Day 04/14/2011  04/27/2011 ‘
Raob Susan 639 PEGASYS mcg INJECT 1 Time aW04/14/2011 | 04114/2011
\ Select Lots (Enter) I Fill Rx (F10) || Re-Print LabelDT (Ctri+F7) |
| Help (F1) H View Physician (F3) || View Allergies (Alt+F3) H View Patient Menu (F4) ”V\ew Demaographics (F5) ‘
| Find Patient (F&) H Progress Notes (F8) || View Orders (F8) H Print List (F7) || Close (F2/Esc) ‘

If at anytime the documentation does not print correctly, the user can click the Re-
Print Label/DT (Ctrl+F7) button to print this documentation again. The user
can also select this function from the right-click menu.

Non-Lot Tracked Prescriptions Options

CPR+ contains two program options that may affect how this list functions:

e Pharmacy Option #1 - Use Lot Number Tracking (Y or N): If this
option is set to no (*N), prescriptions will skip this list and move to the Print
Labels / Documentation list. In addition, this list will be labeled Select Lots /
Fill Rx (NA).

e Enterprise Option #17 - Fill non lot tracked Rx’s in the Print Labels
Document list?: If this option is set to yes (*Y") (and Pharmacy Program
Option #1 is set to yes), non-lot tracked prescriptions will skip this list and
will be filled while in the Print Labels / Documentation list.

Based on our scenario, the goal is to select the lots for the drugs on the order and

Scenario fill the prescription.
Step Action
1 Select the order in the list.
2 Click the Select Lots (Enter) button to view the “Select Lots” window.
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Step Action
3 Click the Select Drug / Lots (F8) button to view the Select Lot window.
o Select Lots / Fill Rx o| =3[ =
=] Select Lots / Fill Rx .
& Team: | {All} [=] Count:2
Stat Last Name First Name Rx # Drug Fill Date Deliv Date InUse =«
Rob Susan 632 RIBAVIRIN PO 5 Times a Day 04/14/2011  04/27/2011
&b Select Lots (==
Pegasys Subcutaneous Solution 180 M Pre-filled syringe Qty: 1
X Item Name Lot # Expiration NDC # Qty -
X Pegasys Subcutaneous Solution 180 M 00004-0350-09 1.0000 |
[ TegPimayDrug F5) || selectomgsiots F8) | imentoy 79) || DeleteshineFe) || contnue2) |
( Select Lots (Enter) J Fill Rx (F10) || Re-Print LabelDT (Ctri+F7) |
‘ Help (F1) H View Physician (F3) || View Allergies (Alt+F3) H View Patient Menu (F4) ”V\ew Demaographics (FE)‘
‘ Find Patient (F&) H Progress Notes (F8) || View Orders (F8) H Print List (F7) || Close (F2/Esc) ‘
4 CPR+ selects the lot # that works best for the current inventory. The user

can manually override the selection by adjusting the quantities in the Qty
Needed column.

The selection made by CPR+ is based on the Lot that has the expiration date
that is closest to today’s date and will be shown first in the list.

5 Click the Select (Enter) button to lock in the lot numbers.

5 Click the Continue (F2) button on the Select Lots window.

&b Select Lots (==

Pegasys 120 Mcqg Pre-filled syringe Qty: 2

X Item Hame Lot # Expiration NDC # Qty -
X Pegasys 120 Mcg 123456 10/13/2010 00085-1297-01 2.0000 |

[ TegPimayDrug F5) |[SelecDmgiLots F2) || imentoyF9) || peletesnnere) ([ comnuerz) |

6 CPR+ displays a prompt regarding filling the Rx. Click the Yes button.

7 Repeat the steps above for the second order for the scenario.

By following the above steps, the following will happen:

e The orders are moved to the Patient to Contact - Refills list (when refills are
available) or the Rx Expiration / Zero Refills list (when there are no refills
available).

e The order is moved to the Order Verification list and the Delivery Ticket is
moved to the Delivery Ticket Confirmation Manager:

SPRx List Manager User Guide 45



| Chapter 1: Specialty Rx Workflow Management w/ Enterprise

Order Verification l

Order Verification

This list is used to reduce human error in filling prescriptions and dispensing

supplies to your patients, improve inventory accuracy and save money on voided
fills and wasted supplies.

To use the functionality, a wedge scanner is recommended and CPR+ must be
configured to print a barcode on your pharmacy work orders, delivery tickets, or
both, and have barcodes loaded into your inventory.

To access this list, select Order Verification and click the Select (Enter) button.
(The "Order Verification” window appears.)

o Order Verification

& 18

Stat Last Hame First Name

Ticket# Deliv Date

Order Verification
Team: {All}

Ship To

Nethod

== (==
Count: 1

Address -

| Rob Susan

928 08/02/2010 Patient Address UPS

123 Anywhere Slreet’.'\furtmng(

‘ Verify Order (Enter) H

WManually Verify (F12) |

[ Help (F1)

H ‘View Delivery Ticket (F3) ” View Patient Menu (F4) HView Demaographics (F5) ”

Find Fatient (F5) |

[ PantListEn)

H Progress Motes (F8) ”

View Rx List (F9)

|| FindTicket ct-Fa) ||

Close (F2/Esc) |

Working the
Scenario

the Verify Order (Enter) button.

e The user can manual check the ordered items and then click the Manually
Verify (F12) button.

Verifying Delivery Tickets Using a Scanner

There are two ways to verify the patient’s tickets:
e The user would use a barcode scanner and scan the barcodes by clicking

Follow the steps below when using a wedge scanner.

O

For accurate scanning, make sure that the Symbol Wedge Scanner is configured
before using the Order Verification list. If your scanner is not configured, you
can locate the Symbol Configuration step-by-step in the CPR+ On-Demand

Training System within the CPR+ Documentation category, or contact Customer

Support.
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Step Action

1 Scan the bar code on the original Delivery Ticket. This displays a window

with the patient’s order information.
& Order Verification Module == ==
Patient: Thacker, Tom
Delivery Ticket # 1773
User Name: Raynes, Phil 7
Item Name Qty Scanned Status Rx Number Lot Number -
Levoxyl Oral Tablet 125 MCG 125 MCG 30 0 10000981
Please scan the Rx barcode from the Pharmacy Work Order
And then scan the barcode of each item
Item Scanned: Waiting...
| Close (Esc) ” Reset (Spacebar) H Comments (F3) ” Verify & Close (F2) ‘

2 The user will then scan the barcode on the left side of the work order. CPR+
will then prompt the user to scan the manufacturer’s barcode for each item
on the order.

& Order Verification Module o [=][=
Patient: Th:
Delive icket # 1773
& Scan Barcode =
Please Scan Manufacturer's Barcode Rayneq, Phil M
Ites umber JLot Number -
Levoyyl Oral Wgblet 125 MCG 125 MCG 30 0 10000994
N~ g
Please scan the Rx barcode from the Pharmacy Work Order
And then scan the barcode of each item
Iltem Scanned: Waiting...
| Close (Esc) ” Reset (Spacebar) H Comments (F3) ” Verify & Close (F2)
i
3a Scan the manufacture barcode.

o If the barcode is found, go to step 3b.

« If the barcode is not found or there is an incorrect quantity, go to
step 3c.

SPRx List Manager User Guide

47



| Chapter 1: Specialty Rx Workflow Management w/ Enterprise

Order Verification l

Step Action
3b If the barcode is found, CPR+ prompts for the quantity to confirm. Enter the
quantity and then click Save & Close (F2).
o Display Drug Image o|[®@][=
Levoxyl Oral Tablet 125 MCG 125 MCG
@ Please Enter 2 Quantity to Confirm * [ =] =
{ Cancel (Esc) “ Save & Close (F2)
LEV.OXYI ]
Go to step 4.
3c If an item is not on the Delivery Ticket, CPR+ prompts the user for an action:
¢ Cancel the item
¢ Substitute the item for another item on the work order
¢ Add the item to the work order.
&® Display Drug Image o |[@ ][ =]
Pegasys Subcutaneous Kit 180 MCG/0.
& Invalid ltem =
Item NOT Found on Delivery Ticket
S
[ cencelEse) || saesciseFn |
=
E——== =
Any changes made to the Delivery Ticket will not only be tracked in the
Exception Log, but will actually change the ticket, which can then be
reprinted with the correct items. Comments can be logged when scanning is
complete by clicking Comments (F3) on the “Order Verification” window.
Note, it is important to remember this will NOT update the Prescription
Dispensed log or lot logs.
4

Return to step 3a to verify the remaining items on the Delivery Ticket;
otherwise proceed to step 5.
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Step

Action

5

After verifying the order, click Verify & Close (F2) and the Delivery Ticket is
removed from the Order Verification list.

If any changes were made, CPR+ will prompt the user to reprint the Delivery
Ticket.

Verifying Delivery Tickets Manually

Follow the steps below to manually verify the patient’s order.

Step

Action

1

If changes are required, view the ticket by clicking View Delivery Tickets
(F3) and make the corrections; otherwise, proceed to step 2.

If the items on the Delivery Ticket are correct, click the Manually Verify
(F12) button on the Order Verification window.

Click the Yes button on the Verify Order prompt to removed from the Order
Verification list.

Order Verification To track any discrepancies, run the Order Verification Exceptions report. From the
Exceptions Report  Main Menu, go to Reports (4) > Clinical Reports (1) > Order Verification
Exceptions.

Select a date range for the report (possibly every day!) and select to see comments
or not. Prescriptions and Delivery Tickets are grouped together. All information
about the exceptions, including the user who did the verification and the actions
taken, are listed on the report.

@ This report only shows exceptions.

Delivery Ticket At this point in the process, Delivery Tickets that were verified move to this list and
Confirmation the following can happen:
Manager

e A tracking number can be assigned to the ticket.

e The ticket can be marked for manual shipment.

e The ticket can be cancelled.

To access this list, select Delivery Ticket Confirmation Manager and click the
Select (Enter) button. ( 7he "Delivery Ticket Confirmation Manager” window
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Assigning a
Tracking Number

Marking the Order
for Manual
Shipment

Cancelling the
Order

Delivery Ticket Confirmation Manager l

appears.)
o CPR+ Delivery Ticket Confirmation Manager = = =
1% Delivery Ticket Confirmation Manager Resst Apply Filter

Company =

Date Range ¥ From 7 To v Payor v

4

From 7 To 7 Driver 7 Method v

L4

Delivery Date
Ship Date ¥ From 7 To W Therapy
Tag LastWame FirstName DT# From Ship Date Prom Date RxType Ship Meth. Driver Payor

Rocephin Rosie 838 09/06/2005 01/29/2009 01/29/2009 ATB uPs McGraner, Te: Cigna HMO (H) ‘
Rob Susan 928 08/02/2010 |08/02/2010 Inject UPS Aetna (Rx)

I- ,

[ confirm Ticket (Enter) || Batch Confirm (att+£5) || Tag to Batcn {spacebar) | Count: 2

viewTicket F3) || Find Ticket (F5) Print (F7) [ spitTicket otr+Fe) | Delete ishineFa) |

iew Patient Menu iew Demagraphics iew Shipping iller/Collector (Alt+] Save ose
View Patient Menu (F4) || View D hics (F5) View Shi (F8) BilleriCollector (Alt+F8) Save & Close (F2)

Assigning tracking numbers is accomplished by using the UPS Worldship software
or FedEx software and interfacing it with the CPR+ SQL Database. When creating
a shipment using these software packages, a tracking number is linked to the
Delivery Ticket number within the database. This will tag the Delivery Ticket for
batch confirmation.

In addition to using the UPS or FedEx software, a CPR+ user can mark the Delivery
Ticket as manually shipped by selecting an order in the list, and clicking the
Manual Shipment (F9) button. Click the OK button to remove the ticket from
this list.

If the order is no longer required by the patient, the ticket can be cancelled. To do
this, simply select a ticket in the list and click the Cancel Shipment (Ctrl+F9)
button. The Cancel Delivery prompt is displayed and the user clicks the Yes button.

When cancelling a ticket, CPR+ removes the link between the ticket and the
invoice, but the user must manually void the fill and adjust the revenue.

Delivery Ticket At the time of confirmation:
Confirmation e The supplies pulled directly on to the Delivery Ticket are deducted;
e The pending revenue is accepted (MDC is converted to INV);
e The patient co-pay invoice is created;
e Any unapplied cash is applied to the patient invoice;
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Patients to Contact
- Refills

o If there’s major medical, the ticket will be located in the Ready-To-Bill
Orders Manager.

Any order in the SpRx List Manager that contains refills for a patient’s
prescription appears in this list. Based on the scenario used throughout this
chapter, we'll assume that a month has passed and it's time to begin the refill
process.

The Patients to Contact - Refills list coordinates subsequent deliveries and shows:
e The patients to contact;

e Schedule a delivery;
o Verify the delivery address.

This list is similar to the Patients to Contact — New Rx’s list except the
prescription was filled at least one time unless it is an authorized refill. There is a
program setting (#2 on the Enterprise tab) where an organization can determine
the number of days in the future when a refill appears in this list.

To access this list, select Patient To Contact - Refills and then click the Select
(Enter) button. ( 7he "Patients To Contact - Refills” window appears.)

& Patients To Contact - Refills [=] = =
Patients To Contact - Refills - Next Fill Before 04/27/2011
= - Count: 2
@ 5 Companies: (All Companies In T\E Team: {All} |z| Status: | (All)
Stat  LastName First Name Telephone Next Fill Drug wp By Date /Time  Sta »

[ Rob Susan 614
Rob Susan 614

04/19/2011 RIBAVIRIN 1000 mg PO Daily
04/18/2011 |PEGASYS 180 mcg INJECT 17

1

‘ Contact Patient (Enter) ‘

[ Help (F1) || viewaccount (F3) || view Orders (At+F3) || change Dates at+F4) || view Patient benu (F4) |

|V\ew Demagraphics (F5) H Find Patient (F&)

|[ NextFinDate (ateFe) |[view Progress Notes F8)||  glose F2/Esc) |

If a patient is highlighted in yellow, the prescription is due to expire within so many
days as defined in the Enterprise Program Options setting #15.

To adjust the next fill date for the refill, select a patient in the grid and click Next
Fill Date (Alt+F6). CPR+ displays a prompt where the user can update both the
Next Fill Date and Next Delivery Date.
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l# Susan Rob Rx #: 647 @
Enter The Following Information
Next Fill Date: 04119720118

Mext Delivery Date: 0412112011 |7

cancel(Esc) || Save & Close (F2)
Working the With our scenario, there are refills available for both orders.
Scenario
Step Action
1 Select the order in the list.
2 Click the Contact Patient (Enter) button.
3 Update the Service dates on the Contact Patient window.
F Contact Patient: Susan Rob =] = =
Rx / Order Information | Addl Rxs |
E?ﬂlig# % e e Current Previous \
Ship To 123 Anywhere Street Date Promised ¥ [0an4i2011
Worthington, OH 43085 Fill Date 7 | 0an4i2011
Order Date 041412011 Ship Date 0411412011
DCrug RIBAVIRIN 1000 mg PO Daily
:S?nn;# 15345&3{".03."02-‘2010—03;‘02-‘2011 Last Delivery 04M4/2011
atient Bal I Elig. ext Fill Date
'Prnl‘alclfp;y :g ES = f/ NextFill Date 04/19/2011 /
Type @ Progress Nme: *) Billing Mote [] Make Ready Ta Fill
Subject v
Note a| T
FiU Date A Assigned To A List Status A

I Create / Edit DT (Alt+F8) J { View Auth (Alt+F5) “ Save & Close (F2) J

The co-pay on the Contact Patient window will be the sum of all orders
tagged on Add'l Rx’s tab.

4 The user can use the List Status drop down to identify the status of contacting
the patient. A status could be “Left Message” or “Will Call Back” and these
are defined by going to Databases (7) > Popup Windows (7) and
selecting Enterprise List Status from the Select Popup list. The defined
statues must be no longer than 15 characters.

Any selection made on the Contact Patient window will appear in the Status
column for an order found on several of the SPRX List Manager windows.
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Step

Action

If the patient has two or more orders, the user can click the Add’l Rx’s tab
and link these orders. While on the Add’l Rx’s tab, press the <Spacebar>
key for each selected order that the user wants to link. This places an X" in
the Tag column.

@b Contact Patient: Susan Rob ol ® ==

Ru/ Order Information Add‘le‘S:

Tag Drug Name LastFill LastThru ListlD Auth Exp. Copay List Status  »
X RIBAVIRIN 1000 mg PO [04/14/2011 04/20/2011 SpRx-A  08/02/2011 0o
PEGASYS 180 mcg INJE 04/14/2011 04/14/2011 |SpRx-A  04/14/2012 oo

Tag Ready To Fill (Space)

Type @ Progress Note Billing Note Make Ready To Fill
Subject
Note -7

v

FiU Date A Assigned To A List Status

| Create / Edit DT (Alt+F8) ‘ ‘ View Auth (Alt+F5) || Save & Close (F2) ‘

The user can only tag orders that are on the same list that are not flagged to
require an authorization. Once tagged and linked, these orders will go
through the remainder of the SPRX process flow together.

Click the Create / Edit DT (Alt+F9) button to open the Delivery Ticket
window.

Click the Delivery Ticket Items tab to adjust quantities and delete or add
inventory items / supplies for this refill.

Click the Save & Close (F2) button to save the Working Delivery Ticket.

While on the Contact Patient window, check the Make Ready to Fill box.
(This checkbox is not active when an authorization has expired.)

10

Click the Save & Close (F2) button.

CPR+ marks the order ready, closes the window, and moves the order off this list.
When the patient has an NCPDP payor assigned, the order moves to the Claims to
Adjudicate - Refills list; otherwise, the order moves to the Print Labels /
Documentation list.

Claims to This list is automatically populated with prescriptions that were refilled and have an
Adjudicate - Refills NCPDP payor assigned. From this list, the user can edit the pharmacy claim and
transmit the claim to the Insurance Company.

To access this section, select Claims to Adjudicate - Refills and click the Select

SPRx List Manager User Guide

53



| Chapter 1: Specialty Rx Workflow Management w/ Enterprise

Rx Expiration / Zero
Refills

Rx Expiration / Zero Refills l

(Enter) button. (7he "Claims to Adjudicate” window appears.)

& Claims To Adjudicate - Refills ol & ==

1% E Claims To Adjudicate - Refills Count: 2

Companies: | (All Companies) |z| Team: {Al} |z|
Stat LastName  FirstName Claim Status  Fill Date Rx# Drug DOS Claim# Payor =

‘ Rob Susan 04/14/2011 0645 Pegasys Subcutaneous Soluti 04/14/2011 1552-1  Aetna
Rob Susan 04/14/2011 0644 Ribavirin Oral Tablet 200 MG 04/14/2011 1551-1  Aetna

]

I- '

Accept Claim (F4) Send Reversal (Ctrl+F8)

Adjudicate Claims (Enter)

|Cnange Slalus(SpaceharH View Response (F3) || View Insurance (Alt+F3) H Edit Claim (Shift+F4) ”VlewAccuum Status (F5) ‘

| Find (Ctrl+F) H Print List (F7) || View Billing Notes (F8) H Make Exception (Ctrl+F9) || Close (F2/Esc) ‘

At this point, the order is moved through the following lists during a refill:
e Print Labels / Documentation;
e Select Lots / Fill Rx;
e Order Verification.

Finally, the order will move to the Rx Expiration / Zero Refills list when there are no
more refills or doses available for the patient.

This list is populated by orders that:
e Were filled and have no additional refills or doses remaining;
e An Rx s close to expiring or has expired.

To access this section, select Rx Expiration / Zero Refills and click the Select
(Enter) button. ( 7he "Rx Expiration / Zero Refills” window appears.)
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o Rx Expiration / Zero Refills ol & ===
1% Rx Expiration / Zero Refills Count: 3
Team: {All} [~] i
Last Name First Hame Last Fill Drug Rx # Physician Phys. Phone Phys.Fax  Sent? »
|Elush AmyB 06/04/2010 COPAXONE 20 mg S 00100009¢ Shannon Epling 614-432-4331 YES ‘
Addison Anna-Louise 01/20/2009 LIPITOR 10 Tab PQ | 001000081George Bell, MD 518-555-4444
Addison Anna-Louise 05/28/2008 HYDROMORPHONE 004000072 George Bell, MD 518-555-4444

| Print Refill Request (Enter) |

| Help (F1) H View Rx (F3) || View Patient Menu (F4) HVIEW Demographics (F5) || Find Patient (F&) ‘

| Print List (F7) H Progress Notes (F8) || View Orders (F8) H Cancel Order (Alt+F8) || Close (F2/Esc) ‘

With the Enterprise Program Option #15 set, prescriptions close to expiring will
appear in this list highlighted in yellow. Prescriptions with zero refills in this list will
not be highlighted.

While on this window, the assigned user or team to this list can do the following:

e Create a refill request by selecting an order in the list and clicking the Print
Refill Fax (Enter) button.

e Cancel an order.

— An order can be removed from the patient's order list automatically
when the corresponding prescription is cancelled from this window.

— If there are more than two prescriptions attached to an order, then the
corresponding order is not deleted when only one of the prescriptions is
cancelled.

Rx’s to Discontinue  Any orders that appear on this list can be cancelled or discontinued.

To access this section, select Rx’s To Discontinue and click the Select (Enter)
button. (7he "Rx’s To Discontinue” window appears.)
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o Rx's To Discontinue ol & ==
= Rx's Te Discontinue
‘ A Count: 3
I% = Team: (A} [=]
Stat Last Hame First Hame Order Date Drug Rx# Payor Physician InUse =+
‘ Packard Lynn 10/16/2009 1. PEG-INTRON REDIPEM - 0010000634 Aetna (Rx)  Jennifer Jacobs, k |
Packard Lynn 10/16/2009 1. RIBASPHERE 1 Capsule|0010000635 Aetna (Rx)  Jennifer Jacobs, h
Rob Susan 10/16/2009 0 PEG-INTRON REDIPEM - 0010000632 Aetna (Rx)  Rance Randalph,
Discontinue Rx (Enter) H Reverse Claim (Ctrl+F11) |
‘ Help (F1) || View Rx (F3) H View Rx List (Alt+F3) || View Orders (F4) HVIEW Demographics (F5) |
‘ Find Patient (F&) || Print List (F7) H Progress Notes (F8) || Discharge Patient (F9) H Close (F2/Esc) |

While on this window, the assigned user or team can do the following:

o If a claim is linked prescription that needs to be discontinued, select the
prescription in the list and click the Reverse Claim (Ctrl+F11) button.
Click the Yes button on the “Rx’s to Discontinue” prompt and follow the on-
screen instructions.

e If a claim is not associated with a prescription, select a prescription in the
list and click the Discontinue Rx (Enter) button. After completing the
fields on the “Discontinue Rx” window, click the Save (F2) button and
enter a reason for discontinuing the prescription.

& Discentinue Rx =5
Enter an Expiration Date and Hit F2 to Save

Rx Start Date 10/16/2009
Rx Expiration Date [10/1512010]

Rx Discontinue / Stop Date

Qty. to Dispense 2
# of Refills Allowed
Schedule N 2,3,45N
Exit (Esc) ‘ | Save (F2)
Other Enterprise There are three lists in the SpRx List Manager that fall outside of our given

SpRx Lists scenario:
e Authorizations;
e Clinical Follow Up;
e Billing Follow Up.

The following sections explain the purpose of each of these lists.

Authorizations This list is used to assign an authorization to an order if one is required or an
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existing authorization has expired.

To access this list, select Authorizations and click the Select (Enter) button.
( The "Authorizations” window appears.)

& Autherizations =] = =
1% Authorizations Count: 5
Team: Al [=]
Stat LastName First Name Payor Auth # Order Fill Date By Date/Time Status -

1

‘ Setup Authorizations (Enter) H

DC Authorization (Alt+F6) ||

Auth Is Complete (Alt=F9) |

| Advante Billy Aeina (H-Elec) BENS8888 BENEFIX 1250 IU IV B ‘
Catherson Charlie BCBS of Ohio (4 1589 BENEFIX 1100 1U IMC
Addison Anna-Louise Blue Cross Blue 654654 VANCOMYCIN HCL G
Ancell Angela Cigna HVO (H) 161819681 ENBREL 1 kit 01/28/2010 RY  04/05/2010 Auth Rovd
American Karen United Healthca 54654 VANCOMYCIN HCL 10

Help (F1)

H View Patient Menu (F4) ”V\ewDemograph\cs (FE}H

Find Patient (F&)

Print List (F7)

[ viewsiing Notes (Fa) || view Orders (F3) || view Physicians (ateF3) || View Insurance (at-F4) || Close F2/Es) |

If an authorization is needed and not completed, the Make Ready to Fill checkbox on
the “Contact Patient” window is not active.

There are three Primary Buttons for this list:

e Setup Authorization (Enter) — This button is used to access and edit the
authorization (and Insurance Verification) information.
& Insurance Verification For Rich Anthony =]
W @ Add a New Authorization for Rich Anthony =
CM Company i Order / Authorization -
CM Name My Item |Ancef 158.76 Gm IV 3TW 7
Phane 80 Ry Start 012008 7 ™ |7 [sse41
Fax Rt Stop oeizsi2008 | 7
Are Clinical Updates R HCPC JOE90 Special Code
.Frequency of Updates List Price $420.00 Limit
Bill Price 542000 Freg.| |7
rder Expected Price 1 etul rint T/ ase Mgr  ~
Auth Start 0812008 | T []Use Negotiated Rate
Auth Exp 08i25/2008 v [ DC Authorization?
I 7 Case Manager Mr. William Smith v T
T Billing Method Per Diem Units 0.00 E——
[ ingmetoaFs) || canceiEse) || Save (F2) ] -
View U TN = = w2 | EIT/
e DC Authorization (Alt+F6) — This button is used to discontinue (DC) an
authorization.
e Auth Is Complete (Alt+F9) — This button is used to complete the

authorization and move the order to the next list.
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Clinical Follow Up  This list displays those patients with Progress Notes that need to be checked. To
access this list, select Clinical Follow Up and click the Select (Enter) button.
(The "Clinical Follow Up” window appears.)

& Clinical Follow Up ol & =
1% Clinical Follow Up Count: 17
Team: {al} [=]

Date Last Name First Name Subject Entered By F/U Assign FiUDate =~
|1[]HEQ[]UT Addison Anna-Louise Intake information Amy Bush Amy Bush 10162007 ‘
10/24/2007 Valera Julio Care Plan Reviewed Amy Bush Amy Bush 1042512007
01/28/2008 Thivner Stedman Care Plan Reviewed Amy Bush Amy Bush 02/2712008
09/15/2008 Thompson Cindy Care Plan Reviewed Amy Bush Amy Bush 08/16/2008
09/03/2008 Advante Billy Nursing Visit Cory Bexfield Cory Bexfield| 10/03/2008
11/19/2008 Redding Eric Nursing Visit Jeff Johnston Jeff Johnston 11/21/2008 =
11/11/2008  Brown Jim Care Plan Reviewed Cory Bexfield Cory Bexfield| 12/11/2008
12/03/2008 Advante Billy ‘Weelkly followup call Jeff Johnston Jeff Johnston 01/03/2009
01/02/2009 Harrison Colby Intake information Amy Amburge Jeff Johnston 01/05/2008
01/29/2009  Ancell Angela ‘Weelkly followup call Cory Bexfield 02/03/2008
02/12/2009 Brown Jim Care Plan Reviewed Cory Bexfield Cory Bexfield | 02/26/2009
08/24/2009 Addison Anna-Louise Adverse Drug Reaction Stuart Crane |Stuart Crane |08/26/2009
11/24/2009 Brown Jim Order Change Jeff Johnston Sue James | 11/25/2009
11/24/2009  Stine Kim Delivery Information Jeff Johnston Jeff Johnston 11/27/2009
1210/2009 Applecheese  Jonny Nursing Visit Ryan Young Adrienne Criti 12/16/2008 ~

\ Select Note (Enter) |[ Follow up Complete (F11) |
[ Help (F1) || view Fatient tenu (F4) | view Demographics 75) || FinaPatientFs) || PrntListFT) |
[ viewcarePian(Fa) || vieworders (Fa) || view Physicians (F3) || view nsurance (at+F3) || Close F2/Es) |

While on this window, the assigned user or team can do the following:

Billing Follow Up

Select a follow up in the list and click the Select Note (Enter) button.
(The "Progress Notes” window for the patient is displayed.) The user can
review, make changes or add new notes as needed.

If the follow up for the patient is complete, select the patient in the list and
click the Follow Up Complete (F11) button. The patient’s follow up is
removed from the list.

Similar to the Clinical Follow Up, this list refers to those billing and collection issues

that need to be checked. To access this list, select Billing Follow Up and click the
Select (Enter) button. ( 7he "Billing Follow Up” window appears.)

& Billing Follow Up =] = ==
1% Billing Follow Up Count: 13
Team: {All}

Date Last Name First Name Subject Entered By F/U Assign FiUDate =~
|1[]H§tzll1[] Diabetic Dan Follow Up On Invoice #1521-1 Phil Raynes Harry Hemble 11/02/2010 ‘
10/15/2008 Shell Ted Follow Up On Invoice #1458 Phil Raynes |Richard van ¢ 10/29/2008
10/14/2008 Diabetic Dan Collections note Phil Raynes |Phil Raynes |10/15/2008
08/25/2008 Christensen Chrystal Collections note Phil Raynes |Phil Raynes |08/06/2008
08/03/2007 Spratt Jack Follow Up On Invoice #1410 Ted McGrane Harry Hemble 09/02/2007
08/02/2007  Starr Melinda Follow Up On Invoice #1408 Ted McGrane Harry Hemble 08/16/2007
05/18/2007  Ancef Angela Follow Up On Invoice #1378 Ted WcGrane Harry Hemble 06/06/2007 |
05/16/2007 Chemo Carly Follow Up On Invoice #1398 Ted McGrane Phil Raynes  05/30/2007 3
02/28/2007 Ancef Angela Follow Up On Invoice #1378 Ted McGrane Harry Hemble 03/21/2007
02/12i2007 Anthony Rich Follow Up On Invoice #1312 Tony Clark  Renee Reync 03/05/2007
02/16/2007 Chemo Carly Collections note Ted McGrane Harry Hemble 03/02/2007
02/15/2007 Packard Lynn Follow Up On Invoice #1228 Derek Kenna Derek Kenna 03/01/2007
02/14/2007 Vancomycin Victor Follow Up On Invoice #998 Ted McGrane Bruce Biller | 02/28/2007

[ Select Note (Enter) || Follow up Complete (F11) |
[ Help (F1) || view Patientenu (F4) |[view Demographics F5) || FindPatientFs) | PamusteT) |
[ viewsiing Notes (Fa) || view Orders (Fa) || viewinv/Account (F3) || view Insurance (a1+F3) || Close F2/Esc) |

While on this window, the assigned user or team can do the following:
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Select a follow up in the list and click the Select Note (Enter) button.
( The "Billing/Collection Notes” window for the patient is displayed.) The
user can review, make changes or add new notes as needed.

If the follow up for the patient is complete, select the patient in the list and
click the Follow Up Complete (F11) button. The patient’s follow up is
removed from the list.
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