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Getting Started

This chapter will provide an overview of the ScriptPlus program and assist with installation and setup.

What is ScriptPlus?

ScriptPlus is a complete medication management software system, that facilitates the dispensing of  Southwood
Pharmaceuticals’ pre-packaged prescriptions and orthopedic products.

ScriptPlus includes the following features:

e An easy to use, familiar interface

* Integrates with most practice management software

e Facilitates the dispensing of all Southwood Pharmaceutical product lines

e Streamlines Reimbursement through multiple methods: (HCFA, 3 Party, Cash)
e Provides reimbursement audit and reconciliation tools

e Delivers HIPAA compliance with extensive security options

e A fully customizable SIG builder for patient directions

e Brand/Generic description cross reference for dispensed items

e Mandatory state controlled substances report generator

e Drug dispensing compliance transaction reports

e lIssues product utilizing bar codes to improve your speed and accuracy

e Will maintain perpetual inventory of dispensing formulary

e Provides an automated purchase order function with user-defined stocking levels
e Prints patient-specific prescription labels

e Prints Patient Education Leaflets to meet patient drug advisory requirements

Installation and Setup
Install the Dymo® LabelWriter™

ScriptPlus is designed to work with the Dymo LabelWriter, using labels available exclusively from Southwood
Pharmaceuticals.

Unpack and install the Dymo LabelWriter, following the installation instructions included with the LabelWriter
product.
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Install ScriptPlus

1. Insert the ScriptPlus CD in the CD-ROM drive. If the Setup Installation Wizard does not begin automatically,
click Start, click Run, and then browse to and double-click the SeriptPlus.exe file in the CD-ROM
directory.

2. When you have read the information on the Installation Wizard screen (see Figure 1-1), click Next> .

Figure 1-1: Setup Installation Wizard
fi& ScriptPlus Setup =10 x|

Welcome to the ScriptPlus
Installation Wizard

[tiz strangly recommended that you exit all Windows programs
before running thiz zetup program.

Click. Cancel ta quit the setup pragram, then cloze any programs
wou have running, Click Mext to continue the installation.

WARMIMG: Thiz program iz protected by copyright law and
international treaties.

[Inauthaorized reproduction or distribution of this program, or any
portion of it, may result in zevere civil and ciminal penaltiez, and
will be progecuted to the maximum extent poszible under law.

< Back | Mext » I Cancel |

3. Personalize your ScriptPlus program by completing the information fields in the User Information screen
(see Figure 1-2).
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Figure 1-2: User Information screen
iig!;'- ScriptPlus Setup ) o ] S

Uszer Information
Erter the fallowing information to perzonalize your installation.

Full M ame: IDJ Scolt

Organization: IDccupatiDnaI Medicine, Inc.

The zettings far thiz application can be installed far the curent uzer ar far all users that
share thiz computer. ¥ou must have administrator ights o install the settings for all
uzers. |nstall this application far:

% Anyone who uses this computer

™ Only for me [DarlaJ. Scott]

Wize Installation \Wizard®

< Back I Mest » I Cancel |

4. In the Destination Folder screen, accept the default destination (recommended) or click Browse to select a
different destination (see Figure 1-3).

Figure 1-3: Destination Folder screen
{& ScriptPlus Setup ] ] |

Destination Folder

Select a folder where the application will be installed.

The "Wize Inztallation ‘Wizard will install the files for SciptPlus in the following folder.
To inztall into a different folder, click the Browse buttaon, and select another folder.

Y'ou can choose not to install ScriptPlus by clicking Cancel to exit the 'Wize Inztallation

Wizard.
Destination Faolder
{E:'&F‘rogram Filez45 criptPlus’ Browsze |

Wize |nstallation Wwizard®

< Back | Mewt > I Cancel |

5. As the ScriptPlus files are installed, the Updating System screen will indicate the installation progress (see
Figure 1-4).
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Figure 1-4: Updating System screen

ji# ScriptPlus Setup i =101 ]

Updating System
The features you selected are curently being installed.

B\

Iritializing. ..

Wize Installation \Wizard®

Cancel

6. When the installation is complete, click Finish on the Success screen (see Figure 1-5).

Figure 1-5: Successful Installation screen

=101 x|

i'._% ScriptPlus Setup

ScriptPlus has been
successfully installed.

Click the Finizh button to exit this installation.

¢ Back I Finizh I Cancel

10
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License ScriptPlus
To begin using ScriptPlus, you must first complete the software license information.

1. Click the Windows Start icon.

2. Select All Programs.

3. Select ScriptPlus.

4. Select SPLicense.exe (see Figure 1-6).

Figure 1-6: Locate software license screen

B ScriptPlus 4 A% ScriptPlus.exe
(== SPLicen e

&l Programs

o start & 3

5. Complete the information fields in the License screen (see Figure 1-7).

Figure 1-7: License screen

b= License ScriptPlus

scriptplus

Test Clinic

1072812004

License

e Clinic Name - Type the name of your clinic

e License Date - Type the license date.

e License Key - Type the License Key provided with your ScriptPlus software. As you type the License Key, the
License button will display on the screen.

» Feature Key - Type the Feature Key purchased with your ScriptPlus software. The Feature key determines the
number of ScriptPlus features available to you.

11
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6. When you have completed the license information, click License.
7. The About ScriptPlus screen verifies that your application is licensed, and lists the ScriptPlus Features you
have purchased. Click OK to begin using ScriptPlus (see Figure 1-8).

Figure 1-8: About ScriptPlus screen

About Script Plus by Southwood Pharmaceuticals, Inc.

SOUFHWOOD,

scriptp

Test Clinic

lus -+

“ersion 120158

12£31/2009

Patient Education Leaflets
‘wiorkers Compensation Processing
Claims Adjudication

State Controlled Dirug Reporting
Occhded Billing Services

The ScriptPlus Desktop Icon
The ScriptPlus icon will be installed on your desktop (see Figure 1-9). You can begin ScriptPlus by clicking the
desktop icon.

Figure 1-9: ScriptPlus icon
[k

A

ScriptPlus, exe

Uninstall ScriptPlus

To uninstall ScriptPlus, use the Windows® Add or Remove Programs feature:

Click the Windows Start button.

Select Control Panel.

Select Add or Remove Programs.

Navigate to the ScriptPlus program icon and select the file.
Click Remove to uninstall the program (see Figure 1-10).

Lo~

12
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Figure 1-10: Uninstall ScriptPlus

% Add or Remove Programs ) ] 4
Currently installed programs: Sort by: IName 'I

(%) Outlook Express (823353 -
89 Paint shop Pro 5.0 Size  30,21MB
5] Palm Desktop Size  2.93MB
ﬁ! Photosmart 130,230,7150,7345,7350,7550 (Remove only) Size  16.85MB
BE PocketMirrar 3.0.2 {Skandard Edikion) Size 5.09ME
@ QuickTime Size 2.32MB
2! CuwestDes White & Yellow Pages v4.1.01 Size  165.00MB
u RoboDemao 4.1 Size 1,035.00ME
|3 RoboDermo 5.0 Size  87.00ME
[ad RroboDems Power Pack

B roboHELP OFfice Size  133.00MB T
RoboPDF 2.0 Size 9,18MB
RoboScreenCapture Size 6, 59ME
ﬁ! SafeCast Shared Components

|'|i,|:.EL ScriptPlus

To change this

ﬁ! Shaockwarye
&) SlimBrawser (remaove oy} Size 4.84MB T

13
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The System Menu

This chapter will provide an overview of the ScriptPlus System Menu functions.

The System menu contains the tools for setting up and maintaining your ScriptPlus operating environment and
functions:

e Database Locations
e System Setup
e User Maintenance

Database Locations

ScriptPlus data uses several different database files to store information. Each file may reside in a different
location, but under most circumstances, there is no need to move data files from their default location. Figure
2-1 shows the Specify Data Locations screen.

Figure 2-1: Specify Data Locations screen.
@ spectybatatocanons

C:Program Files\ScriptPlus
I=:4Praaram FileshScriptPlushdatah S0

{23 Pragram Files

C:%Program Files\ScriptPlushdata’

14
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To change data locations
If it is necessary to change file locations, use the following steps:

Note: Always perform a backup of your ScriptPlus database before moving database

files!
1. Shut down the ScriptPlus software.
2. Move the data files to the new location.
3. Start the ScriptPlus software. You will be prompted to enter new data locations.
4. Use the Directory window in the Specify Data Location screen (see Figure 2-1) to select the new directory.
5. Click the arrow next to each database field to assign the new data location to that database.
6. Click Update to save changes.

System Setup

The System Setup screen allows you to customize your ScriptPlus environment (see figure 2-2).

Figure 2-2: System Setup screen

e _jojx

15
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The System Setup screen displays your licensed clinic name, and offers two functions:

e Change
e View

Select View to see the current system setup (see Figure 2-3).

Note: Settings cannot be changed while in View mode.

Figure 2-3 View System Settings

=¥ System Setup

(943 5551212

L e

From the View screen, or from the main System Setup screen, select Change to make changes to your
System Setup (see Figure 2-4).

16
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Figure 2-4 Change System Setup

=¥ System Setup

545 MAIN STREET
IRVINE 92612

Save Changes

Complete the fields in the tabbed sections of the System Setup screen to customize your ScriptPlus working
environment:

Clinic Name

The Clinic Name field contains the Clinic Name used during licensing, and it may only be changed as part
of the licensing process. If it is necessary to change the Clinic Name, contact Southwood Pharmaceuticals for
licensing information.

Address

Type the complete clinic address—street, city, state, and zip code—in the Address field. This address will be
printed on the dispensing label.

17
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Phone number

Type the primary clinic telephone number in the Phone Number field. This phone number will be printed on
the dispensing label.

Account number

Type the clinic’'s SWP customer number in the Account Number field. This number will be included with all
electronic or faxed orders, identifying the clinic order.

Note: Your SWP customer number is located on your invoices or packing lists. Contact
SWP or your sales representative if you are unsure of your Account number.

General/Numbering tab
FiFre 2-5: General/Numbering tab

Next RX Number

Each dispensed product is required by law to have a unique RX number. The Next RX Number field
allows you to specify the starting number value; once this number is set, it should not be changed.

Next Patient ID

Based on the Auto Assign Patient ID option (offered later in the form), the system will either assign a
patient ID or allow the user to assign one. If Auto Assign is selected, this number is used as a starting
value for assigning patient IDs. Each new patient causes this number to increase.

Auto Round Amount

The ScriptPlus Auto Round feature allows you to specify a rounded value for product order quantities, to
assist in inventory maintenance.

For example, you may set the Auto Round value to 5. If you complete a purchase order for a quantity of
14, the actual order quantity will be changed to 15. If you complete a purchase order for a quantity of
17, the actual order quantity will be changed to 20. A purchase order with a quantity of 25 would not be
auto-rounded.

18
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Use Security

Check this box to set user security levels. When security is on, each user must log in for access. See User
Maintenance for more information on Security.

NOTE: Be sure to set up at least one valid user before turning on the Use Security feature.

Auto Assign Patient ID

Check this box to automatically assign a unique patient identification number when a new patient is
added to the database. This number does not affect imported patient records.

Require Patient SSN

A patient social security number (SSN) is required for Workers Compensation claims. Check this box to
have the system check for a SSN during new patient entry.

Track Refills

Check this box to track refill orders within the system.

Printing Options

FiFure 2-6: Printing Options tab

Label Count fields

Values typed in each of the label count fields determine the total number of labels to be printed for each
of the different types of dispensed products. For example, if you type 2 in the Dispensing field and select
a quantity of 3 bottles to dispense, then 6 labels will be printed. The Label Count fields include:

o Dispensing — Labels printed for medications dispensed

o Controlled Products — Exira labels are printed for DEA controlled drugs reporting

e Orthopedics - Labels printed for orthopedic inventory

e Other Products - Labels printed for inventory control

e Adjudication Log — Labels printed for successfully adjudicated medications. This label is in addition
to Dispensing and Controlled Product labels.

19
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Print Price on Labels

Check this box to print the actual price of dispensed medication on the dispensing label, in cash
transactions.

Print Dispensing Receipt
Check this box to print a dispensing receipt.

Patient Education Options tab
Fiﬁre 2-7: Patient Education Options tab

Allow Patient Education

Select this box to allow printing of Patient Education Leaflets (PELs)
Patient Education Leaflet Print Defaults

Select a default option for printing Patient Education leaflets when medication is dispensed. The default
options are:

e Spanish - PELs will print in Spanish.

o English - PELs will print in English

e None - No PELs will print

e Both - PELs will print in both English and Spanish.

Note: You will have the option of overriding the default PEL setting when dispensing
medications.
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Workers Comp Options tab
Fiire 2-8: Workers Comp Options tab

12-3486759

Allow Workers Comp

Check this box if you dispense to patients for Workers Compensation claims. When this feature is

selected, ScriptPlus functions specific to Workers Compensation become available in the menus and
forms.

Federal Tax ID

Type the clinic’s Federal Tax ID in this field. This Federal Tax ID will print on the HCFA billing forms (CMS-
1500) FOR Workers Comp claims.

Adjudication Options tab
Fiﬁre 2-9: Adjudication Options tab

7700056

353555

21
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Allow Adjudication
Check this box to allow Adjudication functions.
NCPDP Provider ID

The NCPDP Provider ID is assigned by the NCPDP as part of the adjudication process. (See Adjudication
appendix for more information)

Pharmacy Provider ID

The Pharmacy Provider ID is assigned by the NCPDP as part of the adjudication process. (See
Adjudication appendix for more information)

State Controlled Drug Options tab

The State Controlled Drug Options tab allows you to set up export files for reporting controlled drug
dispensing reports required by some states. Also see State Controlled Drug Export.

FiFure 2-10: State Controlled Drug Options tab

PHARMACY 1DV

Anderzon and Aszociates
Test Addreszs, Suite B
Anptown, o 92765

Allow State Controlled Drug Reporting

Select this box if your clinic is required to report controlled drug dispensing to a state agency.
Schedule Codes

Select the control codes for which reporting is required.

Print Mailing Label

Select this box to generate a mailing label for your reports, and complete the report mailing address in
the Mailing Address field provided.

Reporting options
Select the type of report to generate:

e ASAP Export — Export fo American Society for Automation in Pharmacy (ASAP) reporting program
(see ASAP Setup)
o Printed Report - Generates a printed report, only.
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o Both Report and ASAP - Generates a printed report and ASAP reporting

ASAP Setup

Complete the ASAP Setup fields according to your state’s requirements. Check your ASAP program
documentation for required information.

When you have completed all of the fields in the System Setup, click Save Changes.
OCCMED Setup Options tab

If your clinic submits reimbursement claims to OCCMed, select the Allow OCCMed Submission box.
Then, complete the fields with the information provided by OCCMed.

Figure 2-11: OCCMED Setup Options tab

=¥ System Setup

Test Clinic

245 MAIN STREET, IRVINE, CTA 92612

(349 555-1212

QCC123456789
SRX123456759
1234567

55,00

55.00%

Save Changes
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User Maintenance

The User Maintenance screen is used to set up individual user accounts in ScriptPlus. The main User
Maintenance screen contains a drop-down list of system users, and offers four functions (see Figure 2-12):

e Change - to change user information
e Add -to add a new user

e View - fo view user authorizations

o Delete - to delete a system user

Figure 2-12: User Maintenance screen

=k User Maintenance i
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Change, View, or Delete User Authorization

To change, view, or delete function authorization for an existing user, select the user name from the drop-
down User list (see Figure 2-13). Then, click Change, View, or Delete.

Figure 2-13: Select User name
(ol

BOB EOE BINF

CRS CLIFF SCOTT
FRS FRED SMITH

TST TEST DISPENSER
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In the Change view, you can change the functions and processes the user is authorized to perform (see
Figure 2-14).

Figure 2-14: Change User information
o

wh-User Maintenance

User Security Settings

When Use Security is selected in System Setup, each user must log in to use the ScriptPlus system (see Figure
2:15).
Figure 2-15 User lLogin -

w, Login
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When user login is validated, the user will only have access to authorized processes and functions.

The User Maintenance View, Change, or Add screens contain tabbed sections that categorize specific
program zones, and selections authorizing each ScriptPlus user to perform specific processes in each zone.

Note: User authorization determines the availability of system menu choices and
information availability in the ScriptPlus system. For example, if a user is not authorized
to dispense controlled medications, all controlled medications will be filtered from the list
of medications avdailable to be dispensed.

Allow/Clear All Functions

If the user is authorized to perform all system functions, click Allow All Functions. This will select each
box in each process zone. To remove authorization for all functions, click Clear All Functions.

Allow/Clear All Processes

If the user is authorized to perform all processes within a tabbed process zone, click Allow All
Processes in the zone. This will select each box in the process area. To remove authorization for all
processes within a zone, click Clear All Processes.

Add a new user

1. To add a new ScriptPlus user, click New on the User Maintenance main screen.
2. Set the function and process capabilities for the new user by completing the information fields and check
boxes provided. (see Figure 2-16).
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Figure 2-16: Add a new user

| S¥ User Maintenance

- Allow Al - Clear Al
Functions Functions

Al Al I
Proceszes
I

: Eléar Al
Process r

Complete the new User Initials, Name, and Password fields in the top half of the screen.

Note: Each user must have unique 2- or 3-digit initials.
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Administration tab
In the Administration tab, the user may be given authorization to perform the following processes (see Figure
217):

e System Setup
e Data Location Maintenance
e User Maintenance

When the desired authorization settings have been checked, click Save New.

Figure 2-17: User Administration tab

| &% User Maintenance

 Allow Al - Clear All
Functions Functions

Allow Al o
Processes
I

Clear &l
Process r
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Daily Tasks tab

In the Daily Tasks tab, the user may be given authorization to perform the following processes (see Figure 2-
18):

o Dispense Medications

e Dispense Controlled Drugs
e Order Product

e Receive an Order

e Adjust Inventory

e Reprint a Label

e Void a Dispensed Product

When the desired authorization settings have been checked, click Save New.

Figure 2-18: User Daily Tasks tab

wh-User Maintenance

Matalie Warren

Allow Al Clear Al
Functions Functions

Allova Al
Froceszes
Clear &l
Process

Cancel Save Mew
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Maintenance tab

In the Maintenance tab, the user may be given authorization to perform maintenance tasks for the following
(see Figure 2-19):

e  Products

e Patients

e Doctors

o Therapeutic Combinations
e SIG Codes

o  Refill Maintenance

When the desired authorization settings have been checked, click Save New..

Figure 2-19: User Maintenance tab

wh-User Maintenance

Matalie Warren

Allow Al Clear Al
Functions Functions

Allova Al
Froceszes
Clear &l
Process

Cancel Save Mew
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Worker’s Comp tab

In the Worker's Comp tab, the user may be authorized to perform the following processes (see Figure 2-20):

e  Carrier Maintenance

e Reimbursement Maintenance
e  Claims Maintenance

e Report a Claim

When the desired authorization settings have been checked, click Save New.
Figure 2-20: Worker’s Comp tab

| &% User Maintenance

Matalie Warren

 Allow Al - Clear All
Functions Functions

Al Al
Processes

' :Clé@r Al
Process

32



USING SCRIPTPLUS

Adjudication tab

In the Adjudication tab, the user may be authorized to perform the following processes (see Figure 2-21):

e Adjudicate a Claim
e Reverse a Claim
e  Processor Maintenance

When the desired authorization settings have been checked, click Save New.

Figure 2-21: Adjudication tab

| &% User Maintenance

Matalie Warren

- Allow Al - Clear Al
Functions Functions

Allow Al I
Processes
I

: Eléar Al
Process r
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Reports tab
In the Reports tab, the user may be authorized to generate the following reports (see Figure 2-22):

o List Reports
e Management Reports
e Other Reports

When the desired authorization settings have been checked, click Save New.

Figure 2-22: Reports tab

| &% User Maintenance

Matalie Warren

- Allow Al - Clear Al
Functions Functions

Al Al

Processes

: Eléar Al
Process
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Miscellaneous tab

In the Miscellaneous tab, the user may be authorized to view the following (see Figure 2-23):

e View Price Information
e View Cost Information
e View On Hand Quantities

When the desired authorization settings have been checked, click Save New.

Figure 2-23: Miscellaneous tab

wh-User Maintenance

Matalie Warren

Allow Al Clear Al
Functions Functions

Al all
Froceszes
Clear &l
Process

Cancel Save Mew

State Controlled Drug Export

The State Controlled Drug Reporting screen allows you to set up and export ASAP reports required by your
state when controlled drugs are dispensed (see Figure 2-24).

1. Select the starting and ending date for your report by typing in the dates or by clicking the arrow within
each date field to access a calendar.

2. You can type the designated file pate in the Path for ASAP Report field, or use the directory window to
navigate to the location where you want to export the report file. When you select the directory, the file
path will display in the field.
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3. Click Build Export File. The ASAP .DAT file will be located in the designated location, in the file format
designated in your System Setup.
4. Diskette and mailing labels will print, as indicated in your System Setup.

Figure 2-24: State Controlled Drug Reporting screen

=¥ State Controlled Drug Reporting

/282000 | v
C:%Program Filez\ScriptPlus

L [
=3 Program Files

Build E=part File
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The Maintenance Menu

The ScriptPlus Maintenance menu offers a selection of database maintenance functions for:

e Products

o Therapeutic Combinations

e Patient records

e Patient Worker's Comp records
e Physicians

e SIG Codes

e  Processors

Product Maintenance

The Product Maintenance screen is used to add or revise product information. The main Product Maintenance
screen contains a drop-down list of Products, and offers five functions

(see Figure 3-1):

e Change - to change product information
e Add -to add a new product

e View - fo view product information

e Delete - to delete a product

e Scan - to use a bar code scanner
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Figure 3-1: Product Maintenance screen

10/

Product Description
The drop-down Product menu allows you to select a product by name (see Figure 3-2).
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Figure 3-2: Product List

=8 Product Maintenance

APAP 300MG W/CODEIME 30MG TABLETS

Package Size | OnHand Gty Description

G TABLETS

CARISOPRODOL 320MG TABLETS #120

CARISOPRODOL 350MG TABLETS #30

DICLOMACILLIN CAP 500MG #30

IBUPROFEN  TAB 200MG #21

MNAPROFEMN 375MG TABLETS #120

MNAPROFEMN 375MG TABLETS #30

PROPOXYPHEME-MAPSYLATEAAPAP TAB
100-650 #15

Scan Product Code

You can also scan the product code from an existing product label. Click the Sean button and scan the
product label when prompted (see Figure 3-3).
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Figure 3-3: Scan Product Label

=1 Product Maintenance T

SPSP 300MG W/ACODEINE 30MG TABLETS - Scan

&, Scan Product Code x|

Change, View, or Delete Product Information
To change, view, or delete product information, select the product name from the drop-down Product list (see
Figure 3-2). Then, click Change, View, or Delete.

Add a new product

1. To add new product information, click New (see Figure 3-4).
2. Complete the product information fields.
3. When you have completed the fields, click Save New.

40



USING SCRIPTPLUS

Figure 3-4 : Add New Product

=8 Product Maintenance

Q
]
]

EACH

1

L«

Generic

Cancel Save Mew
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Product ID

Type a unique product identification number in this field. It is strongly recommended that the last two sections
of the NDC number be used for the Product ID.

For example, the NDC number for Hydrocodone 10mg/Apap 650mg #60 tablets is 58016-0232-60. The
product number for this item would be 0232-60 (or 232-60; the leading zero is not needed).

If the NDC segment is used for the Product ID, the system will look up the product and populate product fields
with appropriate information (see Figure 3-5

Figure 3-5 Product ID fields populated by NDC ID

=8 Product Maintenance

EACH

Generic

“Soonen |

English
MOC Laokup

Cancel Save Mew

Description

Accept the description provided by the system (when an NDC Product ID is used), or enter a new product
description.

Inventory Type
Select Medication, Orthopedic, or Other.
Brand Description

Type the Brand Description (or Brand Equivalent).

For example, the Brand name for Hydrocodone is Lorcet 10/650.
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NDC Number

The NDC number associated with the product. This number is provided by the system when an NDC Product
ID is used.

Units of Measure

Select an appropriate designation from the drop-down list:

e Each

e Grams

o Milliliters

Billing Type

Select an appropriate designation from the drop-down list:
e Generic

e Brand

e Generic OTC

e Brand OTC

On Hand Quantities

These inventory control fields allow you to enter the stocking levels you wish to maintain, and the on-hand
information for the product:

e Minimum - the lowest stocking level you wish to maintain for this product.
e Maximum - the highest stocking level you wish to maintain for this product.
e Current - the current inventory for this product.

Directions

The Product Maintenance screen contains fields for primary, secondary, and tertiary dispensing directions.
Each set of directions can be added by typing in the fields or by clicking the ... button to the right of the field
and choosing SIG entries from the SIG Builder screen (see Figure 3-6).

Figure 3-6: SIG Builder screen

T

Take 1T ahblet

Take 1 or 2 Tablets
Take 2 Tablets
Take 3 Tablets

Apply

43



USING SCRIPTPLUS

Note: Select English or Spanish to generate a SIG in either language.

Select an appropriate phrase from the drop-down menus for each field (Part 1, Part 2, and Part 3) to
complete the SIG for the selected product. As you select the phrase components, the SIG will appear in the
top field (see Figure 3-7).

Figure 3-7: Completing a SIG

1o/
Take 1 or 2 Tablets At Bedtime For &nsisty

o

Take 1 or 2 Tablets -

When the SIG information is completed, click OK. The completed SIG will appear in the Directions field (see
Figure 3-8).
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Figure 3-8 Completed Directions

=8 Product Maintenance

232-60

HYDROCODOME 10MGIAPAPES0MG TAELETS

Q
]
]

EACH

KN |K

5501 6-0232-60 Generic
5501 6-0232-60

99070

Take 1 or 2 Tablets At Bedtime For Anxiety

_ Engisn |

Cancel Save Mew

!EIEII

Days Supply
Each SIG has an associated Days Supply.

For example, if you are dispensing a bottle of 30 pills, the Primary SIG may be “Take one tablet three times
a day until gone.” The Days Supply for this SIG is 10 days. The Secondary SIG may be “Take one tablet
daily before bed.” The Days Supply for this SIG would be 30.

Price

The cash price for this medication.

Cost

The actual cost of this medication the last time it was purchased.
AWP

Average Wholesale Price. This is the dollar figure assigned to drugs to be used in calculating reimbursement.

Usual & Customary

Usual and customary cost. Used by ScriptPlus for Adjudication and Workers Comp calculations.
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Metric Quantity

A description of the actual quantity of medication in each package. Actual tablet and capsule count, grams
of creams and ointments, or liquid milliliters.

Leaflet ID

The Leaflet ID generates the Patient Education Leaflet. When the NDC segment is used for the Product ID, this
field is populated correctly. You can also click NDC Lookup to locate a Leaflet ID based on the NDC
number. Under normal circumstances, this field should not be changed.

Scan Code

If a bar code scanner is used, this field is the link between the product and the bar code. Use the following
steps:

Add a new record (or edit a record which does not have a scan code or which has a changed scan code)

1. Fill in the appropriate fields

2. Position the cursor in the scan field

3. Scan the item (using the bar code scanner)
4. Save your changes

When the Scan Code is completed, you can click the Sean button whenever it is available in the system, to
scan the product.

Allow Adjudication

Select this box for products that can be adjudicated.

Note: Some products are very unprofitable to adjudicate. For those items, make sure this
box is not selected.

Unit Dose

Unit dose medications adjudicate differently than non-Unit dose products. Select this box for all medications
that are Unit Dose.

Controlled Product
Select this box if this product is considered a controlled product by the DEA.

Schedule Code

This field only displays if the Controlled Product box is checked. Each controlled product will have a specific
code. Select the code from the drop-down list.

Patient Leaflet

o Click English to display the English version of the PEL.

o Click Spanish to display the Spanish version of the PEL.

e Click NDC Lookup fo find a Leaflet ID for this product. ScriptPlus will search the database and, if a listing is
found for the specified NDC number, the Leaflet ID number will display in the Leaflet ID field, and will overwrite
the existing Leaflet ID.
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Therapeutic Combination Maintenance

The Therapeutic Combination Maintenance screen allows you specify a group of drugs commonly dispensed
at the same time to one patient. For example, it is common to dispense an anti-nausea drug with a pain-killer.
Using Therapeutic Combinations, you can specify a combination of both drugs and dispense the combination
at the same time. Up to four drugs can be combined in a Therapeutic Combination.

The main Therapeutic Combination Maintenance screen contains a drop-down list of Therapeutic
Combinations, and offers four functions (see Figure 3-9):

e Change - to change Therapeutic Combination information
e Add - to add a new Therapeutic Combination

e View - fo view Therapeutic Combination information

e Delete - to delete a Therapeutic Combination

Figure 3-9: Therapeutic Combination Maintenance screen

=¥ Therapeutic Combination Maintenance

Change, View, or Delete Therapeutic Combination information
To change, view, or delete Therapeutic Combination information, select the Therapeutic Combination from
the drop-down Therapeutic Combination Code list (see Figure 3-10). Then, click Change, View, or
Delete.

47



USING SCRIPTPLUS

Figure 3-10: Therapeutic Combination Code list
¥ Therapeutic Combination Maintenance

Combo 1

First
sprain

Add a new Therapeutic Combination

1. To add a new Therapeutic Combination, click Add.
2. Type the name of the new Therapeutic Combination (see Figure 3-11).

48



USING SCRIPTPLUS

Figure 3-11: Add a new Therapeutic Combination

u# Therapeutic Combination Maintenance

DI Description
FrodID | Gize P
DM NAPROXEN 375MG TABLETS #30
26790 Jusn |

%é
21215 |

APPALOOSA

SAGE0D |#ED | RAMITIDIME TAB 150MG
éé
01-21 ]

GARBAGE
Tz ey TETRACYCLINE 250MG CAPSULES

Brand Equiv.

Description

Cancel

3. Select a product from the left window and click the > button fo move it fo the right window.
4. Select as many products as needed for the new Therapeutic Combination (see Figure 3-12).

5. When the combination is complete, click Save New.
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Figure 3-12: Add Therapeutic Combination Products

Therapeutic Combination Maintenance

Therapeutic Combination Mame IDemU']

Brand Equiv. . Brand Equiv.
SIS A ProdID | Size

TABLETS #120 MOTAIN IBUPROFEN TAB 200MG #21

Description

SOMA

26790 #1490
|LIGUID wWRENCH PROPO:YPHENE-NAPSYLATEAAPARP TAB
21215 |#15 100-650 #15

APPALOOSA
34560 |#ED

GARBAGE

107 e TETRACYCLINE 250MG CAPSULES
Cancel Save New |

JELEE e TETRACYCLIMNE 250MG CAPSULES 4|

10112 | 12GM
TYLENOLACODIENE
027130 [#30
SOMA

26102 #2
SOM&

26190 [#90

MWAPROXEN 375MG TABLETS #30

RAMITIDIME TAB 150MG

APAP 300MG w/CODEIME 30MG TABLETS

CARISOPRODOL 350MG TABLETS #120

CARISOPRODOL 320MG TABLETS #30

Patient Maintenance

The main Patient Maintenance screen contains a drop-down list of patients, and offers four functions (see
Figure 3-13):

e Change - to change Patient information
e Add - o add a new Patient

e View - to view Patient information
e Delete - to delete a Patient
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Figure 3-13: Patient Maintenance main screen

MmN =
--
Farnhaort, Arnold - 0202971968
= |

Change, View, or Delete Patient Information

To change, view, or delete Patient information, select the Patient name from the drop-down Patient list (see
Figure 3-14). Then, click Change, View, or Delete.
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Figure 3-14: Patient list

L=

=empra, John - 06/17/1950

Famhort, Amold - 02/28/1368

Raleigh, YWalter - 10/22/1965
re, John - DEI“I?’HBEEI

Add a new Patient

1. To add a new Pdtient, click Add.
2. Complete the Patient information fields (see Figure 3-15):
3. When the information is complete, click Save New.

52



USING SCRIPTPLUS

Figure 3-15: Add a new Patient

¥ Forml

First Name

Type the patient’s first name.
Last Name

Type the patient’s last name.
Patient ID

If Auto Assign Patient Number was selected in the System Setup, a unique patient number is assigned by the
ScriptPlus system. If the number is not system-assigned, the patient chart number is often used for the Patient
ID.

If you are importing from Practice Management software, this is the PM Patient ID.
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Date of Birth

Type the patient’s date of birth.

SSN

Type the patient’s social security number.

Address

Type the patient’s street or mailing address.

City, State, Zip

Type the patient’s City, State, and Zip code.

Phone

Type the patient’s telephone number.

Employer

(available only if Workers Comp is selected in System Setup)
Select an employer from the drop-down list.

Gender, Smoker

Select the patient’s gender, and whether or not the patient is a smoker.
Patient Notes tab

This is a free-form field for adding patient notes. If notes are added, they will pop up in the Dispense screen
when the patient is selected.

Insurance/Adjudication tab

The Insurance/Adjudication tab contains information fields specific to insurance and adjudication needs (see

Figure 3-16):

54



USING SCRIPTPLUS

Figure 3-16: Insurance/Adjudication tab

¥ Forml

Processor — Adjudication is based on different prescription card processors. Processors are added in the
Processor Maintenance screen and display on a drop-down list. Select the processor that corresponds to the
patient’s prescription drug card.

Cardholder ID - Type the Cardholder ID specified on the prescription card. This uniquely identifies the
insured to the processor.

Card Holder First name, Last Name - Since the card holder may not be the patient (in the case of a
spouse or children), the actual card holder name is specified here.

Plan ID - If required by the processor, type the information supplied on the prescription card.
Eligibility Code - If required by the processor, type the information supplied on the prescription card.
Facility ID - If required by the processor, type the information supplied on the prescription card.

Group ID - If required by the processor, type the information supplied on the prescription card.
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Employer ID - If required by the processor, type the information supplied on the prescription card.
Person Code - If required by the processor, type the information supplied on the prescription card.
Relationship Code - If required by the processor, type the information supplied on the prescription card.

Co-Pay Amount - This information is also commonly specified on the prescription card.

Physician Maintenance
The main Physician Maintenance screen contains a drop-down list of physicians, and offers four functions
(see Figure 3-17):

e Change - to change Physician information
e Add - to add a new Physician

e View - o view Physician information

o Delete - to delete a Physician

Figure 3-17: Physician Maintenance main screen
EﬂﬁcriptPlus - [Physicians Maintenance] ] = |EI|5|
B3- Systerm  Mainkenance Daily Tasks  Worker's Comp  Reports  Login About = |5’ |5|




USING SCRIPTPLUS

Change, View, or Delete Physician Information

To change, view, or delete Physician information, select the Physician name from the drop-down Physician list
(see Figure 3-18). Then, click Change, View, or Delete.

Figure 3-18: Physician list

EﬂﬁcriptPlus - [Physicians Maintenance] ] = |EI|5|
B3- Systerm  Mainkenance Daily Tasks  Worker's Comp  Reports  Login About _|E’|5|

;

ST  Add || Delete |
HU=TABLE, CLIFF Add Delete
LAST, FIRST

WELBY, MARCUS

Add a new Physician

1. To add a new Physician, click Add.
2. Complete the Physician information fields (see Figure 3-19):
3. When the information is complete, click Save New.
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Figure 3-19: Add new Physician
[ERScriptPlus - [Physicians Maintenance] ; = |EI|5|
B3+ System Maintenance Daily Tasks ‘Worker's Comp  Reports  Login About =] =

Cancel Save Mew

First Name

Type the Physician’s first name.

Last Name

Type the Physician’s last name.

License

Type the Physician’s state Medical License number. This is required for reporting purposes.
DEA No.

Type the Physician’s Federal DEA License Number. This is required for adjudication and controlled drug
reporting.




USING SCRIPTPLUS

SIG Elements

The SIG Elements form allows you to add, change, or delete SIG Codes used in the SIG Builder Form. There
are three SIG Element levels: Dosing, Frequency, and Reason. English and Spanish SIG Elements can be
accessed by selecting the desired language.(see Figure 3-20).

Figure 3-20: SIG Elements screen

=¥ SIG Element Maintenance

Frequency

=10 x|

Take 1T ablet

At Bedtime

Far Anxiety

Take 1 or 2 Tahletz

At Mighttime

Far Infection

Take 2 Tablets

Ewvem 12 Hours

For Infection Until Al Are Gone

Take 3 Tablets

Ewvery 24 Hours

For Inflammation

Ever 4 Hours

For Inflammation and Swelling

Ewvery 4 - B Hours

For bMuzcle Spazm

Ewem B Hours

Far Pain

Ewem 8 Hours

Far Pain and Inflarmation

Ewvery 8 Hours and at Bedtime

For Sleep

Evem Day

For r'our Stomach

Four Times D aily
|1 the Evening
|t the Morming

Tlrmm Tiramn Fi=il

Change or Delete SIG Elements

1. To change a SIG Element, double<lick on the line to edit the text. Moving to a new line will save your
changes. Press <ESC> on your keyboard to discard changes.
2. To delete a SIG Element, select the entry row and press <Delete> on your keyboard.

Add a new SIG Element

1. Click New under the SIG Element level you wish to add (Dosing, Frequency, or Reason)
2. Type your SIG Element entry in the new row.
3. When your entry is completed, click in any row fo save the new entry.

Processor Maintenance

The main Processor Maintenance screen contains a drop-down list of Processors, and offers four functions
(see Figure 3-21):

e Change - to change Processor information
e Add - to add a new Processor
e View - to view Processor information
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e Delete - to delete a Processor

Figure 3-21: Processor Maintenance main screen

&k Processor Information N [m] P

Change, View, or Delete Processor Information

To change, view, or delete Processor information, select the Processor name from the drop-down Processor
list (see Figure 3-22). Then, click Change, View, or Delete.
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Figure 3-22: Processor list

_loj x|
Zhange Wiew

TEST TEST FRO

R A
TEST2 TEST 2Mame Celate

Add a new Processor

1. To add a new Processor, click Add.
2. Complete the Processor information fields (see Figure 3-23):
3. When the information is complete, click Save New.
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Figure 3-23: Add new Processor

&k Processor Information | N [m] P

Cancel Save Mew

Processor Code

Type a unique value in this field to identify the Processor.
Processor Name

Type the Processor name in this field.

Dispensing Fee

Type the contractual dispensing fee in this field.

Bin Number

When contracting with a Processor, your clinic will be provided with a Bin number. The adjudication
software uses the Bin number to route prescription claims to the proper location. Type the Bin number in this

field.

Processor Control Number

When contracting with a Processor, your clinic will be provided a Processor Control number. The
adjudication software uses the Processor Control Number to route prescription claims to the proper location.
Type the Processor Control Number in this field.
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The Daily Tasks Menu

The ScriptPlus Daily Tasks menu offers a selection of functions:

Dispense Products
Refill Maintenance
Receive Products
Adjust Inventory
Reprint a Label
Void a Dispense
Reverse Claim
Purchase Orders

Dispense Products

Dispense products using the functions provided on the Dispense Products screen (see Figure 4-1).
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Figure 4-1: Dispense Products main screen

=¥ Dispense Products |X|

CLEAR FORM
BEN CASEY REF'R"NT

Dispense Products Main screen
The Dispense Products screen offers the following fields:

User

If Use Security is selected in your System Setup, the User field will contain the name of the user who is
logged into the system. If you are not using ScriptPlus security features, use the drop-down list to select the
User name.

Doctor
Use the drop-down list fo select a physician name.
Transaction type

Select Cash, Worker’s Comp, or Adjudication. Each transaction type is processed a bit differently,
and dispensing instructions are included for each in this section.

Patient

Use the drop-down list fo select a patient name, or click New to add a new patient. When a patient is
selected, you may click Edit to change patient information.
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When a patient is selected, the product tabs and Select Therapeutic Combination menu are available in the

bottom portion of the screen (see Figure 4-2).

Figure 4-2: Dispense product tabs

=% Dispense Products

.L.l?ref.]NATAUE WARREN ~| & Cash
= - ‘Worker's Comp

D'J.__.Cto'r.'_]BEN CASEY j O Adjudication

Patient i NEw | EDIT |
Sort List By
o G & Eeil Select Therapeutic Combiration hd

M edications T Orthopedics Other Inventom Scan Product
Brand

Description

CARISOPRODOL 350MG TABLETS #30

DICLO=ACILLIN CAP B00MG #30

IBUFROFEN TAB 200MG #21

MNAPROXEM 375MG TABLETS #120

MNAPROXEM 376MG TABLETS #30

LIGUID wWRENCH PROPOXYPHEME-MAPSYLATE /APAP TAB
#15 | 15 100-650 #15

APPALOOSA
HED Kl

RANITIDINE TAB 150MG

SALSALATE 750MG TABLETS

(  oooee @

#30 1]

- TETRACYCLIME 250MG CAPSULES

- TETRACYCLIME 250MG CAPSULES

Product Tabs

Each product tab displays a list of products available to dispense.
Medications
Orthopedics

Other Inventory

CLEAR FORM

- Other Functions

| REPRINT |
Patiert Leaflsts FILL |
T JEngish [ (Sparish [ o |

The product tabs provide a list of available medications, orthopedic products, and other inventory
available to dispense. The list can be sorted by Brand or Generic name—select the Sort List By option

above the product tabs.

NOTE: The red, yellow and green buttons indicate the inventory level of each product listed, according
to the minimum and maximum On-Hand Quantities selected in Product Maintenance.

Red = Current quantity is O

Yellow = Current quantity is below the minimum On-Hand Quantity selected
Green = Current quantity is at or above the minimum On-Hand Quantity selected
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Scan Product

To dispense a product not currently in your inventory, select the Scan Product tab and click SCAN.
Then, use a bar code scanner to scan the product code (see Figure 4-3).

Figure 4-3: Scan Product

=¥ Dispense Products x|

- : CLEAR FORM
BSRH 1\ LIE VWARREN 4 : e

Doctor | BEN CASEY g * S -.
— — —

| sempre, john - 06/17/1350 -]/ NEw| EDIT : e

Medications Orthopedics Other [nventorny Scan Product

Click the button below to scan a product barcode

SCAN

% Scan Product Code

Patient Leaflets

Select English or Spanish for PEL printing.

Clear Form button

Click Clear Form to clear the screen and begin a new transaction.
Other Functions

The Reprint, Fill, and Veid buttons allow you to perform routine dispensing functions quickly:

REPRINT allows you to reprint a label from any previous dispensing transaction (see Figure 4-4). Select the
transaction by scrolling through the list, or from the drop-down RX ID list, and click REPRINT.
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Figure 4-4: Reprint a label
=¥ Reprint a Label |£|

R Humber Date of Birth

FILL allows you to refill a medication previously dispensed to the selected patient (see Figure 4-5). Select
the product by scrolling through the list, or from the drop-down RX ID list, and click FILL.

Figure 4-5: Fill a dispensed medication again

=% Fill a Dispensed Medication Again 1)
R Numbe| Orig Disp Date Date of Bitth Refills

VOID allows you to void a dispensed medication (see Figure 4-6). Select the transaction by scrolling
through the list, or from the drop-down RX ID list, and click VOID.
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Figure 4-6: Void a Dispensed Medication

=¥ Yoid a Dispensed Medication

R Mumber| Dizpense Date  [Patient Name Date of Bitth | Product D ezcription

1166 |Bi252004 Zoott, Cliff 1205311963 RAMITIDIME T&B 150MG
1167 |Bi2542004 Scott, Cliff 123 M963  |NAPROREM 37SMG TABLETS #120
1165 | 652542004 Scatt, Cliff 12311965 |DICLOXACILLIN CAP SOOMS #50
1169 | 642842004 Jones, Bok 121552003  |IBUPROFEM  TAB 200MG #21
1171 | 62542004 Scott, Chiff 1231 M965 |CARISOPRODOL 350MG TABLETS #30
1180|701 9/20048 zempre, jakhn 06 ¥1n930 DICLORACILLIN CAP SOOMS #30
1181 | 71942004 sempre, john O6MTH950  |MWAPROREM 37SMG TABLETS #120
1152 | 71952004 SEmpre, john 0617950 | TETRACYCLIMNE 250mMG CAPSULES

[ 2 m T 92004 sempre, john O6M7TH950  |PROPOXYPHEME-MNAPSYLATE/MAPAP TABR 100-650 #15

Dispensing Products - Cash
Use the drop-down menu of Therapeutic Combinations or select products from the product tabs to dispense
to the patient.

Select Therapeutic Combinations

1. Use the drop-down menu to select a Therapeutic Combination. The combination products will display on
a Dispensing fab. (see Figure 4-7).




USING SCRIPTPLUS

Figure 4-7: Select Therapeutic Combinations
X

Other Functions

REPRINT
FILL
YOID

=¥ Dispense Products

‘o Cash
" Wwiorker's Comp
" Adjudication

NEW | | EDIT

Dispensing

User|

[
[

SAVEIPRINT

Patiert Leaflets
[ English [ Spanish
Dirug 1

Medications T Gty DrugID | 20124 -

Brand Desc | IBUPROFEN  TAB 200MG #21

pescien e

Price

Duoctor | EN CASEY

Patient

Sart List By —
v Generic ¢~ Brand First izt

Orthopedics Other Inventary Scan Product

L. |

Medication

R # [—

|
$10.00 Refills
1 Druglb 1 1p1.12 -

| TETRACYCLINE 250MG CAPSULES =
|Take1 or 2 Tablets Every 12 Hourz For Inflammation and Swelj _]

g0.00 | REfils Medication
1 DrugD {257 oo -

SOMA

#30
WALLY
#30
MOTRIN

21 ML
MNAPROSYN
f#120
SOMA

#30

CARISOPRODOL 350MG TABLETS #30

DICLOXACILLIN CAP 500MG #20

IBUPROFEM TAR 200MG #21

l NAPROXEN 375MG TABLETS #120

| i MNAPROAXEM 375MG TABLETS #30

LIQUID WRENCH

#15 [ 16

PROPOXYPHEME-MAPSYLATE AAPAP TAR
100-650 #15

APPALOOSA

#ED [ 3

FANITIDINE TAB 150MG

#30 I

SALSALATE 750MG TABLETS

GARBAGE

#21 I

TETRACYCLINE 250MG CAPSULES

GARBAGE

TETRACYCLIME 250MG CAPSULES

| MNAPROXEM 375MG TABLETS #120

|

Medication

|
,m Refills [—

( 100006 @ |

12GM |

2. When you have selected the products to dispense (see Figure 4-8), click SAVE/PRINT. The product
labels, PEL, and receipt will print and the transaction is complete.




USING SCRIPTPLUS

Figure 4-8: Save/Print transaction

X

Other Functions

REPRINT
FILL
YOID

=¥ Dispense Products

‘o Cash
" Wwiorker's Comp
" Adjudication

User|

H
=
~| mEW| EDIT

Patiert Leaflets
[ English [ Spanish
Dispensing

Duoctor | EN CASEY

Patient |Sempre,j0hn - 0B/1741950

Sort List By

i+ Generic Select Therapeutic Comnbination

" Brand

Medications T

Orthopedics Other Inventary

Sean Product

Brand

Pack Size | OnHand

Deszeription

SOMA&

#2 [ o

CARISOFRODOL 350MG TABLETS #120

SOMA

190 [ 4

CARISOPRODOL 350MG TABLETS #30

WALLY

#30 18

DICLOXACILLIN CAP 500MG #20

MOTRIN

21 ML

SOMA

#30

IBUPROFEM TAR 200MG #21

MNAPROAXEM 375MG TABLETS #30

@
€]
D
o

LIQUID WRENCH

#15 [ 16

PROPOXYPHEME-MAPSYLATE AAPAP TAR
100-650 #15

APPALOOSA

#ED [ 3

FANITIDINE TAB 150MG

#30 [ ©

SALSALATE 750MG TABLETS

GARBAGE

#21 [ o

TETRACYCLINE 250MG CAPSULES

GARBAGE

12 GM

TETRACYCLIME 250MG CAPSULES

( 1 0000e

Dirug 1
Gty

Desc
SIG

Price

Dispensing Products - Workers Comp

Use the drop-down menu of Therapeutic Combinations or select products from the product tabs to dispense

to the patient.

Select Therapeutic Combinations

1 Drug B 125 30 -
| DICLORACILLIN CAP BO0MG #30
|Take one tablet 3 times a day with milk

$10.00
1 Druglb | 257.02 -

| MNAPROXEM 375MG TABLETS #120
|Take 1 or 2 Tablets Az Needed For Pain

$10.00

L. |

Medication

| &

Medication

1. Use the drop-down menu to select a Therapeutic Combination. The combination products will display on
a Dispensing tab, as shown previously in figure 4-6.
2. In addition to the Dispensing tab, a Workers Comp tab will display (see figure 4-9).
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Figure 4-9: Workers Comp tab
=¥ Dispense Products El

CLEAR FORM
User| J " Cash
o worker's Comp Other Functions
Doctor | BEN CASEY - Adudiaton SAVEIPRINT REPRINT
. Patient Leaflats FILL
Patient | Famhart, Arnold - 02/29/1988 ~| mEW| EDIT T

Sort List By
i+ Generic

Medications T Orthopedics T Other Inwentary T  ScanProduct | Claim 10 Pending0005 Date of Inju | 7/19/2004
Brand i ; . . .
Diagnosis 1 Diagnosiz 3
Pack Size | On Hand Dlescriplion
= ACYCLOVIR 400MG TABLETS Diagnosis 2 Diagnosis 4

CARISOFRODOL 350MG TABLETS #120 DRUG NAME 01| D2

 Brand Select Therapeutic Combination Dispensing Worker's Comp

|C&RISOPRODOL 350MG TABLETS #30 | BN |

DICLOMACILLIN CAP 500MG #20

MOTRIN

21 ML
MHAPROSYN
#120
SOMA

#1390 1]

IBUPROFEN TAB 200MG #21

| MNAPROAXEM 375MG TABLETS #120

MNAPROXEM 376MG TABLETS #30

| 3 FPROPO NAPSYLATE 100/ /APAP TABLETS

#12

LIQUICD WRENCH PROPOMYPHENE -MAPSYLATE AAPAP TAR
715 | 16 100-650 #15

APPALOOSA

[~ Dutside Lab

Outzide Charges
Priar Autharization

FANITIDINE TAB 150MG

SALSALATE 750MG TABLETS

%.......(
4

3. Complete the information according to Worker's Compensation regulations.
4. When you have selected the products to dispense and completed the required information, click
SAVE/PRINT. The product labels, PEL, and receipt will print and the transaction is complete.

Dispensing Products - Adjudication
Use the drop-down menu of Therapeutic Combinations or select products from the product tabs to dispense
to the patient.

Select Therapeutic Combinations

1. Use the drop-down menu to select a Therapeutic Combination. The combination products will display on
a Dispensing fab, as shown previously in figure 4-6.
2. In addition to the Dispensing tab, an Adjudication tab will display (see figure 4-10).
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Figure 4-10: Adjudication tab
=¥ Dispense Products [‘5_<|

User | J (| Cash ADJUDICATE

" Wwiorker's Comp Other Functions

Dactor | BEMN CASEY j v Adudication REFRIMT
. Patient Leaflats FILL
Patient | Famhart, Arnold - 02/29/1988 ~| mEW| EDIT T

Sort List B : ;
i Select Therapeutic Combination Dispensing Adjudication
' Generic " Brand P

Dirug 1

Medications | Orthopedics Other Inventory San Product | Adiudicate Prorduthoization |

Brand - I
Diay'z Supply B
Pack Size | On Hand Description

Dizpenze ag Written Code

e ACYCLOYIR 400MG TABLETS

CARISOPRODOL 350MG TABLETS #4120 etk e T w Wl
- tion Mot Allowed by Pr

- Substitution Allowed - Patient Bequested Product

- Substitution Allowed - Phamacist Selected Product

- Substitution Allowed - Gereric Drag Mot In Stock.

- Substitution Allowed - Brand Dispensed az Generic

- Oweride

- Substitution Mot Allowed - Erand Drug M andated by Law

DICLOMACILLIN CAP 500MG #20

MOTRIN

21 ML
MHAPROSYN
#120
SOMA

#1390

IBUPROFEN TAB 200MG #21

MNAPROAXEM 375MG TABLETS #120

I MNAPROXEM 376MG TABLETS #30

"2 | 3 FPROPO NAPSYLATE 100/ /APAP TABLETS

LIQUICD WRENCH PROPOMYPHENE -MAPSYLATE AAPAP TAR
715 [ 16 100-650 #15

APPALOOSA

FANITIDINE TAB 150MG

SALSALATE 750MG TABLETS

ﬁ"......(

3. Complete the information as required for adjudication.
4. Click Adjudicate.

Refill Maintenance

The Refill Maintenance screen displays products that have been dispensed with refills authorized, and
allows you to manage the refill status of those products (see figure 4-11).
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Figure 4-11: Refill Maintenance

=% Refill Maintenance
R Mumber|Orig Disp Date |Last Disp Date | Patient Hame Date of Bith | Product Description

Refills

8172004 80172004 Wilzon, James 0B/211954 | MNAPROKEN 375MG TABLETS #120

3

1177 |8M72004 Farnhart, Arnold 020291968 | RAMITIDINE TABR 1:350MG

3

- Filter By: -

Increment Fefillz
7+ Mo Filter

Decrement Refills

" Patient
Transfer Refills

" A¥ Date Cancel Refils

Select a Filter By option to sort the record display:

e No Filter
e Patient
e RXDate

Increase/Decrease Refill Authorization

1. Select a record line.
2. Click Increment Refills to increase the number of refills authorized, or
Click Decrement Refills to decrease the number of refills authorized.

The number in the Refills column of the record will change.

Transfer Refills

1. Select a record line.
2. Click Transfer Refills.

The Status of the refill record will change.

Cancel Refills

1. Select a record line
2. Click Cancel Refills

The Status of the refill record will change.

Receive Products

The Receive Products screen allows you to receive ordered products into your inventory (see figure 4-12).
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Figure 4-12: Receive Products

=¥ Receive Medications

B/23/2004 10:593:21 AW | 9
I -

Product ID Brand Equivalent Original Gt

Receive YWhole
Order

1. To begin receiving orders, select your User name from the dropdown list.
2. On the Receive Whole Orders tab, select the Order Date from the drop-down list, or type a
Reference # in the field provided.

Receive Whole Order

If all products ordered are received, in the correct quantities, select Receive All and click Receive
Whole Order (see figure 4-13).
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Figure 4-13: Receive Whole Order

=¥ Receive Medications

B/23/2004 10:593:21 AW | 9
I -

Product ID Brand Equivalent Original Gt

Receive YWhole
Order

Receive Partial Order - Backorder
If you have received only a portion of your order, and wish to backorder the remaining quantities, select
Receive Partial - Backorder Remainder, adjust the quantities received in the Actual column of the
record, and click Receive Order and Backorder (see figure 4-14).
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Figure 4-14: Receive Partial Order - Backorder

=¥ Receive Medications

NATALIE WARREMN -

B/23/2004 10:593:21 AW | ®
I -

Product ID Brand Equivalent Original Gt

Receive Order
and BackOrder

Receive Partial Order - No Backorder
If you have received only a portion of your order, but do not wish to backorder the remaining quantities,
select Receive Partial - No Backorder, adjust the quantities received in the Actual column of the
record, and click Receive Order w/o Backorder (see figure 4-15).

76



USING SCRIPTPLUS

Figure 4-15: Receive Order

=¥ Receive Medications

NATALIE WARREMN -

B/23/2004 10:593:21 AW | ®
I -
[ ProductD [Desoipion _——Grand Equiaen

Receive Order wio
BackOrder

Cancel Order
To cancel an entire order, select Cancel All and click Cancel Order (see figure 4-16).
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Figure 4-16: Cancel Order

=¥ Receive Medications

NATALIE WARREMN -

B/23/2004 10:593:21 AW | ®
|

Product ID Brand Equivalent Original Gt

Cancel Order

Receive Individual ltems
If you receive products for which you did not initiate a purchase order, and wish to submit the products into
your inventory, click the Receive Individual ltems tab (see figure 4-17).
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Figure 4-17: Receive Individual ltems

=¥ Receive Medications

NATALIE WARREMN -

IBUPROFEN  TAE 200MG #21 - M

56

5

Scan

Receve

1. Select the Product or Drug ID from the drop-down lists, or click Sean to identify the product received
by using a bar code scanner.

2. Enter the quantity received in the Qty Received field.

3. If necessary, make adjustments to the Inventory Information fields and click Update.

4. When all information is completed, click Receive.

Adjust Inventory

The Adjust Inventory screen allows you to increase or decrease product inventory count for reasons other
than purchasing or dispensing (see figure 4-18).
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Figure 4-18: Adjust Invento

=¥ Adjust Inventory :

TETEACY CLINE 250Mis CAPSULES 125M

To begin using the Adjust Inventory function, select your User name from the drop-down list.
Select the product name from the Product dropdown list, or click Sean to use a bar code scanner.

Select either Add to Inventory or Subtract from Inventory from the Adjust Type drop-down list
Select a Reason from the drop-down list (see figure 4-19).

e

Figure 4-19: Adjust Inventory Reason

=¥ Adjust Inventory

Adjust to Actual Count
Inventory Transfer

5. Type the adjustment quantity in the Adjustment field and click Adjust (see figure 4-20).
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Figure 4-20: Adjust Inventory Adjustment

=¥ Adjust Inventory
MNATALIE WARREN -

TETRACY CLINE 250MG CAPSULES 12GM
Add to Inventory

Adjust to Actual Count

224

__________ =

274

The adjusted quantity is reflected in the New On Hand field.

Reprint a Label

The Reprint a Label screen allows you to reprint a label from any previous dispensing transaction (see
Figure 4-21). Select the transaction by scrolling through the list, or from the drop-down RX ID list, and click

REPRINT.

Figure 4-21: Reprint a label
=% Reprint a Label |£|

R Humber Date of Birth

Void a Dispense
The Void a Dispense screen allows you to void a dispensed medication (see Figure 4-22). Select the
transaction by scrolling through the list, or from the drop-down RX ID list, and click VOID.
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Figure 4-22: Void a Dis
=% Void a Dispensed Medication |E“£|

R Humber Date of Birth

ensed Medication

1183

Purchase Orders

The Purchase Order screen allows you to create purchase orders for products (see figure 4-23).
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Figure 4-23: Purchase Orders

=¥ Purchase Order Processing

J:g Rewview [mventory

1. To begin creating a purchase order, select your User name from the drop-down list.
2. Click Review Inventory.
3. The product review lists products that should be ordered (see figure 4-24).
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Figure 4-24: Purchase Order Review Inventory

=¥ Purchase Order Processing

OrderedBy:  Stepl: SelecthemstoPocess

MEW - MATALIE WARREI - IUze Unfinizhed Order

Add ltem to Order || 261.02 - CARISOPRODOL 350MG TABLETE | Auto Round [ 7)

DRUG D Dezcription Current| Suggested| Order Gty
221-30 SALSALATE 7R0MGE TABLETS 1] 10 10
245-60 RAMITIDIME TAR 150G 29 71 71

CANCEL

4. To remove a product from the order, select the product line and click Remove Line.

To add a product, select a product from the drop-down product list and click Add Item to Order.
5. Make any necessary adjustments to the order quantity in the Order Qty field.

You can click Auto Round to set quantities to the rounded amount designated in your System Setup.
6. Type any order instructions in the Order Memo field.
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7. Click SAVE PRINT to generate a view of the purchase order (see figure 4-25). From the order view,
select the printer icon fo print the order.

Figure 4-25: Print Purchase Order

=¥ Suggested Order Report

& a5 1 ot
Prewview l
Y
Product Order - HIGH PRIORITY
FROM: FAX TO:
Test Clinic
i) 1 (800) 542-1257
s Southwood Pharmaceuticals, Inc.
Product I Product Desiption Crder ity
22130 SALSALATE 750MG TABLETS AR
26702 MAPROXEN 375MG TABLETS #120 a6
101-21 TETRACYCLINE 250MG CAPSULES 28
[End of Qrder]
Crder Hotes:
Ordered By: HEW - HATALIE WARREH
COrder Dlerrn
ot

8. To email your purchase order to Southwood Pharmaceuticals using your default email program, click
SAVE E-MAIL. Your order will display as an email message (see figure 4-26), which you can transmit.
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Figure 4-26: Email Purchase Order

2% Electronic Order - Message (Plain Text) |'._||'E|[g|
File Edit YWiew Insert Format  Tools  Actions Help -
=lsend by

£} This message has not been sent.

To... |Drders@suuthwnndpharm.l:l:um
ce... ||

Subject: |Electru:|ni-: COrder

Electrunic Order from 12345 - Test Clinic

Ordered By: NEW - NATALIE WARREN
Order HMemo:

212-15 PROPOEYPHENE-NAPSYLATE/APAF TAE 100-650 #15

2g

£21-30 3ALSALATE 750M&> TABLETS
a6

Z6l1-02 CARISOPRODOL 350MG TABLETS #1z20
2g

Order Complete




The Worker’'s Comp Menu

The ScriptPlus Worker's Comp menu offers a selection of functions:

¢  State Reimbursements
e Carrier Maintenance
e Employer Maintenance

e Claim Maintenance/Print HCFA

State Reimbursements

The main State Reimbursements screen contains a drop-down list of State Codes, and offers four functions
(see Figure 5-1):

e Change - to change State Reimbursement information
e Add - to add new State Reimbursement information

e View - fo view State Reimbursement information

o Delete - to delete a State
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Figure 5-1: State Reimbursement Schedules

=% Reimbursement Schedules by State |g|

Change, View, or Delete State Reimbursement Information
To change, view, or delete State Reimbursement information, select the State code from the drop-down State
Code list and click Change, View, or Delete (see figure 5-2).




USING SCRIPTPLUS

Figure 5-2: View Reimbursement Schedules by State

=¥ Heimbursement Schedules by State

CA, -

® Usual & Custornary

® Price @ Mone

Each of the four tabs—Brand, Generic, OTC-Brand, and OTC-General —contain information about
the Reimbursement Basis for tabbed product category, according to the regulations of the selected state.
This information can only be changed when Change is selected from the main screen.

Add State Reimbursement Information

1.
2.
3.

To add State Reimbursement information, click Add.
Enter a State Code.

Complete the Reimbursement Basis information according to the regulations of the new state (see
Figure 5-3).
When the information is complete, click Save New.
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Figure 5-3: Add State Reimbursement information

=¥ Heimbursement Schedules by State

Carrier Maintenance

The main Carrier Maintenance screen contains a drop-down list of Carriers, and offers four functions (see
Figure 5-4):

e Change - to change Carrier information
e Add - to add new Carrier information

e View - fo view Carrier information

e Delete - to delete a Carrier
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Figure 5-4: Carrier Maintenance main screen

=% Carrier Maintenance

TEST INSURANCE COMPANY =

Change, View, or Delete Carrier Information
To change, view, or delete Carrier information, select the Carrier name from the drop-down list and click
Change, View, or Delete (see figure 5-5).

Figure 5-5: View Carrier information

=% Carrier Maintenance

TEST INSURANCE COMPANY =

TEST INSURAMNCE COMPANY
1124124
Ll

Add Carrier Information
1. To add a new Carrier, click Add.
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2. Complete the Carrier information (see Figure 5-6).
3. When the information is complete, click Save New.

Figure 5-6: Add Carrier Information

w# Carrier Maintenance

Cancel Save Mew

Employer Maintenance

The main Employer Maintenance screen contains a drop-down list of Employers, and offers four functions
(see Figure 5-7):

e Change - to change Employer information
e Add - to add new Employer information

e View - fo view Employer information

o Delete - to delete a Employer
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Figure 5-7: Employer Maintenance main screen

=¥ Employer |g|

________________________________

Change, View, or Delete Employer Information
To change, view, or delete Employer information, select the Employer name from the drop-down list and
click Change, View, or Delete (see figure 5-8).
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Figure 5-8: View Employer information

=% Employer

Data Secure Technology -

Employer Details T

Employer MNarne IData secure Technology

Employer Address Line 1 IfiEEIE Burzard Ln.

Employer Address Line 2 I

Employer City/State/ZIP INampa

Employer Phone |2 5551212
Employer Contact I“IUdF Murphy

Contact Email Ijudy@lastingheirlnnms.n::n:um

Carrier D | b FAVORITE CARRIER

¥ |nactive

Add Employer Information

1. To add a new Employer, click Add.
2. Complete the Employer Details information (see Figure 5-9).
3. When the information is complete, click Save New.
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Figure 5-9: Add Employer information

=% Employer

Employer Details

Employer Name I

Ermployer Address Line 1 I

Employer Address Line 2 I

Employer CityfStatesZIP I

Empluyer FPhaone IQDBJ £ES- 1212
Employer Contact I

Contact Email I

Carrier 1D |

I Inactive

Cancel Save Mew

Claim Maintenance/Print HCFA

The Claim Maintenance/Print HCFA screen allows you to track and manage claims and print HCFA forms
(see Figure 5-10).
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Figure 5-10: Claim Maintenance/Print HCFA screen
=l CMS 1500 Claims to Print

Disp Date| MOC Mumber | Description i ] Reimburse

Selecting Claims
Select claims by using the Search function or by selecting a Claim ID number from the drop-down Claim
ID list.

Search/HCFA Lookup

1. Click Search to perform an HCFA lookup (see figure 5-11). The search can be filtered by Doctor,
Patient, Status (complete/incomplete), or RX Date.
2. Select a claim from the list and click OK.
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Figure 5-11: HCFA Lookup
. HCFA Lookup

| |PatientMame | Pafient DOB|PhysicianName | Date Of Injur

Srmith, Fred

Ca

24
ncel

The Claims Maintenance screen will contain the information from the claim selected (see figure 5-12).
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Figure 5-12: Claim information
=8 CKS 1500 Claims to Print

Test Employer
TEST INSURAMNCE COMPA

Smith, Fred

123 Any Street

Bostan [Ma (11231
(123) 456-7730

.Do It again

| [DruglD | Disp Diate]NDC Humber
b |
]

If you make any changes to the claim information, click Update.

To print the HCFA form, click Print.

OCCMed Reconciliation Report

To print an OCCMed Reconciliation report:

1. Select the Date Range for the report.
2. Select whether you want the report sorted by Claim Date or Claim Number.
3. Click Print Report.
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Figure 5-13: OccMed Reconciliation Report screen
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The OccMed Reconciliation report will display in a new screen (see figure 5-14).
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Figure 5-14: OccMed Reconciliation report
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The Reports Menu

The ScriptPlus Reports menu offers a selection of reports that can be generated:

Patient List

Physician List

User List

Product List

Processor List
Dispensing List
Scheduled Drug Log
Scheduled Drug Count
Inventory Value Report
Inventory Movement Report
Adjudication Log

Patient List

To generate a Patient List report, select a category from the Range Selection list (see figure 6-1):

e Patient ID
¢ Last Name
e« DOB

e SSN
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Figure 6-1: Patient List Parameters screen

. Patient List Parameters

When you select a range category, the From and To fields will appear, with drop-down lists to select a
specified range.

NOTE: If you select none of the range categories, the report will include all patient records.

Select a Sort Order for the report—Last Name or Patient ID—and click View Report.

The Patient List report will display in a new screen (see figure 6-2).
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Figure 6-2: Patient List
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Physician List

When you select Physician List from the Reports menu, a report of all clinic physicians will generate
and display in a new screen(see figure 6-3).
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Figure 6-3: Physician List report
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User List

When you select User List from the Reports menu, a report of all ScriptPlus dispensers will generate and

display in a new screen(see figure 6-4).
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Figure 6-4: User List report
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Product List

To generate a Product List report, select a category from the Range Selection list (see figure 6-5):

¢ Drug Name

e Brand Name

o Billing Code

o Billing Type

¢ Inventory Type
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Figure 6-5: Product List

| Product List Report Parameters

When you select a range category, the From and To fields will appear, with drop-down lists to select a
specified range.

NOTE: If you select none of the range categories, the report will include all product records.

Select a Sort Order for the report—Drug Name, Brand Name, or HCFA Billing Code—and click View
Report.

The Product List report will display in a new screen (see figure 6-6).
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Figure 6-6 : Product List report

&% Product List =3
S 7= 5~ 1 of 1 ]
Prewview ]
~
Test Clinic
SO IFRTEE .
Scr'ipfplus 2 Inventory Product List
(500) 442-4443
Dng o Drvg Description MO Hamber Brand  SchedikCode " M iy on Hand
Madication
XL CARKORRODOL 3OMG TABLETS #120 TG0 -1 T s o o
a0 CARKSORRO D0 L 3TNG TARLETS #60 G50 8 5 n
12230 DIELOEACILLIN AP STIMG #30 S0z I 1m 17
mi- IBURROFEN TAB ZOMG #21 G021 ) 10 =
201 NAPROXEN JSMG TABLETS M2 G162 8 g ] o
26750 NAPROXEN JSMG TAELETS #0 SEIE-I26T-50 G g ]
2215 PROPOXYPHENE-NARSVLATERPAR SEI-15 T 5 ] 15
TAR -GS #15
A0 RANITIDINE TaB 120MG SEle-03k-e0 G A 1m |
213 SALSALATE TING TABLETS SE-T o 5 n o
10421 TETRACYCLINE 23005 CAPSLLES SE0I0-2 8 o o o
101-12 TETRACYC LINE 250MG CAPSULES SE-0101-12 8 0 1m =
Repumt Fpud
J'.-'sh'zu% Pane 107 b

Processor List

When you select Processor List from the Reports menu, a report of all Processors will generate and display
in a new screen(see figure 6-7).
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Figure 6-7 : Processor List report
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Dispensing Log

To generate a Dispensing Log report, select a category from the Range Selection list (see figure 6-8):

Date

Last Name
Doctor
Dispenser
Medication

RX Number
Inventory Type
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Figure 6-8: Dispensing Log

=¥ Dispensing Log Parameter Selection

When you select a range category, the From and To fields will appear, with drop-down lists to select a
specified range.

NOTE: If you select none of the range categories, the report will include all dispensing records.

Select a Sort Order for the report—RX Number, Patient, Product Description, or Doctor—and click View
Report.

The Dispensing Log report will display in a new screen (see figure 6-9).
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Figure 6-9: Dispensing Log report
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Scheduled Drug Log

To generate a Scheduled Drug Log report, select a category from the Range Selection list (see figure 6-
10):

° Date
¢ Last Name
e Doctor

e Dispenser

e Medication

¢ RX Number

¢ Inventory Type
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Figure 6-10: Scheduled Drug Log

=¥ Controlled Drug Log Parameter Selection

When you select a range category, the From and To fields will appear, with drop-down lists to select a
specified range.

NOTE: If you select none of the range categories, the report will include all scheduled drug dispensing
records.

Select a Sort Order for the report—RX Number, Patient, Product Description, or Doctor—and click View
Report.

The Scheduled Drug Log report will display in a new screen (see figure 6-11).
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Figure 6-11: Scheduled Drug Lo
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Product Count Sheet

To generate a Product Count Sheet report, select a category from the Range Selection list (see figure 6-

12):

o Controlled Only
¢ Medication
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Figure 6-12 : Product Count Sheet

| Drug Count Parameter Selection

View Report

When you select a range category, the From and To fields will appear, with drop-down lists to select a
specified range.

NOTE: If you select none of the range categories, the report will include all product dispensing records.

Select a Sort Order for the report—Drug Description or Brand Description—and click View Report.

The Product Count Sheet report will display in a new screen (see figure 6-13).
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Figure 6-13 : Product Count Sheet report
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Inventory Value Report

To generate an Inventory Value report, select a category from the Range Selection list (see figure 6-14):

e Scheduled Products Only
e Product #

e Medication

¢ Inventory Type
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Figure 6-14 : Inventory Value

| Inventory Yalue Report Parameter Selection

When you select a range category, the From and To fields will appear, with drop-down lists to select a
specified range.

NOTE: If you select none of the range categories, the report will include all inventory value records.

Select a Sort Order for the report—Drug ID or Drug Description—and click View Report.

The Inventory Value report will display in a new screen (see figure 6-15).

115



USING SCRIPTPLUS

Figure 6-15 : Inventory Value report
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Inventory Movement Report

To generate an Inventory Movement report, select a category from the Range Selection list (see figure 6-
16)-

e Date
¢ Medication
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Figure 6-16 : Inventory Movement

| [nventory Movement Range Selection

Yiew / Print Report

When you select a range category, the From and To fields will appear, with drop-down lists to select a
specified range.

NOTE: If you select none of the range categories, the report will include all inventory movement records.

Click View Report.
The Inventory Movement report will display in a new screen (see figure 6-17).

Click the printer icon to print the report
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Figure 6-17: Inventory Movement report
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