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Introduction to RxOne

RxOne is an integrated pharmacy dispensary and retail environment. Included in RxOne are the
following:

e Dispensary management
e Retail (POS)

e Inventory management
e Debtors

The first section of the manual is designed to get you up and running in Dispensary, providing an
overview of the frequently used functions. The second part covers the Retail environment. The third
part of the manual looks at management functions in more detail.

Please note: RxOne is constantly updating functionality, some of the screenshots in the manual may
appear slightly different to the screens on your system.

Troubleshooting
Many issues can easily be resolved before phoning RxOne. There are extensive Help files available.
Before phoning the help desk we recommend that you try the following:

Download and Update All Files
Home Screen -> Additional Options -> Program Update -> Download and Update All files

This will ensure you have the latest version of RxOne running on your system.

Restart the Computer
Restarting the client computer can also help clear any issues.

Keyboard vs Mouse

RxOne follows Windows conventions when using a Mouse or Keyboard. Most functionality,
especially when performing routine tasks, are available using standard Windows shortcuts or Mouse
clicks.

Windows shortcuts are accessed by holding down the Alt or CTRL key and pressing the appropriate
letter or number on the keyboard.

How to tell whether a button has a shortcut available
If there is a shortcut available then the button will have one letter underlined. You access the button
by holding down the Alt key and pressing the corresponding letter on the keyboard.

For example:

| L{; Script

Copy
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In the above image the S is underlined so holding down Alt and then pressing S will activate that
butt‘on’s features. Generally throughout the manual we will giveithe keyboard shortcut when
providing instructions — shortcut keys are shown as Alt+S -> which means hold down the Alt key and
press S

Patient

Search for a Patient
There are a few ways to search for a patient.

Search by name

Search using address
Search by NHI

Search by script number

B

From within Dispensary main window click on any of the following:

e New Script (Alt+N)
e Repeat (Alt+R)
e Edit Rx (Alt+T)

Patient Search

Search for :

Name / Script No. / NHI No.”[ l
@ Address I

o OK m Cancel

Searching by Name
To search by name type in the patient’s first name and surname (ie Joe Smith) and press enter or
Alt+0. This will bring up a list of people with that name.

You can also search using part names for example:
e Jsmi—will find anyone with the initial )’ and surname beginning with ‘smi’

If it is easier you can search by typing the surname first and then the first name. For example,
“smith, joe”

Search using address
Type in the person’s address and this will bring up a list of everyone at that address.

Search by NHI
Type in the person’s NHI number and press enter.

Search by Script
If a person has brought in the label from a previous prescription (for example they are after a
repeat), you can type in the script number and this will find the person and the relevant prescription.
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Create Patient
If the person is not found using these methods then it is possible that the person is new to your
pharmacy. RxOne will prompt you to create a new patient.

New Person X

No Cancel l

|
|
|
‘Would you like to create a new person? i
|
|

Click “Yes”

| Patient
File Edit Optiens Utilities Report LTC Manager View Window Help Tabs Links
Patients Disp nfo  Personalinfo  Photo  Events Audt  Forms &Files Extralnfo Services Other Schemes

Last Name [TEST Genderm Title
First Name B | DOB j
Addressl Y I Alias
} - Categoryi
Postcode]mw_m Email‘ - NHI I‘\'umberg
Phone1 o ~ Mobile| Other Scheme = Portal Login
Drivers Licencel |Active Scheme ad
’ =l Subsidy Card (PSC) Inactive Client
R ; DL | [ Special Authority Opt In G
Special Conditions | O 1Chart )
T Med Rec Checklist MUR
[ {1 UTlAssessment MediFile
i | 1 NSAINS Charklist v
| ]

Family Members

[First Name  LastName Age S'NetCount

easyBlist PersonID N

Enable Extra Fee per Script

I Account (F7)

I~ AutoCharge Scripts l1§2§3Account Details

e Type inthe person’s name and Date of Birth (DOB)

e Click on Utilities from the top menu and select “Get NHI Number”

e Anew window will open with the Patient’s details from Ministry of Health. Check that the
details are correct and click OK.

e The patient’s info will now autofill.

e Click on “Patient’s Disp Info” tab to start dispensing.

New Patient through NHI Search

If you have searched using an NHI number, and the person is not already in your system the
following message will display.
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e e S A A

Search NHI

NHI Number not found.
Do you want to search the Nit N\mbﬂ‘]'!mt!l for this Person?

Hint:

- Select "No’ to search for this person in LOTS by name.

- Only select ‘Yes' if you are sure this person is not in your LOTS

database. 2
| - To save the details into LOTS when the match comes up, dick on
| 'Correct person & Save ALL Main Details from NHI", -

; Yes )

Click “Yes” . RxOne will bring up the NHI details confirmation screen.

NI Number

Details From NHI Number Service
Main Detalls | Ethnicity|
NHI Number Date Of Birth, Source HL7 applied
| 01 Jan 1901
[% Save Date Of Birth
NZ Ctizenship Status
e Gender
aaie =]
2]
Preferred Name
LastName  [BLACK e [
b Ne [———————
Nome |
[¥ Save Name To RxOne Preferred Name
valid Primary Residential
dokyes / [T EDENVALE PARK ROAD
[MOUNT EDEN -
AOCKOAND = Post Code
Buliding Name —
2 NHE Number Corect person & Save | Save All Ethnic Groups |

Details From RxOne
Main Detais |

¢ This Is not the comre ,&-Taﬁﬁ

If the details from the NHI service are correct and match the person then click Correct Person &
Save. The Patient’s details will be updated so that your database contains the same information

about the person as the NHI system.

Family Members

Once you have filled the Patient’s basic information from the NHI service, you can add family

members.

Right click in the Family Members box

Click “Add Family Member”
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e Doubleclick on the person to be added and they will appear in the Family Members section

FirstName ~ LastName Age S'NetCount
B ITEST 0

Add Family Member

Remove Family Member

Special Conditions

Add any special conditions by Right Clicking within the Special Conditions box and clicking “Add
Client Group”. A list of Conditions will appear. If the Condition is not listed you can also create a new
one from this screen.

Account
If the person will be charging prescriptions to an Account then select Account(F7) and then “Click to
Create”. For more details on Accounts view the section on Accounts.

Patient’s Disp Info (Alt+A)

When you are entering a patient’s details you can navigate through the fields using either the Enter
key or TAB key. The Enter Key will take you through the required fields whereas Tab will take you
through all fields.

[oe Lot Opene Uibmes Repod LK Monager Yoow bep Tobe Lk
Wi Bemesalihe Pets Gvewn et Fame bfie  Leianie Secces Ober Soemes

Name | B TEST Category NHI Number 1
Address Alia Age 8 ce
Comments B
Alergies  Card Number Type Expiry. Spec Nu Drug Name Expiry

f
|
|
|

Extomnal; Eg{_s onali Familyie Eligible,Consent Required Possible LTC @
Counts I 0 i 0 —
Exempt
Rest Home
ey (o) Bapade CHR). Owigs WD) e (G Pooned (b R SarsTae Toka | R R L e |
|Script No Date Disp  Drug & Instructions Owe/Held Left C P Sold

Before you can start entering prescriptions you will need to assign a category to the Patient. Add
‘A4’ to category. You can add any Allergies, cards and Special Authority numbers at this point.

Allergies
Right click within the Allergies box. The Add Allergy dialogue will show. Select relevant options and
click OK to add the allergy.

Cards
Right click on the cards sections and add any cards for the patient. This includes Community Service
Cards, Southern Cross or Prescription Subsidy cards.
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Special Authority
This section allows you to enter any special authorities that the patient may have.

Right Click within the Special Authority box

Name B TEST Category /A4 NHI Number

External Personal Family

‘ > i ossible Core -
C_Qunt8| S r = I - I Eligible,Consent Required I~ Possible LTC EJ | -

- éxe‘mm

Click “Add Special Authority Number”

Add Special Authority Number
Modify Special Authority Number
Remove Special Authority Number ,
] { Send Text Reminder to Patient To Renew SA Number “_'J

The Special Authority Dialogue Box will show

New Special Authority Number
Links
~Special Authority Number Details ———~

| Special Authority No I

(" IradeName (" GenericName
Drug Name |

Expiry Date [

| @ NHS " Private lnsurance

0 = e

Enter the Special Authority details (Use Links -> Special Authority to go to the Special Authority
website if needed)

Other Patient Details

There are 8 TABS for the Patient screen, each TAB holds different pieces of information about the
person. “Patient’s Disp Info” and “Personal Info” display the important information required for
Dispensing.

You can add a Photo of the patient to the “Photo” tab.
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Events Audit Tab

‘Event Audit’ shows a list of system events that are recqrded automatically by the program. This is
also where you can initiate any interactions you had with the patient that you wish to record. Use
the buttons on the right hand side to record any manual event.

2022

Event Staff Event 2
SM¢{ SMS Comm:¢ Eme Const Event Details
Date i Name  Status | Faceto Face Meeting
!
08dun | | 5 | 1| © |Colin |[None] |New Patient Created in Disp [

| Phoned - Talked To Patient

Phoned - Patient Unavailable:
|
|
|
‘ Send Email to patient
Send SMS To Patient

Send SMS Repeat Reminder

Other Event

Delete Event

Show/Add Comment

Change Event Status

The Events audit tab allows you to record interactions with the patient. Down the right hand side
you can select the type of Event.

The first three buttons (Face to Face Meeting, Phoned — Talked to Patient and Phoned — Patient
Unavailable) will create an event prefilled with the button details. You can then elect to add any
additional comments.

Send Email to Patient

Selecting this button will open the Email dialogue box. You can the type an email or select from an
existing template. Full details on how to create templates can be found in the “Email” section of the
manual or help files.

Type your message for the patient and select to either send without preview or with preview. A copy
of the message will be saved in the Events Audit tab.
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et e[ e
1}

Email Settings
Target Audience Communication Consent [_] Dispensary - (] Send only one message per person
Person Main Email [Z] Point of Sale
EmailTemplate
[ onee | oo T
Home | Tables | View Field Tag

IR * 2 semeun (23] At E=zzm =@ A A @5) il {|
pf; o ,.; ;;7,u — . - :7 P’;;a Si m;: - Patient First Name |
3 b e X X A MR =R = e . and Patient Invtial

Edit Font Paragraph insert Tools Patient Title
| Patient Full Name
Patient Short Name
Pharmacy Name
Pharmacy Phone '
Pharmacy Fax i

Pharmacy Emall
Person Emait
NHI Number
Date Of Birth

Age

Patient Address

Patient Suburb

Send SMS to Patient / Send SMS Repeat Reminder
These 2 options will open the Text messaging screen. You can select either to use a saved template
or to type a personalised message. More information on messaging is given in another section.

Other Event
Allows you to enter a free form Event.

Delete Event
Delete the selected event

Show / Add Comment
Allows you to View any comments and add new comments to the Event.

Show SMS Message
View the text message for the chosen event

Change Event Status
Change the status of the event.

[ Event Status = O X

ion Required
Action Required [Main)
Please Read
Please Read [Main)

o To Be Completed tancel
To Be Completed [Main] B

Forms & Files Tab
In this Tab you can add any saved forms relating to the patient. These can be added in PDF format.

Script History
The patient’s script history is displayed in the Patient’s Disp Info tab.
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Full History (Cir+f)  Repeats (CirbR)  Owings (Cirl+0)  Held (CirsH)  Phoned (CirksP) (1 Rx)  Service Fee's  Fols

[Script No ‘Date Disp  Drug & Instructions ; R TR ~ Owe/Held Left C P Sold|
| 1144423710 25 May 22 |90 CANDESTAR 16MG T Take ONE tablet twice daily cc 0 |[N|N|N
2 1444234/1 PH 24 Jul 21 100 HYDROCORT 0.5% SA 1% IN CETO Use as adirected Held - exp 2 exg|N [N |N
3 |444233/0 24 Jul21 |90 ASPIRIN 100MG EC T (ETHICS) asp 30-exp Dexp/N [N |N
Full History

Shows the full history of the patient.

Repeats
Shows repeats that are due for the patient, and repeats issued in the past.

Owings
Shows Owings

Held
Shows Held scripts

Phoned
Shows Scripts that have been marked as “Phoned”

Service Fees
Fees paid for previous dispensings

Foils
Shows Foil history

New Scripts

New Prescriptions
There are two main ways to enter a new script.

e eScripts — prescription data is downloaded into RxOne
e manual —as a user you will manually enter the script details

eScript
eScripts can be received via email or a paper copy handed over from the patient. An eScript will have
a barcode that identifies the script to the eScript service and allows it to be downloaded.

Follow these steps to enter an eScript
Click New Script (Alt+N)

The Patient Search window will open.

Feoert layrch

Gapncy 130

M s Serent We (A1 N2 [2RHBOY2CTRIFENACE

{24 Sadica [

ﬂ w KK sance E
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Scan the Barcode on the eScript

-

ihg your barcode scanner, scan Lh& barcode. if the scanner won't scan the barcode you can
olay the patient information screen. If this is the first tim

manzsa%iy type in the code, This will disg
patient has visited your dispensary, yvou will need to add their details,

Click on Dispense Basket {Al1+8)

This will open the Dispensary screen, and automatically go through each script item on the
prescription form.

The Dispensary screen will show the following details automatically.

e Patient

e NHI

e Ry Category
e Date Disp

s Date Prescribed
e Doctor

From the details on the script RxOne will try to maich the medicine prescribed to a drug in
RxOne. {In some cases you may nead to find the medicine through the searchl. From the

e the

instructions given RxOne will automatically fill the Quantity and fill in any repeats. You will need
to check that these are valid. In some cases doctors may have put in repeats for medicings that
should be dispensed “Stat”. Adjust the guantity and instructions using the same steps as Manual

prescriptions.

Entering multiple eScripts for the same patient

In some cases, vou may receive multiple scripts for the same patient. You can issue these all at once

if you prefer.

1. Scan the first script barcode from the New Script window
2. Cncevyou have entered all the ftems from that script click on More {Al+M]}
Click in the Date Prascribed box

3
4. Scan the barcode for the next prescription
5. Continue entry for the script items

Manual seripts do not have a barcode and all details will need to be entered manually.
Y

¢ Search for the patient in accordance with vour SOP using name or NHI
¢  From the Patient screen click on Scrint (Alt+5] — this will open the New Script screen.




Fle Edit Qption: Pricing  Claim

Utilies  Report  View Window

Links  Help

Patient|MS Y TEST 5Claim 6 Patientinfo 7 Audit gescapt | 0.
S __§ 1staus 2 Price 3Repeat | 4 ClaimRe
umi Rx Cﬂlegow’ a4 Beript Contributor (F5) D
{ -
P - IMS Y TEST
Date Disp|og Jun 2022 Date Prescribed [og jun 2022 s SO
] i |~ Counted on SNet ™ Southem Cross e
Doctor | [ - NSS (F7) I~ Specialist
- e r T Remote [~ Special Authority 0 MS Y TEST
Locumg { 5 < Iauzw:- 1TEST ST
-~ FoilPack v Optin [ Certified Condition BJun  08.Jun2022 SO00
| S 444238 0
PAN Number} Phoned [~ Continuous Medication
I~ Variable Qty Rpt I~ Short Course |~ PRN
Drug Info ~ Stat Disp{Ctrl+A) =
9™ Branassrengin cnanged a I Closs Comol
e, |~ Drugs Owing q
ress rTade e enerle Increase Width Decrease Width |
12To |~ Take Away ™ Safety Cap Used
ind DFUQI
peneric ¥ HeldRx (Cti+H) I~ Wastage Qty
anti Price | $0 00 " Dofau /IR |
Quantiy| ‘ Stock Location [[ERENDN ]| R
isiuctons CaA (Use this default atways - Clri+X) - rxNo & nstruction
1 25 May 22 90 CANDESTAR 16MG T
ik C&A Notes 444237/0_Take ONE tablet twice daily with food
Total Repeats 0 Explry [ [ -
d I Bpec Regs E
Purpose | [None] - e
Comments| AR
i SIS SIS
Additional Info Sundry Serial No Value
sgan]Colm PDE l
i perea] 5 s L % e |
{ |
8 | &8 | O | ® | o 0 | K
Lapels | More | Fiosh | Clear Extemp MIMS Phoned Cancel :
(Al+B) | (AlsM) | (AtsN) | (Alt+L) (Alt+X) Q/Ref (Al+H) (Alt+C) Load History

The New Script screen is broken into a number of different sections.

A —this will be your main data entry section for Manual and eScripts.

Starting from the top:

e Patient — this will be prefilled from the Patient Info screen
e NHI—will also be prefilled if the patient has an NHI number

e Rx Category — will default to the Patient Category from the Patient Info screen. Change this if

required.
Date Disp — will default to the current date
Date Prescribed — will default to the current date — change to the date on the prescription

e Doctor —this will generally default to the last doctor
e Drug— enter the name of the drug that has been prescribed. This will bring up a list of
medications that match your search pattern.

Hint: you can use a shortcut in your drug search. If you type the quantity of the medication, the
name of the medication and the strength, RxOne will automatically fill the drug and quantity.

Example: Typing

“21 amoxi 500 “

Should return Amoxicillin 500mg. It will also fill in the quantity 21.

Price will default to the appropriate price for the patient category.

Enter in the instructions. You can use shortcuts (sigs) or type the instructions in full. If your
pharmacy has set up standard instructions for a medication you can type ‘s’ and this will give
the standard instructions for your pharmacy. If the patient has had the medication before,
the letter ‘p’” will bring up the instructions from the last dispensing.
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variable repeat dialogue.

In section C of the New Script page you will see the C&A notes. In many cases your C&A

Enter the number of repeats. If repeats are variable then type V and this will bring up the

notes will be set up to default for certain medications. You can also select any to add from
the drop down list. Select any C&A notes you want to add to the label.

Hint: If you want a C&A note to be included as default for a medicine — Press Ctrl+X and it will be
included in all future dispensings of that medicine.

~ Name Name g
DmgIZOSTRlX 0.025% CREAM :Sole 04/21 i
ic TR S T
; preve: at
Quanmyl 45 g Price I $5.00 g:f :"cgpt i dhspensing of copests on &

: [~ Stop Repeat
tructions{anply FOUR times daily as directed. - CBA (Use this default aways - CIr+X) —
e/Freq

C&A Notes:
Repea|5| 1 Expiry Ioe Sep 2022 -
456: Discard 30 days after opening .../._/.. Al
—57: Discard 3 months after opening ../._/..
3urpose| [None] _v_J 158: Take extra precaution if on oral contraceptive
59: Take extra precautions while taking Antibiotics
L160: Repeats of this medicine are NOT free

)mmemsl

- The appearance of this product has changed
- Discard 4 weeks after opening .../._/.

For External Use Only

v

-Additional InfO'—"W

i
4

T
1
!

The label preview in Section D will automatically update as you type.

For External Use Only

45g ZOSTRIX 0.025% CREAM -SOLE 04/21

Apply FOUR times daily as directed.
MS Y TEST

Dr ATEST

08 Jun 2022 44423811

1 repeat before 06 Sep 2022

MSY TEST
1TEST ST
08 Jun 2022
444238

45¢70S
44423811

08 Jun
ns

$5.00

45g ZOSTRIX 0.025

Section B of the New Script screen contains 8 tabs. For prescription entry the most important Tab is

“1 Status”.

[

[

this option

[
L

B
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Script Contributor — select who is paying for the script, usually Government.
Counted on S’Net — if it is ticked then it will be counted towards the patient’s annual total
NSS (F7) — select this if the prescription is not subsidised. Pressing F7 will select or deselect

Foil Pack — if the drug is going to be included in a foil pack
Phoned — tick if the script is a Phoned script
Variable Qty Repeat — will be ticked if the repeats are variable

Stat Disp — if a non-stat medication is being dispensed as STAT then select this



Drugs Owing — if there is not enough medication for the current dispensing selecting this will

allow you to put an owing on th@ script |

[]  Take Away —
[l Held Rx —used if the patient has asked the pharmacy to hold a script until a later time
[J Southern Cross — select if Southern Cross is paying

Special Authority — tick this if a Special Authority is required for a medication.

Certified Condition — certain medications require the patient to have a Certified Condition —
tick this if that is the case.

In general, these options will be selected automatically based on your response to prompts
displayed during the data entry process.

Button options

v8 R ® ® (o) MIMS PIL ® KK
Labels More Finish Clear Extemp MIMS Phoned Cancel
(Alt+B) (Alt+M) (Alt+N) (Alt+L) {Alt+X) Q/Ret. {Alt+H) {Alt+C)

Labels — prints a label

More — once you have finished entering in the details for your current prescription item, click More

(Alt+M) if there are more items to enter, or Finish (Alt+N) to finish prescriptions for this patient.
Labels will print automatically after pressing ‘More’ or ‘Finish’.

Issuing Repeats

1. Inthe main Dispensary screen hold down the Alt key and press R, this will open the patient

search. Find the patient by searching for their name, NHI or script number
The patient info screen will open to the Repeats Tab

3. The list of repeats will have numbers from 1 to 9 next to them. Press the numbers you wish

to repeat. Hold the Alt button and press R to process the selected repeats.
The Repeat screen will open.

5. For each repeat, make any adjustments (if needed) and once finished hold the Alt key and

press N.
6. The next repeat will then show. Repeat steps 1 to 5 until all repeats are finished.

If you are entering an eScript for a patient and they have repeats for other medicines you can issue

the repeats at the same time:

In Dispensary hold the Alt key and press N — for New script
Scan the eScript barcode in Patient Search

In the Patient Info screen — go to the Repeats tab

Select the repeats you wish to issue

Click Add Repeat (Alt+R)

Click Dispense Basket (Alt+S)

IS S

RxOne will go through the eScript items first and then go through the repeats.

Script Pricing Options

Within the RxOne dispensing screen you can override the default pricing scheme for a patient. This

may be for times when you are issuing an emergency supply or dispensing an OTC medication.
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Setup Prescription Pricing Option
Pricing options are set in RxOne’s main options screen.

Home Page -> Main Menu -> Tools -> Options (Or type Options in the Search Bar)

Priges], swichboard, Disp Switchboard, Charges | POS Setiings | Head Office | Message | User Detais | Other Detais', Loyally Schemes |
Complex Dispensing Fee $13.33 GST (%) 15.00

Cut Off Charges At $0.05 Foil Fee $0.00
Family Safety Net Cut Off 20 Value to Round By $0.10

SS 'Extemp’ Dispensing Fee [s5.37
Minimum S'Net Patient Charge $15.00

eprice Under-Fee NSS— ‘ I
¢ 85+ MP & Cost+.% 3 : ; After Hours Fee $0.00
Dispensary Price Options ™ Auto. Charge After Hours Fee

Current Price Options | Old Price Options ] Margins and Flat fee l

Core Services 400 $1.16 $5.09 $3.48 $0.00 $0.00

LTC 400 $1.16 $5.09 $3.48 $24 15 $0.00

ARRC 400 $6.16 $0.00 $0.00 $0.00 $0.00
Mixture(ECP) 400 $9.23 $0.00 $0.00 $0.00 $0.00

Special Foods 500 $6.16 $0.00 $0.00 $0.00 $0.00

NPPAA 400 $6.16 $0.00 $0.00 $0.00 $0.00

AMDNDA D {\ M C‘!} N aon NN [-daWalal aon NN an NN v
< * % : >

All fees are GST inclusive except the flat fee

Print Price Options

Most services will be set according to the pharmacy’s contract with the Health Authority. The
pharmacy owner should check that these are accurate as differences in this page will lead to
increased variances in your claim report.

To set OTC or NSS prices, scroll down through the Current Price Options table and enter your
markup as a percentage, the handling fee, and Service Fee. Please ensure you have entered details
for ‘Premium’ otherwise your premiums won’t be correct.

You can also set prices for individual medications in the Drug Info tab on the Medicines stock card.
Within a medicine’s Drug Information tab on the Stock Card you can set an NSS Override, as a
percentage or Dollar amount. This will override any settings in the main Options screen.

| A ! ', More Stock Infor
=t
OMEPRAZOLE ACTAVIS 40 MG C (NEW) Spedsl i Refer Drug
Generic Name C&ANotes A
OMEPRAZOLE 40 MG C (NEW) { R AR Nome
Infonote o
Therapeutic Group Std 1cod /s
Proton Pump Inhibitors _v] NSS override (% or $ or R}
Description HealthSoft Dj Msg
blue & white User Dispensing Msg
R Glaii .| Additional Heslthsoft Label
Stoag Craim | | Additional User Label
Qty  Units !
o F—— Iﬁ | DHE Price as
s = || Cost/Unit = $0.0000
|| Subsidy $3.1100
1
'““"’"""‘l [or ~] PU | Sibsidy (high) $3.1100
Manufacturers Cost |5311 Mdiﬁan:)MLh- Cost/Unit 1 soooog
—————— Dng Options - 'sus‘c =
[ Dispense in Whole Psdks Only et i =
|| DrugUpdateln 10965
[~ Automstically Shrink Labef { Statim Rule MUST
|~ Cost Brand Source Reguired { i > g MU
[~ ClaimWastage | IMMP Drug { Deanc
Safety Cs jrad | Haroofic B | : =
e [Dsmostbea — |
L R e iR T || Sole Skt 01 08 2021
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Setting Price while Dispensing

While entering or editing a script you can change the price to NSS or OTC. To view the options click
on the Price Tab (Alt+2) and this will show you the pricing structure and options for pricing.

SClaim | &Patientinfo! 7Audt | 8 eScript
1 Status
Price Options e T e r_‘—sgm I
Minus R £0.00 Subsidy Price | 5385 |||
w Ep o0 Insurance Contributicn ] S0.00 ||
@ OTC Retsil (F&) [ s11.80 |
MSS Retsil (I-_r'jl] $10.80
3] S'iet Retail (F8) | 5500

Custom Price Cption Subsidy Price

| -l [ 50.00 ||
Estimated Service Fee For Cost | 5205 I
This Patient i
T Real Cost | 5201 |||
Subsidy Cost | 3188 ||

Pﬁemiumf 20.00 i

32Repeat | 4 ClaimRes...| |

P SRR T PSS U SRR B Ul TRy PR e iR

OTC Pricing

Press F6. This will change the patient price to the calculated OTC price as set in options. It will also
prevent the dispensing from going into the next SmartClaim.

NSS Pricing
Press F7. This will change the patient price to the calculated NSS price as set in options. It will
prevent the dispensing from being claimed in the Smart Claim.

Press F8. This will change the price back to the subsidised price for the patient, and will add the
dispensing to the next SmartClaim.

Editing Scripts

There are a few ways to edit a script:
e Double Click the script from the script list on the main dispensary screen
e Highlight a script and click the Edit Script button (Alt+T)

e Entera patient record (Using New Script) and selecting the script from the patient history
e Use the original script number. Use New Script and enter in the Rx number

Once in the edit script, make any changes required. RxOne will not automatically print a new label. If
you wish to print a label, click ‘Label’ (alt+B) before you finish working on the script.

Reprinting

You can use the following to access the Reprint options for script related reprinting

o Select a script on the Dispensary screen, right click the script and select ‘Print Duplicate’
e Select a script in Patient History and click on Print Duplicate (ALT+C)
e Highlight a Script and click the button on the left-hand side of the Dispensary Screen

The Print Duplicate options will display.
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& Duplicate

[¥ PrintLabels B
™ Shrink Labels
I~ PrintMutiple Labels; [ 1
™ Print Owing Label
[~ Print Owing Dispensed Bag Label
I~ Print Bag Label [+

“Labels— - -]

rForms
[~ Print Receipt
™ Email Receipt
[~ Print Certified Repeat Copy
I Include NSS ltems on CRC
™ Print Certified True Copy of Script
I~ Print Phone Script
I~ Print BSOMPSO
I~ Print Owing Dispensed Form

rResend . ,
[ Send eScript To HealthSoft |
I~ Resend eScript To NZePes l
™ Resend Script To Test Safe |
[~ Resend To Southern Cross

[~ Medimap Export 1
I~ SendDispense Request to Robot !

rInfo Sheets
™ Print Clinicians Information
™ PrintInfo Note

[ Print Companion PDF's

[~ Print MIMS Drug Interaction Summary

K e
g

rBulkMessages =,
I~ Sendtext message

[ Send email
[~ Print Custom Label

Send To Online Provider ——————

I~ Send To Online Provider

rAdd Annotation
[~ AddAnnotation

™ Add Non-Clinical Note

~Quick Texts

[T Send Quick Text 1

[~ Send Quick Text 2

[T Send Quick Text 3

[~ Add Receipt Message

™ Print DHB Med Card

I~ Print Rohotic Fix Labels

rFoils
™ Print Fail
I~ Print Foil Labels
[T Print Signing Sheets [~ Recalculate Foil Fee
™ Print Non Pack & Prn Signing Sheets [~ SetPacking Staff ID
™ Print Foil Review / Medication Review (Uses Script Grouping) ? |
™ Print Patient Medication Chart (Uses PRN & Continuous Flags) _’J

I~ Send Robotic File

Patient Instruction Codes (Sigs)

Patient instruction codes allow you to set up commonly used abbreviated sigs so they can be used in

the script instructions.

RxOne has a list of commonly used sigs that are already built into the system ready to be used,
however you can create any special sigs yourself. Re-opening the Dispense program is required
whenever a new sig has been added or an existing sig is modified to ensure the new changes take

effect.

From RxOne Dispense select ‘Edit’ then 'Patient Instruction Code (Sigs)' (or the shortcut of Ctrl + |
from within dispensing) to open the utility.
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#9 Patient Instruction Codes — | X
File |

Code  |Instuctions  |Initial/Following NotToBeT A :

: to F ND New
& and F MO

/ Take HALF a tablet | NO HModify
/ half F WO

i May cause sleepiness. May affect driving. Lin | MO Delete
A0 Take with a large glass of water | HO

/2 Da not drink. alcohal with this medicine. | MO

int

/4 Do et take with artacid, iron or calcium witk | ND By e
/B Keep in fridge-do not freeze | MO

/8 pratect yourself from tao much sunlight I NO Export
/9 Do not stop taking without consultation. | MO

b Swallow whole, do not crush or chew, F WO m Exit
/a Swallows whole, do not crush or chew F HO

fac half an hour before food F MO

/B Take with food. F MO

i Take HAl F &M HOLIR hefars frnd F 121N ¥

< >

Click ‘New’ to create a new sig.
ﬁ Add/Modify Instruction Code — X
SIG Details
Sig Code Iotd [ Change Case [Uppercase/LowerCase) O oK

7 Initial Instruction % Following Instruction

Instruction |once to twice daily ; KK] Cancel

[ "Not TaBe Taken' - attached to this S5I1G Code

If this 51G implies a set frequency of doses per period, enter the freq and period below:

Frequency | Period [[EXSTTHNNN - |

Setting up a new Sig
Select ‘New’ and enter the detail of the Sig and click ‘Ok’ to finish.
Sig Code - This is the abbreviated text you would like to use.

Change Case - Sigs are case sensitive. 'A' is distinguished from 'a'. Select the box to change the sig
code to change the sig to either uppercase or lowercase.

Initial Instruction — Select this option if the sig is always going to be used at the beginning of the
instruction.

Following Instruction — Select this option if the sig is always going to be used following some
instruction.

Not To Be Taken — ‘Not To be Taken” will be automatically attached to the sig. and print at the top of
the label.
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Frequency and Period — These are used internally to calculate the number of days’ supply given, to
praledict when repeats are due and check on patient compliance{ When creating a new sig, or
modifying an existing one, enter the maximum number of doses in 24 hours as 'Frequency' and
always select 'Daily' for the 'period'. Other periods should not be used.

Once you have finished, click OK and exit out of Patient Instruction Codes.
You will have to close dispensary and reopen for the changes to take effect.
In the example above we have created a sig for ‘Once or twice daily’.

Modifying Existing Sigs

RxOne has a number of sigs defined within the Patient Instruction Codes. We recommend that you
don’t modify them as locums may already be used to the standard codes; rather define new sigs
with the instructions you want.

Dispensary Options

3 Dispensary Options _ q «
“Prompts P T o . % = =
[ Ask for Staff D Before each Script (Global) [ Printing Options KK e

(’ v Govemme
|
‘! v Govem

[ Automatically Check NHI Number's (Global)

v Show Yariable Repeat message when { £s
repeating scripts (Global) | ¥ C&A Note on Label (Locall

v Prompt for Credit to POS when Deleting Scripts or | ‘When aSCRIPT CHARGED TO AN ACCOUNT IS DELETED
changing Sciipt price (Global) | ¥ in the same statement period, don't show the deleted script on

. the account statement (Global)
[~ Prompt if No NHI Number (Local)
I Prompt for Continuous Medication (Global)

tor

" Lookup Options

[~ Scan Drug Barcode (Local)

I~ Check SOH When Dispensing [Local)

[V Auto open attached PDF for ePrescriptions (Global)

Iv Auto Print PDF for ePrescriptions (Global)

I~ Auto set sign off pharmacist to charge pharmacist [Global)
I Require Sign Off Of All Scripts (Global)

[ Pricing Options
[~ Charge After Hours Fee (Local)

[~ Credit and Recharge Changes to Accounts [Global)

[~ Show Patient Comment on Lookup (Local)
v Show OTC and RM [Local)

|v Focus on Script Category (Local)

[~ Switch off Real Time Label Preview (Global)
[~ Switch off History On Script Screen (Local)
[V Hide NRT Box When Dispensing (Local)

[V Show Scheduler in Dispensary (Local)
r Don't get 'Live' Stock on Hand Figure from
Dispensing Robot (Global)

™ Send Original packs to Robot (Global)
™ Ask for import script number (Global)
I Check previous eScript for Dispensing Info (Global)

To access Dispensary Options, click Options -> Show Options.

There are two types of Dispensary Options:

e Local —changes to these options will only affect the device that you are working on
e Global — changes to these will affect all RxOne devices.

The Options screen is divided into four sections:

e Prompts

e Pricing Options
e Printing Options
e Lookup Options
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Dispensary Print Options

Dispensary Screen > Options > Show Print Options

Print Options (Local Settings)

“when finished dispensing a drug, print, — ("Label Options: =
¥ Print Labels | ¥ Preview Label When Entering a Script
¥ Print Multiple Labels [ Print the Tall Man Letters on the Label
I~ ir!nt l[iab.els If-oerTd Scripts Hecapt Uptlons - ——
I Print Owing Labe | ¥ Print Held Rx on Receipt
¥ Print Owing Dispensed Bag Label ' I Print Extra Info on Receipts
IV Frint Owing Dispensed Form ¥ Print & on Auta Charged Scripts

Pririt C ion PDF' | ;
A Vompranlorvv ~ S BRI | ¥ Print Drug Name Over Multiple Lines

“When finished dispensing a group of scripts, print

v Print Receipts . i . .
I BhiZin $ Bessis "when finished dispensing a group of repeats, print CRC:

I Piint Bag Label ¥ Only for Govt Funded Repeats
. | I Only for Govt Funded Repeats Dispensed Stat
I Pr!nt Ze1b fBag Lol : [~ For Govt Funded and Private Repeats
r Print MIMS Drug Interaction Summary & Troids Class B Narcotic On CRC
[ Print BSO/MPSO '

e e FoﬂUphons =
Wwihen Finished Dispensing a Group of Scripts with a Foil in them, print: ) | [ Always Preview Foils
¥ Print Foil - | [ Preview Foil Summary Only

g }2::: ?logi;lnir;%;heet | [ Use MNon Pre Printed DHB Med Cards

v Print Non Pack & PRM Sigring Sheet ;
[ Print Med Review KK] Exit
[7 Send Robotics File 1

Dispensary Print Options are Local to the device you are working on. The Options are divided into 7
groups.

When finished dispensing a drug, print

These options will tell RxOne what you want printed after you have finished entering in a
prescription for a drug.

When finished dispensing a group of scripts, print

This tells RxOne what you want printed when you have finished entering a group of script items for a
patient.

When finished dispensing a group of scripts with a Foil in them, print

RxOne will print the selected options when a foil is included as part of the group of prescriptions. If
‘Send Robotics File’ is ticked then the Foil pack file will be sent to your foil packing robot.

Label Options

Ticking ‘Preview Label when entering a script’ will allow you to view the generated label while
entering the script.

Receipt Options
Select the options you would like included on your receipt.

When finished dispensing a group of repeats, print CRC
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Select the options for printing Certified Repeat Copies
Foil Options

Select the options for printing foils

Foil Dispensing

The team at RxOne can help with your initial setup for
Dispensing a Foil Script

Create a new script, enter in the standard information
information return to the Status Tab (Alt+1)

Foil Dispensing.

. Once you have entered the standard

patientIATEST

NH[I
Date Dispios Jul 2022 Date Prescribed |06 Jul 2022

Rx Category |A4

Doctor lcc

Locuml

PAN Number I

Stockcard
(Pack'500) I~ Brana/Strength Changed

Plaes ~ Trade ~ Generic SOH: 10469
F12 To Name Name

Find DrungOPICLONE ACTAVIS 7.5MG T :Sole 02/22

Generic

Quantityl 28 Price I $5.00

5Claim | 6 Patientinfo, 7Audit | 8eScript |
_ status | [I2PET| 3Repeat | 4CHmRe. |
[FrcaSrmon Gow Contribution [~ 50.00 |
MinusR[™"$311  subsidyPrice [ 51,89 |
| whkooo Insurance Contribution $0.00
i 3] OTC Retail (F6) $2.10
= NSS Retail (F7) $2.10 |
SNet Retail (F8) $5.00
Custom Price Option Subsidy Price
| I [ sm
[ % Real Cost $0.59
Subsidy Cost| 5060 |
Premium [~ $0.00

'mcmnsl ONE tablet ONCE daily

Dose:1/Freq:1
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S Claim & Patient Info 7 Audit 8 eScript
["istatus | 2Price 3Repeat 4 ClaimRe.

Script Contributor (F5)
}Govemmem > !
v Counted on SNet " Southern Cross
™ NSS (F7) ™ Specialist
r I” Remote |~ Special Authority
©~ Optin [ Centified Condition
™ Phoned ™ Continuous Medication
™ Variable Qty Rpt [~ Short Course | PRN
I Stat Disp(Ctrl+A) I~ Close Control
™ Drugs Owing
I Take Away ™ Safety Cap Used
[~ Held Rx (Ctri+H} I Wastage Qty
Stock Location |[EEZN| v
C8A (Use this default always - Ctrl+X)
!7
C8A Notes: 2 =
|2 Do not drink aiconol with this medicine +|

Spec Regs

|

Click in the Checkbox next to Foil Pack (Alt+K) to open the foil pack screen.

Foils
Foils 1
| oayup |[MORN  [NDON  [EVEN  [NIGHT
(1Monday ~
(2)Tuesday
(3 ednesday
(4)Thursday
(S)Friday
(615 aturday
["SWL— .
| DayDown i
™" EAN Fol [~ NonPackDiug [~
Foil Start Dates Print Foil As ——
4 x\Weekly 1
Week 1 1702022 vt
Week?2 [18JU2022 | | € 1yWeeky | PACKS
; CK 4
Week 3 [25Jul 2022 " Monthly PACK 4 i

Week 4 |01Aug2022  Sciiptfor [28 daps [ Stat | Font Size

Foilwith [4_ dose times

{ Foil Comment— N TP AT YT AL b AT T L
1]

["Expiry Date———
| Comment [Use Pack By Date |04/10/22
| 30 Days From Date Dnspen,ed

>§ Zero Foil ‘m Exb[*)a?:me !m Cancel 0 oK

1. Select the foil type you are doing i.e. 4xWeekly, 1xWeekly or Monthly.
Click ‘Day Up’ or ‘Day Down’ to set the start day of the week. The foil start date will change
to correspond to the day of the week.

3. Check the dose period MORN, NOON, EVEN, NIGHT is correct. Rename if necessary.

4. Enter the number of tablets into the first row of the grid. When select ‘OK’ the program will
extrapolate the grid to the rest of the days for that period so you only need to enter once.

5. Press ‘F2’ again on the script screen to view the Foil grid if required.
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Foils

Fois1 | |
DayUp [NIGHT | |
(Wednesday
| (2Thursday ,
= ;
S ]
Mw————mr,u! | I
[~ PRN Foil [~ ‘Non Pack'Drig”™ + I "Enter 4 \Weeks For Weekly Foil
[ Foil Start Dates 1 [Print Foil As I
1 || € AxWeekly {
| Monh [isdizz 2 Wesky z
O 1aWeeky i
{ REO ]
| | | S L
1 Script for rZS—gays [~ Stat rFont Sizeff1
| Folwih [T dosetimes || |
[ Foil Comment =]
! |
" Expiry Date . g
|
Cormment |Use Pack By Date {04/10/22

30 Days From Date Dispensed

)Qmml m’?",;':,,,[mgnou ® «

Enter any other items following normal script entry processes. Once you have finished a Foil will
print, and if you are using a Robot the file will be sent to the robot. If you wish to preview foils
before they print you can set this up in Dispensary Print Options

Dispensary Screen > Options > Show Print Options > M Always Preview Foils
Troubleshooting Robot errors:

1. RxOne not Sending Foil pack to Robot
Go to Printer Setup from the Home Screen and select Foil Packaging

Home Screen > Main Menu > Tools > Printer Setup

Select Foil Packaging and click Advanced. Check that your foil robot name is selected in the drop
down next to Foil Robot.

If this does not fix the error you may need to give RxOne a call.
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Sundry Prescription Charges

RxOne enables you to charge ‘sundries’ onto a prescription. Some Sundry fees are setup within
RxOne and you can add your own depending on the needs of your pharmacy.

Sundry Charges Setup
Sundry Charges are setup in RxOne Options. To get to Options, from your home screen:

Main Menu > Tools > Options
In the Options select the Charges tab and then the Other Charges (Sundry Charges) tab.

Click “Add a Sundry”, type in the Description and the Fee. If you would like it to show on the Receipt
as an itemised item, tick “Show on Receipt”

Using Sundry Charges
You can add sundry charges to a dispensing in the New Script or Edit Script screen.

e C(Click on the white space below Sundry.

e Adrop down box will appear, click on the down arrow

e Select the Sundry Item

e If needed, you can also edit the price.

e The price of the script will change to reflect the new charge.

T ETTIUTIIaKe UNE gally C8A (Use this default atways - Cirl+X)
ose 1/Freq 1| CB8A Notes: 11,~ User11,” {
a5 Repeatsi 0 Left J Expiry [ 11 Avoid grapefruit and its juice ’l {

]

Spec Regs
Purpose [ [None] - | |

Comments‘[ ) o ‘i. i _—
!

Additional Info fStndry Seraltio Vale
la“{cdllh o PDE [2493608
o [ ‘ T
¥ e [ 9 @91 7O T @ 1
| |
Labels i { Floish | Clear Extemp MIMS Phoned | Cancel
(Alt+B) | Delete (AItEN) | (Alt+L) (Alt+X) Q/Ref. (AltsH) | (Alt:C)

For security and tracking it is important to set up individual staff members in your system. To do this
you will use the Modify Staff utility

Main Menu > Tools > Utilities > Staff Utilities > Modify Staff or type Modify Staff into search box
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Name, Address and De

Additional Details ]

Initials C Has Barcode

Has Password

Dispensary staff full name for offical records and reports.

Last Name Title Reg Num
First Name | calin Display Name Colin PSNZ No.
Middle [C] No First Name HPI-l
Address / Phone No. Fax No.
Mobile No.
Post Code Email
State None v
[V] Staff Manager Access Rights
(ticking this will give access to this Dispensary SmartClaim [¥] Point Of Sale [Z] Restricted Meds
[/] Options 7] Reports [] Loyalty Rain Checks

] Inactive Staff Member

(ticking this means the StaffiD will no longer work) V] Orders ] Utiities () ‘Abandon Sale I7] Temporary Price Fix
[] Stock Cards ] specials [] Account sale [] Returns
Records: 2 Debtors Backup [¥] Pay Outs [¥] Create Account
Staff G"°“F.’ [ Clubs [/] Open Cash Drawer  [/] Delete Sales Item
Pharmacist [ Financial Reports Permanant Price Fix [/] Sales Discount

Enter the person’s initials, this is what they will use to login to RxOne. If your store uses barcoded
staff cards tick ‘Has Barcode’ this will allow you to scan in a barcoded staff card for the person. If you
use passwords, tick ‘Has Password’ and enter the person’s password.

RxOne recommends using barcodes for staff to improve access times and improve security

Tab through the fields and complete all relevant information then select the access rights for the
person.

o Staff Manager — if ticked will give the user access to edit staff. This should only be ticked for
those who have that position.

e Inactive Staff Member — when ticked will disable the staff member’s access to RxOne

e Access Rights — tick the access rights you wish the staff member to have

Important

You must select a ‘Group’ for the staff member. This will dictate what access they have to functions
within RxOne. This will become increasingly important for auditing purposes.
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¢
Delivery Module
RxOne’s delivery module will help you deliver safely to your patients and track those deliveries. To
set up Deliveries, follow these steps.

Setup

Open RxOne Editor by either typing RxOne Editor in the search box or clicking through the Menu —
Tools — Utilities — Other Utilities — RxOne Editor

Setup Delivery Provider

In RxOne Editor click Delivery Provider

Click New (Shortcut key INS)

TSR]

.
| Provider

Records: 4 Drag column headers here to create groups.

2 Merge\Delete s

Delivery Provider Name Active Delivery Provider Type Preferred NamelnEcommerceSite
Depot ) Inhouse Delivery. ™2 ” . §
Nz Courter 7] e Type in the Delivery Provider name

= helpsDebienipc 2 " Tick “Active”

(=] [w
Select Delivery Provider Type

|

Delivery Provider Type can either be external, or Inhouse Delivery if the service is run directly by the
pharmacy. Click Save when you have finished.

Setup Delivery Packaging

In RxOne editor click on Delivery Packaging. In this example we are going to set up various delivery
groups.

() ReOne - O X

T @ @ [ SRxOne

l -4

ru\mds 3 Drag column headers here to create groups.

i Dclv oy P-\(kaglng - Maintained ay RxOnc Maximum w»mmcw Maximum -le(ght
| mmmmmm-_m
|

Maxxmummgm(xg) M :umDml\C'n\  Provider Code___Duivary Provider . Dullery Packaging Type, . Adionalbrovider Cod

e Give the Packaging group a name in the Delivery Packaging column
e Type in any measurements (optional)

e Select a Delivery Provider

e Select the Delivery Packaging type.

Setup Delivery Status

In RxOne editor click Delivery Status. Click New to create a new Status and type the name of the
status. Enter as many of these as you require.
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Delivery Provider Type can either be external, or Inhouse Delivery if the service is run directly by the

plharmacy. Click Save when you have finished. |

Using the Delivery Module

Once you have set up the Delivery items you can then use Point of Sale to track deliveries.

Click “New Sale”

581075 New Ssle - = x
Fle Edt Options View Price Change Total Sale
Salesperson: [Coin 11TEM Customer/Account: A Test
_'SOH_ Stockltem QTY,  Retail Disc%, Sublotal

@ | 0/C/BPROTECTORADULT HAND _ ) | 1| sa700] 0 s4790
{ I I |

TOTAL $47.5(
‘ CASH SALE $47.9(
7| 8 9 {m o | ATest, Gosh -
|
No Email Address, No Driver Licence, No Promotional Material Qheqw
4 5 8 @)  Frshsee l Account Name [Depot 1] CiCard
1] 2 | 3 ||6a Acomsee | Balance: $142.90 S
| Press F7 To Sell On Account Direct Credit
Del 0 Enter !
[~ Delver Sale

e Enter your code to start the sale and if needed select a Customer.

e Scan any items including Dispensary Bags

e Click the Checkbox next to Deliver Sale at the bottom left of the screen
e Click Finish sale

e Choose Payment Type or Account Sale

Delivery Details

Once you have finished the sale, the delivery dialogue box will open.

‘ @ Delivery = =} X

{
|
|

@ Delivery WEX_(AIPX)

Enter your Staff ID
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[Sloelivery for Invoices46810
Who should we deliver to

e The person the saie was for
ATEST

26 UONLYLIVEONCE ROAD
MT ALFRED

AUCKLAND, 1022

(" For each person the items are for

" Another person

Delivery

Pathiarns \iar A9 2 0 1 Afimudna Main Natahaca @ laarOalin Giatie

IDelivery t
Address to Deliver to Delivery Provider
Main 26 UONLYUIVEONCE ROAD ik -
Ad dm”| | 26 UONLYLIVEONCE RCAD i |
MT ALFRED " Delwery Package =
I — — - e~ 2 |
®  AUCKLAND Post Code 1022 i
g abiiiae 1 il g D
Max 4 0 0 [}
Actual b fo f 3
Items In Delvery
RX444245/1 (QUINAP! 0 MG TABS (ARW))
Tracking Number i
1
Delivery Instructions R e ST L BT
{ Create a new delivery for the Move selected item(s) to another
Ioseleoled tem(s) © gelivery
RS Delivery Status
. Print Delivery Slip ) Save this Delivery i % Edit Person To Be Sent 7o Provider >
Print All n
< s Save all Deliveries (& Send to
“w':;')‘“ @ Brovider If integrated) HCEXL (A1+X)

Select who you would like the delivery to go to. The options are:

e The person that the sale was for

e Each person in the sale

e Any other person

Select the Delivery Provider and the Delivery package. If you wish, print a delivery slip and Save the

delivery, and Exit.
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Virtual Dispensing Basket

The virtual dispensing basket allows you to queue Prescriptions, Repeats and Owings to be
dispensed for patients. This feature allows you to queue requests for repeats, owings and
prescriptions handed over the counter in order that they were received. Other features will be
added, and in the future all scripts that are received electronically will be automatically added to the
queue.

To add items to the queue:

Through RxOne Point of Sale screen, click on Receive Script. The receive script screen will open if you
have access to do this

:
o

Search for the patient, either using their NHI number or searching by name.

i

Toe  Futew | LaKawe 104 Mambe Mot Thone o Javuie Mo Iovek Mt

Select the correct patient by highlighting their name and clicking OK.

() P One fnbouse)

) < RxOne

Along the top of the screen you will see a number of options. You can choose to Add Owings,
Repeats, Held Scripts, eScripts or Paper scripts with no barcode. If there are any available for
Owings, Repeats and Held scripts this will show under the button. Click on the button you wish to
add. Select the scripts to add and click OK. Once you have added the scripts the patient requires click
Save. These scripts will then show in the RX’s waiting queue in Dispensary.

Dispensary View
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Dispensary will be alerted that there are scripts waiting to be processed by the ‘Dispensing Requests
Waiting’ tab which will turn yellow an’d alert dispensary that there are items waiting to be
dispensed.

Click into this tab to view the scripts.

ing Pharmacist not enabled

Script History 3 Dispensing requests waiting Tasks

To dispense highlight one of the scripts in the basket and click Dispense Selected eScript Basket. This
will take you to the patient info screen. Click Dispense Basket, this will take you to the dispense
screen. Issue the script items following usual processes.

Repeats Due / Messaging and Dispensing Basket

Reminding patients that they have repeats due is a great way to keep them engaged with their
health and ensure medicine compliance. It also increases foot traffic into your pharmacy. RxOne
helps with this by providing tools to help you remind patients that they have repeats due.

Repeats Due Report

The Repeats Due Report produces a list of patients that have repeats due before a certain date. To
access this :

Main Menu > Reports > Script Reports > Repeat Reports > Repeats Due Report
Or type Repeats Due into the search bar on the Homepage

An options box will display. Default date is within the next 7 days, you can extend this out if you
wish. Select any options you require and click OK. The report will produce a list of patients that have
repeats due in the next 7 days. You can then remove any scripts from the list by highlighting the
script and clicking Remove Script From List. Once your list is ready you can then send text messages
to your patients reminding them that they have repeats due. Click Sent Text Message to take you to
the Text Message screen.

If you have a template prepared, select the template from the dropdown box. Ensure that you also
tick Create repeat basket on Y. To send the messages — you can choose to preview messages first if
you wish.
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Text Message Settings

Theget Audience Communication Consent || Dispensary [ ] Send only one message per person
Person Man Mobie Number (] Point of Sale [ ] Create repeat basket on Y*
Text Mestage Template ~ Repeats due
) I
(ot Options or S Ter Mmages BT L s ey it ek e o rocs e o] o
Chem Number
Current Date & Time
Current Time
Date Of Bath
Doctor Emat
Dactor First Name
Doctor Full Name
3 Doctor initial
Doctor Last Name_|
Doxtor Short Name
Gender
! NH! Number
No Of Scripts
Patient Address

When the customer replies with a Y or Yes a dispensing basket will be created and show in your
Waiting RX’s tab in the main dispensary screen. When this occurs the RX’s Waiting tab will highlight
to yellow to show that there are dispensing requests in the queue.

| Script History | 4 Dispensing requests wa

ERRBES D

Click on the highlighted tab to view the waiting scripts.

Script History | 4 Dispensing requests waiting = Tasks | Scripts Dispensed Checkin

Priorty | Person Name | Date |User Message eScriot SCD Basket D | Status eScript Type | Script Type POF
Normal | ATEST 19072022 1 n' | Pationt Detala: Mot Em s 1 17 8 | Stancard Sorol | Ropeat Scot

n2 J | 1| Yo be dspensed | Standard Scrt | Repeat Scrip
nz) Rx4442471 1 Tobedispensed Standerd Scrit Repest Script N
) Rx444256/1 1 Tobe dispensed Standard Script Repest Script N

Normal ATEST 19/07/2022 11:06:43 am  Patient Details: Mobie (§
Normal ATEST 19/07/2022 11.06 43 am  Pstent Detalls: Mobie!

Double click on one of the scripts for the patient. You will be taken to the Patient’s Repeat tab. Click
Dispense basket and the standard dispensing screen will open for each of the items in the Dispensing
basket for that patient.

Backups

RxOne automatically creates a backup of data on a daily, fortnightly and monthly basis. These will be
saved to your main drive (Generally the “C”drive), and will be copied to Client computers. We
recommend that you set up a regular program to ensure backups are happening correctly. You
should use a flash drive for backups, you can set this up in Backup Options.

Main Menu > Tools > Backup RxOne
RxOne does three types of backups:

e On a monthly basis this does a backup of all forms, files and data
e Every 14 days RxOne will do a complete backup of data
e The daily backup will backup changes to data from the last fortnightly backup

There are 3" party providers who will download your latest backups on a daily basis and store it
offsite — this gives extra protection in case of fire or physical damage to hardware. KeepltSafe is one
of these providers. Contact RxOne if you would like this installed.
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Performing Daily Backup
Go to Backup RxOne

Main Menu > Tools > Backup RxOne

Select the backup you wish to do (Daily / Fortnightly / Monthly) and the destination drive. Click
Backup. While the backup is occurring you can continue to use other computers, however any
transactions completed while the backup is running will not be included in that backup. If you are
not using an offsite automated backup we recommend you run the daily backup to a flash drive and
remove the drive from the premises. This will give you added security.

Sending Backup to RxOne

On some occasions you may be asked to send a backup to RxOne so that we can diagnose problems.
Simply go into the Backup screen and click send Backup to RxOne. This will send the last completed
backup to HealthSoft to help diagnose any problems.

Stock Take

Completing regular stock takes is an essential part of inventory control. Accurate stock recording
ensures that your order system runs accurately and prevents stock shortages and over-purchasing of
medicines. We recommend that dispensary staff aim to count 50 stock items per day to ensure
accurate stock levels. This will also save you from having to do a complete stock count at the end of
the financial year.

Open the Stocktake window
Main Menu > Tools > Utilities > Stock Utilities > Rolling Stocktake

Click New and select options in the Rolling Stocktake window. You can choose to count all stock or
you can filter by Product Group, Supplier, Class and Location. In this example we will be using a
rolling dispensary stocktake.

f:f°:'::§ j‘°<k‘°k° - X 1.Select the type of stocktake — Dispensary or Shop

£ gh::gwwww 2.Select your filtering options: Supplier, Product Group, Product Class
Suppher [ 11 -1 or Stock Location

Product Group | [41] ~1 . . .
SR e = | 3.Choose whether you want to count all stock, active stock or inactive
Stock Location | {Defaul] =l stock

P 4. Select the number of products per page. This is the number of stock

Active Stock Only (MTD > 0 OR Exp> 00OR S0H >0)
(" Inactive Stock Only MTD and Exp and SOH =0}
Number of Products 50

Stocktake By

* Tiadename 7 Generic Name
Starting Point.
(¢ End Of Last Stocktake
" Selected Stockeard
o oK 'm Cancel 1

Note: If you are preparing the stocktake for particular
qroupings of supplier, product group, of product class,
selecting the starting pot as “End Of Last Stockiake™ vaill
take pou ta the next tem for that aroup
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cards you will be counting at a time

5.Select whether you want the list sorted by Generic or Tradename
6.Select a starting point. The default is End of Last stocktake —
meaning that your Rolling Stocktake will just continue from where you
left off

The example in this manual assumes we are doing a rolling stocktake
for dispensary and counting all stock.

Click OK to start the stock count.



B

The ‘Editing Rolling Stocktake’ screen will
show.

There are two ways to complete the
stocktake at this point. Either you can print a
stocktake sheet and count, or you can enter
the figures directly into the stockiake
window.

To start your stocktake, click Print to print a
stocktake sheet. Physically count your stock
and once a sheet is completed, enter it into
the Stockcount window.,

Click on the first row in the Act SOH{Units or
Pack]) row. Type in the number of units or packs depending on how you have counted. Once you
have entered all details click Save All SOH & Clear Stocktake. RxOne will update your stock on hand
for the siockcards.







