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The following document outlines the steps required to reenter prescriptions that have been lost due to
a data restore, or a hard drive crash. Please note while using the script reentry utility on a terminal, all
other Kroll sessions on that terminal should be closed and no prescriptions should be filled except those
that are being re-entered. Daily Rx’s can be filled on other terminals while performing this utility.

Turn on Script Reentry Mode
1. Go to Utilities - Script Reentry.
2. Click Yes to the warning.

This will force you to manually enter Rx numbers and Fill Dates for Rxs.

THIS SHOULD ONLY BE USED TO REENTER LOST RXS5.

Are you sure you want to continue?

NOTE: When a session is in Scrip Reentry Mode the top of the session will appear in red.

o
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3. Gather all the hardcopies of the prescriptions that have been lost as a result of the data
restore/hard-drive crash so that they can be re-entered.
4. Determine if the Rx being reentered is a New Rx or a Refill.
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Re-entering Prescriptions

If this is a New Rx

1.

If this is a new Rx, click F12-New Rx or press F12 on the keyboard to enter new Rx information

as you normally would.

Once all Rx information has been entered, click/press F12 to fill the Rx.

The Enter the Rx Values form will appear. Fill it out as per the hardcopy.

f)

i =" Enter the Rx Values _Lﬂ-@' = gﬂ

Enter the following parameters for the
Fx to be saved in the database
Fox Number
Il Fill Date Mew Fx i
@ Accepted () Rejected Bill Manualky |
0DB Pays 4719 AdjDate f
@ Accepted Fejected Bill Manually .
Cash Pays AdiDate "
Adjust Imsantory
Print Labels [l
" [ o OK ] [x Canu:el] 1

Rx Number: Enter the prescription number found at the top of your hardcopy

Fill Date: Enter the date the prescription was filled. This is found at the top of the
hardcopy.

Accepted /Rejected: This screen will appear with the plan(s) found on the Rx. Simply enter
the appropriate information found on the hardcopy.

Bill Manually: Place a checkmark here if the prescription value is being manually
reimbursed by the insurance company.

Adjust Inventory: Place a checkmark here if you do perpetual inventory so that the
appropriate amounts of inventory are removed from the drug card. If you do not do
perpetual inventory you may leave this option blank. This flag is ON by default.

Print Labels: Place a checkmark here if you wish to print a label (this is not necessary since
you have the original hardcopy). This flag is OFF by default.

Click on OK or press Enter on the keyboard to continue and re-enter the next prescription.

NOTE: The same procedures apply to prescriptions that require Intervention Codes, Transfer
Information, Backdates, Script Images, Owe Quantities, etc.
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If the Rx is a Refill
1. Obtain the hardcopy of the refill prescription (this example will use Rx 1000008 as shown).

Rx 1000008 Thu 13-May-2010 15£é

ro| omputers

ZZUDUHCEH ill Road (416)383-1010
Sex Female

Toronta, OM DOB: 01-Jan-2001(9 years)

AHE: 11-12345-1234557890

30 CAP Celebrex100mg

Celecoxib 100m: Mifr: PFI

DIN- 02239941 68 58/100 onHand 50 Days® 30

Dr. Kroll, Doctor Doc#01:99999

111 Lumby St

Toronto, OM REFILL (2 days earm

Phone: (416)555-5555 MODIFY REPRI

TAKE 1 CAPSULE ONCE A DAY

Orig Rx:1000007 Auth:1 20 Rems0 (2
Prev:15-Apr-10(1000007 AgoZ8 First: 15-Apr-10(1 000007]
Cost20.57 MkupZ.06 Fee:d0.45 : .1

Pat:8.28 Old Price: 33.12
T.P.:24.384 - AHE24 34
DRG/DRG - 3-ATACAND 4 MG TABLET ACE INHIBITORS; ARE'¥SELECTE..

2. ldentify the prescriptions last refill number (i.e. the previous fill Rx number that is listed on the
bottom of the hardcopy).

Rx:1000008 Thu 13-May-2010 16:05

Kroll, Computers KC

220 Duncan Mill Road (416)383—1010
Sex Female

Toronto, OM DOB: 01-Jan-2001(9 years)

AHE: 11-12345-1234567850

30 CAP Celebrexﬂ)l)mg

Celecoxib 100m Mfr: PFI

DIN: 02239941  68.58/100 onHana: 50 Days: 30

Dr. Kroll, Doctor Doc#01:99999

11 Lumbyst

Toronto, Ol REFILL (2 days earm

Phone (416)5555555 MODIFY REPRI

TAKE 1 CAPSULE ONCE A DAY

Auth:120 Remi0 (2)
goi28 First: 15-Apr-10{1000007)
Cost20.57 Mkup2.06 Feer0.45  Totak 3312
Pat:8.28 Old Price: 3312
T.P.:24 B4 - AHEZ24 84
DRG/DRG - 3-ATACAND 4 MG TABLET ACE INHIBITORS: ARE WSELECTE .

3. From the Start Screen (ALT+X) enter the previous prescription number and click/press F12 to
pull up the prescription. Check the filling screen against the hardcopy for any quantity or SIG,
doctor, drug changes, etc.

File Edit Reports Cards Utilities NursingHome Session Workflow Hel
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4. Press/Click F12-Fill Rx to bring up the Enter the Rx Values form.

= Enter the Rx Values —|-<[)-|-|§:|.|.:,_|_E|. —ES—J'

Enter the following parameters for the
Bx to be saved in the database

R Mumber 1000008

Fill Date 1340542010 Fefil
@ Accepted () Rejected Bill Manually
AHE Pays 3312 AdiDate 13/05/2010
@) Accepted Fejected Bill Manually
Cash Pays 828 AdiDate 13/05/2010

Adjust Inventory
Print Labels [

[ o OK l _lx Cancell

a. Rx Number: Enter the prescription number found at the top of your hardcopy
Fill Date: Enter the date the prescription was filled. This is found at the top of the
hardcopy.

c. Accepted /Rejected: This screen will appear with the plan(s) found on the Rx. Simply
enter the appropriate information found on the hardcopy.

d. Bill Manually: Place a checkmark here if the prescription value is being manually
reimbursed by the insurance company.

e. Adjust Inventory: Place a checkmark here if you do perpetual inventory so that the
appropriate amounts of inventory are removed from the drug card. If you do not do
perpetual inventory you may leave this option blank. This flag is ON by default.

f. Print Labels: Place a checkmark here if you wish to print a label (this is not necessary
since you have the original hardcopy). This flag is OFF by default.

5. Press Enter on the keyboard or click OK to continue and re-enter the next prescription.

NOTE: The same procedures apply to prescriptions that require Intervention Codes, Transfer
Information, Backdates, Script Images, Owe Quantities, etc.
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If this is an Unfilled/Not Dispensed Rx
1. If thisis an Unfilled or Not Dispensed Rx, click F12-New Rx or press F12 on the keyboard to
enter the Rx information as you normally would. Proceed to access the Rx Menu and select
Make Rx Unfilled or Make Rx Not Dispensed.
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V| Make Rx Unfilled
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Last Fil Information
00!

Transfer Rx From other store
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Interventions/SA Numbers
Pk Plais w v
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Select Script Image
Part Fill
Trial R
Make this doctor the Family Doctor for this patient

Modify Next Fill Parameters

Methadene Carries
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2. Click the F12 button or press F12 on the keyboard to proceed with script re-entry.
The Enter the Rx Values form will appear. Fill it out as per the hardcopy.

NOTE: The status of the prescription will be listed as Unfilled or Not Dispensed according to
what is selected from the Rx menu previously.

[ Enter the Re Valucs N (o ] Lol o=

Enter the following parameters for the
Rx to be saved in the database

R Mumber |

p
< Enter the Rc Values iy 50s 5] [ conl o0 ]

Enter the following parameters for the
Rx to be saved in the database

P Mumber

Fill Date Unfilled Fill Date Mot Dispensed

Adjust Inventany ! Adjust Inventary i

Print Labels ] W Print Labels B i
= = |\ = =

Rx Number: Enter the Rx number found at the top of your hardcopy for the unfilled/not dispensed Rx.
Fill Date: Enter the date the prescription was unfilled or made not dispensed. This date is found at the
top of the hardcopy.

Adjust Inventory (Unfilled): Ignore this flag for unfilled prescriptions since there are no inventory
deductions for prescriptions that are placed on hold.

Adjust Inventory (Not Dispensed): Place a checkmark here if you do perpetual inventory for the drug
listed in the not dispensed prescription. If you do not do perpetual inventory you may leave this option
blank.

Print Labels: Place a checkmark here if you wish to print a label (this is not necessary since you have the
original hardcopy). This flag is OFF by default.

4. Click on OK or press Enter on the keyboard to continue and re-enter the next prescription.
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