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The following document outlines the steps required to generate and 
send άŀǳǘƻƳŀǘƛŎέ versus άƳŀƴǳŀƭέ ƻǊŘŜǊǎ ŦǊƻƳ ǘƘŜ YǊƻƭƭ ǎȅǎǘŜƳΦ  ¢ƘŜ 
guide also serves to show users the different fields and functions used 
to maintain and manage drug inventory in the Kroll system.  
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Kroll Helpdesk Information  

Head Office ɀ Toronto 
220 Duncan Mills Road Suite 201 
Toronto, Ontario 
M3B 3J5 
Tel: 416-383-1010 
Toll Free: 1-800-263-5876 
Fax: 416-383-0001 
supporton@kroll.ca 
 

Western Canada ɀ Edmonton 
9622 ς 42nd Avenue NW Suite 313 
Edmonton, Alberta 
T6E 5Y4 
support@kroll.ca 

Eastern Canada ɀ Dartmouth  
33 Ochterloney Street, Suite 260 
Dartmouth, Nova Scotia 
B2Y 4P5 
supportNS@kroll.ca 
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Generate an Order  
The same protocol is used for sending orders to K&F and AmerisourceBergen (Trent). McKesson 

ordering is slightly different because the order that is generated in Kroll needs to be uploaded onto the 

PharmaClik website (this process is explained in a separate user guide).  

1. Go to Utilities Ҧ Drug Ordering Ҧ Generate Order. 

 

2. A prompt will appear asking the user to generate an Automatic or Manual order.  Select 

Automatic to generate an order based on Min/Max  or Days Supply values in the drug card; 

select Manual to generate an order from the wholesaler catalogue. 

 
NOTE:  A percentage field is available for instances where the user wants to inflate the 

quantity of drugs beƛƴƎ ƻǊŘŜǊŜŘ ŦƻǊ ![[ ƛǘŜƳǎ ƛƴ ǘƘŜ ƻǊŘŜǊΦ  όŜΦƎΦ άIncrease Min/Max re-

order levels by 10% (for this order only)έ will cause the order quantity to go up by 10% 

for all items in the order.   

 

WARNING: Do not use this function if you do NOT wish to inflate order quantities for 

ALL items in the order. 
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Automatic Order (Perpetual Inventory)  
If Automatic ordering is selected, the system will check all drugs with automatic ordering enabled and 

generate a suggested order similar to the one below: 

 

NOTE:  Drugs that have an On Hand value lower than the Minimum will be placed on order 

given that the drug has automatic ordering enabled.  The Minimum value is either entered 

manually or calculated based on the days supply (i.e. Usage). 

 

Manual Order  
If Manual ordering is selected, the user can pick certain items from the wholesaler catalog to be placed 

on order instead of having the system auto-generate a suggested order.  Click on Ins Add Item to access 

the wholesaler catalog. 
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Users can search for items in the Insert Order Item form using the following criteria: 

¶ Description  

¶ Drug Identification Number (DIN) 

¶ Item Number 

¶ Pack Size 

¶ UPC 

 

NOTE:  Keep in mind, the method used to search for drugs in the wholesaler catalog is different 

from the method used to search for drugs in Kroll. (e.g. If you are searching for Altace 10mg, 

ǘȅǇƛƴƎ ά!ƭǘŀŎŜΣмлέ ƛƴ ǘƘŜ ŘŜǎŎǊƛǇǘƛƻƴ ŦƛŜƭŘ ǿƛƭƭ ȅƛŜƭŘ άƴƻ ƛǘŜƳǎ ŦƻǳƴŘέύ   

Once the user has finished adding items to the manual order, click on Cancel to escape from the Insert 

Order Item form and return to the Drug Order Form.   

Options from the Drug Order Form  

The Drug Order Form contains a list of items being placed on order, be it an Automatic or Manual 

order.  The following options are available from the Drug Order Form: 

Ins Add Item:  Selecting this option will pull up the Insert Order Item form which allows users to 

manually add products to the automatic order by searching the wholesaler catalog loaded in Kroll. 
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F2 Edit Order Quantity: Highlighting an item and selecting this option will allow the user to edit the 

quantity being ordered along with other drug parameters such as On Hand, Min On Hand, Max On 

Hand, No Inv Adjustment and Disable Auto Order. 

 

Del Delete Item:  Highlighting an item and selecting this option will allow the user to remove the item 

from the current order.  Note that the item will appear again on the next automatically generated order. 

 

Move Selected Items:  Highlighting an item and selecting this option will allow the user to move the 

item from one wholesaler to another (e.g. Move an item from McKesson to Amerisource). 

 

Preview:  Selecting this option will allow the user to print or preview the order before it is sent. 
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Place Order:  Selecting this option will call up the Create Purchase Order form and begin the process of 

sending an order to the wholesaler. 

 

Send an Order 
Once the user has finished editing, deleting and/or adding items on the Drug Order Form, the order can 

be sent to the wholesaler as follows: 

1. Click on Place Order from the Drug Order Form to call up the Create Purchase Order screen. 
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2. Enter any delivery codes in the Route Seq Override field (e.g. same day delivery code).  Enter 

the Narcotic Code of the pharmacist on duty (one may already be populated in the field). 

 
3. Click OK or press Enter on the keyboard to send the order electronically to the wholesaler. 

4. Answer Yes ǿƘŜƴ ŀǎƪŜŘ ά5ƻ ȅƻǳ ǿŀƴǘ ǘƻ ǎŜƴŘ ǘƘŜ ŜƭŜŎǘǊƻƴƛŎ ƻǊŘŜǊ ƴƻǿΚέ   

 

NOTE:  Answering No will put the order in to Pending Orders so that it can be sent at a 

later time. 

 
5. Click on Communicate or press Enter on the keyboard to send the order. 
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Send a Pending Order 
If a user answers No ǿƘŜƴ ŀǎƪŜŘ ά5ƻ ȅƻǳ ǿŀƴǘ ǘƻ ǎŜƴŘ ǘƘŜ ŜƭŜŎǘǊƻƴƛŎ ƻǊŘŜǊ ƴƻǿΚέΣ ǘƘŜ ǇǳǊŎƘŀǎŜ ƻǊŘŜǊ 

will be placed into Pending Orders so that it can be sent at a later time.  

 

Send a pending order as follows: 

1. Go to Utilities Ҧ Drug Ordering Ҧ Communicate with Ҧ K&F/Amerisource/McKesson. 

2. Ensure that the flag for Show Pending Orders is marked. 

3. Check off the pending order that needs to be sent. 

4. Click on Communicate or press Enter on the keyboard to send the pending order. 

 

Re-Send an Order 
Users may need to re-send an order if it did not transmit properly to the wholesaler on the first time.  

Re-send an order as follows: 

1. Go to Utilities Ҧ Drug Ordering Ҧ Communicate with Ҧ K&F/Amerisource/McKesson. 

2. Ensure that the flag for Show Sent Orders is marked. 

3. Check off the order that needs to be RE-sent. 

4. Click on Communicate or press Enter on the keyboard to re-send the order. 
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Receive an order  
Once the pharmacy physically receives their drug order from the wholesaler, the order must be received 

into the Kroll system to update On Hand values and Pricing.  An order can be received electronically (i.e. 

ōŀǎŜŘ ƻƴ ǘƘŜ ǿƘƻƭŜǎŀƭŜǊΩǎ ǇƻǎǘŜŘ ƛƴǾƻƛŎŜύ ƻǊ Ƴŀƴǳŀƭƭȅ όƛΦŜΦ ōŀǎŜŘ ƻƴ ǘƘŜ ǇǳǊŎƘŀǎŜ ƻǊŘŜǊ ƎŜƴŜǊŀǘŜŘ ŦǊƻƳ 

Kroll).   

Electronic Receiving  
9ƭŜŎǘǊƻƴƛŎ ǊŜŎŜƛǾƛƴƎ ƳŜŀƴǎ ǘƘŀǘ ǘƘŜ YǊƻƭƭ ǎȅǎǘŜƳ ƛǎ ŎƻƳƳǳƴƛŎŀǘƛƴƎ ǿƛǘƘ ǘƘŜ ǿƘƻƭŜǎŀƭŜǊΩǎ ǎŜǊǾŜǊ ǘƻ 

retrieve an invoice they have posted.  As such, the content of the invoice (e.g. shipped qty, pricing, etc.) 

is determined by the wholesaler, and not by Kroll. 

1. Go to Utilities Ҧ Drug Ordering Ҧ Communicate with Ҧ K&F/Amerisource/McKesson. 

2. The Communication Form will appear; click Communicate or press Enter to retrieve posted 

invoices from the wholesaler. 

 

NOTE:  The flag for Receive Invoice File(s) is activated by default; therefore any 

ŎƻƳƳǳƴƛŎŀǘƛƻƴ ƳŀŘŜ ǘƻ ǘƘŜ ǿƘƻƭŜǎŀƭŜǊΩǎ ǎŜǊǾŜǊ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǊŜǘǊƛŜǾŜ ǇƻǎǘŜŘ 

invoices. 

 
3. Once the invoice file is retrieved select the option to Receive or Defer.  Receiving the order will 

update the on hand values and prices for items listed in the order.  Deferring the order will 

place the invoice into Utilities Ҧ Drug Ordering Ҧ Electronic Invoice Receiving for upload at a 

later time. 

Manual Receiving  
Manual receiving means that users are receiving orders based on the quantities and prices listed in the 

Kroll purchase order and not based on the wholesaler invoice.  Users may choose to manually receive an 

invoice if their wholesaler does not support electronic invoices, or if a wholesaler did not post an invoice 

for a sent purchase order. 

1.  Go to Utilities Ҧ Drug Ordering Ҧ Purchase Order Receiving. 
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2. From the Purchase Orders screen, highlight the order that needs to be received and click F9-

Receive Selected PO. 

 
3. Answer Yes ǘƻ ǘƘŜ ǿŀǊƴƛƴƎ ά¢Ƙƛǎ ǎǳǇǇƭƛŜǊ ƛǎ ǎŜǘǳǇ ŦƻǊ ŜƭŜŎǘǊƻƴƛŎ ǊŜŎŜƛǾƛƴƎΦ  !ǊŜ ȅƻǳ ǎǳǊŜ ȅƻǳ 

ǿŀƴǘ ǘƻ ǊŜŎŜƛǾŜ ƳŀƴǳŀƭƭȅΚέ 

 
4. The Receive Purchase Order(s) screen will appear.  Click Receive Now or press Enter on the 

keyboard to receive the purchase order. 

 

NOTE:  If there is a discrepancy between what is physically received and what is listed in 

the purchase order, highlight the item and click/press F2-Edit selected order item to 

edit the receive qty, receive price, lot number, and expiry date if required. 
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5. Answer Yes ǘƻ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǇǊƻƳǇǘ άLŦ ȅƻǳ ŎƻƴǘƛƴǳŜΣ ƛƴǾŜƴǘƻǊȅ ŀƴŘ ǇǊƛŎŜǎ ǿƛƭƭ ōŜ ŀŘƧǳǎǘŜŘΦ  !ǊŜ 

ȅƻǳ ǎǳǊŜ ȅƻǳ ǿŀƴǘ ǘƻ ǇǊƻŎŜŜŘΚέ 

 

Catalog Updates 
Downloading catalog updates is an important part in the maintenance of drug pricing and wholesaler 

item numbers.  It is important to load a catalog monthly or run a price update, especially if electronic 

receiving is not performed at the pharmacy.  Download and load a catalog as follows: 

1. Go to Utilities Ҧ Drug Ordering Ҧ Communicate with Ҧ K&F/Amerisource 

NOTE:  McKesson catalogues must be requested and loaded by Kroll. 

2. Check the flag to Download Catalog File. 

3. Click Communicate or press Enter on the keyboard to download the catalog file. 

 
4. Wait for the system to download the catalog file. 

5. Follow the prompts to complete the catalog load which will update drug pricing and order 

numbers. 
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Price Updates 
Price updates are available from the Kroll server for K&F and McKesson wholesalers only.  It is 

important to run a price update or load a catalog monthly, especially if electronic receiving is not 

performed at the pharmacy.  Run a price update as follows: 

1. Go to FileҦ List Program Updates. 

2. From the Update Information screen, click Check Kroll. 

 
3. From the list of updates returned by the Kroll server, place a checkmark next to Weekly Price 

Update YYYY-MM-DD.kcu. 

4. Click Download or press Enter on the keyboard to download the price update. 

 
5. Once the download is complete it will appear in the Current Updates tab of the Update 

Information screen. 

6. Highlight the Weekly Price Update YYY-MM-DD.kcu and click Run Update or press Enter on the 

keyboard. 
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7. Answer Yes to the following prompt: 

 
8. The McKesson Catalog load Configuration form will appear.  Select which price fields are 

updated with McKesson pricing and click Run Update.  If your pharmacy does NOT use 

McKesson pricing, click Skip Update. 

 
9. The K&F Catalog Load Configuration form will appear next.  Select which price fields are 

updated with K&F pricing and click Run Update.  If your pharmacy does NOT use K&F pricing, 

click Skip Update. 

 
10. Wait for the Price Update to finish. 



Inventory Ordering & Management 8.4 
 

16  

 

Min/Max Versus Usage Ordering  
Kroll offers two methods of determining re-order points for automatic orders.  The methods include 

Min/Max Ordering versus Usage Ordering.  In both scenarios, a drug will be placed on order when the 

On Hand value drops below the Minimum value, given that the drug is activated for automatic ordering.  

A Maximum value is entered optionally, and instructs the system to order up until the maximum when 

the on hand drops below the minimum.  The benefits of Min/Max Ordering versus Usage Ordering are 

explained in the following sections. 

-ÉÎȾ-ÁØ 0ÒÏȭÓ ÁÎÄ #ÏÎȭÓ 
When Min/Max Ordering is turned on, the Ordering tab of the drug card will look similar to the 

following: 

NOTE:  The Days fields located to the right of the Minimum and Maximum are greyed out.  This 

is because ƳƛƴκƳŀȄ ǾŀƭǳŜǎ ŀǊŜ Ƴŀƴǳŀƭƭȅ ǇƻǇǳƭŀǘŜŘ ōȅ ǘƘŜ ǳǎŜǊ ŀƴŘ ŀǊŜ ƛƴŘŜǇŜƴŘŜƴǘ ƻŦ ŘŀȅΩǎ 

supply. 

 

The benefits of Min/Max ordering: 

¶ The user can control the exact point at which a drug is reordered by setting the minimum value. 

¶ The Minimum/Maximum values do not change once they are set because the values are 

independent of usage.  This is particularly useful for drugs that the pharmacy wishes to under-

stock or overstock.  

The drawbacks of Min/Max ordering: 

¶ The Kroll Drug Utility can set all min/max reorder points to one set of values, but if the user 

wants min/max values to vary from drug to drug, this must be done manually. 

¶ The Minimum/Maximum values do not change once they are set, so the user must be aware of 

drug usage and adjust order points accordingly when required. 

 

 



Inventory Ordering & Management 8.4 
 

17  

 

5ÓÁÇÅ /ÒÄÅÒÉÎÇ 0ÒÏȭÓ ÁÎÄ #ÏÎȭÓ 
When Usage Ordering is turned on, the Ordering tab of the drug card will look similar to the following: 

NOTE:  The Minimum and Maximum fields located to the left of the Days fields are greyed out.  

This is because the min/max fields are now calculated values ōŀǎŜŘ ƻƴ ǘƘŜ ŘŀȅΩǎ ǎǳǇǇƭȅΦ  ¢ƘŜ 

user cannot directly manipulate the min/max fields, and must instead base re-order points on 

ǘƘŜ ŘŀȅΩǎ ǎǳǇǇƭȅ ǘƘŜȅ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǎǘƻŎƪΦ 

 

The benefits of Usage Ordering: 

¶ Drug re-order points are dynamic values that increase or decrease depending on how often the 

drug is dispensed within the days supply indicated.  This is particularly useful for cyclical drugs 

like allergy medications that are dispensed frequently during some parts of the year, and less 

during others. 

¶ Users do not have to manually input minimum and maximum values for drugs as they will be 

calculated based on the days supply that is set. 

The drawbacks of Usage ordering: 

¶ The minimum and maximum values are not open for manipulation as they are now calculated 

values; this may result in less control over the exact point the drug is ordered. 

¶ The minimum and maximum values change depending on how frequently the drug is dispensed; 

therefore, this may be a problem for drugs that the pharmacy wishes to under-stock or over-

stock. 

The Best of Both Worlds  
Since there are advantages to using both Min/Max Ordering, and Usage Ordering, Kroll has created a 

configuration that allows some drug cards to use Min/Max re-order points, while others to use Usage re-

order points.  Activate this function as follows: 

1. Go to File Ҧ Configuration Ҧ Store and log in with Kroll initials and password. 

2. Click on the Order tab, or press CTRL+E on the keyboard. 

3. Check the option to !ƭƭƻǿ ά.ŀǎŜ hǊŘŜǊƛƴƎ hƴέ Override at Drug Pack level. 
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4. Click OK or press Enter at the bottom of the screen to save order-configuration changes. 

Once the function is turned on, the user can override the default order settings at the drug card level as 

follows: 

1. Use the F5-Drug Search to locate and call up the drug card. 

2. From the drug card click on the Ordering tab, or press CTRL+R. 

 
3. Locate the Base Ordering On field and override the default order setting by picking Min/Max  or 

Days Supply accordingly. 

 
 

NOTE:  If Days Supply ƛǎ ǎŜƭŜŎǘŜŘΣ ǘƘŜ 5ŀȅΩǎ ŦƛŜƭŘ ǿƛƭƭ ōŜ ƻǇŜƴΣ ŀƴŘ ƳƛƴƛƳǳƳκƳŀȄƛƳǳƳ 

fields will be greyed out.  If Min/Max  is selected the minimum and maximum fields will 

be open, and the Days fields will be greyed out. 
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