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Workflow describes a series of tasks performed within a pharmacy to 
produce a filled prescription.  At each stage of workflow, an individual 
or group is responsible for a specific task.  Once a task is complete, 
the workflow module ensures that those responsible for the next task 
receive the data they need to complete the subsequent stage of the 
process.  
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Benefits of Workflow  
1. Rx Tracking 

2. Accountability 

3. Reportability 

Configuring Workflow  
Each pharmacy has a unique working environment which calls for customized workflow needs.  The first 

step in implementing workflow is determining which stage(s) to activate in order to maximize benefits 

and minimize additional Rx processing times.  Kroll software technicians are available to help with this 

decision making process.  Simply describe your pharmacy procedures and needs to Kroll and we will 

assist you in figuring out what stages of workflow are most beneficial to your pharmacy. 

Once it has been decided what stages of workflow to employ, it is time to activate and configure the 

module.  This section briefly describes the activation and configuration process; however, it is highly 

recommended that users call the Kroll Software Helpdesk at 1-800-263-5876 ext 1 for assistance on 

workflow configurations. 

Workflow configurations can be set under the following: 

1. Go to File Ҧ Configuration Ҧ Workflow. 

2. Login with Kroll Initials and Password, this will call up the Workflow Configuration Form. 

3. There are 12 stages of workflow.  Highlight the workflow stage of interest and click or press F2-

Edit, or double click on a stage to begin activation.  

 

NOTE:  Some workflow stages have the ability to be moved before or after another 

stage by highlighting the entry and using the Move Up or Move Down buttons. Users 

cannot proceed to the next stage without the completion of the previous stage. 

 



Workflow User Guide- Basics 8.5 
 

5  

 

4. The Workflow Configuration Edit Form will appear with options to configure the particular 

workflow stage: 

a. Active:  When checked, this stage of workflow will be active for REGULAR Rxs. 

b. Active for NH:  When checked, this ǎǘŀƎŜ ƻŦ ǿƻǊƪŦƭƻǿ ǿƛƭƭ ōŜ ŀŎǘƛǾŜ ŦƻǊ wȄΩǎ ŦƛƭƭŜŘ ŦƻǊ 

nursing home patients. 

c. Require On-Screen Verification:  When checked, users will have to log into a workflow 

session to perform some type of on-screen verification to indicate that the stage has 

been completed correctly before moving forward.  Note that a workflow stage can still 

be active when this flag is unchecked. 

d. Users can force the following error conditions to be resolved before proceeding to the 

next subsequent stage of workflow: 

i. Local DUE Review 

ii. Adjudication Review 

iii. Manual Pharmacist Review 

iv. Needs Patient Info 

v. Needs Repackaging 

vi. Patient Counselling 

Special workflow configurations are present for some stages: 

¶ The Labels Printed, Hard Copy Printed, Receipts Printed, and Kroll Care Printed stages of 

workflow have an additional option to άAutomatically Perform this State when the previous 

state is doneέΦ  When this checkbox is selected, a work order will automatically proceed to the 

next stage of workflow once the previous stage is complete. 

 

For ŜȄŀƳǇƭŜΣ ƛŦ ǘƘŜ ƻǇǘƛƻƴ ǘƻ άAutomatically Perform this State when the previous state is 

doneέ is turned ON for the Labels Printed stage, a work order will automatically proceed to a 

ǎǘŀǘǳǎ ƻŦ ά[ŀōŜƭǎ tǊƛƴǘŜŘέ ǿƘŜƴ ǘƘŜ ǇǊŜǾƛƻǳǎ ǎǘŀǘŜ ƻŦ ά!ŘƧǳŘƛŎŀǘŜŘέ ƛǎ ŎƻƳǇlete. 
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¶ The Packaged state of workflow has two additional options.  The first ƻǇǘƛƻƴ ǘƻ άRequire UPC 

Bar Code Scan for Verificationέ ƴŜŜŘǎ ǘƻ ōŜ ŎƘŜŎƪŜŘ ƛƴ ƻǊŘŜǊ ǘƻ ŦƻǊŎŜ ǳǎŜǊǎ ǘƻ ǎŎŀƴ the drug 

pack UPC against the work order barcode for confirmation that the correct medication is being 

used to fill the Rx.   

 

¢ƘŜ ǎŜŎƻƴŘ ƻǇǘƛƻƴ ǘƻ άRequire UPC Scan for each pack sizeέ ŦƻǊŎŜǎ ǳǎŜǊǎ ǘƻ ǎŎŀƴ ǘƘŜ drug UPC 

of each pack used to fill a prescription based on a calculation using the dispense quantity of the 

Rx and the pack size of the drug.  For example, if a prescription for 90 tablets of Crestor 5mg is 

being processed for a drug pack size of 30 tablets/box, users will have to scan the UPC of 3 

times. 
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¶ The Pharmacist Verification stage of workflow has an additional option to Verify the Patient, 

Drug/Mixture, Doctor and Rx individuallyέΦ  When this option is turned ON, users have to 

manually place a checkmark next to the patient, drug, doctor, Rx and Dispensing information 

sections from the Script Image Verification ǎŎǊŜŜƴΣ ŀƴŘ ŀƴǎǿŜǊ ǘƘŜ ǉǳŜǎǘƛƻƴ άIs this Packaged 

Correctlyέ in order to proceed to the next stage. 

 

 
²ƘŜƴ ǘƘŜ ƻǇǘƛƻƴ ǘƻ άVerify the Patient, Drug/Mixture, Doctor, and Rx individuallyέ ƛǎ ǘǳǊƴŜŘ 

OFF, users will not see checkboxes next to the patient, drug, doctor, Rx and Dispensing 

information sections of the Script Image Verification screen.  Users simply have to answer the 

ǉǳŜǎǘƛƻƴ άIs this Packaged Correctly?έ in order to move to the next stage. 
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¶ The Scanned at POS ǎǘŀƎŜ Ƙŀǎ ŀƴ ŀŘŘƛǘƛƻƴŀƭ ǿƻǊƪŦƭƻǿ ƻǇǘƛƻƴ ǘƻ άAllow manually changing to 

this state (for POS down situations)έΦ  ²ƘŜƴ ǘƘƛǎ ƻǇǘƛƻƴ ƛǎ ǘǳǊƴŜŘ hbΣ ǳǎŜǊǎ Ŏŀƴ ƭƻƎ ƛƴǘƻ ŀ 

workflow session, double click a work order located in the Scanned at POS stage and manually 

ŎƘŀƴƎŜ ƛǘ ǘƻ ά{ŎŀƴƴŜŘ ŀǘ th{έΦ  This option should only be turned ON when the POS is out of 

service, and should be turned OFF when the POS is back up and running. 

 

When ǘƘŜ ƻǇǘƛƻƴ ǘƻ άAllow manually changing to this state (for POS down situations)έ is OFF, 

users will receive a ƳŜǎǎŀƎŜ ά¸ƻǳ Ŏŀƴƴƻǘ Ƴŀƴǳŀƭƭȅ ŎƘŀƴƎŜ ŀƴ wȄ ǘƻ {ŎŀƴƴŜŘ ŀǘ th{έ ǿƘŜƴ 

double clicking on a work order in the Scanned at POS stage. 
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Accessing Workflow Module  
When accessing the workflow module it is recommended that users employ a separate session from 

their active filling session(s) so as not to affect actions occurring on other screens.  Open up a workflow 

session as follows: 

1. From the ALT+X start screen, go to Workflow Ҧ Change Work Order States. 

 
2. Enter your Kroll Initials and Password to gain access to workflow. 

 
3. The workflow session will appear with buttons located along the top of the screen.  The number 

and types of buttons that appear will depend on the workflow stages that are activated.  Each 

button represents an active stage of workflow. 

 

NOTE:  The button highlighted in BLUE shows prescriptions that are waiting to complete 

that particular stage of workflow. 
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Selection Mode 
Users can find prescriptions in workflow in one of two ways: 

1. Scan/Lookup Mode 

2. Show All Applicable Rxs 

Scan/Lookup Mode  

When Scan/Lookup Mode is selected, users can either type or scan (using a barcode scanner) a 

prescription number (i.e. work order number) into the Lookup field.  Once the Lookup field is populated 

press Enter on the keyboard  or click  Lookup to search the work order and to determine what stage of 

workflow it is at. 

 

Show All Applicable Rxs  

When Show All Applicable Rxs is flagged, all prescriptions waiting to pass through the selected stage of 

workflow (e.g. Entry Verified, Adjudicated, etc.) will be listed.  Users can visually look for the prescription 

of interest under the selected stage. 

NOTE:  When Show All Applicable Rxs is flagged, Filter Selections become available to narrow 

search results by Nursing Home or Retail prescriptions. 
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Changing Users in Workflow  
The Kroll user that initially signs into workflow will be the one listed on the workflow session.  Any action 

that is executed from that workflow session will be authored by the listed user.  To ensure proper 

logging, it is important to ensure that users switch to their own Kroll accounts before performing actions 

on the workflow session. 

 

Change the workflow user as follows: 

1. From the Workflow screen, click on Users. 

 
2. Enter the initials and password of the new workflow user. 

 
3. The new user will be listed; the initials of the user will author all actions performed on that 

particular workflow session. 
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Prescription Scanning  
Prescription scanning allows users to scan a visual image of a written prescription into the Kroll software 

system via an installed document scanner.  Images are prescription specific and are scanned at the F12-

Filling screen.  Only NEW and UNFILLED prescriptions require a script image to be scanned.  Refill 

prescriptions will automatically carry forward the script image saved from the first transaction of the 

prescription chain. 

There are significant advantages to prescription scanning.  Most notably, users no longer have to pull 

written originals when filling the first fill of an UNFILLED prescription; they can simply access the script 

image from the Kroll system with options to print the image as well.  In addition, checking for missed 

refills and verifying SIGs becomes infinitely more convenient since the prescription image is readily and 

quickly accessible. 

Configuring the Document Scanner  
In order to successfully scan PRESCRIPTIONS, a document scanner must be installed onto the scanning 

ǘŜǊƳƛƴŀƭΦ  {ƛƳǇƭȅ Ŧƻƭƭƻǿ ǘƘŜ ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ ƛƴǎǘŀƭƭŀǘƛƻƴ ƛƴǎǘǊǳŎǘƛƻƴǎΤ ƛŦ ȅƻǳ ƘŀǾŜ ǇǳǊŎƘŀǎŜd Kroll 

Hardware Support, you can call the helpdesk at 1-800-263-5876 ext 2 for assistance regarding the 

installation. 

Once the document scanner is installed on the terminal, it needs to be configured in Kroll as follows: 

1. Go to File Ҧ Configuration Ҧ Work Station. 

2. Login with your Kroll Initials and Password. 

3. Click on Input Devices. 

4. Select the scanner from the dropdown menu. 

 
5. Click OK or press Enter on the keyboard to save scanner configurations in Kroll. 

Prescription Scanning Configurations  
Once a pharmacy commits to prescription scanning and has successfully installed the scanner(s), there 

are a few configurations that can be optionally turned ON to facilitate the actual process.  The following 

subsections explain available scanning related configurations. 
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Print Script Image for First Fill of an Unfilled Rx  

One of the most significant advantages of prescription scanning is the ability to retrieve script images 

before filling the first fill of an unfilled prescription.  In order to take this benefit to the next level, an 

option is available to άprompt to print script image for the 1st fill of an unfilled RxέΦ  When this 

configuration is turned on, the user will receive a prompt to Print Script Image upon clicking/pressing 

F12-Fill Rx for an unfilled Rx: 

 

Activate the configuration as follows: 

1. Go to File Ҧ Configuration Ҧ Store. 

2. Login with your Kroll Initials and Password. 

3. Click on Rx Ҧ Prompting. 

4. Check the option Prompt to Print Script Image for 1st Fill of an Unfilled Rx. 
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Require  Script Image for New/Unfilled Rxs  

It can be easy to forget scanning a written prescription before filling a NEW Rx, or logging an UNFILLED 

Rx.   To prevent this from happening, a store configuration can be optionally activated to prevent 

starting a new prescription chain without scanning a script image, or without specifying a reason for not 

having a script image.  Turn on this configuration as follows: 

1. Go to File Ҧ Configuration Ҧ Store. 

2. Login with your Kroll Initials and Password. 

3. Click on Y-To Do. 

4. Check the option Require Script Image or reason for no Script Image on New Rxs. 

 

When this scanning configuration is ON, users will receive a RED warning when attempting to fill a 

New/Unfilled Rx without a scanned image.  In order to proceed with filling the Rx, a script image needs 

to be scanned, or a reason for not having a script image must be recorded.  

  

Scanning Prescriptions  
With all the setup and configurations complete, it is time to scan prescriptions.  Once again, prescription 

images only need to be scanned for NEW and UNFILLED prescriptions; refills will carry forward the saved 

image from the initial prescription transaction. 
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Scan and attach a script image to a prescription entry as follows: 

1. From the terminal with the installed document scanner, fill out the patient, drug, doctor, SIG 

and dispensing information as usual from the F12-Filling Screen. 

 

NOTE:  Users can also proceed to scan the image first and subsequently fill out the 

patient, drug, doctor, SIG and dispense information; it is simply a matter of preference. 

 
2. Click on the Workflow tab located near the bottom left of the filling screen. 

 
3. From the Due Date/Time dropdown menu, enter when the patient intends to pick up the filled 

prescription.  Users can choose Default Wait Time or Specific Time which allows input of a due 

date (dd/mm/yyyy) and time (hh:mm).   

NOTE:  The act of setting a Due Date/Time is also knowƴ ŀǎ άǎǘŀƎƛƴƎέ ǘƘŜ ǇǊŜǎŎǊƛǇǘƛƻƴΦ  

Workflow entries will display the Due Date/Time of the work order so that users can 

prioritize prescriptions according to how urgently they need to be completed. 
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4. Place the written prescription in the document scanner. 

5. Click on the Scan Image button. 

 
6. The written prescription will begin scanning.  Once complete, the Scanned Image will appear on 

the left side of the screen, while the Selected Image (i.e. saved image) will appear on the right.   

 

NOTE:  The Scanned Image will only differ from the Selected Image if the former is 

cropped. An image can be cropped by clicking on the scanned image, holding down the 

left click button, and dragging the mouse to include all content that needs to be viewed 

on the written prescription. 
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7. If the scanned image has the wrong orientation, there are buttons to Rotate Left (90х), Rotate 

Right (90х), or Rotate 180х. 

 
8. If the scanned image is completely illegible, there is an option to Retry. Make sure that the 

written prescription is loaded in the document scanner before clicking on Retry because this 

triggers the scanner to initiate scanning. 

 
9. Once you are satisfied with the Selected Image, click Save to save the image to the prescription. 

 
10. The script image is now attached to the specific Rx being filled.  Note that refreshing the Rx will 

produce a new warning message, άScript Image Availableέ, and the workflow tab will have a 

View Image button. 

 
11. Press F12-Fill Rx as usual to fill the prescription. 
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12. You will be prompted to reuse the script image for the next Rx.   

¶ Answer YES, if there are more prescriptions to fill from the written script.   

¶ Answer NO, if there are no more prescriptions to fill from the written script. 

 
13. If YES is selected in the previous step, the Create New Rx From To Do screen will appear with 

the script image on the left and the patient, drug, doctor, and dispensing fields on the right. 
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14. Enter as much or as little information as you would like from this screen and press Enter on the 

keyboard or click Save to continue to the regular F12-Filling Screen.  The image will be applied 

to the current prescription 

Χ OR Χ  

Press the patient profile hot keys (e.g. SHIFT+F3, SHIFT+F4, etc.) to copy an old Rx to a new 

number by highlighting the applicable Rx and pressing Y on the keyboard. 

 
15. You will be prompted to reuse the script image each time you finish filling a prescription; answer 

accordingly. 

Selecting a Previously Scanned Image 
Once a written script has been scanned into the Kroll system it will be saved and users will NOT have to 

scan the image again to attach it to another prescription.  

Select and attach a previously scanned image to a new/unfilled prescription as follows: 

1. From any terminal, fill out the patient, drug, doctor, SIG and dispensing information as usual 

from the F12-Filling Screen. 

 

NOTE:  Users can also proceed to select and attach the image first, and then fill out the 

patient, drug, doctor, SIG and dispense information; it is simply a matter of preference. 
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2. From the Due Date/Time dropdown menu, enter when the patient intends to pick up the filled 

prescription.  Users can choose Default Wait Time or Specific Time which allows input of a due 

date (dd/mm/yyyy) and time (hh:mm).   

3. Click on the Workflow tab located near the bottom left of the filling screen. 

4. Click on the Select Image button. 

 

5. The Select a Script image screen will appear with a list of images scanned for a particular patient 

on a particular day. 

 

NOTE:  The Date ƛǎ ŘŜŦŀǳƭǘŜŘ ǘƻ ǘƻŘŀȅΩǎ ŘŀǘŜΦ  aŀƴǳŀƭƭȅ ŎƘŀƴƎŜ ǘƘŜ ŘŀǘŜ ǘƻ ŀ ǇǊŜǾƛƻǳǎ 

date to search for script images that were scanned prior to this date. 

 

6. On the left, highlight the prescription of interest in blue and press Enter or click Select to attach 

the image to the current prescription. 














































































