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Prescription Refill Workflow – Goals

• Evolution of prescription renewal workflows

• Getting familiar with Rx Renewals tab & FAQs

• Getting familiar Prescriptions Form & FAQs

• Workflow example – pharmacy request

• Workflow example – patient request

• Workflow example - EPCS

• Conclusion

Rhea Davis
Education Consultant



Evolution of renewal Workflows
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Renewal Request          

Refill workflow prior to CPS 12.2

eSM verifies and 
sends to LinkLogic

to match. 
Unmatched 

patients are worked 
in LinkLogic.

Characteristics:
1) Unmatched patients are worked 

in LinkLogic – providers do not 
know what is 
waiting/outstanding.

2) Each medication request has its 
own document.

3) Documents can appear on a 
provider’s desktop before a 
delegate has readied them.
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Renewal Request          

Refill workflow in CPS 12.3

Characteristics:
1) Unmatched patients are worked 

in Rx Renewal tab.
2) All requested medications will be 

in one document.
3) Delegates have the opportunity 

to ensure refill is appropriate 
prior to document being routed 
to the provider’s Desktop.

eSM verifies and 
sends direct to Rx 
Renewals via API. 

Unmatched patients 
are worked with 

matched patients



Getting familiar with the 
Rx Renewals tab



Confidential. Not to be copied, distributed, or reproduced without prior approval. 

Security required to view tab

Administration>Application Users> 
User Management> User> Security> 
Setup> Access eRx renewals
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Security is required to view unmatched patients. 
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Security required to view unmatched patients

Administration>Application Users> 
User Management> User> Security> 
Setup> Access unmatched eRx
renewals
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Security is required to view unmatched patients. 
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New, Change, & Pending

New
Identifies the number of prescription renewals the patient has from the electronic 
pharmacy request 

Change
Identifies the number of prescription change requests the patient has from the 
electronic pharmacy. “Change” could be due to: drug change (formulary compliance, 
days’ supply, prescription clarification), generic substitution, or prior authorization.

Pending
Identifies the number of medications for the patient in an active edit state 
(unsigned). This number can reflect new medications for patients during an office 
visit, unsigned mediations initiated from a Phone Note, etc. 
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Actions

Open Chart 
Opens patient chart for review prior to starting a new document

Open Rx Refill Document 
Begins new Rx Refill document by bypassing chart review and document properties.

Match Patient
Opens Find Patient dialog box. Utilize the information in Rx Renewals tab to
attempt to match the patient with an existing patient in your database. If you find a match, select the 
patient. The patient will be in the “matched” area and ready for prescription renewal.

Deny Unmatched Patient 
If an unmatched patient is not located in your database, select this icon. WARNING! There is no confirmation 
after selecting this option. Be certain you would like to deny this request.
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Viewing another user’s Rx Renewal tab
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Get security to view another user’s Rx Renewal tab 

Administration>Application Users> 
User Management> User> Security> 
Setup>  View other users’ eRx
renewals

Gives access to view all users. 
All or nothing setting.



How to view another user’s Rx 
Renewals & make a user group
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Reference: Setting up Multiple Prescriber View

SP2

Step 1: Select magnifying glass
Step 2: Select “More”
Step 3: Select “New Group” and name the folder
Step 4: Select Search tab and search for prescribers
Step 5: Select provider and select “Add Item” – Select group
Step 6: Repeat
Ensure in Browse tab your new folder is selected and click OK



Seeing the Rx Renewal tab in action 
& matching a patient



Rx Renewals tab FAQs
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Rx Renewal Tab FAQs

Does the delegate workflow still apply?
Whoever is logged in is the 
default view but this can be 
changed just as it can be in 

Alerts and Flags and 
Documents. The appointed 
delegate can then work on 
behalf of the prescriber as 

they would in today’s 
workflow in Documents> 

Prescriber> Rx Refills 
The concept of a setting up a 
delegate in the eSM console 

is no longer valid.
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Rx Renewal Tab FAQs

Will the provider get an Rx Refill document type to sign on their 
desktop?

Once the prescription refill is 
started, it creates a 

document. When ending the 
document, the user should 

route as normal.
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Rx Renewal Tab FAQs

How will I know that I have worked a prescription renewal request?

When there are numbers in 
both New and Pending, this is 
a good indication that the refill 
request has been addressed.



Getting familiar with the 
Prescriptions form
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Prescriptions Banner

Patient’s 
picture 

(if available)
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Prescriptions Banner

Name & 
Demographics
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Prescriptions Banner

Outgoing authorizing 
provider information. 
If there are multiple 

DEA numbers, a 
dropdown is available 

for toggle as 
appropriate.

Note: If there are 
multiple providers in 
the update, an error 

may show here in red 
font. Only one 

authorizing provider is 
allowed at one time.  

TIP: If there are multiple 
providers, select the 
medication row and 
ignore all except the 

authorizing provider’s 
refills being worked.
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Prescriptions Banner

Displays the supervising 
provider when 

appropriate
(Options>Preferences> 

Prescriptions> 
Supervising Provider)
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Prescriptions Banner

Form 
version 
number
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Prescriptions Form Active Medications List

Selected pharmacy

Note: There must be a 
selected pharmacy to 

manually renew a 
medication on the 

patient’s active 
medication list.
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Prescriptions Form Active Medications List

Dropdown for preferred 
pharmacy toggle
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Prescriptions Form Active Medications List

Dropdown for preferred 
pharmacy toggle
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Prescriptions Form Active Medications List

Open Find Pharmacy dialog box 
to select a pharmacy that is not 

on the patient’s contact list
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Prescriptions Form Active Medications List

Open Find Pharmacy dialog box 
to select a pharmacy that is not 

on the patient’s contact list
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Prescriptions Form Active Medications List

Filters medications by associated 
problems if linked
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Prescriptions Form Active Medications List

Filters medications by associated 
problems if linked
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Prescriptions Form Active Medications List

Filter display header
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Prescriptions Form Active Medications List

Active medication name, last 
prescription date, quantity and 

refill number preview.
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Prescriptions Form Active Medications List

To manually renew the 
medication, ensure there is a 

pharmacy selected and then click 
renew. Medication will remain 

here in the list but also display in 
the middle of the form.
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Prescriptions Form Active Medications List

Clinical reference and info 
buttons available per medication
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Prescriptions Form Quick Reference Buttons
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Prescriptions Form Quick Reference Buttons
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Prescriptions Form Quick Reference Buttons
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Prescriptions Form Quick Reference Buttons
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Prescriptions Form Quick Reference Buttons

In certain states, the law requires 
review of a controlled substance 

report prior to prescribing certain 
medications. This is called a 

Prescription Drug Management 
Program, or “PDMP”.

When enabled and the appropriate 
user is viewing the form this 

option, when selected, invokes the 
report for review.
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Prescriptions Form Quick Reference Buttons
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Prescriptions Form Quick Reference Buttons
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Prescriptions Form Quick Reference Buttons
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Prescriptions Form Prescription Renewal Area

Tab stating the action and count. 
The action could be “Update 

Prescriptions for Renewal” or 
“Pharmacy Change Requests”



Confidential. Not to be copied, distributed, or reproduced without prior approval. 

Prescriptions Form Prescription Renewal Area

Pharmacy information. 
All medications under the header 
will go to this pharmacy. Multiple 

pharmacies are allowed.
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Prescriptions Form Prescription Renewal Area

Changes the pharmacy for all 
associated medications.
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Prescriptions Form Prescription Renewal Area

Method of prescribing.
Hover over icon for description.
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Prescriptions Form Prescription Renewal Area

Formulary Indicator
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Prescriptions Form Prescription Renewal Area

Name, strength and route of drug
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Prescriptions Form Prescription Renewal Area

Quantity prescribed
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Prescriptions Form Prescription Renewal Area

Number of refills
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Prescriptions Form Prescription Renewal Area

Earliest Fill date defaults to the 
clinical date of the document. 

This date cannot be edited.
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Prescriptions Form Prescription Renewal Area

If BMN was marked originally, it will 
remain. To edit, select the pencil 

icon.
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Prescriptions Form Prescription Renewal Area

Instructions
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Prescriptions Form Prescription Renewal Area

If this is a controlled substance 
being sent electronically (EPCS), 

provider must click to acknowledge. 
This can be done here or at 

document/clinical list signature.
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Prescriptions Form Prescription Renewal Area

Authorizing provider
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Prescriptions Form Prescription Renewal Area

Number of Refills Dispensed
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Prescriptions Form Prescription Renewal Area

Requested date of refill
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Prescriptions Form Prescription Renewal Area

Note to pharmacy which includes 
route. Pharmacy note can be up to 
200 characters in length and is not 
“sticky” (will not carry forward to a 

future prescription refill). 
The route will also be seen here.
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Prescriptions Form Prescription Renewal Area

If available, 
medication savings 
information is also  

automatically included
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Prescriptions Form Prescription Renewal Area

Edit prescription information
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Prescriptions Form Prescription Renewal Area

Deny prescription (electronic 
prescription refill request only)
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Prescriptions Form Prescription Renewal Area

Ignore prescription (electronic 
prescription refill request only)

Remember! Use this option if 
multiple prescribers are in the 
same request and you receive 

the red font in the banner.



Change requests
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Electronic Prescribing - 45 CFR 170.315(b)(3) – MU 3

(i) Enable a user to perform all of the following prescription-related electronic transactions in accordance 
with the standard specified in § 170.205(b)(2) and, at a minimum, the version of the standard specified in §
170.207(d)(3) as follows: 

(A)Create new prescriptions (NEWRX). 
(B) Change prescriptions (RXCHG, CHGRES). 
(C) Cancel prescriptions (CANRX, CANRES).
(D)Refill prescriptions (REFREQ, REFRES). 

(E) Receive fill status notifications (RXFILL). 
(F) Request and receive medication history information (RXHREQ, RXHRES).

“Change” could be due to: drug change 
(formulary compliance, days’ supply, prescription 

clarification), generic substitution, or prior 
authorization.
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Prescriptions Form Change Requests

Change request tab appears when 
there is a medication change 
request from the pharmacy.
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Prescriptions Form Change Requests

Reason for medication change 
request. “Change” could be due to: 

drug change (formulary compliance, 
days’ supply, prescription 

clarification), generic substitution, 
or prior authorization.
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Prescriptions Form Change Requests

Original medication shows and only 
has one icon on the right. 

To view/select pharmacy suggested 
alternative, utilize dropdown. 

Select the changed medication.
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To view additional detailed 
information about the therapeutic 
interchange, select the medication.

Prescriptions Form Change Requests



Confidential. Not to be copied, distributed, or reproduced without prior approval. 

Prescriptions Form Change Requests

The original, as prescribed, 
medication appears at the bottom 
and the alternative, with details, at 

the top.
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Once the changed medication is 
selected, you may:

Approve
Edit

Deny

Prescriptions Form Change Requests
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Prescriptions Form Change Requests Tips

Once approved, the medication will move from the “Pharmacy 
change requests” tab to the “Update Prescriptions for Renewal” 
tab

Opens up familiar Edit Prescription dialog box.
Will then move to “Update Prescriptions…” tab.

Requires user to select a denial reason.
Will then move to “Update Prescriptions…” tab
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Prescriptions Form Change Requests

OR, to deny therapeutic change 
without viewing the dropdown, 
select deny icon. Medication will 

move to the Update Prescriptions 
for Renewal tab.
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Prescriptions Form Change Requests

When prior authorization is being 
requested, enter authorization code 

and select the checkmark icon
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Prescriptions Form Change Requests

If edits are required, select the 
pencil icon.
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Prescriptions Form Change Requests

To deny the request for prior 
authorization, select the deny icon.
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Prescriptions Form Change Requests Tip

When denying a Prior Authorization, 
note this is a denial option.
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Cancel Request

To send notification of removing a 
medication from the patient’s 
active medication list, follow 
normal remove medication 

workflow. The pharmacy 
associated with the prescription 

will get a “cancel” request.



Electronic Prescribing of Controlled 
Substances

September 20, 2017 91
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Signing
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Ways to sign – Print Options
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Ways to sign – Sign Rx Now
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Ways to sign – End > Sign clinical list changes> Hold
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Ways to sign – End > Sign Document



Prescription form FAQs

September 20, 2017 98



Confidential. Not to be copied, distributed, or reproduced without prior approval. 

Prescriptions Form FAQs

Who is the default Authorized By provider?



Confidential. Not to be copied, distributed, or reproduced without prior approval. 

Prescriptions Form FAQs

How can I tell the difference between an electronically requested 
medication and a manually renewed medication?

Electronic requests will have 3 black 
icons. If edited, a “change back” icon 

appears but will always show the 
deny icon. 

Manually renewed items will only 
have 2 black icons: 

Edit and change back.
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Prescriptions Form FAQs

What if I do not have EPCS?
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Prescriptions Form FAQs

Can I prescribe to more than one pharmacy in the same update?

Yes. More than one pharmacy can 
be used. When manually 

renewing, the displayed current 
pharmacy will be utilized.



Refill workflow examples:
From pharmacy
From patient
In an office visit



Conclusion
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Untouched Medication-Related Workflows

• Routing documents

• New medication workflow

• In office medication administration 

• Immunization management

• Phone notes
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Get familiar!




