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Set Up

Basics

Log In to ArbiMed

1. Go to hitps://app.arbimed.com, enter your Username and Password, and

click Log In

Log In

Account Information

e If you have two different accounts with the same username and password, a
drop down list will appear. Select the account you wish to use.

2. Dashboard page will appear

Dashboard

‘‘‘‘‘‘‘‘‘‘‘‘‘

Notice the Top Menu, which lists different modules you can access in ArbiMed

Dashboard nventory Management - Patients Procurement « Reports « Settings «


https://app.fluxinventory.com/

Dashboard

The ArbiMed Dashboard provides important information, including:

e |Inventory Summary — Daily inventory value, purchase orders, and item usage

e Purchase Predictions — System suggests what you may need to order

a. Click button Click to Review

b. Select Supplier. Products will be displayed as follows:
=  White rows need to be ordered
=  Greyrows do not
» Red rows need more information

e Purchase Orders — Shows different order categories, including those requiring your
approval

e Inventory Values — Up to the minute, broken down by supplier

e Expiring Products:

o Expiring Stock column shows:

» Red box - Is Expired
» QOrange box — Will expire in 60 days

Set Company Information

1. Go to Top Menu and click Settings, then Company Information

Dashboard nventory Management - Patients Procurement - Reports - Settings -
Payment
Dashboard
Company Information
% User Management
Inventory Summary: Departmeants

Staff / Doctors

150 Custom Fields



Company Information screen appears

2. Go to left and complete fields:

Company Name
Accounting Method - Select FIFO or LIFO

Default Margin Percentage — Sets default retail price for all items (e.g. DMP of
1.15 gives a 15% profit margin)

Inactivity Logout

Require Customer Names For Prescripted Items — makes name required if
product requires prescription

Require Department For Scan Out
Require Staff / Doctor Selection For Scan Outs

Require Pricing Information for Product Update & Stock Room Operations —
Recommended leave this unchecked during Setup; you can activate it later
after setting all product prices

Inactivity Timeout In Seconds
Logout Stock Room Users when inactive
Logout All Users when inactive

Enable Patient Database — creates a list of patients so you can see their
transaction history and easily scan items out to them
**After checking this box you need to logout and log back in

Enable Track By — when you receive ordered items — allows you to serialize items
received from purchase order, and to print unique barcodes for them. You will
select the unit of measure to track during order receiving (see Receive Orders)

Enable Optional PO Approval Functionality — allows you to:

o require purchase order approval from users you specify (see Create
Users)

o require certain products to be approved when being ordered



Important: If a purchase order has one product requiring approval, then
the entire order will require approval

3. Email & Alert Settings: Lets you specify emails to receive various system alerts
a. Click Email & Alert Settings
b. Popup appears

c. Set Alert Type, Location, and User
d. Click Save

4. Location Address: The physical address where you will store and dispense
inventory. When you first log in to ArbiMed, the default Location is “Headquarters”.
Complete the fields as needed, and note the following:

e Expiration Date Cut-off Days — Number of days before expiration that alerts
begin on PAR Levels Report (see PAR Levels Report)

e PAR Level - Days to Cover: Number of business days’ worth of adequate
stock (according to PAR Levels) that you want to maintain — Set as
appropriate for your office
(For more information on PAR Levels, see Manually Create a New Product /
Stage 2: Set Advanced Details / Item 2 PAR Level)

e Send Price Change Alerts To — Email address for staffer to be informed of
price changes made to products (see Edit Manually Created Products)

5. Click Save Changes



Create Additional Location

You can also create additional locations:

1. Go to Top Menu and click Settings, then Company Information
2. Scroll down, go to lower right and click Create New
Create New Location popup appears

3. Complete fields as needed, then click Create

4. Close popup, then go to upper right and click the Location Selection Menu (next to
Help button)

Your new location is now an option:

Headguarters [Current] ¥
[ Headquarters [Current] |
l! |I|I|" Stock Room
5. Select the new location, and begin building its Inventory List (see Create Products.

This will allow you to conduct transactions (Receive, Dispense, Transfer etc.) for the
location.




Create Users

You can create system users and define their system privileges

Create Basic User Profile

1. Go to the upper right and use the drop-down menu to select the physical address
where the user will exist

Headquarters [Current] ¥ © Help
Headquarters [Current] k
Stock Room

2. Go to Top Menu, click Settings, then User Management

Dashboard Inventory Management « Patients Procurement - Reports « Settings «

Payment

Dashboard

Company Information

L\\, User Management

Inventory Summary: Departments

Staff / Doctors

User Management page appears

User Management

Create New User

Full Name Username Email

3. Click Create New User
Add New User popup appears

Aidd New User

Full Name:
Email:

Usernarme:
Password:

Role: -- Select acustomer role -- v



4. Complete fields as desired. Note the following:
e Email - to recover a password
e Username and Password can be anything you choose

e Role - Select as appropriate:
o User—can access all system functions, but cannot change company,
product, or system settings
o Customer Admin — can view and edit all information in the system
o Stock Room - can only access Dashboard and Stock Room. On Stock
Room can only scan items in and out

5. Click Create
Edit User popup appears

..........

yyyyyyyy

User Barcode:

Define User Privileges

On Edit User popup (see previous) you can give additional privileges to users defined
as “User” and “Stock Room”

1. If desired, change or select:
a. Location (physical business address)

b. Can Approve Purchase Orders

c. Send Expiring Item List

d. Send PAR Level Report

2. Go to upper right and check Enable Advanced Roles




System module list appears

“|Enable Advanced Roles

Dashboard
Stock Room
Inventory >
Inventory >
Inventory >
Inventory >
Inventory >
Inventory >
Inventory >
Inventory >
Inventory >
Inventory >
Inventory >
Inventory >
Inventory >
Inventory >
Inventory >
Inventory >

Inventory »

Inventory List
Product Detail
Product > Inventory Locations
Product > Delete Product
Product > Change Price
Product > Madify Unit Of Measures
Reserves

Bill of Materials

Preference Cards

Add New Product

Created Product List

Point of Sale

Suppliers

Categories

EDI Price Changes

Bulk Quantity Update

Bulk Price Update

Check the modules you want this user to access
Click Save Changes
System gives Success message

5. Close popup, and User Management screen will show new user
Test User - User tuu u@test.com
6. To modify user, click Edit.

To delete user, click Delete

Create Products

To purchase and dispense products, you first need to create your product database, also
called the Inventory List. You will do this by creating products in one of three basic ways:

e Bulk Upload
e Add from ArbiMed catalog
e Manually Create a New Product

Create a Product Using Bulk Upload

1. Go to Top Menu, click Inventory Management, then Bulk Product Creation

Bulk Product Create screen appears



Bulk Product Create

Clickto theinput sheet.

File: Choose File | Mo file chosen

Latest process statuses:

No records found.

. Click Download to obtain the ArbiMed standardized Input Sheet

. Go to your computer and open the Input Sheet
Note explanatory row:

Add To Other Locations Supplier Name Category Description
¥ or N. Reguired Supplier name or empty Category or empty Product description.

. Complete Input Sheet:
Important: Do not change sheet format
a. Populate fields (required fields marked in red)
b. Provide UPC code. If not, system will create one at upload
c. Indicate desired Unit of Measure and pricing

For example, to create a Case of 10 Boxes, where each Box costs $14 and
contains two actual units of the product (called “Each”), you would complete
the sheet as follows:

Unit Of Measure Is Purchasing Package Package Price Sub Unit Of Measure  Sub Unit Of Measure Quantity
Case N Box 10

Box Y 14 Each 2

Each M

o Boxis purchasing package, so Is Purchasing Package is “Y"” and
Package Price is 14"

o Box has “Each” as Sub Unit of Measure, and Sub Unit of Measure
Quantity is *2"

o "Each”is the smallest possible package, so it has no Sub Unit of Measure
or Quantity




5. Upload Input Sheet:
a. Click Choose File
Pop-up will appear displaying files on your computer

b. Locate the input sheet, highlight it with your mouse, then press Enter on your
keyboard

File name will appear in File Upload box.
c. Click Upload
System may require up to 15 minutes to process

o Product(s) can now be viewed in Inventory List, with zero units. To add
units, it is recommended you create purchase orders and then scan them
in from the orders (see Create Orders and Receive Orders)

o To access Inventory List, go to Top Menu, click Inventory Management,
then select Inventory List

Add Product from ArbiMed Catalog
You can search the ArbiMed catalog to add products with preset details

Important: Some details for products added this way cannot be changed later
For this reason it is recommended you Manually Creafe a New Product

1. Go to Top Menu, click Inventory Management, then Create New Product
New Product Entry screen appears

New Product Entry

2. Click in Search Catalog box and provide UPC, Manufacturer Code, or Product
Description; then click Search

System displays matching item(s)

Description

10



3. Click Add to My Inventory

System gives Success message

Success! &
Product has been added to your
inventory.

4. Go to Top Menu, click Inventory Management, then Inventory List

5. Locate the product, and click E

Edit Product screen appears

Edit Product

6. Set fields as needed. (Please see below: Manually Create a New Product/ Stage 2:

Set Advanced Details

Important: Prices will be 0 by default. Set as desired

Manually Create a New Product
This process has two stages:
Stage 1: Set Basic Details

Stage 2: Set Advanced Details

Stage 1: Set Basic Details

11



1. Go to Top Menu, click Inventory Management, then Create New Product

New Product Entry screen appears

New Product Entry

Search Catalog:

2. Click Create a New Product
First Screen appears

Product Informatior

3. Go to the left and complete fields. Required fields have a red asterisk (*)

4., Rename Shelf Location

e Shelves and lofs are used to store inventory. Shelves are the parent storage
element and can have Lots as a subcategory

e When you create a product, system dispenses a default shelf name of “-,” but it
is recommended you rename it to something more useful

e Note: Elsewhere, the term “Location” refers to the physical business address
where you are receiving and dispensing inventory (see Sef Company
Information)

5. Define packages
a. First, define the smallest package
i. Unit of Measure - Select as desired (for example, “Each”)

i. UPC-Scan/typein, or click Generate Barcode
ii. Dimensions and Weight (Optional)
iv. Click Add Package

12



System shows new package

Unit Of Measure Sub Package upPC

MS4458CEBMS

Dimensions Weight

b. Then, define the next largest package
For example, if the smallest package is Each, the next level could be Box, which

would contain the “Eaches”
i. Unit of Measure — Select as desired
i. Select Sub Package (recommended)

Unit Of Measure * Box

Sub Package [MotSet] ¥
[Mot 5at]

upc* Lk‘

iii. If you set Sub Package, also set Sub Package Count (required)

Unit Of Measure * Baonx v
Sub Package Each ¥
Sub Package Count * 20|

iv. UPC -Scan/ type in, or click Generate Barcode
v. Dimensions and Weight (Optional)

vi. Click Add Package
System shows new package

Unit Of Measure Sub Package UPC Dimensions Weight

M54458C6BMS Delete

20 Each MS7FR7C2CMS

Each

13



c. Finally, if desired, you can create another level of package (for example,
“Case”) to make a common package hierarchy of Each-Box-Case, as so:

Unit Of Measure Sub Package
Each

Box 20Each
Case 16 Box

UPC

MS4458CEBMS

MS7FP7C2CMS

MSO05EASTMS

d. If you wish to delete a package, click Delete. Note that:

e If you delete a package thatis a sub unit of a greater package, you will
delete that greater package as well

e |If you delete the smallest package in a hierarchy, you will delete the entire
hierarchy as well. For instance, in the graphic above, if you delete Each,
you will delete Box and Case as well.

6. Set pricing for the main purchasing package

a. Go to lower right to pricing fields:

Default UOM for Purchasing: *

Package Purchase Price: * %

[NotSelected] ¥

b. Set Default UOM for Purchasing and Package Purchase Price

Default UOM for Purchasing: * Bax

Package Purchase Price: * % | 10

7. Click Create Product
System gives Success message

14



Product has been created!

If you wish, choose one of the following:

Go to Product Details

Create Another Product

8. Click Go to Product Details
Edit Product Screen appears

Edit Product

Product Information Prices:

Create Date

Stage 2: Set Advanced Details

1. Complete fields. Note in particular:

e Other Location Settings — Refers to physical addresses where you will store and
manage inventory. Check the boxes (recommended):

o Add this product to other locations

» |f other locations are to store this product, the product name must be
associated with (*added to”) those locations

» Checking this box will “add” the product name to those locations

» Product will have no units, until units are transferred in (see Ofher
Funcftions) or received from orders (see Receive Orders)

o Update other location product's based on this when saved — propagates
any changes made on this page to this product’s record at the other
addresses

e Location — Refers to shelves and lots. Click orange box, then create new
shelves/lots as desired

e Retdil Price — Confirm this is correct

15



Is Dose — Check box if your system build supports Dose Tracking, and you want
to activate it for this product
Note: Contact your ArbiMed sales associate if you wish to set up Dose Tracking

Product Prefix — Required if you checked Is Dose. Used to create dose numbers

Approved ICD Codes for Billing — Required if you checked Is Dose. Provide as
needed. Use base codes with no modifiers. Or type Al

Usage Warning Days (recommended) — Gives alert if you try to assign item twice
to patient within this period

Requires PO Approval — Check this to require Purchase Order approval when
item is on the order

Important: Even if you check this box, Sample / Specialty / Replacement
orders with this item will not require approval, because those order types do
not have prices (see Create Orders)

Required For Scan Out — Checked fields will be required to be populated on
Stock Room when scanning out this product

2. PAR Level — These settings help the system frack product usage and generate
purchase reminders (see Dashboard Overview)

Exclude from PAR Level — product won't be managed by PAR Levels

Minimum Stock Level - if greater than estimated future usage, will be PAR Levels
Report (“PLR") Suggested Purchase Quantity

Maximum Stock Level - if less than estimated future usage, will be PLR Suggested
Purchase Quantity

Minimum Purchase Quantity — ensures PLR purchase suggestions are correct

Number of Days for Receiving — default is 0. To change, click the link Click here
to change

a. New browser tab appears

b. Locate supplier, then set Days to Order to desired number

c. Click Save for that supplier, then close the tab

16



d. Screen refreshes and shows new Number of Days for Receiving

3. When finished, click Update Product
Product can now be viewed in Inventory List, with zero units
To add units, it is recommend you Receive them from a Purchase Order (see Receive
Orders)

4. At this point you can also print product barcodes (see below: Print Barcodes for Non-
Dose Iltems)

Edit Manually Created Products

If you wish can edit your manually created products

Two simple ways are from the Inventory List, or from the Created Products List (for other
methods, see Update Product Details)

From Inventory List:
1. Go to Top Menu, click Inventory Management, then Inventory List

2. Find your product and click E
3. Edit product as needed, then click Update Product

From Created Products List:

1. Go to Top Menu, click Inventory Management, then Created Products
2. Find product and click Edit

3. Edit product as needed, then click Update Product

17



Print Barcodes for Non-Dose ltems

If you wish you can print product barcodes
There are two main methods: One product at a time, or multiple products at once

Note: This process is for Non-Dose Items. To print barcodes for Doses, see Print Barcodes for Doses

Print One Product

Go to Top Menu, click Inventory Management, then Inventory List
Inventory List screen appears

Mf. Code Manufacturer Cost Cost UOM Description
ﬁ | 1621 3M $0.00 Box TEGADERM™ TRANSPARENT DRESSING, FIRST AIDSTYLE
ﬁ | 7éss AAND G PHARMACEUTICALS $3.00 Dose Drug456
E ﬁ | 24sk AB7 INDUSTRIES $2.00 Each XT Bandages

Find product, then click
Print Barcode popup appears

Product

Package:

Set Package, and click Standard Printer (Pdf)
Barcode formatting popup appears

Product: BD 21235480 BBL™ Vitamin K
Package: Each
Barcode Type:  [Default] N e = =

Include Product Name
v

Include Manufacturer
Name

td

Include Manufact [ r
Barcode Data;  C0de

“lInclude Unit Of Messure

Include UPC

Include Lot Number

18



4. On therightis the print grid. Click each space you want filled
For instance, if you click:

< L4 L4

The print sheet will look like:

50 8 212354 808 212384 00 0 312384

5. Set the other fields as you wish

6. Scroll down and click Print
System will download barcode sheet to your computer

7. Print sheet

Print Multiple Products

1. Go to Top Menu, click Inventory Management, then Inventory List
Inventory List appears

M. Code Manufacturer Cost CostUOM  Description
Eﬁ 1621 3m §000  Box TEGADERM™ TRANSPARENT DRESSING, FIRST AID STYLE
E ﬁ 7éss AANDG PHARMACEUTICALS $300 | Dose Drugd3s
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2. Check the boxes for the products to print

ﬁ [l ] 212354 BD $1000  Each BD BBL™ Vitamin K

ﬁ [l ] PZN2297361 COVIDIEN $2500 Box TELFA ADHESIVE ISLAND DRESSING

3. Go up and click Print Barcode for Selected
Select packages popup appears

Products

Mf. Code Description Packages (Select All)
212354 BD BBL™ Vitamin K Each ISP
PZN2297381 TELFA ADHESIVE ISLAND DRESSING Box|Case L Each

4. Check the packages you want to print

Packages (Select All)
#|Each ISP

Description
BD BBL™ Vitamin K

#IBox ¥ Case LEach

TELFA ADHESIVE ISLAND DRESSING

System will produce one barcode for each selected product-package combination

In this example:

Vitamin K Each

Telfa Dressing Box

Telfa Dressing Case
5. Click Next

Barcode sheet will open in new browser tab

212354 PZN2297381 PZN2297381

BD BBL™ Vitamin K (Each) TELFA ADHESIVE ISL... (Box) TELFA ADHESIVE ISL... (Case)

6. Print sheet
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Create Other Elements

Create Custom Fields

You can add custom fields for products and use them for reporting and searching

1. Go to Top Menu, click Settings, and select Custom Fields
2. Click Add New
Create New Custom Field screen appears

Create New Custom Field

Field Name:

Value Type ®single Line

Multiple Options
Entity Type: Product

Addtoalllocations @

3. If you want field to have multiple options to choose from, set Value Type to
“Multiple Options”
Screen refreshes and show:

Field Name:

Value Type: Single Line

= Multiple Options

COptions:

a. Click in box with scroll arrows and type field options, each one on a new line.
For example:

[ I
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After the field is created, the system will display these options as a drop down
menu:

. |,

4. Set Entity Type to determine which system screens display the field

Entity Type: Scanin ¥
Product

Addto all locations NI

ScanOut k‘
Restock Save
PointOfsale
PointOfsaleltem
Reserve

For example:

e If you set Enfity Type to “Product,” the field will appear on the Edit Product
screen, at the bottom left:

PAR Level:

Dan'tapply PAR Level changes to
other locations

Exclude from PAR Leve|

Minimum Stock Level o Box ¥

NMaximum Stock Level 0 Box ¥

Minimum Purchase Quantity: 0 Box ¥

Mumber of Days for Receiving: Receiving days for the selected supplier is: 2 (Click
here to change)

Custom Fields:

TestField 1

e If you set Entity Type to “Scan In,” the field will appear on the Stock Room page
on the right, when you scan an item to Add:

Vou can add multiple frems to this st

Comment:
Purchase v COVIDIEN X
! s " TELFA ADHESIVE
ISLAND DRESSING

5. Click Save
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Create Doctor or Staff Member

Doctors or Staff can be created and then linked to various functions, such as item
dispensing (see Scan Out Items)

1. Go to Top Menu, click Settings, then Staff/Doctors
Staff/Doctors screen appears

Staff / Doctors

Name Location Specification

Dr. David Smith All Locations

2. Click Add New Staff/Doctor
New Staff/Doctor fields appear

MNew Staff / Doctor

Name

Make This Record Available Only For This Location

3. Provide Name
e |f desired check Make This Record Available Only for This Location

4. Click Save
System shows new staff/doctor

Mame Location Specification

Dir. David Smith All Locations

5. To edit staff/doctor, click Edit,
To delete staff/doctor, click Delete From This Location, or Delete From All Locations
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Create Departments

Create a department to use in scanning items and reporting

1. Go to Top Menu, click Settings, then select Department
Departments screen appears

Departments

Mo departmenis are created yet.

2. Click Add New, complete fields, then click Save
Department screen appears and shows new department

Department Mame Location

Dept 2 Headquarters

3. To edit department, click Edit
To delete department, click Delete

Create Suppliers

1. Go to Top Menu, click Inventory Management, then Suppliers
Supplier List screen appears

Supplier List

Name

-----

2. Click Create New



Popup appears

uuuuuuuuu

3. Type Supplier Name

4. Input other fields as desired

5. Click Save

Create Categories

1. Go to Top Menu, click Inventory Management, then Categories
Categories screen appears

Categories

| Category Name

Drugs

| GLUCOSE TEST STRIPS

2. Click in text box and enter desired category name, then click Add
Screen refreshes and shows new category
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Create Patients

If you want to track patient item usage and other information, you will need to create those

patients here.

In addition, if your system build supports dose tracking, and you want to use Specialty Orders

to order doses for certain patients, then to dispense those doses you will need to create the
patients here and assign those drugs to them.

Only dosed drugs can be assigned; non-dose items cannot be assigned

Note: Contact your ArbiMed sales associate if you wish to set up Dose Tracking

Create Patients in Bulk

1. Go to Top Menu and click Patients
2. Click Create Patients in Bulk
Popup appears

Select which patient information you want to paste:

Location (Your physical facility information on this app. Left empty, customer will be available under all locations. Or you can type in a actual location
name
available under your account.

First Name (Required)

Last Name (Required)

Gender (Female / Male or empty)
Picture URL

Date of Birth (MM/dd/yyyy)
Patient ID

3. Check desired fields, then click Next

Input box appears

Paste selected data from Excel etc. where columns are seperated with a TAB character

Fields: First Name Last Name Gender Date of Birth

FirstName LastName Gender DateofBirth

a. Copy data from Excel and paste into a text (.ixt) file

b. Then copy contents of text file and paste into box here
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1.

Data will be automatically tab-delimited
4. Click Create
System gives Success message, and popup closes

5. To view patient, populate Search field and click Search

Create Individual Patient

Go to Top Menu and click Patients

2. Click +New Patient

Popup appears

+ Ak Multpbe Procucts

E-Mail

3. Complete left-hand fields as needed, then click Save
4. Go toright and click +Add Multiple Products

Popup appears

5. Use search fields or scroll down to find desired product(s)
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6. Click check box for the product(s), then click Use Selected ltems

System shows product(s) as added

Assigned Products

Manufacturar Manufacturer Code
DYNAREX CORPORATION 4301
7. Click Save
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Create Orders, Scan In [tems, or Scan Qut [tems

Create Orders

ArbiMed allows you to create four types of product Orders:

Purchase Orders — may require approval
Sample Orders - for free samples
Specialty Orders — for items that seller will bill to patient insurance

Replacement Orders - for free items to replace current ones

Important:

Only Purchase Orders have prices and will require approval if they include products
that require approval (see Manually Create a New Product / Stage 2: Set Advanced
Details / Requires PO Approval)

In contrast, Sample, Specialty and Replacement orders are free and never require
approval, even if they include such products

Create Purchase Orders

Set Up Order

. Go to Top Menu and click Procurement, then Purchase Orders

Purchase Order screen appears

Purchase Orders

MfCode

Supplier:
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2. Click Create New Order
Add New Purchase Order screen appears

Supplier:

PO Number: 010318-004

Type

Requires Approval From: PO Approve User Group (1)~ ¥

Patient:

3. Complete fields:
e Supplier - required
e PO Number - system-generated, but you can change it
e Type - Leave as “Purchase Order”

e Requires Approval From — provide name of Approver (see Create Users)

4. Click Create Purchase Order
Edit Purchase Order screen appears

Edit Purchase Order

" .
[ |
L
ey
===

5. Go to lower right and click Add New Product
Popup appears

Search: UPC: Supplier: Mckesson ¥
o
Inventory Products
M Code Manufacturer Description InStock Supplier Location
7éss AANDG.. Drugssé 2Dose McKesson Headquarters
RP 1002 Douglas. Melatonin 1mg 10Dose McKesson Headaquarters

6. Clickin Search box, type product name, and press Enter;
Or, click in UPC box and scan UPC



System shows search result

Mf. Code Manufacturer Description In Stock

PZN2297381 COVIDIEM TELFA ADHESIVE ISLAMND DRESSING 2Case, 7 Box, 24 Each

7. Click Add to Order
System shows product details

8. Enter Quantity (required) and set other fields as desired, then click Add to Order

Changing Prices:

If you change Price (per Package) and click Add to Order, system will ask if
you are sure

e If you click Ok, this will be the new price for the item for all fransactions
going forward

o Close popup and return to Edit Purchase Order Screen, where
your item will be listed at the bottom

o Go to Finalize Order (below)

e If you click Cancel, system will use the new price for this order only

o Close popup and return to Edit Purchase Order Screen, where
your item will be listed at the bottom

o Go to Finalize Order (below)
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Finalize Order

1. Edit Purchase Order Screen appears

Order Products

2. If you wish:

Click Edit to set product ETA, or to change quantity, package or price
Click Remove to remove a product

Add other products, or search other suppliers

Type Notes (optional) and click Save Notes

Type Invoice Number (suggested) and click Set Invoice Number

3. Next:
If order does not require approval:

a.
o.
C.

Provide Confirmation Number (suggested)
Click button Place Order With Confirmation Code Manually, then Ok
Screen refreshes, and button you clicked is now faded

**This confirms order has been created
If you wish:
o Click Send Fax to fax a copy of the order

o Click Print PO to print the order, which you can use for Receiving (see
Receive Orders)
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e. If you go to Purchase Orders screen, you will see order listed

| 010318-004 Purchase Order McKesson Headquarters Order_Placed 1 Boxof PZM2297381

Or, if order requires approval:

a. Provide Confirmation Number (suggested)

b. Click the button Send PO to [x] for approval, where [x] is the approving person or
group you chose when you set up this order (see Sef Up Order)

c. Screen refreshes, and button will be replaced by message:
“Awaiting approval from [x]"

d. Order will not be created until approval received (see Approve Orders)
e. If you go to Purchase Orders screen, you will see this order in red:

Type Supplier Location Status Items Create Date Received Date

010318-006

Status is “Awaiting Approval”

Create Sample Orders

You can use a Sample Order to order free samples

Set Up Order

1. Go to Top Menu and click Procurement, then Purchase Orders
Purchase Order screen appears

Purchase Orders Show Stock Using Smallest UOM

CreateNewOrder [l Create New Blanket Order

Pending
FONumber Micode B Avaiting Approval
Placed
Partially Received
Completed

From Date: To Date:

Supplier: [Al] v | Status: [l Pending]

2. Click Create New Order
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Add New Purchase Order screen appears

Add New Purchase Order
Supplier:
PO Number: 010318-001
e Purchase Order

Regular Purchase Order that enables you to add & receive items and gets closed whenever all items have been received

Requires Approval From: PO Approve User Group (1) v

Patient:

=

3. Complete fields
e Supplier - required
e PO Number - system-generated, but you can change it

e Type - Set as “Sample Order”
e Patient (opftional)

4. Click Create Purchase Order
Edit Purchase Order screen appears

Edit Purchase Order

.
==
S
N

5. Go to lower right and click Add New Product
Popup appears

UPC: Supplier:  McKesson

e

Inventory Products

Mf. Code Manufacturer Description InStock

Supplier Location
7éss AANDG.. Drugdsé 2Dose McKesson Headauarters
RP 1007 Douglas.. Melatonin 1mg 10Dose McKesson Headquarters

6. Click in Search box, type product name, and press Enter;
Or, click in UPC box and scan UPC
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1.

System shows search result

Mf. Code Manufacturer Description In Stock Supplier

RP 100 Douglas Melatanin 1 mg 16 Dose McKesson

Click Add to Order
System shows product details

Price:

Add ToOrder

Enter Quantity (required) and set other fields as desired, then click Add to Order

Changing Prices:

If you change Price (per Package) and click Add to Order, system will ask if
you are sure

o If you click Ok, this will be the new price for the item for all fransactions
going forward

o Close popup and return to Edit Purchase Order Screen, where
your item will be listed at the bottom

o Go to Finalize Order (below)

e If you click Cancel, system will use the new price for this order only

o Close popup and return to Edit Purchase Order Screen, where
your item will be listed at the bottom

o Go to Finalize Order (below)

Finalize Order

Edit Purchase Order Screen appears
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Product you chose is at bottom:

Order Products

Order Total is $0, since this is not a Purchase Order

2. If you wish:
e Click Edit to set product ETA, or to change quantity, package or price
e Click Remove to remove a product
e Add other products, or search other suppliers
e Type Notes (optional) and click Save Notes
e Type an Invoice Number (suggested) and click Set Invoice Number

3. Type a Confirmation Number (suggested) and click button Place Order With
Confirmation Code Manually, then Ok

Screen refreshes, and button is now faded
This confirms order has been created

4. If you wish, click Print PO to print the order, which you can use for Receiving (see
Receive Orders)

Create Specialty Order

You can create an order for special items as needed for a particular patient

These items are billed to patient insurance, and so will not incur charges

Set Up Orders

1. Go to Top Menu and click Procurement, then Purchase Orders
Purchase Order screen appears
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4,

Purchase Orders Show Stock Using Smallest UOM

Click Create New Order
Add New Purchase Order screen appears
Add New Purchase Order

Supplier:

PO Number: 010318002

Type

Requires Approval From: POApprove User Groun (1) ¥

Patient:

Complete fields
e Supplier - required
e PO Number - system-generated, but you can change it
e Type - Set to “Specialty Order”
e Patient — Required
a. Provide name or ID number of Patient to receive this item
b. System provides name box

Jeff lones o
DOB: 08/25/1985
Patient ID: 96354

c. Click name box to select patient

Click Create Purchase Order
Edit Purchase Order screen appears

Edit Purchase Order

02 Order Status: Creabing

PO e
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8. Enter Quantity

a. Go to Notes field and type as needed

b. Click Save Notes

Popup appears

Search: UPC:

Inventory Products

M. Code Manufacturer Description
Téss AAND G. Drug4sé
RP 1002 Douglas.. Melatonin 1 mg

5. Go to lower right and click Add New Product

Supplier:| Mckesson ¥

InStock Supplier Location
2Dose McKesson Headauarters
10 Dose McKesson Headauarters

Click in Search box, type product name, and press Enter;

Or, click in UPC box and scan UPC

System shows search result

Mf. Code Manufacturer Description

RP 100 Douglas... Melatonin 1 mg

Confirm, then click Add to Order
System shows product details

MfCade: P 100 Manufacturer: Dauglas Laboratories
Product Name: Melatonin 1 mg
IAGE Specs:
ABLE Supplier: Mexesson Price: $3.00 per Dose Dose
Location: InStock: 16Dase
Quantity: ETA:
Price (per Package): § 0 Package:

In Stock Supplier

16 Dase McKesson

(required) and set other fields as desired, then click Add to Order
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Changing Prices:

If you change Price (per Package) and click Add to Order, system wiill ask if you are sure

e Ifyou click Ok, this will be the new price for the item for all tfransactions going forward

o Close popup and return to Edit Purchase Order Screen, where your item will be
listed at the bottom

o Go to Finalize Order (below)

e If you click Cancel, system will use the new price for this order only

o Close popup and return to Edit Purchase Order Screen, where your item will be
listed at the bottom

o Go to Finalize Order (below)

Finalize Order

1. Edit Purchase Order Screen appears

==
[ o |
== =
= ]
Product you chose is at bottom:
Order Products
Manufact MF. Code Descripti ‘Comment it ETA QtyOrdered Qty Received QtyB/O Unit Price Total P
Douglas Laboratories P 100 Melatorin 1 mg =2 1Dose 0 1D0se 500000 $00000

Order Total is $0, since this is not a Purchase Order

2. If you wish:

Click Edit to set product ETA, or to change quantity, package or price
Click Remove to remove a product

Add other products, or search other suppliers

Type an Invoice Number (suggested) and click Set Invoice Number

3. Type a Confirmation Number (suggested) and click button Place Order With
Confirmation Code Manually, then Ok

Screen refreshes, and button is now faded
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This confirms order has been created

4. If you wish, click Print PO to print the order, which you can use for Receiving (see
Receive Orders)

Create Replacement Orders

You can use a Replacement Order to order free replacement items

Set Up Order

1. To create a Purchase Order, go to Top Menu, click Procurement, and select Purchase
Orders

Purchase Order screen appears

Purchase Orders Show Stock Using Smallest UOM

MiCode

From Date ToDate:

Supplier: [AI] v | Status: [all Pending]

2. Click Create New Order
Add New Purchase Order screen appears

Add New Purchase Order

Supplier:

PO Number:

Type
Rezular Purchase Order that enables you to add & receive items and gets closed whenever all items have been received.

Requires Approval From: PO ApproveUser Group (1) ¥

Patient:
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3. Complete fields
e Supplier - required
e PO Number - system-generated, but you can change it
e Type - Set as “Replacement Order”

4. Click Create Purchase Order
Edit Purchase Order screen appears

Edit Purchase Order ‘Show Stock Using Smallest O

: ==
............
e e
5. Go to lower right and click Add New Product
Popup appears

Inventory Praducts

Mf. Code Manufacturer Description InStock Supplier Location
Téss AANDG... Drug456 2 Dose McKesson Headgquarters
RP 1007 Douglas... Melatonin 1ms 10 Dose McKesson Headquarters

6. Click in Search box, type product name, and press Enter;
Or, click in UPC box and scan UPC

System shows search result

Mf. Code Manufacturer Description In Stock Supplier Location

RF 100 Douglas Melatonin 1 mg 16 Dose McKesson Headquarters

7. Click Add to Order
System shows product details
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Mf Code: RP100 Manufacturer: Douglas Laboratories
Product Name: Melatonin 1 mg
o5t

Supplier: McKesson Price: $3.00 per Dose Dose
Location: - In Stock: 16Dase

Price (per Package): o Package: Dose

Add To Order

8. Enter Quantity (required) and set other fields as desired, then click Add to Order

Changing Prices:

If you change Price (per Package) and click Add to Order, system will ask if you are sure

e If you click Ok, this will be the new price for the item for all fransactions going
forward

o Close popup and return to Edit Purchase Order Screen, where your item will
be listed af the bottom

o Go to Finalize Order (below)

e If you click Cancel, system will use the new price for this order only

o Close popup and return to Edit Purchase Order Screen, where your item will
be listed at the bottom

o Go to Finalize Order (below)

Finalize Order

1. Edit Purchase Order Screen appears

Edit Purchase Order

e |
(-]
wwwww - - e
[ =
Product you chose is at the bottom:
Order Products
Manufacturer Mf. Code Description Comment ETA Qty Ordered Qty Received

o Douglas Laboratories RP 100 Melatonin 1 mg 1Dose

MAGE
AVAILABLE
Remove

42



Order Total is $0, since this is not a Purchase Order

2. If you wish:

Click Edit to set product ETA, or to change quantity, package or price
Click Remove to remove a product

Add other products, or search other suppliers

Type Notes (optional) and click Save Notes

Type an Invoice Number (suggested) and click Set Invoice Number

3. Type a Confirmation Number (suggested) and click button Place Order With
Confirmation Code Manually, then Ok

Screen refreshes, and button is now faded

This confirms order has been created

4. If you wish, click Print PO to print the order, which you can use for Receiving (see
Receive Orders)

Order Replacement Dose

If your system build has Dose Tracking, you can order a dose to replace one that has been
Dispensed or Reserved; or one sfill in stock that is no longer usable

Note: Contact your ArbiMed sales associate if you wish to set up Dose Tracking

You can order a Replacement Dose as part of any order type (Purchase, Sample, Specialty,
or Replacement)

Important: Ordering a replacement dose will not delete the old dose from the Inventory.

To order a replacement dose and delete the old dose at the same time, use the Remove
Dose feature in Transaction History report (see Remove Doses)

1. Go to Top Menu, click Procurement, and select Purchase Orders

Purchase Order screen appears
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Purchase Orders Show Stock Using Smallest UOM

createNew Order il Create New Blanket Order

PO Number Mf.Code
From Date ToDate:
Supplier: [20) v Status | [allPending]

2. Click Create New Order
Add New Purchase Order screen appears

Supplier:

PO Number:

Regular Purchase Order that enables you to add & receive items and gets closed whenever all items have been received

Requires Approval From: PO Agprove User Group(Z} ¥

3. Complete fields:
e Supplier - required

e PO Number - system-generated, but you can replace this with any number you
wish

e Type -set as desired
e Requires Approval From — only for Purchase Orders — provide name of Approver

4. Click Create Purchase Order
Edit Purchase Order screen appears

Edit Purchase Order

e=n
‘‘‘‘‘‘ o
[ T

5. Go to the right and click Add Replacement Dose
Popup appears
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Add a Replacement Dose
Dose Number:
This will NOT delete the old dase from inventory:

To Delete 2 dose and 3dd 3 replacement dose
please use "Remove Dose” button in Transaction History report

6. Clickin box Dose Number, then:

a. Scan /type in Dose Number of dose being replaced
b. Click Add Dose
System provides Success message and returns to Edit Purchase Order screen

Edit Purchase Order

[ sveroe |
| ot vttt |
- o Jomam - o [awoun [t [aar  Jvawe v
[ ] e —

Dose you ordered is at the bottom, marked “Replacement,” with the number of
the dose being replaced

Manufacturer Mf. Code Description

Edit Melatonin 1 mg
NO IMAGE .
) " Daouglas Laborataries RP 100 —

AVAILABLE R —
‘ Replacement for JFF53758 '

7. Add otherreplacement doses as needed

8. Add non-replacement-dose products as needed (process is same for any order type;
for an example, please see Create Purchase Orders: Set Up Order, Steps 5-8)
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. Next:

If this is a Sample, Specialty, or Replacement Order; or if this is a Purchase Order, and
the product does not need approval:

a. If desired, provide Confirmation Number
b. Click Place Order With Confirmation Code Manually, then Ok
c. Screen refreshes, and button you clicked is now faded

**This confirms order has been created

Of, if this a Purchase Order, and the product requires approval:

a. If desired, provide Confirmation Number

b. Click button Send PO to [x] for approval, where [x] is the approving person or
group you chose in Step 3

c. Screen refreshes, and button is replaced by message:
“Awaiting approval from [x]"
Order will not be created until approval received (see below)

Remember: Ordering a replacement dose does not delete the old dose if it is still in
stock. To order replacement dose and delete the old dose at the same time, see
Remove Doses

Approve Orders

If you are an Approver, you can approve orders as follows:

1. Go to Top Menu and click Procurement, then Purchase Orders

Purchase Order screen appears
Orders requiring approval will be in Red

Trpe fppier  Locatien Seatn e CreateDute  MecoivedDate  CompietedDate  Order Total Total Prodiucts

SeeciatyOrder  MoGason  Hesdgunters  Order_Placed e N 00

2. Do one of the following:
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To reject the order:
Click Cancel, then Ok

To approve the order:
a. Go to the left and click the order number box

I 122017-006 I

b. Edit Purchase Order Screen appears

((((((

c. Go toright and provide Confirmation Number if desired

d. Click Approve, then Ok
Approve button is replaced with a faded green button

**This means order has been Approved
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Scan In ltems

Receive Orders

Receiving orders is the recommended way to add items to your inventory

The process is the same for all orders (Purchase, Sample, Specialty, or Replacement)

1. Go to Top Menu, click Procurement, and select Receive Order

Receive Purchase Order screen appears

Receive Purchase Order

2. Clickin large search field and type order number

Or, scan bar code found on paper copy of order

3. Click Search

Receive Order Details Screen appears

Alternate Method:

a.

Go to Top Menu, click Procurement, and select Purchase Orders

Purchase Order screen appears, with existing orders at the bottom

Type Supplier  Location Status Ttems. CreateDate  ReceivedDate  CompletedDate  Order Total  Total Products  B/O Products  Patient

PurchaseOrder  McKesson  Headquarters  Order_Placed  18oxof PZN2297381  2017-12:07 $25.00 1 1 =

2 PurchaseOrder McKesson  Headquarters  Creating 1Boxof PZN2297381  2017-12:07 §25.00 1 1 m

Use search fields to locate the order you wish to receive, then click Receive button

Receive Order Details Screen appears
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4. Provide for each line item:
a. Quantity to Scan In (required)

b. Shelf — Set as desired, or click B8 to create new shelf
c. Lot Number (optional)
d

. Expiration Date (recommended — enables system to tfrack expiration dates and
suggest reorders (see Dashboard Overview))

e. Receiving Method - Set as desired, if you wish to frack items

e Tracked items receive a unique ID number and can be Dispensed or
Reserved individually (see Dispense Non-Dose Items and Reserve [tems)

e |f your system build supports Dose Tracking, and the item is a product for
which you indicated "Is Dose"” (see Manually Create a New Product), then
the item will be considered a Tracked Dose, and Receiving Method will be
already set to “Track by Dose”

QuantitytoScanin | UOM toSean In Store In Receiving Method

Shelf: - (0 Dose) A
Or create a new lot under selected shelf:
o] Dose T Track by Dose ¥
Lot Number:

Expiration Date:

Note: Contact your ArbiMed sales associate if you wish to set up Dose Tracking

e |Ifitemis Replacement Dose (see Order Replacement Dose), then Receiving
Method is already set to “Track by Dose”. The reason is the new dose is
replacing a Tracked Dose, so it also must be tracked

5. When finished, click Receive Manually (Bulk Scan in), then Ok
Success screen appears

Purchase Order '010818-001" has been completely received.

Gao to Purchase Order List Print Dose Barcodes

e The button S pertains to Tracked Doses
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If you received Tracked Doses it is recommended you print dose barcodes
now (see next)

Print Dose Barcodes After Receiving

1. System is showing Success screen (see above)
2. Click button Print Dose Barcodes
3. Popup appears

Expiration Date:

S d N Print Barcodes for Selected
Lot Number:
Shaw OOS Inventory
Manufacturer: Manufacturer Code: Lot Number: Expiration Date: [E—
Douglas Lahoratories RP 100 Dose 1 -

Item Supplier Shelf Inventory

JFF63158 Mckeszon Fridge 1

4. Under column ltem, check the box for dose(s) to print

Item

E:F-ﬁi 155

5. Click Print Barcodes
Popup appears

wwwwwwww

6. Set / check fields as desired, then click Print

Browser will download print pdf. Open it, and you will see barcode(s)
e System provides one barcode per dose

e Barcode formatis “[Dose Tracking Number] — [Order Number]":
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7. You can also print Dose Barcodes from the Inventory List (see Print Barcodes for
Doses) or from the Doses in Shelves report (see Doses in Shelves)

Partially Receive Orders

ArbiMed lets you scan in part of an order, and later scan in the remaining part

Each part is called a “Shipment”
There are two main stages:

1. Receive Initial Shipment(s)
2. Receive Final Shipment

Receive Inifial Shipment(s)

1. On Receive Order Details Screen (see above), set Quantity to Scan In and UOM to
Scan In for product(s) for first Shipment

. Items Items Quantity to Scan | UOM to Scan
Mnf. Mnf. Code Description ] Left In Store In

Sheif-- (10809 .
Or create a new lot under selected shelf:
(OMNISHEALTH e eELlE VR Embrace PRO 1Box 1Box 1 Bax v
Lot Number:
Expiration Date:

Shelf: 01015 (5 Box) v

Orcreate 2 new lot under selected shelf:

PZN2297381 TELFA ADHESIVE ISLAND DRESSING 1Box 1Baox
Lot Number:

COVIDIEN

Expiration Date:

2. Set other fields as needed, and click Receive Manually (Bulk Scan-In), then OK
Screen refreshes to show received item in green

Status is “Partially Received”

51



o

J—

~ g
PO Number: 122917—00(5hlus: Partially Receiveouppliel: McKesson
e — —

Mnf. Mnf. Code Description

|COVIDIEN PZN2297381 TELFA ADHESIVE ISLAND DRESSING

Note: If you Partially Receive units of one line item, system will not show a green row
but rather the unit count change. Forinstance, if you order two units of a product,
then Receive only one of them, the screen will show:

Items Ordered  Items Left

2 Dose 1Dose

Go down and click Close Shipment, then OK
System gives Success message

Success!
Shipment has been dosed.

Repeat above steps to receive additional shipment(s)

If any Shipment includes Tracked Dose (s), it is recommended you print dose barcodes
now (see Print Dose Barcodes Affer Receiving, beginning with Step 2)

Receive Final Shipment

. Click Go to Purchase Order List and locate order:

121517-003

Blue “Shipments” button indicates some items received
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2. Toreceive rest of order:

a. Click Receive

b.

Receive Order Details Screen appears as before

ltfem(s) already received shown in green row

PO Number: 122917-004 Status: Partially Received Supplier: McKesson

Mnf. Mnf. Code Description

Items
Ordered

Items
Left

UOM to Scan

Quantity to Scan
In In

(OMNISHEALTH IDC 94030-0020-40 1,020

1Box

0Box

COVIDIEN TELFA ADHESIVE ISLAND DRESSING

1Box

1Box

Complete fields as desired

c. Click Receive Manually (Bulk Scan-In), then OK

3. To review Shipment Numbers:

a.
o.

Click Go to Purchase Order List

Set Status to “Completed,” then click Search

Locate the order, which will appear as follows:

122917-004 Purchzse Order McKesson  Headquarters  Complated 2 item(s)

Go to right and click
Popup appears

Shipment # Status
122917-004-1 Closed
122917-004-2 Closed

2017-12-29

Received Date

2017-12-29

2017-12-29

Shipment # is unique for each shipment, and is composed of the order number
with a different suffix (-1, -2 etc.) for each shipment

Click a Shipment #, and you can see the product(s) received

Shipment Products
Manufacturer
OMNISHEALTH

NO IMAGE
AVAILABLE

ME. Code

NDC 94030-0020-40

Description Quantity Scanned

Embrace PRO 1Bax
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Print Barcodes for Doses

If your system build has Dose Tracking, you can print dose barcodes from the Inventory
List

Note: Contact your ArbiMed sales associate if you wish to set up Dose Tracking

1. Go to Top Menu, click Inventory Management, then Inventory List

2. Search for desired product, then go to right to In Stock column and click box
Example:

Dose stock appears

xxxxxxxxx

;;;;;

3. Locate dose to print, then go to right and click Print Barcode
Print popup appears

4. Set / check fields as desired, then click Print
Browser will download print pdf, which you can print
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Add Inventory on Stock Room

It is recommended that you add items to the inventory by using the Receive Orders
process (see Receive Orders), but if necessary you can still add solo items to the

Inventory

If your system build supports Dose Tracking, you can only add tracked doses by

Receiving Orders

Note: Contact your ArbiMed sales associate if you wish to set up Dose Tracking

1. Go to Top Menu, to the upper right, and click Stock Room

Stock Room screen will appear

Stock Room

Mode:

Normal

2. Click the Add circle

Add ¥ Dispense Reserve Info

3. Clickin Search box and scan UPC;

Or, type product name, and click small info box that appears:

TELFA ADHESIVE ISLAMND DRESSIMNG

Mf. Code: PZN2297381
UOM: Each

System will display product details

( Purchase Order: 010918-002 - Tracking by: Each )

Lot: Exchl Lok Exch2 Lot

Reason: Purchase v

Scan In Quantity: 1 Each

To shelf Lot Expiration Date
D1015 -

Expiration Date: Expiration Date: Expiration Date:
Is Used: No Is Used: o Is Used:
Quantity: 1Each|  Quantity: 1Each  Quantity:

COVIDIEN

TELFAADHESIVE
ISLAND DRESSING

Is Used Stock
o 1Case 3Bax
ach3 Lot Each4 Lot Each5 Lot Eaché
Expiration Date: Expiration Date: Expiration Date:
Is Used: Mo Is Used: NG Is Used: o
1Each  Quantity: 1Esch  Quantity: 1Esch  Quantity: 1Each
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4. Set Scan-In Quantity and Unit of Measure (drop-down menu)

q

Reason: Purchase v

| e
Scan In Quantity: 1 Each v
[

To Shelf Lot Expiration Date Is Used

D1015 [z

( Purchase Order: 010918-002 - Tracking by: Each )

Lot: Each1 Lot Each? ot Each3 Lot Eag
Expiration Date: Expiration Date: Expiration Date: Expiration Date:

5. Click Scan In
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Scan Out ltems

Scan-Out comprises two functions: Dispense and Reserve

Reserve Items

ArbiMed allows you to reserve (set aside) items to certain individuals. These items will
be removed from the Inventory.

1. Go to upper right of screen, click Stock Room, and click the Reserve circle

Stock Room

Normal

2. Click in Search field and scan UPC or Dose Tracking Number;

Or, type product name, and click small info box that appears:

TELFA ADHESIVE ISLAMND DRESSIMNG
Mf. Code: PZN2297381
UOM: Each

Product stock details appear

Reserve To User:

Reserve To Staff: v

Reserve To Patient:

Reserve to Department: v

Comment:

Quantity: Each v

From Shelf Location Lot Expiration Date Is Used Stock

D1015 GEEs

01015 98764 02/23/2018 No 2Case, 1 Box, 24 Each
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3. Complete fields as follows:
a. Complete “Reserve To" fields as needed
b. Indicate Quantity and Package

c. Click circle for From Location (if reserving a Tracked Dose (see Receive Orders,
Step 2) click the circle for the Dose)

4. Click Reserve
System will give Success message

ltem has been removed from Inventory and cannot be Dispensed

Unreserve ltems

Two methods are available:
e Use Reserved Items List

e Use Stock Room

Use Reserved ltems List:

1. Go to Top Menu and click Inventory Management, then Reserved Items

Reserved ltems appear

2. Locate item, then click Scan Back to move it back into Inventory
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Use Stock Room:

1.

Go to upper right of screen and click Stock Room

Stock Room

Mode:

Normal

Info

2. Leave Dispense circle selected

3. Click in Search field and scan UPC or Dose Tracking Number;

Or, type product name, and click small info box that appears

TELFA ADHESIVE ISLAMND DRESSING
Mf. Code: PZMN2297381

UOM: Each

Product stock details appear

ScanOut Quantity: 1 Each COVIDIEN
£ TELFA ADHESIVE
ISLAND DRESSING
Reserved To User Reserved ToStaff  Reserved To Department Reserved To Patient  Reserved From Comment  Stock
TestUser - User [tuu] Each 15 (0Each) 1Each
Shelf Lot Exp.Date Is Used Stack
D1015 No 1Case, 3Box
Purchase Order: 010918-002 - Tracking by: Each )
Lot: Exch1 Lot Esch2 Lot Each3 Lot Exch4 Lot Exch5 Lot: Eachs
Expiration Date: Expiration Date: Expiration Date: Expiration Date: Expiration Date: Expiration Date:
Is Used Mo IsUsed: Ha | IsUsed: Mo  lsUsed No | lsUsed: Ho | lsUsed: Ho
Quantity: 1Each  Quantity: 1Exch  Quantity: 1Exch  Quantity: 1Esch |Quantity: 1Each  Quantity: 1Exch
Reserved To User Reserved To Staff Reserved To Department Reserved To Patient Reserved From
Test User - User [tuu]

Each 15 (0 Each)

Comment  Stock

1Each

(In this graphic “Each 15" is the name of the lot the item was reserved from;

at this point the lot contains O units)

4. Click circle for unit(s) to Unreserve; then click Scan Back, and Ok

System gives Success message
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Dispense Non-Dose Items

1. Go to the upper right of the screen, and click Stock Room

Stock Room screen will appear, with Dispense as default option

Stock Room

Mode

Normal

Add ¥ Dispense Reserve Info

2. Clickin Search field and scan UPC;

Or, type product name, and click small info box that appears:

TELFA ADHESIVE ISLAND DRESSIMNG
Mf. Code: PZN2297381
UOM: Each

System will display in-stock units

Scan Out Quantity: 1 Each CD\I'IDIEItI -
Price:
Shelf Lot Exp. Date Is Used Stock

D1015 No 3Box

D1015 96764 02/23/2018 No

2 Case, 2 Box, 1Each

Note the fields:

Scan-Out Quantity Package

‘“

Scan Out Quantity: 1 Each v

Price:

Shelf Lot Exp.Date Is Used
D1015 No

D1015 95764 02/23/2018 No

Shelf-Lot Location



3. Select Scan-Out Quantity, Package, and Shelf-Lot Location

4. Go toright and complete opftional fields:
e Reason (Usage or Adjustment)
e Doctor
e Department
e Customer/Patient

5. Click Dispense, and System will confirm:

Product stock decreased by 1 Each. Was: 2 Case, 5 Box, 1 Each --- Now: 2 Case, 5 Box

Undispense Non-Dose Items

1. Go to Top Menu and click Reports, then Transaction History
2. Populate search fields, then click Search
System displays transactions

e Red means “Scanned Out”
e Green means “Scanned In”

Inventory
Unit Unit Change Last Dollar Retail Expiration

Manufacturer M.Code Description Cost Price Amount Amount Value Value Date
\é\ COVIDIEN PZN2297381 TELFA $0.0000 | $1.0524 | -1Box 2Case, 6 $0.0000 ($26.3100) | 02/23/2018
- ADHESIVE Box, 1Each

ISLAND

DRESSING
©) COVIDIEN PZN2297381 TELFA $1.0000 | $1.0524 | 1Box 2Case, 7 $25.0000 | $26.3100 02/23/2018

ADHESIVE Box, 1Each

ISLAND

DRESSING

3. Locate fransaction you want, then click LI open the row

4, Clickﬂ

Popup appears



Transaction Type: Scan Out
Transaction Information

Product: TELFA ADHESIVE ISLAND DRESSING

Shelf Location: D1015

Lot Location: 98764

Doctor: [Not Selected] ¥
Department: [Not Selected] ¥
Customer / Patient

Comment:

Scan Out Unit O Box ¥

Measure:

Scan Out Quantity:

p— =3

5. Click Cancel Transaction, then Ok

System gives Success message

6. Close popup

Dispense Doses

If your system build has Dose Tracking, you can Dispense fracked doses (see Receive

Orders)

Note: Contact your ArbiMed sales associate if you wish to set up Dose Tracking

1. Go to upperright, and click Stock Room

Stock Room screen will appear

Dispense is default option

Stock Room

Mode

Normal

2. Clickin Search box and scan / type in dose tracking number, then click Search

Dose information appears

Reserve

Info
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Douglas n Appointments

3. Go to Diagnosis and select ICD code. If necessary, check Display all codes, and use
drop-down to change ICD 10, 9 etc.

4. Now indicate patient receiving dose
Important: Patient Name is required for doses received from specialty orders;
The name here must match the name on the order (see Creatfe Specialty Orders: Set
Up Order)
The drug must also be assigned to the patient in the Patient List (see Create Pafient
List)

Option 1:
a. Click in Patient box and scan patient number; or type patient name

System provides small info box

Jeff Jones | q
DOB: 08/25/1985
Patient ID: 96354

b. Click the box
c. Patient is now chosen

OR

Option 2:
a. If you have practice management software integration with ArbiMed,
go toright to Appointments section, and use Search box to find an
appointment
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Appointments 01/18/2018

show| 10 v [entries

Desc Patient Doctor Previous Apt. #of Visits

Mo data available in table

b. System returns results
c. Select correct appointment with patient
d. Patient is now chosen

5. System shows patient details

i 1Dose ity: 1Dose Dose
Quantity: 1Dose Quantity: Quantity: : Previous Transactions:

JFF55993
Lot:

Is Used:
Quantity:

Purchase Order; 122017-011 - Tracking by: Dose )

System also provides patient’s previous fransaction detail

Manufacturer
Transaction Date &  Manufacturer Code Quantity uomM Reason Doctor
© 12/13/2017 Douglas RP 100 1 Diose Usage Dr Smith
72347 PM Laboratories
© 12/19/2017 Douglas RP 100 1 Dose Usage null
3:58:50PM Laboratories

6. Review or set other fields as needed, then click Dispense Dose
System gives confirmation

Product stock decreased by 1 Dose. Was: 13 Dose --- Now: 12 Dose

a. Note: When you click Dispense Dose, system may ask for confirmation based on
product’s Usage Warning Days (see Manually Create a New Product)

64



Requires Approval n

This patient has one or more previous treatment(s) on the same eye.

Please confirm and type approval description if you want to continue.

Manufacturer Manufacturer Code Eye Transaction Date
Douglas Laboratories RP 100 Right =~ December 26th 2017, 9:28:27 AM
Approval notes (Required
Confirm
Assign Dase

b. If this happens, type Approval notes (Required), check Confirm, then click
Dispense Dose

Undispense Doses

Go to Top Menu and click Reports, then Dose Transactions
Dose Transactions screen appears

Dose Transactions

SwrtDae:  owswzoe . dom
Epe Dose:
Doctor. Ico:
N
Is Unassigned:

uuuuuuu

To locate the dose, populate search fields and click Search

Matching dose(s) appear

Manufacturer Pres Exp Purcha: Eye
Treatment Date: Name Code Na Dose [t Date der Treate
vorzo13112856AM [EEREEIUIIE 3434z @ Right

Go toright, to column |s Unassigned and click the box “No”

(Depending on screen resolution, you may have fo first click © to open dose record)

Popup appears
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Unassign Dose

Assignment Information Patient's Other Transactions

Patient o Smith Show 10 v enties s

Manutacturer:  AEBOTT

Manufacturer 3436220
Code:

Lothumber: Dozl
Expiration Date:
Purchase Order

Dose Number:
Quantity:
Assigrement
Date:
Assigred By:
Eye

Doctor:

p— n ov
Shoving 110301 3enties prevous [l e

4. Confirm details and click Unassign Dose & Scan Back In, then Ok

System gives Success message

Success!

Dose has scanned back in to the
imventory.

5. Close popup

Dispense to Walk-In Customers (Point of Sale Order)
You can dispense items to Walk-In customers, and also print them a packaging slip

1. Go to Top Menu, click Inventory Management, then Point of Sale
Point of Sale screen appears

Point of Sale

show] 3
Ordert Createate Pe— fov— Notes a ot
o =3 12/a0/z017. 9214200 sa05

o =3 1272002017, 348570 ss0s

°o Ea :
o En 1272

2. Click Create New Order
Popup appears



Thern Reta Price

Add items by doing one of the following:

Add One ltem:;

a. Clickin box Scan a barcode here and scan barcode

b. Item is added to order

b. Check the items you want

Cost
Mf. Code Manufacturer Cost UOM
1621 3M $000  Box
AANDG
765 PHARMACEUTICALS $300 | Dose
12345 AGMARIN $200  Box

PHARMACEUTICAL

Products:
Scanned Out Item Cost Item Retail Price Total Retail Price Qty uoMm
n i 500000 $0.0000 $0.0000 1 Box ¥
TEGADERM™ TRANSBARENT DRESSING, FIRST AIDSTYLE
Add Multiple items:
.
lick ltiple It
a. Click Add Multiple lItems
212354 BD $1000 Each BD BBL™ Vitamin K McKesson  1Each $1000
se. 4
PZN2297381 COVIDIEN $2500 Box TELFA ADHESIVE ISLAMD DRESSING McKesson éacj' 4B 2 $524.00
S N NUTRAMAX CHILDREN'S CHARACTER ADHESIVE
1075538 DERMA SCIENCES $0.00 Box BANDAGES 1075538 0 $0.00
RP100 Douglas Laboratories $3.00 Dase Melatonin 1 mg McKesson | 16 Dose $48.00
USESELECTEDITEMS]

Description
TEGADERM™ TRANSPARENT DRESSING, FIRST AID STYLE

Drug456

Lot Test Bandages
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USE SELECTED ITEMS bar turns dark

() 8883 AB7 INDUSTRIES $200  Bottle Vitamin D2 McKesson 2 Bottle $4.00

o asdfljl AB7 INDUSTRIES $500  Bottle DSDrug HBOC 2Bottle $10.00

USE SELECTED ITEMS.

c. Click USE SELECTED ITEMS bar
[tems are added to order

Products:
Scanned Out  Item Cost Item Retail Price Total Retail Price Qy  UOM
B - soo000 | 30.0000 s0.0000 [Box ¥
TEGADERM™ TRANSPARENT DRESSING, FIRST AID STYLE
B - s10000 | 334500 534500 [Dose T
DrugdSe

4. If you wish:

Provide customer Name and Address
Provide Notes

Leave box checked for Scan out products from the current location to
ensure items will be removed from Inventory

Leave box checked for Show Prices

5. Click Create
Slip Ready popup appears

Order: #122472 u

Your packaging slip is ready.

Click here to download your packagingsiip.

Note Order Number at upper left

(| Order: #122472
N

6. Click the button Click here to download your packaging slip

System opens new tab in your browser

68



This is the packaging slip, which you can print

Test Company 2

Order #: 122472

[ Order Date: 12/20/2017 ]

|Quantity| Product Details Price

1 TEGADERM™ TRANSPARENT DRESSING, s0.00
FIRST AID STYLE(1621) (Box)

1 Drug456(76ss) (Dose) 5§3.45

§3.45

7. Close New Order popup
Point of Sale screen shows new Walk-In order you created

Note order number at left

+ o 12/20/2017, 3:41:26 PM

Create Duplicate Point of Sale Order

For your convenience, you can use an existing order as a template for a new order:

1. Go to Top Menu, click Inventory Management, then Point of Sale

Point of Sale screen appears

Point of Sale

Create NewOrder

Order # Create Date Order Total Customer Notes
12/38/2017,9:21:42 PM 3605

12/20/2017, 3:48:57 PM $8.05

2. Locate order to duplicate and click L) , then click Duplicate

Popup appears
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3. If you want to add additional products, scan barcode or click Add Multiple ltems

4. Complete fields as you wish:

e Provide customer Name and Address
e Provide Notes

e lLeave box checked for Scan out products from the current location to
ensure items will be removed from Inventory

e Leave box checked for Show Prices

5. Scroll down and click Create

System gives Success message, and popup how shows packaging slip ready

Order: #122607 u

Your packaging slip is ready.

Click here to download your packaging slip.

Note new Order Number at upper left

Order: #122607

Your pac
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6. Click the button Click here to download your packaging slip

System provides slip in new tab in your browser, which you can print

Test Company 2

Order #: 122607

[Order Date:  1/5/2018 l

uantity| Product Details Price
1__ | Vitamin D2(8883) (Bottle] $2.30

1| DS Drug(asdfijl) (Bottle) $5.75

1| Melatonin 1 mg(RP 100) (Dose) $345.00
53.05

7. Close popup
Point of Sale screen shows new Walk-In order you created
Note order number at left

=)

Dispense or Reserve Using Bill of Materials

A Bill of Materials (“BOM”) is a set of recipes that can be used to form a kit of items. A

BOM is listed in the Inventory as a single item, and kits are listed as units of the BOM.

Kits can be scanned out for Dispense or Reserve, and when that happens they
subtract their items from the Inventory.

Using a BOM involves three stages:
Stage 1: Create BOM
Stage 2: Assemble Kits
Stage 3: Scan Out Kits
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Stage 1: Create Bill of Materials

1. Go to Top Menu, click Inventory Management, then Bill of Materials
Bill of Materials screen appears

Bill of Materials

=5

Product Description Part Number Specifications FlleUl  Recipe Names Package Names Quantity for Location

2. Click Create New
Create New Bill of Materials screen appears

aaaaa

3. Provide:
e Description (just like with a product)

e Part Number (functions in the system like Manufacturer Number does for a
product)

4. Default recipe is Recipe #1. Edit this name if you wish, then add products to the
recipe as follows:

a. Click Add Product to Recipe

Manufacturer Code search box appears

Manufacturer Code:

b. Provide manufacturer code or product name, then click Search

Product info appears
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Manufacturer Code: | 8883 E

Manufacturer Manufacturer Code Product Description

AB7 INDUSTRIES 8883 Vitamin D2

5. Go toright and click Select, and then:
a. Specify UOM and Quantity

Important: UOM and Quantity define the makeup of the groups, that is, the
ratios of items making up the groups.

b. Provide Part Name (recommended) and Notes if desired

c. Provide additional products by clicking Add Product to Recipe and repeating
these steps a-e

6. Go up to Bill of Materials Packages section and note the default is “Each.” This is the
unit of measure for each group created with this BOM. If you wish you can change
this and/or create other levels of packaging

7. Click Save Changes

System gives Success message
8. Repeat these steps if you wish to create additional Recipes

Stage 2: Assemble Kits

Now that you have set up a Bill of Materials and created Recipe(s), use a Recipe to
assemble Kits:

1. Go to Top Menu, click Inventory Management, then Bill of Materials
2. Locate BOM you created (in this case, Bill 2)

Name Part Number Description File Url Recipe Names Package Names Quantity for Location All Quantity for BOM

Billl 32 BOM 1 for test Recipe #1, Recipe #2 Each 5Each 5Each

Bill2 324 test Recipe #1 Each OEach

“0 Each” means this BOM currently has no kits
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3. Go toright and click Assemble

Screen shows your recipe, and also the shelf-lot locations from which to obtain items
for the kit

Recipe#1 ¥

Assemble From Products:
Manufacturer Manufacturer Code Description Part Name (Select All Shelf Lot Expiration Date Available Quantity Quantity to Use
AG MARIN PHARMACEUTICAL 12345 Lot Test Bandages Required: 1 Bax (To Assembly Onel
TR 1 A 2B0x 2 Bax
ABBOTT 3434228 Drug123 Required: 1 Dose (To Assembly One)

Include - A 0Dose o Dose
Include - 1 12/30/2017 0Dase o Dase

e - Dose1 7 0Dase o |Dose

4. Next:

a. If you created multiple recipes for this BOM, use Recipe drop-down menu to
select arecipe

b. Check “Include” for the shelves/lots from which to pull Recipe ingredients
c. For checked shelves/lots, indicate Quantity to Use

5. Scroll down and click Calculate
Counting bar appears that tells you how many kits you can make

1@ 3
Assembly:
1

In this example, a maximum of three kits can be made

6. Drag the button to indicate how many kits you want to assemble
For instance, to make three kits, you would set the button to “3":

1 @ 3
Azzembhy:

3

7. Under Assembly Mode, select “Classic” or “Serialized”

Classic r EE

Serialized
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e Serialized - Lets you create a unique barcode for each kit; replace items within
the kit; and create expiration date alert for kit items.

e Classic — Lets you to build kits and frack their inventory without inner item
distinction.

8. Click Choose, then Ok
System gives Success message

9. Go to upper left and click Go back to List
Bill of Materials screen appears

Column Quantity for Location shows “3 each” for your BOM, because you just
created 3 groups

Name Part Number Description File Url Recipe Names Package Names Quantity for Location All Quantity for BOM

Billl 32 BOM 1fortest Recipe #1, Recipe #2 Each 5SEach 5Each

Bill2 324 test Recipe #1 Each 3Each

If you go to Inventory List, you can locate your BOM
E |:| 324 Test Company 2 $0.00 BOM 2 for test

Screen will show it has 3 kits

Stage 3: Scan Ouf Kits

Once you have formed kits, you can scan them out for Dispense or Reserve

Dispense Kits

1. First, copy your BOM's UPC:
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a. On Bill of Materials screen, locate your BOM and click Edit
Bill of Material Information screen appears

i e Dty

b. Go to upper right, to Bill of Material Packages section, and highlight and
copy the UPC code

Bill of Material Packages

UoM Each ¥
Sub UoM [Motselected] ¥
Sub UoM Quantity

vre

Alternate Method:
Go to Inventory List, find the BOM and
copy its UPC

2. Next, go to Stock Room
a. Paste UPC into Search field
Small info box appears

BOM 1
Mf. Code: 32
UOM: Each

b. Click the box
BOM details appear
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Scan Out Quantity: 1 Each ¥ Test Company 2

Price:
Shelf Lot Recipe Exp. Date Is Used
Recipe #1 (Default) Recipe #1

Stack

1Each
Recipe #2 (Default) Recipe #

2 Each

Under column Stock, the term “Each” refers to kit(s) that you created for
each Recipe

Shelf Lot Recipe Exp. Date Is Used

Recipe #1 (Default) Recipe #1

Recipe #2 [Default) Recipe #2

3. Click the circle for a Recipe, then set Scan Out Quantity

4. Go toright and complete other fields, then click Dispense
System confirms Dispense

Product stock decreased by 1 Each. Was: 3 Each --- Now: 2 Each

Reserve Kits

. First, copy your BOM's UPC:

a. On Bill of Materials screen, locate your BOM and click Edit
Bill of Material Information screen appears

b. Go to upper right, to Bill of Material Packages section, and highlight and
copy the UPC code
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Bill of Material Packages

Add New Package
UoM Each T
Sub UoM [Mot Selected] ¥

Sub UoM Quantity

UpPC SFSE3DCCMSY

Alternate Method:
Go to the Inventory List, find the BOM and

copy its UPC

2. Next, go to Stock Room
a. Select Reserve
b. Paste UPC into Search field
Small info box appears

BOM1
Mf. Code: 32
UOM: Each

c. Click the box, and BOM details appear

Reserve To User:

Reserve To Staff:

Reserve To Patient:

Reserve to Department:

Comment:

Quantity: Each ¥

From Shelf Location Lot Recipe Expiration Date Is Used Stock
Recipe #1 (Default] FEEE - (o HEED
Recipe #2 - No 2Each

Recipe #2 (Default)

Under column Stock, the term “Each” refers to kit(s) that you created using
each Recipe

Stock

1Each

2Each
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3. Click the circle for a Recipe
4. Complete other fields, then click Reserve
System gives Success message

Headouarters [Current] ¥ @ Helg

Disassemble Kits

To disassemble a kit, do the following:

Disassemble Classic Kits

1. Go to Top Menu, click Inventory Management, then Bill of Materials
2. Locate BOM, then click Disassemble
Disassemble screen appears

Recipe & Location To Disassemble:

Shelf Location Lot Expiration Date Stock

On the right under Stock you can see how many kits currently exist for a given recipe

In this case, four groups exist for Recipe #2

Stock

0 Each

3. Now imagine we want to disassemble two kits for Recipe #2
e Click Select for Recipe #2
e Disassembly Quantity screen appears
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Disassembly Quantity:

- —
- , =
- -
= =

4. Drag the button to indicate how many kits (in this case, 2)

1 4
Disassembly:

2

5. Select the shelf-lot locations that should receive back the kit items

Shelf Lot Expi
O] ﬁlect - [H1V:N

Shelf Lot
O select Cabinet 1
O Select Cabinet 1 1

6. Click Disassembly to Selected Locations
System gives Success message

Success! F
Disassembly is sucocessful

Disassembly screen appears

Recipe & Location To Disassemble:

Recipe ‘Shelf Location Lot Expiration Date Stock
Recipe#1 Recipe #1 (Default) H/A OEach
Recipe#2 Recipe #2 (Default) /A

Screen shows recipe with lower Stock count (in this case, 2, since 4 -2 = 2)
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Stock

OEach

Disassemble Serialized Kits

1. Go to Top Menu, click Inventory Management, then Bill of Materials
Bill of Materials screen appears

Product Description  Part Number  Specifications FileUrl Recipe Names Package Names  Quantity for Location  All Quantity for BOM
Bill 2 324 BOM 2 Recipe #1 Each 3 Each 3 Each
Bill 1 32 BOM 1 Recipe #1, Recipe #2  Each 1Each 1Each

2. Locate desired BOM, then click Serialized Inventory
Popup appears

Kits

Recipe #1

KIT9279%
KIT92805

3. Locate Kit to disassemble, then click its ID number (example: )
Kit contents appear

KIT92799
=

Manufacturer Code: 12345 Manufacturer Code: 34347z
Manufacturer: AGMARIN PHARMACEUTICAL || Manufacturer: ABBOTT
Description: Lot Test Bandages Description: Drugl23
Expiration: Expiration:

Lot: Lot:

Inventory Count: 1 Inventory Count: 1

Serialized Inventory
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4. Locate item to delete, then click one of the following:
e Remove - Deletes item from this Kit and from Inventory
e Put Inventory Back to Shelf
o Puts the item back in the product inventory count
o System will create a “Disassembly” shelf to receive the item
5. If desired, click Add ltem to Kit to add a new item

6. Close popup, and refresh screen

Dispense Items With Preference Cards

For your convenience, you can create a special bar code (preference card) that can
be used repeatedly to scan out certain combinations of products

Stage 1: Create Preference Card

1. Go to Top Menu, click Inventory Management, then Preference Cards

Preference Cards screen appears

uuuuuuu

Headquarters

2. Click +New

Create Preference Cards screen appears

Preference Card Information:

nventory:
Name: UPC or manufacturer code +Selected Product
Description:

Order Image Category Product Quantity
Available In Locations: Headouarters

Assigned to Following (Doctor / Staff): Dr Smith
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3. Complete fields:
e Name (required)
e Description
e Location (required)

e Dispensed to Following (Doctor/Staff) (required)

4. Click in Inventory field and provide UPC, manufacturer code or product name

Small info box appears

TELFA ADHESIVE ISLAND DRESSING
M. Code: PZMN2257 381
UOM: Each

5. Click the box
Product fields appear

Order Image Category Product Quantity Usage Type Notes

COVIDIEM
P - ch Scan Out
! i PZN2297381 ° Fach ¥ anout v

6. Enter Quantity (required) and set other fields as you wish

7. Add more items as needed, then scroll down and click Save Changes
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Use Preference Card to Dispense ltems

1. Go to Top Menu, click Inventory Management, then Preference Cards

2. Locate desired card and click €' to open its row

System shows buttons

3. Click Print, and browser opens pdf you can print. For example:

Preference Card - Card1
tost

Doctor:
Patient:
Date:
Notes:

Manufacturer Mi.Codo Description Default Qty. Used Qfy. Notes
COVIDIEN PZNZ297381 TELFA ADHESIVE ISLAND | 1 Each

DRESSING
Ed 621 TEGADERN™ 1Each
TRANSPARENT
DRESSING FIRST AID

4. Print pdf, then go to Stock Room and scan it for Dispense

Preference Card items appear, with Quantity and Unit of Measure set according to
Card

X
Scan Out Quantity: 1 Eaxch v - COVIDIEN .
Price: TELFAADHESIVE

ISLAND DRESSING
Shelf Lot Exp.Date Is Used Stock

D1015 - No 1Case, 3Box

( Purchase Order: 010918-002 - Tracking by: Each)

Lot Each1 Lot Each2 Lot Each3 Lot Esch4 Lot Each5 Lot Esché
Expiration Date: Expiration Date: Expiration Date: Expiration Date: Expiration Date: Expiration Date:
Is Used: No Is Used: No Is Used: No Is Used: No Is Used: No Is Used: No
Quantity: 1Each  Quantity: 1Each  Quantity: 1Each  Quantity: 1Each  Quantity: 1Each  Quantity: 1Each
Lot Each? Lot Each8 Lot Each? Lot Esch10 Lot Each 11
Expiration Date: Expiration Date: Expiration Date: Expiration Date: Expiration Date:
—
Scan Out Quantity: 1| Exh v 3t n
" 2
Price: TEGADERM™
TRANSPARENT
DRESSING, FIRST
AIDSTYLE

Shelf Lot Exp. Date Is Used Stock




. Make changes if necessary:

a. Adjust Quantity and/or Unit of Measure

b. Click fo remove items

c. Add additional items by scanning or typing UPC, or typing product name

. Go toright and populate Reason, Doctor etc. as needed

. Click Dispense

ltems are scanned out of Inventory
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Other Functions

Transfer Non-Tracked Items

You can fransfer non-tracked items:
from one shelf-lot location to another inside the same address

from one physical address to another, provided you had added the product

listing to that address (see Manually Create a Product / Stage 2: Set Advanced
Deftails / Step 1 / Other Location Settings / Add this product to other locations)

1. Go to Stock Room and click Add circle

2. Clickin Search field and scan UPC;

Or, type product name, and click small info box that appears:

TELFA ADHESIVE ISLAND DRESSIMNG
Mf. Code: PZN2297381
UOM: Each

Product stock appears

COVIDIEM

Scan In Quantity:
Is Used Stock

To Shelf Lot
D1015 - sl
o 2 Case, 1Box, 24 Each

D1015

+New Location/ Lot

3. If you wish to add additional items, repeat Steps 2-3

4. For each product, do the following:

a. Set Reason to “Transfer”
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Reason: Purchase v

Purchaze
Scan In Quantity: Adjustment v
To Shelf Lot E! Expir
Screen will display Transfer functions

Reasor: Transfer v — COVIDIEN
Scan In Quantity: 1 Each v

Transfer To Facility:

|Headguarters ¥ |

Expiration To Shelf Lot  Expiration Date Is Used Stock

FromShelf Lot Date Is Used Stock O bao1s - Mo &Box
) p1015 - No 6 Bax
" p1o1s 28764 02/23/2018  MNo 2 Case, 1 Bax, 24 Each

+ New Location / Lot

b. Set Scan In Quantity and Unit

Scan In Quantity: 1 Box(25Each]

Each

Case (8 Box) !!

c. Set Transfer To Facility

d. Click the circles for From and To shelf-lots

Reason: Transfer v — COVIDIEN

Scan In Quantity: 1 Each v
Transfer To Facility:

|Headquarters ¥ |
Expiration To shelf Lot

From Shelf 1ot Date Is Used Stock
) 5 - Mo & Box 5
( ® 5015 )»3764 02/23/2018  No 2 Case, 1Bax, 24 Each =g

+New Location / Lot

Expiration Date

5. Click ScanIn

Screen refreshes and confirm Transfer
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Transfer Tracked ltems

You can fransfer non-tracked items:
e from one shelf-lot location to another inside the same address

e from one physical address to another, provided you had added the product

listing to that address (see Manually Create a Product / Stage 2: Set Advanced

Details / Step 1 / Other Location Settings / Add this product to other locations)

1. Go to Stock Room and click Add circle
2. Clickin Search field and scan UPC;

Or, type product name and click small info box that appears

TELFA ADHESIVE ISLAMD DRESSING
Mf. Code: PZN2297351
UOM: Each

Product stock will appear, showing tracked items

Reason:
Scan In Quantity: 1

To Shelt Lot Expiration Date

urchase Order: 122017-004KM - Tracking by: D)

Box1 Lot
Expiration Date:
Is Used:

Lot:

Expiration Date:
Is Used:

Mo

1Box Quantity:

Quantity:

12/30/2017

3. If you wish to add additional items for Transfer, repeat Step 2
4. For each product to Transfer, do the following:

a. Set Reason to “Transfer”
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Purchase v

Reason:
Purchase

Scan In Quantity: Adjustment M
Transfer

To shelf

Screen will display Transfer functions

Reason: Transfer v COVIDIEN
Scan In Quantity: 1 Each v
Transfer To Facility:
Headguarters ¥
. Expiration To Shelf Lot  Expiration Date 1sUsed Stock
romShelf Lot Date Is Used Stock
TS - No &Box
GG No 6 Bax
968764 02/23/2018 Mo 2 Case, 1Bax, 24 Each

D1015

b. Set Scan In Quantity and Package

Box(25Each)

Scan In Quantity: 1
Each
Bow (25 Each)

c. Select Transfer To Facility (the physical address to receive the item)

d. On the left, click the circle for the item you want to transfer:

Expiration
From Shelf ot Date Is Used Stock
Mo 1Each

[ Purchase Order: 12201 7-004KM - Tracking by: Box )

Ep

Lot: Boxl Lot: Box 2
Expiration Date: Expiration Date:
Is Used: Mo Is Used: Mo

e. On the right, click the circle for destination shelf-lot

Transfer To Facility:
Headquarters ¥

To Shelf Lot  Expiration Date Is Used Stock
- No &Box

Note: From Lot will automatically tfransfer to destination shelf
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5. Click Scanin

Screen refreshes and confirms Transfer

Transfer Doses

If your system build has Dose Tracking, you can fransfer doses
e from one shelf-lot location to another inside the same address

e from one physical address to another, provided you had added the product
listing to that address (see Manually Create a Product / Stage 2: Set Advanced
Details / Step 1 / Other Location Settings / Add this product to other locations)

Note: Contact your ArbiMed sales associate if you wish to set up Dose Tracking

1. Go to Stock Room and click Add circle

2. Click in Search field and scan / paste / type in dose number

Stock Room

Mode:

Normal

JFF55993 E v Add Dispense Reserve Infa

Alternate Method:

You can also type in product name, and system will pull up product

However, this method only lets you transfer one dose at a time

3. Click Search, and dose will appear

To Shelf Lot

[ Purchase Order: 121317-001 - Tracking by: Dose)
&) JFrssees

Lot: 987634

Expiration Date: 05/25/2
Is Used: Mo

Quantity: 1 Dose
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4. If you wish to add additional doses, repeat Steps 2-3

Doses will appear together:

Reason: Purchase v
Scan In Quantity: 1 Dose ¥
To Shelf Lat

( Purchase Order: 121317-001 - Tracking by: Dose)

®) JFFs3991

Lot: 987654
Expiration Date: 05/25/2018
Is Used: ]
Quantity: 1Dose

+MNew Location/ Lot

Reason: Purchase 7

Scan In Quantity: 1 Dose ¥

To Shelf Lot
{ Purchase Order: 124317-001 - Tracking by: Dose)

® JFrssges

Lot: 987654
Expiration Date: 05/25/2018
Is Used: No

Quantity: 1Dose

+New Location/ Lot

5. For each dose, do the following:

a. Set Reason drop down menu to “Transfer”

Reason: Purchase v
Purchase
Scan In Quantity: Adjustment v
Transfer
To Shelf Expir
Screen displays Transfer functions
Transfer To Facility:
Headguarters ¥
Expiration To Shelf Lot  Expiration Date
Fromshelf Lot Date Is Used Stock N
( Purchase Order: 121317-001 - Tracking by: Dose) Fridge 1
®) jrrss991 The From lotwill be created under destination sheif automatically.
Lot: 987434 5
Expiration Date: 05/25/2018
Is Used: No
Quantity: 1Dose

Stock.
1Dose

b. Select Transfer To Facility (the physical address to receive the dose)

c. Click circle for the destination shelf / lot
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Transfer To Facility:
Headguarters ¥

To Shelf
L

Fridge 1
6. Click ScanIn

System gives Success message

Remove Doses

“Remove’” refers to deleting from the Inventory a dose that is damaged, expired or
otherwise not fit for use.

Note: Contact your ArbiMed sales associate if you wish to set up Dose Tracking

Important: Remove is not the same Scan Out, in which the dose is dispensed to a
recipient

Doses are removed on the Transaction History Report. In addition, you can remove a
dose and create an order for its replacement at the same time. Removed doses can
be viewed on Dose Removal Report (see Dose Removal Report).

To Remove a Dose:

. Go to Top Menu and click Reports, then Transaction History

. Click in Search field and scan or type in dose tfracking number, then press Enter

System displays dose record

92



Copy | |Excel | €SV | | Show/Hide Columns | | Print

Show 10 v entries
Inventory Inventory
Unit Unit Change Last Dollar Retail Expiration Change
Manufacturer Mf. Code Description Cost Price Amount Amount Value Value Date Inventory Date
©) Douglas RP 100 Melatonin 1mg. $30000 | $3.4500 | 1Dose 12 Dose $30000 | $3.4500 | 03/07/2018 JFE53756 12/4/2017
Laboratories 4:40:32 PM
Shelf: -
Lot: 3521

3. Click O to open the row, then click Remove Dose
Popup appears

Manufacturer: Douglas Laboratories
er Code: RP100

LotNumber: 987654

Expiration Date:  05/25/2018

Purchase Order: 121317001
Quantity 1Dose
Remove Reason:

Damaged ¥

Eligibls for Replacement

4. Select Remove Reason

5. Choose one:
e Option 1: Remove Dose without ordering replacement

e Option 2: Remove Dose and order replacement (see further below)

Option 1: Remove Dose Without Ordering Replacement

1. Provide Comments (required)

2. Click Remove Dose, then Ok
System gives Success message

3. Close popup, and Transaction History screen refreshes
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. If you decide later to undo the removal, go to Dose Removal Report and follow the
process there (see Dose Removal Report)

Option 2: Remove Dose and Order Replacement

. Click the box next to Eligible for Replacement
Option boxes appear

#|Eligible for Replacement

Attach to Existing Open Orders Create a Mew Order

. Choose one:
e Method 1: Attach to Existing Open Order
e Method 2: Create a New Order

Method 1: Attach to Existing Open Order
a. Click Aftach to Existing Open Order
b. Click circle for order to attach to

#|Eligible for Replacement

#| Attach to Existing Open Crders
121417-001[1] [McKesson]

s ﬁ:?i?-ﬂiﬁ-[i [McHesson]
0T1018-001 [McKesson)

c. Provide Comments (required)

d. Click Remove Dose & Aftach to PO, then Ok
Dose is now removed from available Inventory

Important: If you now cancel the purchase order, the dose is still removed

from Inventory
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. To finish ordering replacement dose, go to Purchase Orders module, find
order, and click its order number

Replacement Order McKesson Headquarters Creating

Click Place Order With Confirmation Code Manually (or click Send PO to __

for approval, if order is Purchase Order)

. If you decide later to undo the removal, go to Dose Removal Report and
follow the Unremove process there (see Dose Removal Report)

Method 2: Create a New Order

a. Click Create a New Order

Order fields appear

OOOOOOOOOO

Supplier: McKesson

b. Set/populate fields:

o Supplier (required)

o Type - defaultis Replacement Order. Change if desired
o Patient

o Comments (required)

c. Click Remove Dose & Attach to PO, then Ok

Dose is now removed from available Inventory

Important: If you now to cancel the purchase order, the dose is still
removed from Inventory

d. To finish ordering replacement dose, go to Purchase Orders module, find

order, and click its order number
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Replacement Order Mickesson Headquarters Creating

e. Click Place Order With Confirmation Code Manually (or click Send PO to __
for approval, if order is Purchase Order)

f. If you decide later to undo the removal, go to Dose Removal Report and
follow the Unremove process there (see Dose Removal Report)
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Update Product Details

Update Multiple Products
Custom Bulk Update

You can edit many items at once using Custom Bulk Update:

1. Go to Top Menu, click Inventory Management, then select Custom Bulk Update

Custom Bulk Update Screen appears

Custom Bulk Update

el file, modify them and upload it back.

2. Click Create a New Custom Editor, and fields appear

Please select the fields you want to update.
Update All Quantites
Enter Quantity Change
Update Price
Manufacturer
Manufacturer Code
Description
Category
Supplier
PAR Level Settings

Custom Product Fields

Product Filters:

‘We advise you to use these filters if you have more than 1000 products in your inventory.

Manufacturer: [All]
Supplier Al
Category Al

Continue to Edit
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3. Check fields to update, then go down to Product Filters section and set filters

Optional: To save these selections as a convenient template for future bulk updates, provide
Template Name and click Save as an Editor. Template will only save selections on this screen.

4. Click Continue
Live System Screen appears with the fields you selected

Important: This is the live system. Any changes saved here will actually change the
system

5. Make changes, then click Save Changes

System gives Success message

Accept EDI Price Changes

Suppliers may notify ArbiMed of changes to their EDI order pricing. You can review
these changes and decide whether the system should accept them

Note: To set up EDI Integration, please speak to your ArbiMed sales associate

To review and possibly accept EDI Price Changes:

1. Go to Top Menu, click Inventory Management, then EDI Price Changes

EDI Price Changes Screen appears with recent supplier price changes
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2. Review the changes, and:
e If you want to accept them, check Accept, then click Update My Prices
e If you don't want to accept them, do nothing

Important: If you don't accept the changes, EDI orders for these products to
that supplier will not be processed

Update PAR Levels

You can update PAR Levels for multiple products at once:

1. Go to Top Menu and click Settings, then PAR Levels
Update PAR Level Settings screen appears

Update PAR Level Settings Show Stodk Us jing Smallest LOM

Supslier

Mamidscturer:

Stow ol I Stock

2. Use search fields or scroll down to find products to update

3. Make desired updates, then click Update All

System gives Success message

Success!

Records updated successfully.
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Update Single Product

Update Product Details: Overview

In general, you can update product details as follows:

1. Go to Top Menu, click Inventory Management, then Inventory List

2. Find product and click
Edit Product Screen appears

Edit Product

3. Edit product as needed, then click Update Product

Alternate Method:
You can also edit manually created products from the Created Products List:

a. Go to Top Menu, click Inventory Management, then Created Products
Created Products List appears
Find product and click Edit

c. Edit product as needed, then click Update Product
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Update Purchase Price

1. Go to Top Menu, click Inventory Management, then Inventory List

2. Locate item and cIickE

Alternate Method:
a. Go to Top Menu and click Inventory Management, then Created Products List

b. Find product and click E

Edit Product Screen appears

3. Go to lower left to Prices row and note the fields:

Purchase Price  Package Retail price
Prices: % 2500 per | Box ¥ withretail price$ 2631

[ If Retzil Price is empry, it will be calculsted sutomartically based on Default Margin Percentage setting under Settings -=

Compary Information

a. Update Purchase Price and Package as needed

b. Be sure also to update Retail Price
System will not automatically update unless field is blank

4. Click Update Product, and New pricing is saved

Under FIFO accounting, this means that:

e New units scanned in will be assigned the new price

e Old units scanned in with the old price will still scan out with the old price
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Example:

You set price at $1 per Each, and then go to Stock Room and scan in an Each
If you return to Edit Product screen, the Prices box will show:

Inventory Count  Unit Price Price For The Current UOM  Total Value Create Date

$1.000000 | [1.00 $1.00 1262017 6:10:13PM | [

Now suppose you change the price to $2, and scan in another Each
Prices box will now show:

Inventory Count  Unit Price Price For The Current UOM  Total Value Create Date

1Each $1.000000 | [1.00 $1.00 12762017 6:10:13PM | |

$2.000000 | 2.00 $2.00 12/6/20176:16:32PM | |

Only the second item is assigned the new price

Update Packages

1. Access Edit Product Screen:
a. Go to Top Menu, click Inventory Management, then Inventory List

b. Locate item and click E

Alternate Method:
a. Go to Top Menu and click Inventory Management, then Created Products List

b. Find product and click E

Edit Product Screen appears
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Edit Product ‘Show Stock Using Srmabest UOM

Product Information

2. To delete a package, go to Packages section, locate package, then click Delete
a. If you delete a package that is a sub unit of a greater package, system will give
Error Message
b. Forinstance, in the graphic above, if you were to delete Each, system would
say:

Error!
This padk is being used for Bost.

Before removing it, you need toadd a
new sub package to that package.

c. This means you must specify a new sub package for Box

d. To do so, go to Box and click Edit, choose a new sub package, then click
Update

3. To create a package, click Create a New Package
Popup appears

Sub Package: [NotSet] ¥

Sub Package Quantity:

a. Select Unit of Measure

b. Select Sub Package (recommended)
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Unit Of Measure: Gross Y

Sub Package: [MotSet] ¥

[Mat Set]
Sub Package Quantity: B

Upc: Each

c. If you set Sub Package, you must also set Sub Package Count

LInit Of Measure: Gross ¥

Sub Package: Case ¥

Sub Package Quantity: |1_|:|| |

d. Scan / type in UPC, or click Generate Barcode
e. If you wish, provide Dimensions and Weight
f. Click Save

System shows new package

Unit Of Measure Upc Sub Package
Each 5845210465447

Bax 584521065454 25 Each
Caze MSOSCE60MS G Box

MS3BAZ367MS 10 Case

4. When done updating packages, click Save
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Create New Shelves

When you create a new product, the system will dispense a default Shelf as “-". You
can change this while creating the product, or you can do it now, as follows:

Important: In this process, Shelves are referred to as “Locations,” but elsewhere in the
system “Location” refers to the physical business address where you are receiving
and/or dispensing products (see Set Company Information, Step 3)

1. Go to Top Menu, click Inventory Management, then Inventory List
2. Go to Search field, type product name, and press Enter

(Use other query fields as needed)

Screen shows product

Mf. Code Manufacturer Cost Cost UOM Description Supplier In Stock

asdflj ABT INDUSTRIES $5.00 Bottle DSDrug HBOC

3. Go to column In Stock and click square showing in-stock units:

Popup appears

Product: Manufacturer: AB7 INDUSTRIES - Manufacturer Code: asdfl
Description: DS Drug

Hide Doses Without Quantity

Lot Number:

For Used ltems  Total Quantity Supplier Unit Cost

o Shelf - Mo 1Bottle HEOC 5.0000 E3

In column Location, screen shows existing default shelf “-"

Type Location

# Shelf
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4. Click Add New Location
New Inventory Location popup appears

Product: Manufacturer: AB7 INDUSTRIES - Manufacturer Code: asdf]

Description: DSDrug
Shelf Location
Used

Inventory Count 0 [Notset] ¥

5. Complete fields:
e Shelf Location — Name the new shelf

e |nventory Count

EIE

¢ Inventory Count Package (the drop down menu) - Required

6. Click Create

Inventory Locations screen appears displaying the new shelf

. Expiration
Type Location Date For Used Items

» Shelf - Neo

. Expiration
Type Location For Used Items
- Date

® Shelf No

Create New Lots

You can create lots as subdivisions for any shelf

Total Quantity

0Dose

Total Quantity

0 Dose

1. Go to Top Menu, click Inventory Management, then Inventory List

2. Go to Search field, type product name, and press Enter

(Use other query fields as needed)
Screen shows product

Mf. Code Manufacturer Cost Cost UOM

asdf]] ABT INDUSTRIES $5.00 Bottle

Description Supplier

D& Drug HBOC

In Stock
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3. Go to column In Stock and click square showing in-stock unifts:

Popup appears

piral
Date

4. Scroll down and find desired shelf
5. Click Add Lot and complete the fields

For Lot Number, you can set an expiration date
6. Click Create

Screen shows Shelf with the new Lot

Expiration

Type Location
b Date

For Used Items Total Quantity

# Shelf Cabinet 1 No 0Dose

L{Lot) @ 12/23/2017 No 0Dose

Update PAR Levels

From time to tfime you may want to update PAR Levels to better reflect product usage
trends in your practice or facility

1. Go to Top Menu, click Inventory Management, then Inventory List

2. Locate product and click E
Edit Product screen appears
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3. Go to lower left fo PAR Level box

PAR Level:
Don't apply PAR Leval changes to other locations
Exclude from PAR Level:

Minimum Stock Level o Each v
Maximum Stock Level: o Each v
Minimum Purchase Quantity: o Fach v

Nurnber of Days for Receiving: Receiving days for the selected supplier is: 2 (Click here to change)

4. Complete fields as desired:
e Exclude from PAR Level — Check this box if you do not want PAR Level to apply
to this product

e Minimum Stock Level — will be PAR Level Report’s Suggested Purchase Quantity,
if it is greater than future sales estimate

e Maximum Stock Level —will be PAR Level Report’'s Suggested Purchase Quantity,
if it is less than future sales estimate

e Minimum Purchase Quantity — Set this to supplier minimum quantity, to ensure
PAR Level Report’s Suggested Purchase Quantity matches

5. Go toright and click Update Product
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View Reports and Data

Reports Overview

Various reports are available. Many have the same data viewing features:

¢ To change location, go to upper right and use drop-down menu:

Headquarters [Current] ¥ 9 Help

e Click arrows icons to sort fields:

Manufacturer ME. Code

e C(Click ﬂ to view more details, click ﬁ to close
e C(Click E to edit details

e Button menu:

Copy Excel Csv Show / Hide Columns Print

o Copy means system will copy the entire report table, which you can then paste

where you choose

o CSV means system will create a Comma Separated Value file, which will

download automatically to your computer

o Show/Hide Columns lets you hide or show selected columns from the report.

These settings will be preserved even if you close the browser
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Dose-Related Reports

Search Dose

If your system build has Dose Tracking, this report lets you query and view information
for tracked doses

Note: Contact your ArbiMed sales associate if you wish to set up Dose Tracking

1. Go to Top Menu, click Inventory Management, then Search Dose
Popup appears

Search e [x]

2. Provide Dose Number, then click Search

System provides dose details

Deletnd:

Tramsscin M

3. Go to Purchase Order row and click box

System will show original purchase order, and from there you can print Dose
Barcodes; process is same as with Dose Transactions Report (see Dose Transactions:
Print Barcodes for Tracked Doses)
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Doses In Shelves

If your system build supports Dose Tracking, this report lets you view and print Dose
Barcodes

Note: Contact your ArbiMed sales associate if you wish to set up Dose Tracking

1. Go to Top Menu, click Inventory Management, then Doses in Shelves

Report screen appears

2. Populate search fields, including Shelf, then click Search

System shows results

Manufacturer Manufacturer Code Supplier Code

Douglas Laborataries RP 100 McKesson JFF337£0

The column Code is the Dose Number

3. Check the box for the dose(s) to print, then go to right and click Print Barcodes for
Selected

Print popup appears

4. Set / check fields as desired, then click Print
5. Browser downloads barcode pdf, which you can print
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Current Dose Inventory

If your system build has Dose Tracking, this report shows quantities of tracked doses in
your Inventory

Note: Contact your ArbiMed sales associate if you wish to set up Dose Tracking

Go to Top Menu and click Reports, then Current Dose Inventory
Report screen appears

Service Location Inventory Site Item Name Reorder Purchased Sample Specialty
Hezdquarters BD BBL™ Vitamin K 0 1

Headquarters - Melatonin 1 mg 0 14 3 2
Hezdquarters Embrace PRO

Headquarters - Cotton Tipped Applicatars 0 2895

Hezdquarters Drug123

Headquarters 1 Drug123 0 2

e Service Location = Physical address where you receive and dispense items
e Inventory Site = Shelf

Use drop-down menu to change Service Location if needed

B ~ Headguarters @

v Headquarters

. Loc2 k Show / Hide Columns

Go toright to Search box and type Item Name, Service Location, or Inventory site
Screen will automatically show search results
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Dose Transactions

If your system build supports Dose Tracking, this report shows dose tfransaction history,
and also allows you to Undispense doses and print dose barcodes

Note: Contact your ArbiMed sales associate if you wish to set up Dose Tracking

Undispense Doses

1. Go to Top Menu and click Reports, then Dose Transactions
Report screen appears

Dose Transactions

Start Date: 2118/2017 End Date

Eve: i Dose:

Doctor:

PO Number User.

Manufacturer Code: IsUnassignedt: | ot Unassigne:
—

2. Populate search fields, then click Search
Matching transaction(s) appear

Purchase
reatment n tient Manufacturer oduct Exp Purchas Order & Diagnoses
Date Name D Manutacturer Cod Nar Dose Lot || Date Order Trpe ted || Treated F Doc Lae: iaed
1 BBOTT 123 Dost o

+
& 5 o e ure Dr.Dav

rder ith

3. Go to column Is Unassigned and click “No” box

Popup appears

Assignment Information Patient's Other Transactions
Patient: Bob Smith Show 10 v |entries Search
Manufacturer:  ABEOTT

d Type Dat Total

Manufacturer 34342z

Lot Number: Dosel

Expiration Date: Transacti

Purchase Order:

Quantity: 1 Dose
Assignment 1/9/2018 11:28:58 AM

4. Scroll down and click Unassign Dose & Scan Back In, then Ok
System gives Success message
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Print Barcodes for Tracked Doses

Go to Top Menu and click Reports, then Dose Transactions
Report screen appears

Dose Transactions

St Date
[ A - Dse

Doctor

PONmber User

Mamutactorer Code: e Unsssgpet | Notnamies v

Populate search fields, then click Search
Matching transaction(s) appear

Treatment Patient Patient Manufacturer Product

Date Name (o] Manufacturer Code Name Dose
12/28/2017 Jeff Jones 96354 Douglas RP 100 Melatonin 1 IFF55990
10:09:58 AM Laboratories mg

Go to column Dose and click box containing Dose Number

JFF55990

Dose Info Popup appears

Barcode: JFF55990

Manufacturer: Douglas Laboratories
Manufacturer Code: RP 100

Supplier: McKesson

Purchase Order:

Unit Price: $3.0000

Created: kyle@arbimed comen 12/13/2017
Deleted: No

Replacement For Dose:

In grey table at top, go to row Purchase Order and click box showing the order
number

Manufacturer: Diouglas Laboratories
Manufacturer Code: RP 100

Supplier: Mckesson

Purchase Order:

Unit Price: $3.0000
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Order details appear

Ovder Status

GO o Debete Ordes Page m

5. Locate tracked dose product and click Tracked Barcodes

NO IMAGE

.

Popup appears with Dose Numbers

Expiration Date:
Lot Number:

Show OOS Inventory

Search
Manufacturer: Manufacturer Code: Lot Number: Expiration Date: Print All Barcodes
Douglas Laboratories RP 100 8765 06/29/2018
Item Supplier Shelf Inventory
JFF63117 Mckessen Fridge 1 1Des=
JFF83115 Mckessen Fridge 1 1Des=

6. Check the boxes for the doses to print, then go to upper right and click Print
Barcodes for Selected

Print popup appears

7. Check or uncheck fields as desired, then click Print
8. Browser downloads barcode pdf, which you can print
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Dose Removal Report

If your system build has Dose Tracking, this report shows removed doses, and also
allows you to edit and cancel the Removal. For more information on Dose Removal,

see Remove Doses)

Note: Contact your ArbiMed sales associate if you wish to set up Dose Tracking

1. Go to Top Menu and click Reports, then Dose Removal Report
Report appears

2. Populate search fields, then click Search
System returns search results

Location Manufacturer Product Dose Dose Purchase
Name Manufacturer Code Name Number Type Order Transaction Barcode Date Removed

Headquartsrs  Douglas Laboratories  RP400 Melatanin 1 mg Purchase 67071 MS1D2274FMS  1/10/2015 5:16:50
Order PM

3. To view dose’s transaction history, go to Dose Number column and click box

To view dose’s original order, go to Purchase Order column and click box
5. To Unremove a dose, go to right and click Edit
Popup appears

Edit Dose Removal

6. Review information, then click Scan Dose Back In
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System gives Success message

Dose Removal record has been deleted and dose is scanned back to your inventory.

“au can now close this window.

Dose is now returned to available Inventory

7. Close popup, then refresh screen

Cost, Quantity, and Profit Reports

Cost to Profit Ratio

1. Go to Top Menu and click Reports, then Cost to Profit Ratio

Report screen appears

Reports > Cost to Profit Ratio

nnnnnnnnnnnnnnnn

2. Datais for default search field settings:
e All Departments
e All Doctors

e Start Date one week before current date

3. Set fields as desired, then click Refresh
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Product Cost Total By Doctor

1. Go to Top Menu and click Reports, then Product Cost Total By Doctor
Report screen appears

Reports > Product Cost Total By Doctor

2. Datais for default search field settings:
e All Departments
e All Doctors

e Start Date one week before current date

3. Set fields as desired, then click Refresh

Product Cost By Supplier

1. Go to Top Menu and click Reports, then Product Cost By Supplier
Report screen appears

Reports > Product Cost By Supplier

MMMMMM

‘ $0.0000 ‘ $0.0000 | $175.0000 ‘ $175.0000

‘ $0.0000 ‘ $0.0000 | $3297.0000 ‘ $3297.0000

2. Datais for default Start Date one week before current date

3. Set Start Date as desired, then click Refresh
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Profit By Doctor

1. Go to Top Menu and click Reports, then Profit By Doctor

Report screen appears

Reports > Profit By Doctor

Department

$34200

2. Datais for default search field settings:
e All Departments
e All Doctors

e Start Date one week before current date

3. Set fields as desired, then click Refresh

Profit By Supplier

1. Go to Top Menu and click Reports, then Profit By Supplier
Report screen appears

Reports > Profit By Supplier

2. Datais for default Start Date one week before current date

3. Set Start Date as desired, then click Refresh
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Quantity By Doctor

1. Go to Top Menu and click Reports, then Quantity By Doctor

Report screen appears

Reports > Quantity By Doctor

2. Datais for default search field settings:
e All Departments
e All Doctors
o Start Date one week before current date

3. Set fields as desired, then click Refresh

Quantity By Supplier

1. Go to Top Menu and click Reports, then Quantity By Supplier

Report screen appears

2. Datais for default Start Date one week before current date

3. Set Start Date as desired, then click Refresh
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Other Reports

Transaction History

This report shows Scan In or Out activity, and also you to Undispense items. It also
allows you to Undispense and remove doses, if your system build has Dose Tracking

Note: Contact your ArbiMed sales associate if you wish to set up Dose Tracking

Search for Transactions

1. Go to Top Menu and click Reports, then Transaction History
Report screen appears

2. Populate Search box with product name, dose number or manufacturer code; or
populate other search fields as desired

3. Click Search
System displays tfransactions

Inventory
Unit Unit Change Last Dollar Retail Expiration
Manufacturer M. Code Description Cost Price Amount Amount Value Value Date

(@) COVIDIEN PZN2297381 [ TELFA $0.0000 | §1.0524 | -1Box 2Case6 | $0.0000 | ($263100) | 02/23/2018
- ADHESIVE Box, 1Each
ISLAND

DRESSING

©) COVIDIEN PZN2297381 TELFA $1.0000 | $1.0524 | 1Box 2Case,7 $25.0000 | $26.3100 02/23/2018
ADHESIVE Box, 1Each
ISLAND

DRESSING

e Red means “Scanned Out”
e Green means “Scanned In”

e To view record details, click i
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Undispense Non-Dose Item

1. Search for tfransactions (see above), locate fransaction you want, then click to

open the row

2. Click

Popup appears

Transaction Type: Scan Out
Transaction Information

Product: TELFA ADHESIVE ISLAND DRESSING
uRC: 8843210653454

Transaction Date: 132018 43437 P
Shelf Location: D015

Lot Location: 98764

Daxtor: [Hiot Selected] ¥

Itiot Selected] ¥

Update Trareaction

3. Click Cancel Transaction, then Ok
System gives Success message

4. Close popup

Undispense Dose

1. Search for Transactions (see above), locate fransaction you want, then click " to

open the row
Screen shows:

Unit Unit

Manufacturer Description Cost Price

Mf. Code

Unassign Dose

Inventory
Change
Amount

Last
Amount

Dollar
Value

Retail
Value

Inventory
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2. Click Unassign Dose
Popup appears

Assignment Information Patient's Other Transactions
Patient: Jeft Jones Show 10 v entries Seareh

Douglas Laboratories

Manufact:

1d Type Date Total
Manufacturer RP 100
Cod

S| Transaction  12/03/2017  ($1.00)

Lot Number: 3521
Expiration Date: ~ 03/07/2018 S Transaction  12/03/2017  ($1.00)
PurchaseOrder: | 15017.008

" S Transaction  12/05/2017  ($1.00)
Quantity: 1 Dose
Assignment. 12/29/2017 11:32:52 AM
D. PR Transaction  12/10/2017  ($1000.00)

ate:
Assigned By: Jeff Chou (jeff@arbimed.com)
. TH Transaction  12/10/2017  ($1.000.00)

Eve: Right

3. Scroll down and provide Comments (required)

4. Click Undispense Dose and Scan Back In, then Ok
System gives Success message

“Scan In” (i.e. dose now returned to Inventory)

Inventory Inventery
Unit unit Change Last Dollar  Retail Expiration Change
Manufacturer ME Code Description Cost Price || Amount Amount || Value Value Date Inventory Date
@) Douglas RP 100 Melatonin1mg | $3.0000 | $3.4500 | 1Dese 17Dese | $30000 | $3.4500 | 03/07/2018 e /372018
Laboratories 5:10:28PM
Shelf: -
lot: 3521
@ Douglas RP 100 Melatonin 1 mg $3.0000 | $34500 | -1Dose 14 Dose ($3.0000) | ($3.4500) | 03/07/2018 12/29/2017
Laborataries 11:32:52AM
Shelf: -
lot: 3521

Close popup, and screen refreshes and shows a green row for the dose, indicating

The red row still exists as a record of the Dispense (note date and time on the right)
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Remove Dose

“Remove” refers to deleting from the Inventory a fracked dose that is damaged,
expired or otherwise not fit for use.

Important. Remove is not the same Scan Out, in which the dose is dispensed to a
recipient

You can remove a dose and create an order for its replacement at the same time.
Removed doses can be viewed on Dose Removal Report (see Dose Removal Report)

To Remove a Dose:

1. Go to Top Menu and click Reports, then Transaction History
2. Click in Search field and scan or type in dose fracking number, then press Enter
System displays dose record

Inventory Inventory
Unit Unit Change Last Dollar Retail Expiration Change
Manufacturer ME. Code Description Cost Price Amount Amount Value Value Date Inventory Date

@) Douglas RP 100 Melatonin 1 mg $3.0000 | $34500 | 1Dase 12 Dose $30000 | $3.4500 | 03/07/2018 JFF53756 12/4/2017
Laboratories 4:40:32 PM
Shelf: -

Lot: 3521

3. Click O to open the row, then click Remove Dose
Popup appears

Manufacturer: Douglas Laboratories
le: RP100
LotNumber: 987654

Expiration Date:  05/25/2018

Purchase Order: 121317001

Quantity 1Dose
Damaged ¥

Eligibls for Replacement

4. Select Remove Reason
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5. Choose one:

e Option 1: Remove Dose without ordering replacement

e Option 2: Remove Dose and order replacement (see further below)

Option 1: Remove Dose Without Ordering Replacement

1. Provide Comments (required)
2. Click Remove Dose, then Ok

3. System gives Success message. Close popup, and Transaction History screen

refreshes

4. If you wish to undo the removal, go to Dose Removal Report and follow the

Unremove process there (see Dose Removal Report)

Option 2: Remove Dose and Order Replacement

1. Click the box next to Eligible for Replacement
Option boxes appear

#|Eligible for Replacement

Attach to Existing Open Orders

2. Choose one:
e Method 1: Attach to Existing Open Order
e Method 2: Create a New Order

Method 1: Attach to Existing Open Order
a. Click Aftach to Existing Open Order

b. Click circle for order to attach to

#IEligible for Replacement

# Attach to Existing Open Orders
121417-001[1] [McKesson]

= ﬁz?i?-@]z—[’_: [McHeszon]
J21018-001 [Mckesson]

Create a New Order
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c. Provide Comments (required)

d. Click Remove Dose & Attach to PO, then Ok
Dose is now removed from available Inventory

Important: If you now cancel the purchase order, the dose is still removed

from Inventory

e. To finish ordering replacement dose, go to Purchase Orders module, find

order, and click its order number

Replacement Order McKesson Headquarters Creating

f. Click Place Order With Confirmation Code Manually (or click Send PO to __

for approval, if order is Purchase Order)

g. If you wish to undo the removal, go to Dose Removal Report and follow the

Unremove process there (see Dose Removal Report)

Method 2: Create a New Order
a. Click Create a New Order

Order fields appear

@Eligible for Replacement

Attach to Existing ¥ICreate a New Order
Open Orders

Supplier: McKesson

PO Number: 121917-014

Type Replacement Order from a Supplier. Recelved items won't have a cost (if

Patient:

b. Set/populate fields:
o Supplier (required)
o Type - defaultis Replacement Order
o Patient
o Comments (required)

. Change if desired
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c. Click Remove Dose & Attach to PO, then Ok
Dose is now removed from available Inventory

Important: If you now cancel the purchase order, the dose is still removed
from Inventory

d. To finish ordering replacement dose, go to Purchase Orders module, find
order, and click its order number

Replacement Order Mickesson Headquarters Creating

e. Click Place Order With Confirmation Code Manually (or click Send PO to __
for approval, if order is Purchase Order)

f. If you wish to undo the removal, go to Dose Removal Report and follow the
Unremove process there (see Dose Removal Report)

Inventory History
This report shows basic inventory change history, and allows date-range searching

1. Go to Top Menu and click Reports, then Inventory History
Report screen appears

‘ ME. Code Manufacturer ~ Description In Stock Inventory Change Date

As elsewhere, green indicates “Scan In,” and red indicates “Scan Out”

2. Set date range to search, then click Search
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System returns results

Scan In:

‘ Mf. Code Manufacturer Description

‘ 212354 8D BD BBL™ Vitamin K
‘ 3434220 ABBOTT Drugl2s

| saotme assorT Drugt2s

‘ RP100 Douglas Laberatories Melatonin 1 mg

‘ 32

ltems in purple have no price

Top Consumed Items

In Stock:

15P.1Each

Inventory Change Date
1/10/2018 5:55:28 PM

1/10/2018 3:43:03 PM

Inventory Change Amount.

$10000

$2097.00

$4,500.00

This report shows average consumption, current stock and current stock values for
products in Inventory. Average consumption can be calculated Daily, Weekly,

Monthly and Yearly.

1. Go to Top Menu and click Reports, then Top Consumed ltems

Report screen appears

Reports > Top Consumed ltems

2. Set search fields, then click Search

3. To edit item details:
a. Go toright and click Product Details

b. Make changes and click Update Product
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Slow Moving Report

This report shows in-stock products that are slow to be Dispensed or Reserved

1. Go to Top Menu and click Reports, then Slow Moving Report
Report screen appears

Reports > Slow Moving Report

2. Select Suppilier, then click Run Report
Data appears

XT Bandage:

3. To view data for another supplier, select their name and click Run Report

PAR Levels Report

This report calculates real-fime estimated item usage and estimated future usage,
then tells you how much to order. The report also lets you order items.

1. Go to Top Menu and click Reports, then PAR Levels Report

Report screen appears

Reports > PAR Level Show Stock Using Smallest UOM

Supplier Daysto Cover: Create POIn Item Filter NoNeed To Purchase
Checkout [Not Selected] v 2 Headquarters[Current] ¥ Al v Needs To Be Purchased

Has Missing Information
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2. Select Supplier

System displays items

W 828181 - EasyTouch SafetyLancets Qty:0 - Amount: $0.00  Expand

M .4301 - cotton Tippea Appicators Qty:544 - Amount: $0.00 | Expand

W 3434zze - Drug123 Qty:0 - Amount: $0.00  Expand

W) 7655 - Drugsss Qty:5 - Amount: $15.00 [WSEELE]

e Grey = No Need to Purchase
¢ White = Needs to be Purchased
e Red = Missing Information

o Click Expand to review, then go to Inventory List and edit product

3. If you wish, set ltem Filter to the color code you want to see

Order Items

The PAR Levels Report also lets you order items

To order items, choose one:
e Option 1: Add Multiple Items to Order
e Option 2: Add Single Item to Order

Option 1: Add Multiple Items to Order
1. White rows are already checked; uncheck if desired

2. To add additional items, check the box for the item you wish to add. For
example:

‘ B 'ZN2297381 - TELFA ADHESIVE ISLAND DRESSING
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3. Click Add Selected to the Cart

All checked items are added to Cart (upper left)

4. Add other items as needed. If desired, search other suppliers

5. Click Checkout, then Ok

Cart appears showing item(s) with Order Number

4301- Cotton Tipped Applicators
ETA: 12/20/2017
Current Stock-1 Box
Reorder Qty: $8051 (3051 Each)
212354 - BD BEL™ Vitamin K
ETA: 12/20/2017
Current Stock-1 Each
Reorder Qty: $100 (10 Each)
RP 100 - Melatonin 1 mg
ETA: 12/20/2017
Current Stock:23 Dose
Reorder Qty: 30(0 Dose)
Mekesson Total: 38151
HEA121817-001-MCK | <€—— QOrder Number

If ordering from muiltiple suppliers, system will create a different order for each one

6. If you ordered Grey items, they will not have quantities
To add quantities:
a. Go to Top Menu, click Procurement, then Purchase Orders
b. Locate the order, open it, and provide the quantities

c. Place order
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Option 2: Add Single ltem to Order

You can order white row and grey row items

Order White Row Item

1. Locate item to order and click Expand

ltem detail appears

2. Go to lower right and adjust quantity and package if necessary

5 Dose ¥

$10.00

3. Click Add to Cart

ltem appears in Cart at upper left

McKesson Total: $15
Checkout

4. Add otheritems as desired
5. When ready, click Checkout, then Ok

Cart appears showing item(s) with Order Number
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Cart

Féss- Drugdss

ETA 12/18/2017

Current Stock:0 Dose
Reorder Oty: $15 (5 Dose)

MecKesson Total: $15
HEA1Z21417-001-MCE <4— Order Number

If ordering from multiple suppliers, system will create a different order for each one

Order Grey Row Iltem

1. Locate item to order and click Expand

ltem detail appears

M 4301~ CottonTipped Appiicstors Qty:0 - Amount:$000  Minimize

12/04/2017 12/11/2017 12/18/2017

Supplier's Days To Deliver propertyis set to 2.
Calculation will try to cover 23 days based on last 14 days.
Currentstock of this product is 3 Box

Estimated future usageis 0 Each

It looks like we don't need to order anything.

2. Select package; then click in quantity box and enter desired amount, and press
Enter

System calculates total quantity cost

3. Click Add to Cart

ltem appears in Cart at upper left
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4301 - Cotton Tipped Applicators
ETA.03/04/2018
Current Stock:3 Box

Reorder Qty: $3 (3 Each) |i/

McKesson Total: $3

Checkout

4. Add other items as desired
5. When ready, click Checkout, then Ok
Cart appears showing item(s) with Order Number

4301 - Cotton Tipped Applicators
ETA: 03/04/20138

Current Stock:3 Box

Reorder Oty: $3 (3 Each)

McKesson Total: $3
HEAQ30213-001-MCK. | 4—— Order Number

If ordering from multiple suppliers, system will create a different order for each one

Product Dispense By Location

1. Go to Top Menu and click Reports, then Product Dispense By Location

Report screen appears

Reports > Product Dispense By Location

2. Datais for default search field settings:
e All Departments

e All Doctors

o Start Date one week before current date

3. Set fields as desired, then click Refresh
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Patient Transactions

1. Go to Top Menu and click Reports, then Patient Transactions

Report screen appears

Reports > Patient Transactions

ent  Doctor Department  Category  Manufacturer MiCode  Description Shelt Lot Expieation Date Quantity  Transaction Date

2. Datais for default search field settings:
e All Departments
e All Doctors
e All Categories

e Start Date one week before current date

3. Set fields as desired, then click Refresh

4. To search on custom fields, click Custom Field Filters, populate fields, then click
Refresh

(For more information on custom fields, please see Creafe Custom Fields)
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Gross Sales By Item

1. Go to Top Menu and click Reports, then Gross Sales By ltem

Report screen appears, displaying data for current date

Reports > Gross Sales By ltem

[

2. Set fields as desired, then click Refresh

Point of Sale COGS

This report shows product wholesale and retail pricing for Point of Sale (“*Walk-In")
customer sales (see Dispense fo Walk-In Customers)

1. Go to Top Menu and click Reports, then Point of Sale COGS
Report screen appears, displaying data for current date

Reports > Point Of Sale COGS

2. Set fields as desired, then click Refresh
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MTD Cumulative Sales Report

1. Go to Top Menu and click Reports, then MTD Cumulative Sales Report

Report screen appears

Reports > MTD Cumulative Sales Report

Start Date: 101012017 EndDate: | 011012018

Manufacturer: | [Not Selected] v | Locations: | Bl = Headauarters

2. Set fields as desired, then click Refresh

Custom Reports

You can build custom reports to view specific data as desired

1. Go to Top Menu and click Reports, then Custom Reports

Custom Report Screen appears

Reports > Custom Reports

Start: Choose a Data Type

Usage

Contains all the usage transactions

2. Click Usage

Fields appear

Reports > Custom Reports

Start: Choose a Data Type Fields

Selectall the fields you
t
Contains all the usage transactions repen

Manufacturer Name =
Manufacturer Item Code [Tex:
UPC e

Category[Tec

Supplier =

Description [Tex
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3. Check the boxes for desired Fields

4. Scroll down and click Next > Filters

Filters and other options appear

Filters Group By
Select all the fields that Select howyou want to
youwant to use to filter group todata (when you
the data. group, you needtouse 2

aggregation operation for
non-grouped columns)

Manufacturer Name

Manufacturer Item Code

upC
Text Search R
Descriptien
UPC ~
Unit Cost.
Category
Supplier
Expiration Date
Shelf Location .
Settings

Lot

Inventory Change Date

Department

. Trim Dates By:
Lacation

v
Staff i
Seperate Data Into Different Tables By:
Reason
v

Changed By

Customer -
Preview

5. Select options / set fields as desired, then click Preview

System provides drop-down menus for chosen Filters

Manufacturer Name:

[AlI]

Filters Group By

Manufacturer [tem Code:

Select all the fields that Select how you want to
youwant touse to filter group to data (whenyou
the data. group, you need touse a

aggregation operation for
non-grouped columns.)

¢ Manufacturer Mamh

¥ Manufacturer Item

UPC

Text Search Description

6. Set drop-down menus, then click Run Report

System returns data

UPC I Description

00352902123545 BD BBL™ Vitamin K
00382902123545 BD BBL™ Vitamin K
00382902123545 BD BBL™ Vitamin K

Unit Cost

10

10

3
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1.

1.

Reserved Items List

Report screen appears

Reserves
Show 10 v entries
Manufacturer Manufacturer Description Reserved To Reserved To Reserved To
Code v User Staff Department

Test User - User

ABBCTT Drugl23 robser
[tuu]

Test Company 2 ﬂ BOM1 - - Acctng

™
ED 212354 EEE=D
Witamin K

System shows matching record

Manufacturer Manufacturer Descrintion Reserved To Reserved To
Code a User Staff

Test User - User

ABBOTT Drugl23
[tuw]

Reserved To

Patient Reserved From

John Richards

2. Click in Search box and search on patient, drug etc.

Reserved To
Department

Go to Top Menu and click Inventory Management, then Reserved ltems

Reserve Date

1/9/2018
12:20:23 PM

Reserved From

e To view product details, click box in column Manufacturer Code

e To view origin Shelf, click box in column Reserved From

e |f you wish to Scan Back item to Inventory, click Scan Back

Search Patient List

In addition to reports, you can also view patient transactions and other data in the

Patient List database

Go to Top Menu and click Patients

Patient List screen appears
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Patient List

+New Patient Create Patients in Bulk

Location [All Locatians] v

Search: i

Include Deleted

2. Click in Search box and scan in patient number, or type patient name; then click
Search

Patient record appears at bottom

First Name Last Name Gender DOB Patient Identifier

Jeff Jones Male 08/25/1985 96354

3. Click Detdails (depending on your screen resolution, you may have to first click L) )

Patient Details popup appears, with Usage History on the right

Locatian: Headquarts .
[[[[[ e Assigned Products

First Name: Jeff
Lsthiane: Janes e Manutacturer Code
- e DYNAREX CORPORATION 4301
Picture:

NO IMAGE . .

AVAILABLE Usage History:

id Type Date Total

Date of Birth: 08/25/1985 sizz ranesction ©aasants 100
Patient ID: 96354
o 568745 Transaction  12/28/2017  ($100)
Phone:

4. If you want to edit the record, click Edit

Popup appears

Location: Headquarters ¥ Assigned Products

FirstName: | jaff %
+Add Multiple Products

Last Name: lJones

Gender: Male v Manufacturer Manufacturer Code
Picture: Choose File | No file chosen

Dateof Birth: [0g/25/1985

Patient ID: 96354
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5. Here you can Assign additional products to patient:
a. Click +Add Multiple Products
b. Select products, then click Use Selected ltems

Popup shows selected Product

Assigned Products
+ Add Multiple Products

Manufacturer Manufacturer Code

DYNAREX CORPORATION 4301

6. Update other fields as needed, then click Save
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