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Safety Conventions

The following safety conventions are used throughout this manual:

A note indicates operation or maintenance information which is
helpful to improve performance or operation.

A caution indicates a potentially hazardous situation exists which, if
not avoided, may result in minor or moderate injury or product
damage. A caution is noted by an exclamation point inside a yellow
triangle, and the word "CAUTION!"

A warning indicates a potentially hazardous situation which, if not
avoided, could result in death or serious injury. A warning is noted by
an exclamation point inside an orange triangle, and the word
"WARNING!"
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This manual explains the correct way to use your
MedSelect System. Failure to follow the instructions
in this manual may result in delivery of incorrect
medication or in missing medication, which could
cause serious injury or death. Read this manual
thoroughly and refer back to it often when
dispensing from your MedSelect System. If
anything contained in this manual is unclear to you
or if it appears that any portions of the manual are
missing, please contact your ARXIUM
representative or call ARXIUM at 1-888-537-3102.

WARNING
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Typographic Conventions

bold italic

The names of buttons appear in a bold italic serif font. For example,
select Exit instructs the user to click/touch on the Exit button on the
computer screen.

Sans serif

The names of user interface elements other than buttons (field names,
window names, and so on) appear in a sans-serif font. For example,
filters limits the items that appear in the Supply list.

italic

Book titles appear in an italic font. For example, refer to the MedSelect
Display Terminal User Guide.

SMALL CAPS

Directories, paths, and file names appear in small caps. For example,
C:\AUTOMED\DISPENSE is the directory location for the dispense file.
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Images/Database Disclaimer

ARxIUM makes no warranty or representation, express or implied, as
to the accuracy or correctness of the images/database, which images/
database is provided to customer “as is”. ARXIUM specifically
disclaims the implied warranty of merchantability and fitness for a
particular purpose.

Customer acknowledges, in connection with the use of the images/
database, that the information contained therein is intended as a
supplement to, and not a substitute for, the knowledge, expertise,
skill, and judgement of pharmacists and other healthcare
professionals in patient care. Customer acknowledges that the
professional duty to the patient in providing healthcare services lies
solely with the healthcare professional providing patient care
services. Customer takes full responsibility for the use of information
provided by the images/database in patient care and acknowledges
that the use of the images/database in no way is intended to replace
or substitute for professional judgement. MedSelect does not assume
any responsibility for actions of customer which may result in any
liability or damages due to malpractice, failure to warn, negligence or
any other basis. Customer shall ensure that all healthcare
professionals using the images/database are aware of the limitations
of the use of the images/database.
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1 Introduction

Centrack is the MedSelect companion application that helps you
manage medications—primarily controlled substances—starting with
their deposit into the pharmacy vault and ending with the
medications’ final disposition. The system tracks every deposit,
withdrawal, return, waste, and surrender, and the medication is fully
traceable while in transit to and from the vault. Centrack reports,
available through MedSelect Examiner, provide details of each event
as well as complete inventory information.

When you deposit, sell, borrow, or loan a medication, Centrack
records the transaction on a form that mimics DEA Form 222. Similarly,
when you quarantine or surrender a medication, Centrack follows the
format of DEA Form 41 to record the transaction. These unofficial
records remain in the database until you print them. When you need
to complete an official DEA form, you can refer to the printed
Centrack forms for the required information fields.

Before you can perform any Centrack function, an administrator will
have configured the Centrack environment using the MedSelect
Administrative WorkStation (AWS). Centrack medications, users,
departments, and locations must have been defined, and users must
be assigned access rights to perform the various Centrack functions.
You can only perform the kinds of functions that your access rights
allow.

The Centrack environment also requires medications in the pharmacy
vault to be associated with vault storage positions. If you are using
MedSelect cabinets in the vault, they will open automatically when
you perform a Centrack function that requires access to a cabinet
position. If you are using other cabinetry, an administrator will have
created virtual vault storage locations with the MedSelect
Administrative WorkStation (AWS) software.

Centrack User Guide 1



Introduction

You will find most of the information you need to operate the Centrack
software in this guide. You may also find the following resources
helpful:

® MedSelect Administrative WorkStation User Guide explains how
to configure the Centrack environment, including how to add
new users and assign access rights to them.

® MedSelect Examiner User’s Guide explains how to find the
report you need among the many standard reports provided
with your Centrack system. This manual also explains how to
generate custom reports should the need arise.

® Centrack online help is available from within the Centrack
software.

System Functions

In Centrack, a medication is known as a supply. There are many
reasons to move supplies into or out of the pharmacy vault. Most
commonly, you will withdraw items to replenish cabinets at MedSelect
workstations or deposit items you receive through purchases from
suppliers. But you may also need to withdraw items for surrender, or
you might deposit items you’re borrowing from another facility.
Centrack recognizes the many different reasons for moving supplies
in and out of the vault and provides a separate function to record each
kind of movement, as shown in figure 1-1.
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System Functions

Deposit
" FaciLITY
\ PHARMACY
| \ 4 VAULT )
I | Compounding (or - Withdraw
/ Unit packaging) > Return .
‘ l - Deposit borrow
\ g — w:; Return borrow
\ \ Loa |
| - Withdraw loan >
l l Expire Return loan
Recall
I l' eca Sell -
uarantine
| \\ \Q Y,
\ Waste
A\

y

Surrender

Events and in-transit
events

Figure 1-1. Centrack Supply Movement Functions. Each vault event
shown above is recorded by a different function in Centrack.

Each time you perform a function involving a supply, Centrack
records the event. Events for which further action is expected are
known as in-transit events. For example, when you withdraw a supply
to restock a DT, you expect the supply to be put into that DT. Until a
subsequent event, such as a DT stock, completes the supply’s
movement, the withdrawal event is considered to be in transit.

Centrack provides additional vault inventory control functions, such
as vault audit and discrepancy resolution to help you keep track of
your supply inventory. The topics below introduce each Centrack
function you will use either to move supplies in and out of the vault, or
to monitor your vault inventory records and keep them up to date (the
details of how to perform these functions are in later chapters of this
manual):

©® Supplying Locations within Your Facility
® Exchanging Supplies with External Facilities
® Supply Movement within the Pharmacy

® Management Functions
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Supplying
Locations within
Your Facility

Withdraw and
Return

Exchanging
Supplies with
External
Facilities

Deposit

Withdraw Loan and
Return Loan

Deposit Borrow and
Return Borrow

Sell

Surrender

Most commonly, supplies are removed from the vault to restock
MedSelect DTs. Depending on your Centrack environment, you may
also withdraw supplies to be sent to paper track locations.

The withdraw function can be performed by supply or by destination.
Withdrawing by supply helps you quickly withdraw specific supplies
for substantial restocking of many DTs. Withdrawing by destination
lets you withdraw all the supplies needed to restock a specific DT.

The withdraw function also lets you withdraw supplies and track them
via paper tracking for a location that does not have a DT or when the
DT does not have a particular supply assigned to it in AWS.

When you withdraw a supply, Centrack creates an in-transit event. As
long as the supply is in transit, you can use the return function to
return it to the vault.

You can withdraw and deposit supplies as a result of several kinds of
exchanges you may transact with external facilities, such as other
pharmacies.

The deposit function tracks supplies you place in the vault when you
receive them from suppliers. For each deposit, Centrack records the
information you need to complete the purchaser portion of DEA Form
222.

You can lend supplies to another facility with the withdraw loan
function. This event remains in transit until you use the return loan
function to deposit supplies when the borrowing facility returns them
to you.

The borrowing functions are the reverse of the loan functions, so the
first event is a deposit. When you borrow supplies, you add them to
the vault with the deposit borrow function. The event remains in transit
until you withdraw supplies to return them to the facility from which
you borrowed them using the return borrow function.

Withdrawing supplies for sale to another facility requires only one
function, the sell function. Once you sell a medication, the process is
complete: the event is never considered in transit.

Expired or recalled supplies must be quarantined before they can be
surrendered to an outside agency. Typically, the vault has an area set
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Supply
Movement within
the Pharmacy

Expire, Recall, and
Quarantine

Compound and Unit
Package

Unload and Load

Management
Functions

Waste

System Functions

aside for quarantine, and you move the supplies to that area when you
use the expire or recall function. When you are ready to surrender the
supplies to an agency representative, the surrender function displays
a form listing all the drugs in a quarantine package, and you can print
the form to use when completing your DEA Form 41.

Several Centrack functions record events in which supplies are
withdrawn from the vault but never leave the pharmacy.

The recall and expire functions work very much the same way, but the
events carry a different status (recall or expire) for reporting
purposes.

When you perform a recall or expire function, you have the option to
waste the supply, quarantine it, or leave the event in transit to be
resolved later. If you do not waste the supply, the event information is
in transit until you move it into quarantine.

The quarantine function lists all the recalled or expired supplies not
yet placed into quarantine, including those expired and unloaded
from the DTs. From this list you select any supplies you want to
quarantine and add to a DEA Form 41 facsimile. Schedule II drugs are
kept on a separate form from other supplies.

Within the compounding function, you can withdraw ingredients for
compounding and then deposit the compounded supplies. You can
also withdraw bulk items, and then return unit quantities after
repackaging the supply. In either case, the withdrawal event remains
in transit until all of the materials are either re-deposited or wasted.

The unload function records removal of supplies from the vault for a
pharmacy internal purpose, such as rearranging supplies on a shelf or
to stop tracking a particular supply. Unloaded supplies are in transit
until they are re-deposited using the load function.

Centrack includes several functions that do not record supply
movement events but are essential for maintaining an accurate
inventory of your vault contents.

Medications that are damaged, dropped, or left over after
compounding or unit packaging can be wasted. The waste function is
available for both in-transit supplies and vault inventory. You can also
waste leftover material from within the compound function. Some
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Audit count
remaining

Tracking

Audit

Discrepancies

supplies require a Centrack witness to log in and observe the waste
procedure.

Some supplies require a physical count of the vault stock when events
are recorded against that supply. Depending on how your Centrack
environment is configured in AWS, you may be required to perform
the count each time you perform an event for the supply, or the count
may be deferred until you decide to initiate the audit count remaining
function. This function lists each supply that requires a count. When
you select a supply and enter the vault count, Centrack removes the
supply from the list. If your count does not match the system count,
Centrack creates a discrepancy. Note that the physical count cannot
be deferred for withdraw events; these must be provided at the time
of withdrawal.

The tracking function lets you observe all Centrack events, but its
primary purpose is to highlight in-transit events that may need your
attention. Built-in filters let you view all events, all in-transit events, or
just in-transit events of a particular type or of a pre-defined age.

You can use this function to manually reconcile events or to create a
discrepancy when there is not enough stock in the vault to remove the
amount specified in a withdraw function.

Several Examiner reports also help you track in-transit events. The In-
Transit report lists all incomplete transactions. The Paper-Tracking
Summary report lists all paper-tracked transactions that are not
completed. The Unit Package and Compound reports list activity in
those special areas. For more information about each of these reports,
refer to the MedSelect Examiner User’s Guide.

The audit function lets you perform an audit of any or all supplies in
the vault.

When you choose to audit all supplies, the system automatically
cycles through supplies one by one so that you can enter the count for
each. If your inventory disagrees with the system inventory, Centrack
registers a discrepancy.

Examiner provides a Centrack Audit Events report. For more
information about this report, refer to the MedSelect Examiner User’s
Guide.

The Centrack discrepancies function lets you resolve discrepancies
created in the audit function, during count-remaining events, or when
you create a too-few discrepancy in the tracking function. You can
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Reports and Forms

view previous accesses to a discrepancy event, track down the error,
and enter an explanation of the resolution.

You cannot resolve your own discrepancies, but you can view them
and add explanations that aid in their resolution.

Cabinet If you use MedSelect cabinets in your vault, you can use the cabinet
Maintenance maintenance function to clear a failed flag for a position that failed to
open or to open an SIA drawer that may need maintenance.

Reports and Forms

Various functions within the Centrack system generate forms and
reports that help you track information and stay DEA compliant.

Deposit Information—This form contains the information you
need to complete the purchaser portion of DEA Form 222.

Quarantine/Surrender Information—This form contains the
information you need to complete the registrant portions of
DEA Form 41.

Withdraw Verification—This report can be printed each time
you withdraw supplies for restocking locations throughout the
facility. It lists the quantity of each supply bound for each desti-
nation.

Paper Tracking Control Sheets—For destinations that do not
have access to MedSelect DT's, these sheets can be used to
acknowledge receipt of vault items. Typically one copy is
printed for the pharmacy and one for the nursing department.

Discrepancy Report—This report lists every occurrence of a
mismatch between the vault count and the system count of sup-
plies.

Borrow Information—This form is a variation on the Deposit
Information form. It contains the information you need to com-
plete the purchaser portion of DEA Form 222, but the informa-
tion is collected when you borrow supplies from an external
facility that is not considered a regular supplier.

Withdraw Loan—This form can help the borrowing facility
complete the purchaser portion of DEA Form 222.

Sell Information—This form can help the purchasing facility
complete the purchaser portion of DEA Form 222.

Forms are detailed in the discussions about the functions that create
them. For details about reports, see Reports on page 159.
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2 Getting Started

Logging In and Logging Out

Every Centrack user must have a user name and PIN in order to log in
to the application. If you also use the AWS application, this is the same
as your AWS user name and PIN. Your AWS administrator adds users
and assigns user rights, granting Centrack users the ability to work
within Centrack. Refer to the MedSelect Administrative WorkStation
User Guide for details on setting up user accounts.

After you log in, you can work with options on the Centrack main
menu, depending on your user profile.

Follow these steps to start Centrack and log in:

1. Double-click the Centrack shortcut on your desktop to start the
EIR‘ application if it is not already running.

i_entrack

Centrack User Guide 9



Getting Started

The Centrack Login window appears. Even before you log in,
the dashboard in this window provides a snapshot of the
system transaction status.

o Centrack - [Lagin]
File  window  Help

é&w/ UW PIN:

can your Card or type Today's Transactions
your user name here Tao Display Terminal: 0

To PaperTrack: 2 Unloaded.
Expired.

wn

Stocked.
Retrieved.

o0 oo

entrack”

An ARxIUM™Solution

In Transit
To/From DT Paper Tracking
Today: O Today: 2 Expited (CT/DT3: 1 Unloaded (CT/DT):
Yesterday: 0 Yesterday: O Recalled: 0 Loaded:
2-7 Days: O 2-7 Days: O Compounding: 3 Borrowed:
» 7 Days: 04 » 7 Days: 4 Unit Packaging: 0 Loaned

cocrm

Last Surrender Quarantined Oldest Quarantine Oldest Audit Discrepancies {2wis)
<nonex 4 01/13/2014 11/10/2004 0

2. Enter your User name by one of the following methods:
O Scan the barcode on your ID card.
O Pass your proximity card near the sensor.
O Swipe your ID card through the magnetic card reader.
O Type your user name and then press the Tab key.
3. Type your PIN.

Note The first time you log in, you must use 9999 as your PIN. The
system will prompt you to change your password. To change
your password at any time, follow the instructions in Changing
Your PIN on page 11.

4. Click User Login or press Enter. The Home window appears,
and the User Login button changes to User Logout.

To log out at the end of a shift, click User Logout and Centrack
displays the Login window for the next user.

If you want to stop running the Centrack application, you must log out
first. Then close the Centrack window to exit the application.
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Changing Your PIN

Changing Your PIN

You can change your PIN any time you have access to the menu bar at
the top of a window. This is the PIN you use whenever you log in to
Centrack, the AWS, or DT. To change your PIN, follow these steps:

1. On the File menu, select Change PIN.

o Centrack - [Login]
~Eite ifindow  Help

ARIUM vl e '

Today's Transactions
Stocked: O
To Displaw Terminal: O Retrieved: 0
Ta Paper Track: 2 Unioaded: O
Expired: O
File| ‘window  Help
Print Ctrl+P
Print Setup
| _ChangePIN | | ™
Close
3
Exit N
In Transit
To/From DT Paper Tracking
Today. 0 Today: 2 Expired (CT/DT): 1 Unloaded (CT/DT): &
Yesterday: 0 Yesterday: O Recalled: 0 Loaded: 1
27 Days: 0 2-7 Days: O Compounding: 3 Eorrowed: O
> 7 Days: 94 > 7 Days: 4 Unit Packaging: 0 Loaned: O
Last Surrender Quarantined Oldest Quarantine Oldest Audit Discrepancies { 2wiks)
<nones 4 0171372014 1171072004 0

The Change PIN window appears.

. Change PIN

Current PIN: || | [ oK J

2. Type your Current PIN.
3. Type your New PIN. The PIN is an alphanumeric field.
4. Re-type your new PIN in the Confirm PIN field.

8. Click OK to save your new PIN. Your new PIN will be in effect
the next time you log in.

Centrack User Guide 11
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Getting Online Help

You have access to online help at any time, and you can display it the

following ways:

® PressF1 to display help for the current window.

® On the menu

bar, select an option from the Help menu.

¥ Centrack - [Login]
File  window ~Help

(=)

Today's Transactions

To Display Terminal: O Retricued

Stocked.

o o o o

To Paper Track: 2 Unloaded.
Expired:
File  ‘window | Help | _
| . Topic |
' Contents
Search for Help On ™
Ahout
Save IB Messages

In Transit

To/Fram DT Paper Tracking
Today: O Todaw: 2 Expired (CT/DT): 1 Unloaded (CT/DT): &
Yesterday: O Yesterday. O Recalled: O Loaded: 1
2-7 Days: 0 2-7 Days: 0 Compounding: 3 Borrowed: 0O
> 7 Days: 04 » 7 Days: 4 Unit Packaging: 0 Loaned: O
Last Surrender Quarantined Oldest Quarantine Cldest audit Discrepancies {2wks)
<none> 4 0171372014 1171072004 o

The Help menu provides the following entry points to the
Centrack online help system:

Option

Result

Topic

Displays help on the current function or window

Contents

Displays the Table of Contents for the online
help system

Search for Help On

Displays online help with the Search tab selected

About

Displays information about the installed version
of Centrack

Save IB Messages

Saves communication messages for diagnostic
use. Typically you would only use this option
under the direction of an ARxIUM support
representative when troubleshooting.

12
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Understanding the Home Window

Understanding the Home Window

When you log in, Centrack displays the Home window. This window
displays current summaries of Centrack events and is the starting
point for all functions you will perform using Centrack.

b Centrack - [Mein Menul =)
File  window  Help
Log9 ?
Menu
Today's Transactions m
Stocked: O
To Display Terminal: 0 Retrieved: 0
To Paper Track: O Unloaded: O m
Expired: O
Summaries .
Function buttons
(Main Menu) audit count
An ARXIUM™Solution
To/From DT Paper Tracking -
Today: 0 Today: O Expired (CT/DT): 1 Unloaded (CT/DT): &8 = "
Yesterday, 0 Yesterday: O Recalled; ) Loaded: 1
27 Days: O 2-7 Days: O Compounding: 2 Borrowed: O
= 7 Days: 94 = 7 Days: & Unit Packaging. O Loaned: O m
Last Surrender Quarantined Cldest Quarantine Oldest Audit Discrepancies { 2wiks) —
<nones 4 01/13/2014 11/10/2004 Q alternate
|Ready V
Event The data area of the Home window is a dashboard displaying
Summaries summary counts of today’s transactions, in-transit events, and

Reviewing Today’s
Transactions

historical information. These summaries let you see at a glance
whether you have too many events in transit or whether events have
remained in transit too long. If the numbers are unusual for your
operations, you can use the tracking function to see which events are
causing the disparity and determine whether they need further
attention.

In the center, upper part of the Home window, Centrack provides a
summary of today’s transactions. The number of transactions for each
day resets at midnight. Review these counts to see the number of

Centrack User Guide 13



Getting Started

transactions for supplies that were stocked, retrieved, unloaded, and
expired for both DTs and paper tracking locations.

Today's Transactions
Stocled:

Tao Display Terminal: 0 Retrieved:

Tao Paper Track: 0 Unloaded:
Expired:

[T R e I

Viewing In-Transit Near the bottom of the Home window, Centrack summarizes the
Events counts of in-transit events as shown below. Refer to the table that
follows for explanations of the fields.

In Transit
To/Frorm OT Faper Tracking
Today: © Today: © Expired (CT/OT):
Yesterday: 0 Yesterday: Recalled:
27 Days: 10 27 Davs: Compaounding:
=T Daws: 1 =T Davs: Init Paclaging:

Unloaded {CT/DT):
Loaded:

Borrowed:
Loaned:

o ;o
(= el
oD D D

Field Definitions: In Transit

Field Definition

To/From DT The number of in-transit events, either to or from DTs, created today,
yesterday, during the past seven days, and longer than a week ago.
These events remain in transit until either restocked at the DT or
returned to the vault.

Paper Tracking The number of in-transit events, either to or from paper tracking
locations, created today, yesterday, during the past seven days, and
longer than a week ago. These events remain in transit until the
supplies are returned to the vault.

Expired (CT/DT) The number of expire events for which the supplies were not
returned, wasted, or placed in quarantine.

Recalled The number of recall events for which the supplies were not
returned, wasted, or placed in quarantine.

Compounding The number of withdrawals made for compounding for which the
supplies have not been completely accounted for through depositing
as a compound, wasting, or returning to the vault.

Unit Packaging The number of withdrawals made for unit packaging for which the
supplies have not been either returned as unit packages or wasted.
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Field Definitions: In Transit

Field

Definition

Unloaded (CT/DT)

The number of Centrack unload events for which the supplies have
not been reloaded into the vault and DT unload events that have been
neither returned to the vault nor quarantined.

Loaded The number of load events that represent partial reloads.

Borrowed The number of borrow events that need to be repaid through a
withdraw borrow event.

Loaned The number of loan events that need to be repaid through a loan

deposit event.

Viewing Historical

Below the in-transit events, the Centrack Home window displays

Information summary historical data as shown below. Refer to the table that
follows for explanations of the fields.
Last Surrender Quarantined Oldest Quarantine Oldest Audit Discrepancies (Zwls)
Q2062013 0] 117102004 5

Field Definitions: Historical Events

Last Surrender

The date of the last surrender event

Quarantined

The number of events for supplies currently in quarantine

Oldest Quarantine

The date of the oldest quarantine that has not been surrendered

Oldest Audit

The date of the oldest audit of any vault supply

Discrepancies (2wks)

The number of discrepancies that occurred within the last two weeks
and have not yet been resolved

Main Menu

The group of buttons along the right-hand side of the Home window is
known as the main menu. Clicking any of these buttons opens a
window for you to perform the function denoted by the button name.
Because Centrack offers so many different functions, only half of the
main function buttons are shown at one time. To display the other half,
click the bottom button, which toggles between alternate menu and
main menu. Refer to the following table for an overview of each menu

option.
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Getting Started

Main Menu Button

Function

Withdraw supplies from the vault to a DT or

| withdraw ” paper tracking location
- Return to the vault supplies that have been
return ” withdrawn from the vault for a variety of
reasons
- : Deposit supplies into the vault from an
deposit » outside vendor

" audit count

remaining .~

Perform a physical count of any count-
remaining supplies you have moved in or out
of the vault but not yet counted. This button is
only available when Audit After Access is set
to Y for the Centrack client in AWS.

! waste

Waste a supply that is in transit or in inventory

audit

I8

Perform an audit of any number of supplies in
the vault

' quarantine

§

Move a supply to the quarantine area of the
vault in preparation for surrender

' su rrendgr

Surrender supplies from quarantine

| com pc-uni;lin. ;

Remove supplies from the vault to use in a
compound and then deposit the compound

OR

Remove bulk supplies from the vault for unit
packaging and then deposit the unit
packages

discrepangig-

Identify and resolve supply count
discrepancy events. You can only resolve
discrepancies caused by another user.

View in-transit, reconciled, or all Centrack
events; reconcile events; create a
discrepancy when the count received at the
DT is lower than the withdraw count. This
option is available on both the main menu and
the alternate menu lists.

- alternate
menu.

Display additional menu options
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Understanding the Home Window

Main Menu Button

Function

Ioad_ ‘

Re-deposit supplies that were unloaded or
start loading a position for the first time

Remove supplies from the vault to stop
tracking the supply or while reconfiguring
your cabinets.

' expire

[

Expire a supply. Typically, an expired supply
is moved to the quarantine area of the vault,
but you also have the option to waste it or
simply mark the supply as expired and then
move it to quarantine later.

recall i

Recall a supply. Recall works very much like
expire in that you have several options for the
supply disposition. However, the supply
status indicates that it is recalled.

deposit
borrow.

Deposit supplies into the vault that you are
borrowing from an external facility

return borl[g_-

Withdraw supplies from the vault for the
purpose of repaying an external facility from
which you borrowed the same supply

withdm%

Withdraw supplies from the vault to lend to an
external facility

return Ip_gn_ i

Deposit supplies into the vault when they are
being returned by the external facility to
which you loaned them

sell ‘

Withdraw supples from the vault to sell to an
external facility

cabinet
maintenance

If you are using MedSelect cabinets in the
vault, clear failed position flags or open
single item access (SIA) positions

' trackin_g i

View in-transit, reconciled, or all Centrack
events; reconcile events; create a
discrepancy when the count received at the
DT is lower than the withdraw count. This
option is available on both the main menu and
the alternate menu lists.

| main menu_|

Return to the main menu.
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Notes:
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3 Using Common Window
Features

Main Function Windows

When you click a button on the main menu, Centrack displays a
window specific to the function you are about to perform. The
illustration below shows the basic parts of the function windows.

Menu Bar Data display

Option buttons

- Centrack - [Witheraw by Supply - Supply Browser]

N

display
! ] terminals
dpisnalamn U £ 025MG £ TTAD NN Aptebd) 2% & -
& . . - ' paper frack
cocsnetopcal  SOLN J &%/ AMLOTL  [COCAINE TOMCAL) Cocky locations._/
desrpan WD FEMG S TTAE MAUUM] Vs o
dawpanii BU / OMGAML £ IML ALIUM ) Vi 100
fertargd ciesle  INJ / QOSMG/ZML / ZHLAMP  [SUDLMAZE) Fered (5ng
ferkardni AP/ ESOMCG/SML £ SML  [SUMOLINAZE | FERTAS w
) . ) withdraw by
HVOADwehlne s SYRE £ 2HG /1L [ILAUDE 1) [TE] destination
e LD WG S 1TAR ATV LR %
kessepamvisl IR DMGAML J ZMULVIAL  ATIVANVAL] LoRvY 3
midazolsm  VIAL / TMGAHL / SHL  VERSED) MIDAZS 0
medazsian M)/ ZMGIZML J 2ML VERSED] Vel
widicelwi g BAG J SMGML £ S00ML  VERSED DR o0 [
widsssla e VIAL J SMGML £ 1OML  (VERSED MDW) WEOMDY w Supply Filter FI IterS (brOWSer
mohine capuect  INJ / 2MEML / 2MG MOAPHIKE CARPLUECT) MSZcap 120 H
@al windows only)
moghnecr WD F MG £ TAE (N CONTIN WECen®) ]
O bl min
wghie ephad EPDMFUS / TMGAML £ SIML  MORPHIE EFIDURAL) 1256
mephnagh DAL JIMGML J 100ML  MORPHINE DAIF) MaghIDIGTT L] 2 nant of stock
mophineini VIAL / TOMGAML / 10MG MORPHINE INJ) “Morphin10)
moghnen  STRG S 0mgim J B0ML  [MORPMINE B) MEPCA Withdraw Group Filter
wghwewiad B S SMEINL J AHG  [MORPHME IIVIAL] ke -
il WF
waghiede MOVIND J TSMGML / JONL  MORFHINE WD) E=
momphine alfse  INTRATHEC / 10HGAOML 7 10ML  ASTRAMORPH/PF) Mort10
cpumbeladoena LD/ TEZUOMG J 1SUPE L0 T6A SLIPPS) BL0TEs
Ovendornioprp WD / SMESZSHG /1188 [PERCOCET) Frclalsy
~ oo e TR BULK £ OOHG FEIME /| 148 [DAFVDCET 410 Dt 100 WV, 3 \_ )
< »
sy

Menu bar—Every main function window in Centrack has a menu bar
across the top. Although you will not use these menus often, they
provide access to some features of Centrack, such as online help, and
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you may be asked to perform menu operations should your system
need troubleshooting.

Data Display—The format of the data display area varies depending
on the function you are performing. Most of the work you do in
Centrack is done in either a browser window or a form window. These
two formats are present throughout the system, and each provides
unique features.

® A browser window, such as the one shown above, presents a
list from which you select the item you want to work with. For
more information about using browser window features, see
Browser Windows on page 21,

® A form window collects information in a format that mimics a
DEA form. For more information about using form window fea-
tures, see Form Windows on page 24.

Option Buttons—Centrack color codes option buttons to help you
find them easily:

Green buttons in successive windows lead you
workpgs through the typical workpath.
Only the back button is red, and it always
+ ) returns to the previous window.

prrm— -' Blue buttons provide alternative workpaths.

workp:
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Browser Windows

Browser Windows

A browser window displays a list from which you select items. For
example, when you need to withdraw supplies, a supply browser lists
the available supplies, as shown in the example below.

Select an item from the list

« Centrack - [Withdraw by Supply - Supply Browser]

File Dats window  Help

- . [ display
/1TAB  [TYLENOL® 3 2 terminals
alprazolam LD/ 02BMG /1 THB  [HANAK) Alptab0. 25 4
cacainetopical  SOLN / 4% / 4MLETL  [COCAINE TOPICAL) Coclig [ pfoi';ru:ﬁ;k‘
diszepam  U/D / BMG / 1TAE  [MALIUM) Yals il
diszepamin N/ OMG/2ML / 2ML [MALILM INJ) Vsl 0 100
fentaryl citate INJ / Q.0SMG/ZML / 2MLAMP  [SUBLIMAZE) Fentd.05mg
fertarylini  AMP / 250MCG/SML / SML  (SUMBLIMAZE) FEMTASI 4 -
HYDROmorphOreini  SYRG / 2MG / 1ML (DILAUDID INJ) DILAUZ! v;gl;ﬁ:‘aa%
lorazepam LD /MG / 1TAB  [ATIVAN) LoA1 %
lorazepam visl  INJ / ZME/2ML 4 2MLVIAL  [ATIVAN VIAL) LOR1N %
midszolam  VIAL / IMG/IML / ML [VERSED) MIDAZS] | ¥
midszolam  INJ / 2MGAZML £ 2ML  [WERSED) Vil
midszolam gt BAG / SMG/ML / SOOML  [VERSED DRIP] vers500D 0
midszolammdv  VIAL / BMG/ML / 10ML  [VERSED WMDY verSMDY 4 Supply Filter
morphine capuiect NI/ 2MGAML / ZMG  (MORPHINE CARPLJECT] MS2eap 190 @all
morphinesr  U/D / 30MG / 1TAE (M5 CONTIN] M5Con30 0
morphine epidwal  EPIDINFUS / 1 MGML 7 S0ML  (MORPHINE EPIDURAL) 1233 e
morphine gt~ BAG / IMG/ML / 100ML  [MORFHINE DRIF) Morph100GTT [i] O out of stock
morphinein  VIAL / 10MGML / T0MG  (MORPHINE INJ) “Morphin(10
morphinein  SYRG / 10mg/ml / 30ML  (MORPHINE INJ) MSPCA Withdraw Group Filter
morphinginivisl  INJ / 4MG/ZML / 4MG  (MORPHINE INJVIAL) MSdini 50
morphinemde MOV INJ / 15MGML / 20ML  (MORFHINE MDV) 35t
morphine sulfate  INTRATHEC # T0MGADML / 10ML  [ASTRAMORPH/PF) Maril 1
cpiumbeladonna  U/D / 16.2/60MG / 1SUPP (B &0 164 SUPFS) B0163
OXvcodone/spap  U/D / SMG/3ZSMG / 1TAB  (PERCOCET) Perctabs
propowphene/apap  TAB BULK / 100MGASOMG / 1TAE  [DARVOCET-H 100) Dartab 100 bl @
< I 3
2ead
Finding an Item Because browser lists can be very long, Centrack provides several

ways you can manipulate the list to make it easier to find what you are
looking for.

® Limit—TFilters limit the number of items Supply Filter
you have to search through. Filters vary @ all
depending on the function you are per-
forming. In the example on the right, fil- © below min
ters let you list all supplies, only those for O out of stoek
which at least one DT is below its mini-
mum stock level, or only those for which
a DT is completely out of stock.

® Sort—Click a column heading to sort the list by that column; in
most cases, clicking the column again reverses the sort order.

® Toggle—Many browser windows include a Supply (Generic/
Trade) column, which is initially sorted by generic name and
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Sorted by generic name

Generic name

Trade name

Sorted by trade name

Trade name

Generic name

Note

displays the trade name in parentheses. Click this column
heading to sort the display by trade name and display the
generic name in parentheses. Clicking the heading a second
time reverts to the original display. An asterisk (¥) in the head-
ing indicates the sort order.

n:Centrack - [Withdraw by Supply - Supply Browser.

Data  window  Help

SUpply [ * Generic # Trade )
| acetarin w/ocod #3 1D 4 30/3008G 4 TTARE [TYLEML

(M)
SOLW /4% / 4MLETL  [COCAIME TOPL

alprazolam U/ A 0.286M

pic:al

Compaound Test TEST /16280417 ml / 1supp  [COMPO

dammam D4 BME A TTAR AL

«/ Centrack - [Withdraw by Supply - Supply Browser

window  Help

Supply ( Generic # *Trade )

AMEIEM U 4 BMG /1 TAR

[zolpidem)
ASTRAMORPH/PE ATHEC / 10MGA0ML /4 10 ML
D S IdMG A 1 TaB  [lorazepam)

ATMVAMN VAL INJ & 2MGAML F 2MLVIAL  [lorazepam vis!

A A e (RN T e e + e mmy

® Keyboard search—Start typing the name of the item you want,
and stop when the item is highlighted. Typically, this search is
performed on the first (leftmost) field in the display area. How-
ever, if the first field is a date, the search is performed on the
next field.

If you make a mistake while typing, press Escape to restart the
search and then type the name again.

The keyboard search is not available in lists containing editable
field, such as text boxes in which you enter quantities.

® Search—TUse a character string to zero in on the exact item by
following these steps:
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1. From the Data menu select Find, and the Smart Find win-
dow opens:

n. Withdraw by Supply - Smart Find E|
Search Field:

| <

[ ]5ave zearch Field
[ ] Dizplay Smart Find automatically

Search Text:
| |

[FindNext] I Close l [ Help ]

2. Optionally, select a Search Field. If you do not, the
search is performed on the default field, usually the
first field in the display area.

3. Type the Search Text; then click Find Next.

Selecting an ltem  Once you find the item you are looking for, you can select it in one of
the following ways:

® Click anywhere in the line and it becomes highlighted. The
selected item is the one that will be used when you click an
option button.

® In some windows, you can double-click the item to select both
the item and the typically-used option button. For example, in
the supply browser shown below, double clicking a supply is
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the equivalent of clicking the supply and then clicking the dis-
play terminals button.

Double-click an item in the list to select
both the item and the typical option button

- Centrack - [Withdraw by Supply - Supply Browser]

e tata fon Welp

uW'I'f. *digreeic  Trade )

1188 [TYLEWOLW/C00 83

sowcdsrn UMD 7 OZSMG 7 TTAD ANAY) Aptebd) 2% &

cocsnetopcal  SOLN J &%/ AMLOTL  [COCAINE TOMCAL) Cocky
daspan UMD 7 EHG S 1TAE MALUM] vl o
dawpwnin B OMGAML £ IML VALIUM ) VAl 100
fertargd ciesle  INJ / QOSMG/ZML / ZHLAMP  [SUDLMAZE) FertllSing
ferkardni AP/ ESOMCG/SML £ SML  [SUMOLINAZE | FENTAS w =
withdraw by
WORDehOne . SVRG £ MG /1ML [DILAUDED 1R [TE] destination
foasepaen LD/ IMG S 1TAR AT LoR1 %
Wescsepamvisl IR IHMGAML S ZMULVIAL  ATIVANVAL] LoRvY 3
midazolsm  VIAL / TMGAIML 7 SML (VERSED) MIDAZS 0
medazsian M)/ ZMGIZML J 2ML VERSED] Vel
widicelwi g BAG J SMGML £ S00ML  VERSED DR vers5000 [
syl e VIAL £ SMGML S 10ML  (VERSED MOV eSO © Supply Filter
monphine copuect  INJ / SMBML / 2MG MDAPHIKE CARPLUECT) WSZeam 120 @all
moghnecr WD F MG £ TAE (N CONTIN MECen) ]
wghie ephad EPDMFUS / TMGAML £ SIML  MORPHIE EFIDURAL) 1256 % belvw ln
mophinagh  TAG J TMGML J 100ML  (MORPHING DRIP) MaghIDIGTT L] 2 nant of stock
mophineini  VIAL / TOMGAL / 10MG MORPHINE INJ) “Mormkin10
mophnen  STRG S T0mgim J 30ML [MORFHINE B) MERCA Withdraw Group Filter
wghwewiad B S SMEINL J AHG  [MORPHME IIVIAL] M4 ]
il WF
scphawad  MDVIND / ISMGML £ J0NL  (MORPHINE HDV) E=
momphine alfse  INTRATHEC / 10HGAOML 7 10ML  ASTRAMORPH/PF) Mort10
cpumbeladoena LD/ TEZUOMG J 1SUPE L0 T6A SLIPPS) BL0TEs
Ofeodmnlopon WD J SMG/ZSHG / 1T28  IPERCOCET) Prclth
TAR BULK £ FUTAR  [ARVDCETS 100] Dt 100 e 3
< »
sy

Form Windows

Form windows display information as it is being collected. The format
is similar to either DEA Form 222 or DEA Form 41, and you can use the
information from the Centrack form to complete authentic DEA forms.
Some fields, like the signature and signing date, are always blank.
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After you print the form, you can obtain the necessary signature

before filing the form.

Form 222 Format

- Centrack - [Dep

e oata fon Welp

Deposit Intormation Form Humber: D20130508-1
T T AR -

| M whelesale Company - 4455 Lot Shoaet

— | CATE
Cranbeny Fewmhg, B4 e
TI 10 BE FILLED IN B PURCHASER
Ho ol | Sue ol Hational Da
¥ [ ach ages|Package] n"""'\I'I [T——— ol i

1 25 | fentarglcivste  INJ 7 OSMG/ZML / 2ZMLAMP  [SUBLIMAZE] 0B 07802
z 200 | temazepam  CAPBULE / Mmg / 1CAF (RESTORIL) D803 7
£ A5 | scetamnwieod BY  LU/D S HAHOMG /1 TAE [TYLENDLWACOD 23

L

L

?

Teareeiinn
HOSP/CUNIC

Form 41 Format

- Centrack - [Quarantine - Quarantine Form]

e oata fon Welp

Quarantine/Surrender Information PACKAGE No: C2 20131
FRON: g

Mexfisiect Medcsl Certer

=
i
2

Hame: ol Drug

Conlerds Guanlily =

CI[H] diszepam
o

2 cocanelopen  SOLN £ &% £ AMLETL (IC: Cocka)

COCANE TOPCAL

UMD 7 SMG 7 1 TAD (IC: VaiS)

OO0 0O 0 0 0O 00

SURRENDERED TO | | L3

DATE Mapd 2013 WATNESSED BY:

nerumber

Common form window features are explained in the table below.
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Form Window Common Features

Feature Explanation
Selecting a line To select a drug line in a form window, click anywhere in the line and
it becomes highlighted.
From Each form has one of these drop-down lists, from which you select
T the external facility with which you are exchanging drugs. When you
o] . . . .
select one, any required address information is also supplied. The
Surrendered to example shown below is the From field of the Deposit form.

Deposit Information

From: Sam e of Sapoier

“
Amerizourcel ergen Wholezale e’
t ain ‘wWholezale Company
Phred's Pharmacy B
Seazide Hozpital

— w

locate form opens a new window with a list of forms like the one

Incate‘fw being displayed. For example, if you are making a deposit, you will
- see a list of all deposit forms already created. When you select a

form from the list, it appears on the screen for you to review or print.

move to form opens a new window with a list of forms like the one
move t% being displayed. When you select a form from the list, any selected

line is moved from the previously displayed form to the one you
select from the list.

Note that this process works somewhat differently in the quarantine
function, and the usage is explained in the Quarantine chapter.

print prints the form to your default printer.

print '

back displays the previous window.
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Deposit and Withdraw Confirmation Windows

In most cases, any function you use to deposit or withdraw supplies
requires you to respond to one of two confirmation windows:

® If the function is for a supply that does not require a physical
count after access, Centrack displays a Dispense Information
window.

® If the function is for a supply that requires a physical count after
access, Centrack displays a Count Remaining window.

Conditions for Centrack displays these windows under the following conditions:

Display ©® After you click start withdraw in the withdraw function,

Centrack displays one of these two windows for each supply
and destination combination.

® For other withdraw and deposit functions, display of these win-
dows depends on the vault location of the supply, as follows:

O Virtual storage—One of the two windows is always dis-
played.

O Drawer module—No Dispense Information window is
displayed. If the supply is a count-remaining supply,
you are required to respond to a Count Remaining win-
dow.

O Tower or SCM—If Position Message is set to Y for the
Centrack client in AWS, one of the two windows is
always displayed. Otherwise, no Dispense Information
window is displayed, but you are required to respond to
a Count Remaining window if the supply is a count-
remaining supply.

Responding to a If you are using MedSelect cabinets in the vault, close the drawer or

Dispen se door; otherwise, click ok to close the window.
Information

Window

. {Function Name ) Dispense Information

PDSINOn C-II-I¥ CAB Position 2-304
Ggrﬁe.ﬁe'?:l_ame’.-.{a_ceh_aminwfc_;pd_ifﬁ _
Trade Mame: TYLENOL w/COD #3
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Responding to a Count the number in the vault and type the count in Position Quantity.

Co US'[ Remaining If necessary, change the expiration date and lot number. Click ok.
Window

n’ (Function Name} - Count Remaining

Position: C-2 wault Position 201
Type the number that are Generic Name; fentanyl citrate \ ok '
in the vault afterthe Trade Name: SUBLIMAZE

H H Strength: 0.05MG /2 ML
withdraw or deposit. Il et _ -

- IMJ 20
Item Code: t0.05mg

Poszition Quantity: [after tranzaction)] TS-DIFEBI"I
positio
Expiration Date: |07/31/2013

Lat: |vt207820 |

10

® Ifthe number you entered matches the system count, the Count
Remaining window closes.

® If the number you entered conflicts with the system count,
Centrack prompts you to re-count the remaining stock. Click
OK to close the prompt window. Re-count the number remain-
ing in the vault, type the count in Position Quantity, and then
click ok.

If the second count conflicts with the system count, Centrack
creates a discrepancy. For information about resolving
discrepancies, see the Discrepancies function on page 99.

Note  For most functions, you will see this window either while you are
performing the withdrawal or deposit, or when you initiate the audit
count remaining function. The Audit After Access flag for the Centrack
client in AWS determines when the window appears. In the withdraw
function, however, this window appears during the withdrawal process
regardless of the Audit After Access Flag Setting.
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Position Browser Windows

When you deposit a supply that is assigned to more than one position
in the vault, a Position Browser window lets you choose the position to
use.

« {(Function Name} - Position Browser

Currant in

C-2 vault Position 404 300 03:L2M3 04382002

O¥vcodonesapap - BMG/326MGT TAB  [Item Code: Perctabh)

Click the position in the list and then click select.
OR

Double-click the position in the list.
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Notes:
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4 Withdraw

Use the withdraw function to remove supplies destined for MedSelect

DT workstations or paper-track locations. You can withdraw by supply
or by destination:

® Withdraw by Supply lets you withdraw a specific supply to stock
any number of locations.

® Withdraw by Destination lets you withdraw any number of sup-
plies to stock a specific location.

Withdraw by Supply

To start this process, follow the steps below:

1. On the main menu, click withdraw.

Centrack User Guide 31



Withdraw

The Withdraw by Supply-Supply Browser displays all supplies
assigned to the Centrack CT.

- Centrack - [Withdraw by Supply - Supply Browser]

Supply Iist\

[TYLENOL WAC00 831

dpisnalamn U £ 025MG £ TTAD NN Aptebd) 2% & .

paper track
cocsnetopcdl  SOLN /4% S AMLOTL  (COCAINE TOPICAL) Cocky Jocations
datvpan  U/D FSMG S TTAE MALIUM) vl o
daoweoni BU S IOMGAML £ IML ALIUM B VAl 100
fertargd ciieste  INJ / QISMG/ZML / ZHLAMP  [SUDLMAZE) Fered (5ng
ferkardni AP/ ESOMCG/SML £ SML  [SUMOLINAZE | FERTAS w

withdraw by
WORDwetne . 5YAG £ 4G/ THL  [DILAUDED 1K1 [TE] destination
e LD WG S 1TAR ATV LoR1 %
kessepamvisl IR DMGAML J ZMULVIAL  ATIVANVAL] LoRvY 3 r back
midazolsm  VIAL / TMGAHL / SHL  VERSED) MIDAZS 0 o’
medazsian M)/ ZMGIZML J 2ML VERSED] Vel
sioclwngm  BAG / SMGML £ S00ML  VERSED DR vers5000 [
sidssclwnmde VIAL J SUGML S 10ML  (VERSED MOV eSO © Supply Filter
mohine capuect  INJ / 2MEML / 2MG MOAPHIKE CARPLUECT) MSZcap 120 @all
moghnecr WD F MG £ TAE (N CONTIN MECen) ]

O bl min
saphae cpsbadl EPDBIFUS £ TMGML / S0ML  MORPHBIE EFIDUAAL] 1256
mephna g DAL JIMGML J 100ML  MORPHINE DAIF) MaghIDIGTT L] 2 nant of stock
mophineini VIAL / TOMGAML / 10MG MORPHINE INJ) “Mormkin10
moghnen  STRG S 0mgim J B0ML  [MORPMINE B) MEPCA Withdraw Group Filter
sepheerped B S SMGINL J ANG MORPHIE IR VIAL| ke -
il WF
seaphimends  MOVIND / TSMGML £ J0NL  (MORFHINE MDV) E=
mosphine nlfse  INTRATHEC / 10HGAOML 7 10ML  ASTRAMORPH.PF) Mort10
cpumbeladorna WD J TEZENG / TSURE 850 164 SURRS) BLOTES
Cdendomiopep WD / SMGSZSNG VT8 [PERCOCET) Frclalsy
TAR BULK £ FUTAR  [ARVDCETS 100] Dt 100 e 3
< 3
nady

2. If you want to withdraw to DT locations, follow the steps under
Withdraw by Supply for a DT on page 33.

OR

If you want to withdraw to paper tracking locations, follow the
steps under Withdraw by Supply for a Paper Tracking Location
on page 36.

Field Definitions: Withdraw by Supply—Supply Browser

Field Definition

Supply (*Generic/ The supply generic name, form, strength, size, and units, and trade

Trade) name. By default, this list displays supplies in alphabetical order by
generic name. To list supplies by trade name, click the column
heading.

Item Code The customer-defined supply identifier

Quantity The count available in the vault. If this field is blank, the supply

requires a physical count each time you withdraw it from the vault.
The supply is defined as a Centrack count-remaining supply in AWS.

Displays the Display Terminal Browser, listing the DT locations

displ
s associated with the selected supply

terminals
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Field Definitions: Withdraw by Supply-Supply Browser

I
@
o

Definition

paper track
locatior

Displays the Destinations Browser, listing all locations available for
paper tracking

start withdraw |

Starts the withdrawal completion process. If you have not selected
any supplies for withdrawal, this button is not available. For more
information, see Complete the Withdrawal Process on page 47.

withdraw by

destination )/

Displays the Withdraw by Destination window to let you withdraw
multiple supplies for a specific DT or paper tracking location

back

!

Displays the Centrack Home window

Supply Filter

Limits the items that appear in the Supply list

Filter Supplies displayed
all All vault supplies
below min Only those supplies for which at least one DT is low

on stock. For a supply assigned to multiple positions
at a DT, Centrack compares the sum of the position
quantities to the sum of the position minimum
quantities to determine whether the DT is below the
minimum stock level.

The minimum quantity that should be stocked in
each DT position is set in AWS Supply Assignment.

out of stock | Only those supplies for which at least one DT has all

positions out of stock

Withdraw Group Filter

Limits the items that appear in the Supply list to only those supplies
assigned to a specific withdraw group.

Withdraw groups are groups of DTs defined by your AWS
administrator. Typically, DTs are grouped by the schedule on which
they are regularly restocked from the vault. Ask your AWS
administrator how to use the withdraw groups defined in your
Centrack environment.

Withdraw by
Supply for a DT

1. In the Withdraw by Supply-Supply Browser, click the supply you
want to withdraw, and then click display terminals.

OR
Double-click the supply.
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The Withdraw by Supply-Display Terminal Browser displays the
DT locations associated with the supply.

- Centrack - [Withdraw by Supply - Display Terminal Browser]

Filer

@ all

0 bl mmiin

2 out of stock

acelamnwioed 83 LUD /S S0CKN0MEG /1 TAB Jlem Code: THEd) Withdeaw Tobak | [}
eady

2. Enter the withdraw quantity for each DT in one of the following
ways:

O Click the Withdraw field and then type the quantity.

O Click set quantities, and the system automatically
enters the quantities required to bring all DTs up to
their maximum stock levels.

O If you want to see the positions associated with the DT
before you enter the quantity, select the DT, and then
click positions.

The Position Browser opens.

Doeplay Tl DTZRORTH Wity Gty {E2 Foestock Guwtty ]

Type and accept the Withdraw Quantity in the Position
Browser. Note that the quantity is allocated to the DT,
and not to a specific position.

3. When you are finished entering the quantities you want to with-
draw for all the locations, click accept.
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Each line for which you entered a non-zero quantity is treated
as a separate withdraw. When you click accept, all the
withdraws are added to your withdraw list, and the Supply
Browser reappears. You can add more supplies to the withdraw
list, or you can complete the withdraw.

4. When you have finished entering all the withdraws you intend
to make, follow the steps in Complete the Withdrawal Process
on page 47 to view and edit your withdraw list and confirm the
withdrawals.

Field Definitions: Withdraw by Supply-Display Terminal Browser

Field

Definition

Display Terminal

Name of the DT associated with the selected supply

Current The DT inventory count for the selected supply

Minimum The count of the selected supply that should be available in the DT at
all times

Maximum The most of the selected supply that should ever be allocated to the

DT at one time

Restock to Max

The count required to bring the count to the maximum set for the DT

Withdraw The quantity of the selected supply that you intend to withdraw for
the DT
Item Code (At the bottom of the window) the item description and code
Withdraw Total The quantity of the selected supply to be withdrawn for all DTs
Adds the specified withdraws to the withdraw list and re-displays the
accept 1 Supply Browser

.

positions ‘

Displays the Position Browser, which lists the dispense positions
associated with the selected supply and location

Sets each Withdraw Quantity to the number required to bring the DT
location up to its maximum stock level. When you use this option, the
button name changes to clear quantities so you can reset all
quantities to zero and start over.

back

!

Re-displays the Supply Browser without adding to the withdraw list
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Field Definitions: Withdraw by Supply-Display Terminal Browser

Field Definition
Filter Limits the DTs that appear in the Display Terminal list.
Filter DTs displayed
all All DTs associated with the selected supply

below min Only those DTs for which the stock of the selected
supply is low. For a supply assigned to multiple
positions at a DT, Centrack compares the sum of the
position quantities to the sum of the position
minimum quantities to determine whether the DT is
below the minimum stock level.

The minimum quantity that should be stocked in
each DT position is set in AWS Supply Assignment.

out of stock | Only those DTs for which the selected supply is out

of stock
Withdraw by Your Centrack environment must be configured for paper tracking in
Supply for a order for you to complete this process. Paper tracking locations are
Paper Tracking defined for the Centrack client in AWS.

Location '
1. In the Withdraw by Supply-Supply Browser, click the supply you

want to withdraw, and then click paper track locations.

The Withdraw by Supply-Destination Browser lists all paper
track locations. With paper tracking, supplies are not
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associated with specific locations, so all paper track locations
are potential destinations for the selected supply.

Centrack - [Withdraw by Supply - Destination Brawser]

ENOOSCORY

ERFT
anPrPT
L=

FADIOLOGY

<

[Fady

scetemn wicod 83 UD / X00MG /1 TAD e Code: T3] Withdram Totak o

accept.

]
L) 2 e attach nulg.

i

i = bock )

Enter the withdraw quantity
for each paper track location

2. Enter the Withdraw Quantity for each paper track location. If

your standard operating procedure requires you to enter addi-
tional fields, enter them now. For more information about each
field, see the field definition table that follows this procedure.

. When you are finished entering the quantities you want to with-

draw for all the locations, click accept.

Each line for which you entered a non-zero quantity is treated
as a separate withdraw. When you click accept, all the
withdraws are added to your withdraw list, and the Supply
Browser reappears. You can add more supplies to the withdraw
list, or you can complete the withdraw.

. When you have finished entering all the withdraws you intend

to make, follow the steps in Complete the Withdrawal Process
on page 47 to view and edit your withdraw list and confirm the
withdrawals.

Field Definitions: Withdraw by Supply-Destination Browser

Field

Definition

Paper Track Location

Name of the paper track location

Department

The department associated with the location

Withdraw Quantity

The quantity of the supply that you intend to withdraw for the paper
tracking location
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Field Definitions: Withdraw by Supply-Destination Browser

Field Definition

Control Number The number that will appear on the Paper Track Receipt. Follow your
standard operating procedure to determine the value and type it in
this field. If you do not enter a control number, Centrack generates
one for you.

Print The number of Paper Track Receipt copies that will print when you
click accept. The default value, set in AWS, displays initially. To
change it, first click the field to display the option list and then select
the number of copies you need.

If you print two copies, one is marked Pharmacy Copy and the other
Nursing Copy.

Return Indicates whether you expect a return from this withdraw. The default
value, set in AWS, displays initially. To change it, first click the field
to display the option list and then select Yes or No.

If you select Yes, the paper track withdraw stays in transit until you
receive the control sheet back and perform a return. If you select No,
Centrack immediately creates a return event to reconcile the paper
track withdraw.

In Transit * indicates that at least one in-transit event already exists for the
supply for this destination.

Note Free-form text entry to record any special conditions associated with
the withdraw. Follow your standard operating procedure to
determine whether you need to type a note. This note can later be
viewed in the Tracking function and appears on Examiner reports.

If you are typing a long note, you can use the attach note button to
display a larger window for you to use.

Item Code (At the bottom of the window) the item description and code

Withdraw Total The quantity of the selected supply to be withdrawn for all paper
track locations

Adds the specified withdraws to the withdraw list and re-displays the

_‘ Supply Browser

' ' Opens the Attach Note to Node window.
attac
If you are entering a long note, this window makes it easier for you to

see what you are typing.

Re-displays the Supply Browser without adding to the withdraw list
- back
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Withdraw by Destination

You can withdraw by destination for either DT locations or paper track
locations. To start this process, follow the steps below:

1. On the main menu, click withdraw. By default, the Withdraw by
Supply-Supply Browser opens.

2. Click withdraw by destination.

The Withdraw by Destination—-Display Terminal Browser lists all
DT and paper track locations supported by the Centrack CT.

Centrack - [Withdraw by Destinatisn - Display Terminal Browser
DTNUATH
DoAY Opevatry Flces O3 starn withdraa
DTIPACL Displag Toarsinsd 1] w
DIRDEMO-PT Pages Tracking. Paper Tiack
ENDOSCORY Pazes Trackg Paper Tiaes,
ERet Puges Tiachag B Tusch
MEDSELFCT Display Tovranal M et Pl 1w
DBPOSTPARTUM Diplay Termnal Poat Partum m
oEEpe Fagen Trackng Faper Tiack:
BACLIE P Trachens Brpes Tiack
RADIOLOGY P Trching P Tumck
Filter
@ al
3 below min
0 wut af stock
Withdraw Group Filtar
|eady

3. Select the destination for which you want to withdraw supplies
and then click select.

OR
Double-click the destination.

If you selected a location whose Destination Type is DT, follow
the steps under Withdraw by Destination to a DT on page 41.

If you selected a location whose Destination Type is Paper
Tracking, follow the steps under Withdraw by Destination to a
Paper Tracking Location on page 43.

Field Definitions: Withdraw by Destination—-Display Terminal Browser

Field Definition
Destination Name of the DT or paper tracking location
Destination Type Identifies the location as either a DT or paper tracking location
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Field Definitions: Withdraw by Destination-Display Terminal Browser

Field Definition
Department The department associated with the location
Location For a DT, the location number assigned in AWS; for a PT, this field is
blank.
Opens the Supply Browser, which lists the supplies associated with
select ' the selected destination. If you selected a DT, only the supplies

expressly associated with that DT in AWS are displayed. If you
selected a paper track location, all Centrack supplies are listed.

Starts the withdrawal completion process. If you have not selected
start withdraw any supplies for withdrawal, this button is not available. For more
information, see Complete the Withdrawal Process on page 47.

Re-displays the Withdraw by Supply—Supply Browser without adding
back o to the withdraw list

400

Filter Limits the DTs and paper track locations that appear in the
Destination list

Filter Destinations displayed

all All DT and paper track locations

below min Only those DTs for which the stock of at least one
supply is low. For a supply assigned to multiple
positions at a DT, Centrack compares the sum of the
position quantities to the sum of the position
minimum quantities to determine whether the DT is
below the minimum stock level.

The minimum quantity that should be stocked in
each DT position is set in AWS Supply Assignment.

out of stock | Only those DTs for which at least one supply is out of
stock
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Field Definitions: Withdraw by Destination-Display Terminal Browser

Field Definition

Withdraw Group Filter |Limits the items that appear in the Destination list to only those
destinations assigned to a specific withdraw group. This browser
includes three built-in filters, displayed within angle brackets (< >).

Filter Destinations displayed

< No Filter > Both DT and paper track locations

< Display Terminals > |DTs only

< Paper Tracking > Paper tracking locations only

Below these filters are user-defined DT withdraw groups, defined by
your AWS administrator. Typically, DTs are grouped by the schedule
on which they are regularly restocked from the vault. Ask your AWS
administrator how to use the withdraw groups defined in your
Centrack environment.

Withdraw by When you choose a DT destination in the Withdraw by
Destination to a Destination-Display Terminal Browser, Centrack lists all the supplies
DT associated with that DT.

Centrack - [Withdraw by Destination - Supply Brawser]

accept
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moghineini S0 / 10ngind / J0ML  MORPHINE INJ) HSPCA 17 ow 2 L} L] lpar
xveodratspsp  U/D / SMESTSMG /1748 PERCOCET) Prrciab® » ® R ®m ] quanti

Baog

Enter the withdraw
quantity for each supply

Supply Filnar
& all
2 below min

0 out of stock

< ¥
Destination: DTZNOATH Department: ORTH
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1. Enter the withdraw quantity for each supply in one of the fol-
lowing ways:

O Click the Withdraw field and then type the quantity.
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O Click set all quantities, and the system automatically
enters the quantities required to bring all supplies up to
their maximum stock levels.

O If you want to see the positions associated with the sup-
ply before you enter the quantity, select the supply, and
then click positions.

The Position Browser opens.

+ Withddrmw iy Destination - Position lrewssr

back

Dglay Tomrad DTIHONTI i Oty 7 Plastack Guantty. 4

You can type and accept the Withdraw Quantity in the
Position Browser. However, the quantity is allocated to
the DT, and not to a specific position.

2. When you are finished entering the quantities you want to with-
draw for all the supplies, click accept.

Each line for which you entered a non-zero quantity is treated
as a separate withdraw. When you click accept, all the
withdraws are added to your withdraw list, and the Display
Terminal Browser reappears. You can add more DTs to the
withdraw list, or you can complete the withdraw.

3. When you have finished entering all the withdraws you intend
to make, follow the steps in Complete the Withdrawal Process
on page 47 to view and edit your withdraw list and confirm the
withdrawals.

Field Definitions: Withdraw by Destination—-Supply Browser (for DT)

Field Definition

Supply (*Generic/ The supply generic name, form, strength, size, and units, and trade

Trade) name. By default, this list displays supplies in alphabetical order by
generic name. To list supplies by trade name, click the column
heading.

Item Code The customer-defined supply identifier

Curr The DT inventory count for the selected supply

Min The count of the selected supply that should be available in the DT at
all times

Max The most of the selected supply that should ever be allocated to the

DT at one time

Restock to Max

The count required to bring the count to the maximum set for the DT
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Field Definitions: Withdraw by Destination—-Supply Browser (for DT)

Field

Definition

Withdraw

The quantity of the selected supply that you intend to withdraw for
the DT

Destination and
Department

(At the bottom of the window) The location of the selected DT

accept ]

Adds the specified withdraws to the withdraw list and re-displays the
Withdraw by Destination-Display Terminal Browser

1

positions '

Displays the Position Browser, which lists the dispense positions
associated with the selected supply and location

Sets each Withdraw Quantity to the number required to bring the DT
location up to its maximum stock level. When you use this option, the
button name changes to clear all quantities so you can reset all
quantities to zero and start over.

back ,

Re-displays the Withdraw by Destination-Display Terminal Browser
without adding to the withdraw list

Supply Filter

Limits the items that appear in the Supply list

Filter Supplies displayed

all All Centrack supplies assigned to the selected DT

below min Only those supplies for which the selected DT is low
on stock.For a supply assigned to multiple positions
at a DT, Centrack compares the sum of the position
quantities to the sum of the position minimum
quantities to determine whether the DT is below the

minimum stock level.

The minimum quantity that should be stocked in
each position is set in AWS Supply Assignment.

out of stock | Only those supplies for which the selected DT has all

positions out of stock

Withdraw by
Destination to a
Paper Tracking
Location

Your Centrack environment must be configured in AWS for paper
tracking in order for you to complete this process.

The Withdraw by Destination-Supply Browser lists all vault supplies.
With paper tracking, supplies are not associated with specific
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locations, so all supplies are potential supplies for the selected
destination.

Centrack - [Withdraw by Destination - Supply Brawser]
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1. In the Withdraw by Destination-Supply Browser, enter the With-
draw Quantity for each paper track location. If your standard
operating procedure requires you to enter additional fields,
enter them now. For more information about each field, see the
field definition table that follows this procedure.

. When you are finished entering the quantities you want to with-
draw for all the locations, click accept.

Each line for which you entered a non-zero quantity is treated
as a separate withdraw. When you click accept, all the
withdraws are added to your withdraw list, and the Supply
Browser reappears. You can add more supplies to the withdraw
list, or you can complete the withdraw.

. When you have finished entering all the withdraws you intend
to make, follow the steps in Complete the Withdrawal Process
on page 47 to view and edit your withdraw list and confirm the
withdrawals.

Field Definitions: Withdraw by Destination—-Supply Browser (for Paper Tracking)

Field Definition
Supply (*Generic/ The supply generic name, form, strength, size, and units, and trade
Trade) name. By default, this list displays supplies in alphabetical order by

generic name. To list supplies by trade name, click the column
heading.

44 Centrack User Guide



Withdraw by Destination

Field Definitions: Withdraw by Destination—-Supply Browser (for Paper Tracking)

Field Definition

Item Code The customer-defined supply identifier

Withdraw The quantity of the selected supply that you intend to withdraw for
the paper tracking location

Trans * indicates that at least one in-transit event already exists for the

supply for the selected destination.

Control Number

The number that will appear on the Paper Track Receipt. Follow your
standard operating procedure to determine the value and type it in
this field. If you do not enter a control number, Centrack generates
one for you.

Note

Free-form text entry to record any special conditions associated with
the withdraw. Follow your standard operating procedure to
determine whether you need to type a note. This note can later be
viewed in the Tracking function and on Examiner reports.

If you are typing a long note, you can use the attfach note button to
display a larger window for you to use.

Destination and
Department

(At the bottom of the window) The selected paper track location

Print Copies

The number of Paper Track Receipt copies that will print when you
click accept. The default value, set in AWS, displays initially. To
change it, first click the field to display the option list and then select
the number of copies you need.

If you print two copies, one is marked Pharmacy Copy and the other
Nursing Copy.

Return Expected

Indicates whether you expect a return from this withdraw. The default
value, set in AWS, displays initially. To change it, first click the field
to display the option list and then select Yes or No.

If you select Yes, the paper track withdraw stays in transit until you
receive the control sheet back and perform a return. If you select No,
Centrack immediately creates a return event to reconcile the paper
track withdraw.

Adds the specified withdraws to the withdraw list and re-displays the
Display Terminal Browser
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Field Definitions: Withdraw by Destination—-Supply Browser (for Paper Tracking)

Field Definition

Opens the Attach Note to Supply window. If you are entering a long
attach note note, this window makes it easier for you to see what you are typing.

Attach Note to Supply: acetamin w/cod #3 UM ! 30/300MG I 1 TAB  (TYLE...

| | attach note
‘

back

Type the note text, and then click attach note.
OR

To close the Attach Note window without attaching a note, click Back.

Re-displays the Supply Browser without adding to the withdraw list
back

46 Centrack User Guide



Complete the Withdrawal Process

Complete the Withdrawal Process

After you have selected the supplies you want to withdraw, you must
complete the withdrawal by performing the physical withdrawal and
confirming each item in your withdraw list. To complete the
withdrawal, follow the steps below:

1. Click start withdraw. It does not matter whether you start from
the Withdraw by Supply-Supply Browser or the Withdraw by
Destination-Display Terminal Browser. Clicking start withdraw
in either browser displays the Start Withdraw window.

- — — start wilhidraw
I F2ML / 2HLAMP  [SUBUMASE) B

ool WO/ DI5G 71 TAR PO LAV CAR Peition 2000 When the |ist is COrreCt
dasepanini  INJ / TOMGAML / 2ML IMALILM INJ) CAHY CAD Poaition 2202 prink ‘ . !
v WD /BT e it Posnon 2303 click to complete all

e listed withdraws.

Click to remove the
selected item from
the list.

4 *

Tatal Withdraw Quantity, | 10 (2 destinations)
SENCETICEENS - o | -

This list contains all accepted withdraws that have yet to be
performed, and may contain a combination of DT and paper
track withdraws created by either the supply or destination
methods.

2. Review each item in the list. If you find an item that was added
to the list by mistake, select the row and then click remove to
take the item out of the list.

Note Review the list carefully before going on to the next step. Once
you start the withdrawal process, you must withdraw the first item
in the list. You then have the option of cancelling the remaining
withdrawals.

3. Click start withdraw.

As you complete one withdraw, Centrack begins to process the
next withdraw automatically, until you have performed all the
withdraws in your list. If you are using MedSelect cabinets, the
appropriate supply position opens for each withdraw.

Centrack User Guide 47



Withdraw

4. Withdraw the appropriate quantity of the supply from the vault.

Count remaining not If the supply does not require a physical count, Centrack
required displays a Dispense Information window.

. Withdraw by Supply - Dispense Information

Position: C-111-1¥ CAB Position 2-101

Generic Mame: alprazolam
Trade Mame: sk A

Strength: 0.25MG
Size: 1TAB
Form: UAD

Item Code: Alptabl. 25

Take one of the following actions:

O To continue processing the withdraw list, close the
MedSelect drawer or door. If you are not using MedSe-
lect cabinets, scan a supply item or click ok.

OR

O To prevent processing of subsequent items in the with-
draw list, click ok and cancel next. Items not withdrawn
remain in the withdraw list.

Count remaining If the withdraw is for a count-remaining supply, Centrack
required displays a Count Remaining window.

. Withdraw by Destination - Count Remaining

Position: C-2 vault Position 201

Type the number that are Generic Name; fentanyl citrate
still in the vault after the e
Withdraw Strength: 0.05MG /2 ML

Size: 2 ML AMP
;1M
Item Code: t0.05mg

Position Quantity: [after tranzaction)]
Expiration D ate: |03/01/2008

Lot: | badot | re-open
position .,

Count the number remaining in the vault and type the count in
Position Quantity. If necessary, change the expiration date and
lot number. Then take one of the following actions:

O To continue processing the withdraw list, close the
MedSelect drawer or door. If you are not using MedSe-
lect cabinets, scan a supply item or click ok.

OR
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O To prevent processing of subsequent items in the with-
draw list, click ok and cancel next. Items not withdrawn
remain in the withdraw list.

If the number you entered matches the system count, the next
withdraw window opens. Proceed to step 5.

If the number you entered conflicts with the system count,
Centrack prompts you to re-count the remaining stock. Click
OK to close the prompt window. Re-count the number
remaining in the vault, type the count in Position Quantity, and
then scan a supply item, click ok, or click ok and cancel next.

If the second count conflicts with the system count, Centrack
creates a discrepancy. For information about resolving
discrepancies, see the Discrepancies function on page 99.

5. Perform step 4 for each withdraw remaining in the list.

Centrack prints control sheets for any paper tracking items
withdrawn. Control sheets can be reprinted at any time. For
more information about Paper Tracking Control Sheets see
Reports starting on page 159.

6. When prompted, click print to print the Withdraw Verification
Report, which lists all withdraws you have just performed. For
more information about this report, see Reports starting on
page 159.
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Notes:
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5 Return

Use the return function to return in-transit supplies to the vault. These
may be supplies in transit from a DT or paper tracking location. They
may also be supplies that were withdrawn for vault purposes, for
example, within compounding or through the unload function. You
can also return items for which there is no corresponding in-transit
event. For example, if a DT returns more supplies to the vault than the
DT return specified, or a supply is found at a nursing station and you
cannot identify its origin, you can use this function to return those
supplies to the vault.

To perform the return process, follow the steps below:

1. On the main menu, click return.
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Centrack displays the Return to Pharmacy-Supply Browser. This
browser shows how many paper tracking events and other

events are in transit for each supply.

Centrack - [Return Ta Pharmacy - Supply Browser]
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2. Scan the supply you are returning.
OR
Select the supply and then click select.
OR
Double-click the supply.
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The Return to Pharmacy—-Event Browser displays all in-transit
events for the supply.

Centrack - [Return 1a Pharmacy - Fvent Rrowser - 7 rows]
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The alternative workpath buttons in this browser provide
additional information to help you ensure that you return
supplies against the appropriate in-transit event:

O To view an event note in a separate window, select the
event and then click view note. When you are finished
with the note, click back in the Attached Note window.

O To view related events, select an in-transit event and
then click view linked events. A new event browser dis-
plays events related to the one you selected. When you
are finished viewing the linked events, click back to re-
display all in-transit events.

O If you are returning supplies for a paper tracking loca-
tion and need to reprint the control sheet, select the
paper tracking event and then click print control sheet.
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Return

When the Paper Track Print window appears, select the
number of copies you want printed.

Select the number of copies

Paper Track Print - Return to Pharmacy

print 2 copi&

| back '
-

Location: PACU-PT

Control #: 130508@173427E

3. When you are ready to create the return event, take one of the
following actions:

OR

O To return an in-transit supply, select the supply from the

list and then click select.

When you save the return, the To location is also saved
and will be displayed when you view the return in the
tracking function. This is the location to which the
supply is expected to go. For example, this may be the
DT you specified when you used the withdraw function
for the supply.

To return a supply for which there is no in-transit event,
click return without selection.

When you save the return, the To location is not saved.
When you view the return in the tracking function, the
From (the Centrack terminal) location will be
displayed.

4. If the Position Browser appears, select the position to which you
are returning the supply.
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5. If necessary, change the Return Quantity, Expiration Date, and
Lot number of the supply.

. Return to Pharmacy - Position

e -
C-IlI-I¥ CAB Paosition 2-304 return
Min: 250 Max: 500 )
e turn without
. . acetamin wicod #3 U/D /4 30/300MG /1 TAB return withou
Visually verify ||y enol wioop #2
these values ~ Tylt3
' > - This button appears for
o paper-track events only.
;| 05/09/2014

| to243385

Attach Notes:

Entered forwrong location.

6. If required by your standard operating procedure, type a note
in Attach Notes. This note will be viewable in the tracking func-
tion and in Examiner reports.

1. Click one of the following buttons:

O return saves the return. The original event is no longer
in transit unless other related events require it to remain
in transit.

O return without quantity saves the return with a quantity
of zero, and the original event is no longer in transit.
This option is only available if you selected an event for
a paper tracking location in the Event Browser.

8. Respond to any Dispense Information or Count Remaining win-
dow as discussed in Deposit and Withdraw Confirmation Win-
dows on page 27.
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Notes:
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6 Deposit

Use the deposit function to place supplies in the vault when you
receive them from suppliers. Remember that Centrack provides
additional functions for deposits from other sources. To determine
which function to use and where to learn more about it, refer to the
table below.

Additional Deposit Functions

Deposit Source Chapter (Function Name)
Vault, compounded supplies )

- Compounding on page 87
Vault, repackaged bulk supplies
Borrowing facility Deposit Borrow on page 139
Lending facility Return Loan on page 149

For each deposit, Centrack records the information you need to
complete the purchaser portion of DEA Form 222. When you deposit a
supply, you can record it on a new form or add it to an existing deposit
form. You can also move deposit records from one form to another.
Centrack retains deposit forms online for five years, and you can print
them any time during that period. This chapter explains how to make
a deposit. For more information about manipulating the forms, see
Form Windows on page 24.

To deposit supplies you receive from a supplier, follow the steps
below:

1. On the main menu, click deposit.

Centrack displays the Deposit form. You can enter a form
number. If you do not, Centrack generates one automatically.
Remember that you can record the deposit on an existing form
by using the locate form feature.
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2. Select the supplier, and Centrack fills in the supplier’s address.

- Centrack - [Deposit - Depoait Form)

) o welp
Selectthesuppller\\lfﬂmwﬂmmmnn WL T " supplies
Frome Fane @ ipe -,
T et $IREE e locate form
[Tl
- 0 BE FRLLED IN B PUNCHASER
u | Ho ol |Sinal Hatinal D | mave to
5 Fulwu]lﬂackml Qusntity [ Mo of lnm o mave o farm
@
2 print

- |

T

W s B o

HOER LN

“oem_mumber

3. If you are not using a scanner, click supplies to open the
Deposit-Supply Browser.

4. Scan the supply you want to deposit.
OR
Select the supply from the Deposit-Supply Browser.

Then

Foem Nusber: | ] Sueber | - click select
T AR 7 T o Cooe e -
ey (N S OVMGIML S TN MALILM IR Vil w®w
tertarglcite 1) DOSMG/ZML / 2MLAMP  [SUBLIMAZE) Ferl g n
feriarglm  AMP J JSMMCGISML J SML [SUMBLIMATE| FERTAY ]
HiDROmaptlne ey SVRG / 3G / 1HL  [DILALIGID BU) ALl
leanrapan WD /MG I TAR ATIVAM) Lom =
lomzepsnvid B DMB/NL J ZMLVIAL  ATRANVIAL) LomIN ]
medarclam VAL / TMGAIML J SML VERSED) MIDATS L
midarbom IMJ 7 MBAZML / ZHL VERSED) Vet
midstian gt DAG / SMGML / S0OML  VERSED DRIF) VeS00 0
midarciammndy VML / SMEML / 10ML  VERSED MOV werSONOY Ll
mesphen copect NI/ HGML / 2HG  [MORPHIME CARPLUECT) Wlean AL
mophewe WD ) AOMG 1 TAR MS CONTIMG [ 0
mophes spckesl  EPIDINFUS ¢ 1MGML / SOML  (MORPHINE CPCURAL) 12
rarphee o BAG J TMGAML £ 100ML  [MORSMINE DEIF) Maeph100GTT o
rerphen ey VAL / 10MGAL F10ME  MORPHINE INJ| Mophay10
. rophiea e GYRG J T0mgind ) 0ML  [MORPHINE M) MSPCA
First select the SUpply mephiaiivid N / AME/ML 7 4MG  (MORPYNE BUVIAL) [T =
\ morphes me MOVIKE /TG, 4 Z0ML  (HORSHINE MOV] Ed
it 1w INTRATHEC / 10MGAOML / 1OKL  © r
ounbeldoens U/ / IGZEIMG / 15UPP (B 60 TGASLPPS| [ThT
rcodonefapsn U/D / SWG/TSMG / 1 TAD  PERCOCET) Pesciabh
wberbord lnepBed )/ SMCGML £ SML [SUFENTA ZHMOGSHL] Suberttl)
“

* »

5. If the Position Browser appears, select the position to which you
are depositing the supply.
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Enter the quantity < |

Enter the expiration | Lafmm

date and lot number—1

6. In the Deposit—Position window, enter the quantity you are
depositing along with the expiration date and lot number. If
necessary, click open position to view the contents already in
the vault.

. Deposit - Position

Position

C-2 vault Position 105 deposii

Min: 40 Max: 80 )
Supply
morphing sufzte INTRATHEC 7 10MGADML 7 10ML ot
S TRAMORPH/FF open positi

“arit1 0

|

800

back
D eposit Quantity:
Expiration Date: | 1140172014

7. Click deposit.

8. Respond to any Dispense Information or Count Remaining win-
dow as discussed in Deposit and Withdraw Confirmation Win-
dows on page 27.

The Deposit—Supply Browser remains open so you can record
additional deposits. Unless you specify a new form, Centrack
records each additional deposit on the same form. For
instructions on how to change forms, see Form Windows on
page 24.

Field Definitions: Deposit-Supply Browser

Field

Definition

Form Number

Displays the current form number. To record a supply on a different
form, enter the form number.

Supplier

Displays the current supplier. To change the supplier on the current
form, select the new supplier.

Supply (*Generic/
Trade)

The supply generic name, form, strength, size, and units, and trade
name. By default, this list displays supplies in alphabetical order by
generic name. To list supplies by trade name, click the column
heading.

Item Code

The customer-defined supply identifier

Quantity

The count available in the vault.

If this field is blank, the supply requires a physical count each time
you withdraw it from the vault. The supply is defined as a Centrack
count-remaining supply in AWS.
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Deposit

Field Definitions: Deposit—-Supply Browser

Definition

Displays the Deposit-Position window in which you will enter the
quantity and expiration date and lot number for this deposit.

Closes the Deposit-Supply Browser. The Deposit form remains open.
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/ Audit Count Remaining

A count-remaining supply is one for which you must provide the vault
inventory count when you finish accessing the supply. Depending on
how your system is set up, you may be prompted to perform the count
each time you access the supply, or your counts may be deferred so
you can initiate them at a time that is more convenient.

Any supply for which the Centrack Count Remaining flag is selected
in AWS is a count-remaining supply. Another AWS flag determines
when you must enter the counts. If the Audit After Access flag is
selected in AWS, Centrack does not prompt you for the count during
each access. Instead, you must use the audit count remaining function
to provide all the counts at any time before logging out of Centrack.

If you try to log out before providing the required counts, Centrack
reminds that you must perform the audit before logging out:

\_?() You may not lag out until all count remaining positions have been audited. Would you like to run the Audit Count Remaining Function now?

[ 'es J l o ]

Note  The Audit After Access flag defers counts from all functions except
withdraw. Counts remaining after withdrawals are performed during the
withdraw function.

To perform the count-remaining audit, follow the steps below:
1. On the main menu, click audit count remaining.

Note If this button in not available, the Audit After Access flag in AWS
is not selected, and you do not need to perform this process.
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Audit Count Remaining

Centrack displays the Audit Count Remaining browser and the
Inventory window for the first supply in the browser Supply list.
If you are using MedSelect cabinets in the vault, the
corresponding position opens.

2. Count the supply. If you unintentionally closed the position,
click re-open position so you can perform the count.

Enter the quantity from
your physical count

Audit Count Remaining

5L HEH 5 |
. Audit Count Remaining - Inventory rzl

Position: C-1l MDM Drawer 1-2 A o
Generic Mame: morphine epidural audit #
Trade Name: MORPHIME EPIDURAL
Strength: 1 MGAML pr—
SIZEE EIDJIPEI)LINFUS \ cancel
¥
Itern Code: W233Rx
Position Quantity: [after transaction] Skip y

Expiration Date: | 12/31/2013

Lot: | | re-open

position. ./

3. Enter the vault inventory count in the Position Inventory.
4. If necessary, change the Expiration Date and Lot number.

5. Click audit.

O If the number you entered matches the system count,
the audit of that supply is successful; proceed to step 6.

O If the number you entered conflicts with the system
count, Centrack prompts you to re-count the vault
stock. Click OK to close the prompt window. Re-count
the number in the vault, type the count in Position Inven-
tory, and then click audit.

If the second count conflicts with the system count,
Centrack creates a discrepancy. For information about
resolving discrepancies, see the Discrepancies function
on page 99.

6. The Inventory window displays the next count-remaining sup-
ply that needs to be inventoried. Follow steps 2-5 for each
remaining supply.
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8 Waste

Use the waste function to waste supplies from in-transit events or from
the vault inventory. If the supply you are wasting requires a witness,
you will need a user with the AWS Centrack Witness right to witness
the waste event.

Centrack also lets you waste supplies from within the compounding,
expire, and recall functions as you perform them. To waste materials
within those functions, see the chapter that corresponds to the
function:

® Compounding on page 87
® Expire on page 131
® Recall on page 135

To waste a supply from an in-transit event or from the vault inventory,
follow the steps below:

1. On the main menu, click waste.
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Waste

Centrack displays the Waste In-transits—Event Browser.

- Centrack - [Waste n-transits - Event Browses

In-transit event list \'"' TN —
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2. Select the supply you are wasting in one of the following ways:

To waste a supply from an in-transit event, select the supply
and then click select.

OR

To waste a supply from the vault inventory, follow these
steps:

a. Click waste from inventory.
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b. When the Supply Browser appears, scan the supply bar-
code or click the supply in the browser and then click-
select.

- Centrack - [Waste From lnventary - Supply Browser]

Supply ||St Fie oata welp
N — e g
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c. If the Position Browser appears, select the position con-
taining the supply being wasted.

3. Enter the Waste Quantity.

4. If required by your standard operating procedure, select a Rea-
son for Waste. The reason list contains those reasons defined in
AWS with a type of Centrack.

5. Click the top, green button. Depending on how the supply is
defined in AWS, this button reads either waste or Witness.

Button text depends on whether
a witness is required for the
selected supply.

Waste From Inventory - Waste Quantity

Waste In-transits - Waste Quantity

-
Generic Name: morphine epidural Witness
Trade Hame: MORPHINE EPIDURAL ‘

Strength: 1 MG/ML
Size: 50 ML
Farm: EPID INFUS

Waste Amount: Reason for Waste:

s v

Contaminated Medication

Dropped Medication

Expired Medication
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6. If the supply requires a witness, Centrack prompts for the wit-
ness credentials. A user with the AWS Centrack Witness right
must enter his or her user name and PIN and then click OK.

i}

Witness User: ‘ |

Cancel

il

Note You cannot witness your own waste event.

7. Respond to any Dispense Information or Count Remaining win-
dow as discussed in Deposit and Withdraw Confirmation Win-

dows on page 27.
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O Audit

The audit function lets you count the entire Centrack inventory in an
efficient manner. Use this function to perform a scheduled audit, such
as a monthly audit of all supplies, or to validate the count of just one
supply. position. Centrack lets you cycle through all supplies
automatically or select just the ones you need to count. Depending on
how your system is set up, you may need a user with the AWS
Centrack Witness right to witness the audit.

To perform a Centrack audit, follow one of the procedures below:
® Auditing a Single Non-quarantine Position
® Auditing All Non-quarantine Positions
® Auditing a Single Quarantine Supply
® Auditing All Quarantine Supplies

Auditing a Single Non-quarantine Position

Follow the steps below to audit only the non-quarantine supply
position that you specify:

1. On the main menu, click audit.

If an audit witness is required, Centrack prompts for the
witness credentials. A user with the AWS Centrack Witness
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right must enter his or her user name and PIN and then click
OK.

o

Witness User: ‘ |

Cancel

ol

Note You cannot witness your own audit.

Centrack displays the supply inventory in the Audit—Position
Browser. The Regular filter is selected by default, so the window
shows only supplies in the regular vault inventory, and not
those in quarantine.

« Centrack - [Audit - Position Browser]
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2. Select the position and then click select.
OR

Double-click the position.
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Auditing All Non-quarantine Positions

Centrack displays the Audit-Inventory window. If you are using
MedSelect cabinets in the vault, the corresponding position
opens.

« Audit - Inventory

Pasition: C-2 vault Position 1

Generic Mame: cocaine topical audit

Trade Mame: COCAINE TOPICAL
Strength: 4%

Size: 4MLBTL

Form; SOLN

e: Coclig

Quantity from
physical count —__|

cancel

Position Quantity: |E] | [after transaction) Skip

Expiation Diate: | 10/31/2015 |

Lot; | co58294993 | re-OpSi

 position .y

300)

3. Count the supply. If you unintentionally closed the position,
click re-open position so you can perform the count.

4. Enter the Position Quantity.
5. If necessary, change the Expiration Date and Lot number.
6. Click audit.

O If the number you entered matches the system count,
the audit of that supply is complete and the audit win-
dow closes.

O If the number you entered conflicts with the system
count, Centrack prompts you to re-count the vault
stock. Click OK to close the prompt window. Re-count
the number in the vault, type the new count, and then
click audit.

If the second count conflicts with the system count,
Centrack creates a discrepancy and replaces the
system count with the count you entered. For
information about resolving discrepancies, see the
Discrepancies function on page 99.

Auditing All Non-quarantine Positions

When you use the Audit All feature, Centrack cycles through all supply
positions in regular inventory: when you finish auditing one position,
the system automatically displays an audit window for the next. To
audit all regular inventory supplies in the vault, follow the steps
below:

1. On the main menu, click audit.

Centrack User Guide 69



Audit

If an audit witness is required, Centrack prompts for the
witness credentials. A user with the AWS Centrack Witness
right must enter his or her user name and PIN and then click
OK.

i}

Witness User:

Cancel

ol

Note You cannot witness your own audit.

Centrack displays the supply inventory in the Audit-Position
Browser. The Regular filter is selected by default, so the window
shows only supplies in the regular vault inventory, and not
those in quarantine.

« Centrack - [Audit - Position Browser]

e tata Help

[Fupty{ *Ganseic /Trade )

moghne gl B oML i DRI .
mophing epdasl  EPIDINFUS 7/ THGML 7 SOML  MORPHINE EPIDURAL] CHIMOM Diowee 1-24 1102004 172557
mduolangr  BAG ¢ SMGML 7 SIOML  VERSED DY) ol M e 13
Compoured Tesl  TEST J 16280/ 1wl / VTogp  [COMPOUNDING TEST COMPOLMD] I M D 142
moghiwes WD /3G £ 1 TAR (NS CONTBG ol MM D 1550
cocanttopicsl  SOLN / 4% / AMLDTL  [COCAINE TOFICAL] T2 vindt Position |
mophney ST/ 10ngim £ J0ML  (MORFHNE B o et Poniion 102
wmmnbsbadrra  U/D / TGZEMG J VSUFP B0 188 5URFS) 2 vl Pt 100
Oeodwmiopsp WD J SMGSSHG S 1 TR FERCOCET) £ vwindh Prstion 104 A0 17 3337 Reg ular f| Iter‘
moiphing plfste  INTRATHEC / TOMGAIOML 7 10ML  (ASTRAMORPH/PF) T2 vindt Position 105
lckarglcitate IN) 7 QUSMG/ZHL / 2ZHLAMP  (SUDLMATT) 2 v Posiion 20 THAD004 172027 Posilions /
WIOROmotOne g STRG /26 /1L [DILAUDED 1K 2 vl Poaibon 202 TR0 18 T 6T © Ruguler
midacolan M) S ZMGAIML 2 ZML MERSED) £ wonat Prition 200  Quaranting
Gctseyliy  AMP f JSOMCG/SML f SML  [SUMBLIMATE] 2 vt Pasiion, 200
sufeniend 250mogml M)/ SOMCG/ML / SML  [SUFENTA 250MCG/SML) C-2 wandkt Poaition 205
moghnem VAL TOMGAML J TOMG  [MORFHINE 1)) -2 vl Boaiion 301
b conuieet N/ MG { 2ME MOAPHINE CARPLUECT) 2 wenlt Pesstion 300
seughioamds MOVIND / TSMGML £ 20N (MORPHNE MDV) 2 vt Pasiion, 100 200 172900
mophineinivid I/ BMG/ML J NG (MORPHNE IRJVIAL) C-2 vanskt Poaition 305 72272004 142611
medszsiam e VIAL 7 SMGML S T0NL  (VERSED MOV -2 vl Boaiion 401
knacepamvial 1)/ ZHGAML / ZMLVIAL  ATIVANVIAL) ARV CAB Postion 21
sl LD £ OISMG 1 TAR Ui ARV CAR Posiion 2101
temaepam  U/D / JOMG / TCAP AESTORR) CAY CAD Position 2104
daspammy B/ JOMGAML  IML ALILM ) RV CAB Posion 2212
beacepaen WD J MG S 1TAR AT ARV CAB Postion 22113
sofidees  UUD J MG U TAR  (AMBIEN) ARV CAR Postion 2307 3
< 5
nady

2. Sort the supply list to reflect the order in which you want to
conduct the inventory. This is the order Centrack will use to
cycle through your supplies. By default, the list is sorted by
cabinet and position.
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w: Audit - Inventory

Auditing All Non-quarantine Positions

3. From the Data menu, select Audit All.

« Centrack - [Audit - Position Browser]

File | Data | window  Help

Audit All [:

Sort 100ML  (MDRPHINE DRIF] CI MDM Drawd
e iltey MG/ML / 50ML  (MORPHINE EFIDURAL) £l MDM Drawer
i Find  CUl+F | oML weRsED DRIP) £-1l MM Drawe
Compound Test  TEST / 16.2/60/1ml / 1supp  (COMPOUNDING TEST COMPOUND) £ MDM Draw
mophine ot U/D J IOMG 4 1TAE [MS CONTIN) £l MDM Drat

cocaine topical — SOLN / 4% / 4MLBTL  [COCAINE TOFICAL)

moiphing inj - SYRG A 10mgdml 4 30ML [MORPHINE IMN.J)

-2 vault Positior:

C-2 vault Positior

Centrack displays the Audit-Inventory window for the first item
in the list. If you are using MedSelect cabinets in the vault, the
corresponding position opens.

When you use the Audit All feature, the Audit-Inventory window
provides option buttons that let you interrupt the audit cycle.

Position;

Generic Mame:
Trade Mame:
Strength:

Size:

Form:

Item Code:

Position Duantity: |[1] | [after transaction]

E=piration Date: [10/31/2015

C-2 vault Position 1

cocaine topical
COCAIME TOPICAL
4%

4MLETL

SOLM

Coclig

Lot | 58294393 |

_/

skip '

re-open

position

These buttons interrupt
the audit cycle

4. To stop the audit, click cancel. Centrack will remember where

you left off and resume the audit the next time you select Audit
All unless you change the sort order in the Position Browser. In
that case, Centrack starts the audit over beginning at the top of
the list.

To display the next item without auditing the current one, click
skip.

5. Count the supply. If you unintentionally closed the position,

click re-open position so you can perform the count.

6. Enter the Position Quantity.

1. If necessary, change the Expiration Date and Lot number.

8. Click audit.
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@)

@)

If the number you entered matches the system count,
the audit of that supply is complete.

If the number you entered conflicts with the system
count, Centrack prompts you to re-count the vault
stock. Click OK to close the prompt window. Re-count
the number in the vault, type the new count, and then
click audit.

If the second count conflicts with the system count,
Centrack creates a discrepancy and replaces the
system count with the count you entered. For
information about resolving discrepancies, see the
Discrepancies function on page 99.

Centrack displays the Audit-Inventory window for the next
supply that needs to be audited.

9. Follow steps 4-8 for each remaining supply.

Auditing a Single Quarantine Supply

When you audit a supply in quarantine, you audit quantities
associated with the individual events that placed the supply in
quarantine. If multiple events placed the same supply in quarantine,
you can audit any or all of those events. Follow the steps below to audit
quarantine events for only the supply that you specify:

1. On the main menu, click audit.

If an audit witness is required, Centrack prompts for the
witness credentials. A user with the AWS Centrack Witness
right must enter his or her user name and PIN and then click

OK.

Witness User:

i}

Cancel

ol

Note You cannot witness your own audit.

Centrack displays the supply inventory in the Audit—Position
Browser.
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2. Select the Quarantine filter to display only the supplies in quar-
antine.

« Centrack - [Audit - Position Browser]

spisnclers UMD 7 02SMG /T TAD PRANAX) CAIMDM Diawer 1-7 A4

dazepam ny B S OTOMG/ML £ ZML [WALIUM B G MDM D 1-7 A&

leriared clegle 1N 2 QISMGRZ ML/ 2HLAMP  SUBLMAZE) G MDM Dirwrer 17 A

Y coackarms npag WO/ SMGAESNG S 1 TAR  PERCOCET) LAl MDM Do 17 5
Positions Quarantlne
© Regular filter
= Quaranting

< >

Aeady

3. Select the supply and then click select.
OR
Double-click the supply.

Centrack displays the Audit-Quarantine Audit window. This
window lists all current quarantine events for the selected

supply.

n: Audit - Quarantine Audit

Supply: acetamin w/cod #3 - 30/300MG1 TAB ([TYLENOL W/COD #3)
Position: C-ll MDM Drawer 1-7 A&

05/21/20131237:02 €2 202141 12
05/13/2013 15,4457 C2 20132 10 ]

: re-open
05/13/2013 154338 C220132 g 1] position |
05/09/2012 128617 C22013.2 3 1] -

Quantities from /

physical count

If you are using MedSelect cabinets in the vault, the
corresponding position opens.
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4. Count the supply for each event you want to audit and enter it
in the corresponding Audit Quantity. If you unintentionally
closed the position, click re-open position so you can perform
the count.

Note The package number is listed along with the date the package
was quarantined. Make sure you enter each count for the correct
package so that if a discrepancy occurs it is assigned to the
appropriate package.

5. Click audit.

If each number you entered matches the system count, the
audit of that supply is complete and the audit window closes.

If any number you entered conflicts with the system count,
Centrack notifies you and asks whether to continue.

O To confirm the count you entered, click Yes. Centrack
creates a discrepancy and replaces the system count
with the count you entered. For information about
resolving discrepancies, see the Discrepancies function
on page 99.

O To change the count you entered, click No to close the
prompt window. Then re-count the number in the vault,
type the new count, and click audit.

If your count still conflicts with the system count,
Centrack again asks whether to continue. The system
keeps presenting the opportunity to re-count until you
either match the system count or click Yes to create a
discrepancy.

Auditing All Quarantine Supplies

When you audit a supply in quarantine, you audit quantities
associated with the individual events that placed the supply in
quarantine. If multiple events placed the same supply in quarantine,
you can audit any or all of those events.

When you use the Audit All feature, Centrack cycles through all
supplies in quarantine: when you finish auditing one supply, the
system automatically displays an audit window for the next. Follow the
steps below to audit events for all quarantine supplies:

1. On the main menu, click audit.

If an audit witness is required, Centrack prompts for the
witness credentials. A user with the AWS Centrack Witness
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right must enter his or her user name and PIN and then click
OK.

o

Witness User: ‘ |

Cancel

ol

Note You cannot witness your own audit.

Centrack displays the supply inventory in the Audit—Position
Browser.

2. Select the Quarantine filter to display only the supplies in quar-
antine.

« Centrack - [Audit - Position Browser]

et wicod #3 L 1 1Ta8 TLENOL W00 83 (=1 TA
o WO M. MY CaNOMO 174 m

berhard cegle (NI QUBHGRZML / ZHLAMP  [SUBLMAZE] Gl M Do 1724

iveodomissn WD J SMG/SNG /1 TAE  PERCOCET) I NI Do 1:7 20

Positions QU arantine
© Regulan filter

& Duaranting

3. Sort the supply list to reflect the order in which you want to
conduct the inventory. This is the order Centrack will use to
cycle through your supplies.
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4. From the Data menu, select Audit All.

Centrack - [Audit - Position Browser]

File | Data [ window  Help

l Audit All D

Sort A00MG /1 TAB  (TYLENOL W/COD #3) Tl MDM Drawer 17
alpr Rilley 4B PANE) 11 MDM Drawer 17 &
dia Find — CUF | oul wauom g 11 MOM Drauwer 1-7 £
fetanyl citate  INJ / QOBMG/2ML J 2MLAMP  [SUBLIMAZE] C1I MDM Drawer 1-7 &
OXrcodone/apap  UD / SMG/325MG / 1TAB  (PERCOCET) 11 MDM Drawer 1-7 &

Centrack displays the Audit-Quarantine Audit window for the
first item in the browser list. This window lists all current
quarantine events for the selected supply.

When you use the Audit All feature, the Audit—-Quarantine Audit
window provides option buttons that let you interrupt the
cycle.

w Audit - Quarantine Audit

Supply: acetamin w/cod #3 - 30/300MG1 TAB (TYLENOL W/COD #3)
Pogition: C-ll MDM Drawer 1-7 A

05/21/213123703  C2202141 12

05/13/2013 154457  C220132 10 ] These b.UttOHS interrupt
05A3/201315:4338  C2 20132 E ] skip the audit cycle
05/09/2013 125617 220132 6 ]

re-open

position ./

5. To stop the audit at any time, click cancel. Centrack will
remember where you left off and resume the audit the next
time you select Audit All unless you change the display in the
Position Browser. In that case, Centrack starts the audit over
beginning at the top of the list.

To display the next item without auditing the current one, click
skip.

6. Count the supply for each event and enter it in the correspond-
ing Audit Quantity. If you unintentionally closed the position,
click re-open position so you can perform the count.

Note The package number is listed along with the date the package
was quarantined. Make sure you enter each count for the correct
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package so that if a discrepancy occurs it is assigned to the
appropriate package.

1. Click audit.

If each number you entered matches the system count, the
audit of that supply is complete and the audit window closes.

If any number you entered conflicts with the system count,
Centrack notifies you and asks whether to continue.

O To confirm the count you entered, click Yes. Centrack
creates a discrepancy and replaces the system count
with the count you entered. For information about
resolving discrepancies, see the Discrepancies function
on page 99.

O To change the count you entered, click No to close the
prompt window. Then re-count the number in the vault,
type the new count, and click audit.

If your count still conflicts with the system count,
Centrack again asks whether to continue. The system
keeps presenting the opportunity to re-count until you
either match the system count or click Yes to create a
discrepancy.

Centrack displays the next supply that needs to be audited.

8. Follow steps 5-7 for each remaining supply.
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Notes:
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10 Quarantine

Use the quarantine function when you put supplies that have been
expired or recalled into the quarantine area of the vault. This function
records the information you will need to complete DEA Form 41 when
you later surrender or destroy the supplies. For more information
about expiring and recalling drugs that you intend to quarantine, see
Expire on page 131 or Recall on page 135.

To quarantine a supply, follow these steps:

1. On the main menu, click quarantine.

The Quarantine-Event Browser lists all supplies that are eligible
for quarantine, that is, supplies expired or recalled from
Centrack or supplies expired or unloaded from a DT.

Expired and recalled
supplies

sty atwe o

i I IOMG/AML S 2L (VALRIM NI

B EprePh DTRDEMD_C bt Aren
CAAR/ENI TS mophne capuect  INJ J SMG/ML J ZNG [MOPSHINE CAPSMIECT) 1 Eeeed MEDSELECT Agdmn, Admi

3 7 repan A
ST I2ETI0 scetaminwiced M3 UMD 7 J0/I00MG / 1TAB  (TYLENDL W/COD B3
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Selected supply

in quarantine

2. Select the supply you want to quarantine, and then click select.

OR
Double-click the supply.
OR

To select multiple supplies, click the first item and then Ctrl-
click each additional item. Note that you cannot select both
Schedule II and non-Schedule II supplies at the same time.

The Quarantine/Surrender form appears. The form may list
items that already have been quarantined. Those items appear
with a check mark in the box at the left to indicate their
quarantine status. The supply you selected appears at the top
of the list.

Package number

Fow:
Mexfisiect Medcsl Certer

[I[H] diazepam
b

[m ] o
Supply already /| T

Oos
0 s
o
(=]
O
O

[T | L1 Canlerts Huantity |- print

uuuuuuuuu

SURRENDERED TD.

nenmb

DATE: Mayd 2012

UMD 7 SMG 7 1 TAD (IC: VaiS) 2

£ 8% F AMLETL DC: Cockg) i back

DESTROVED BY:

WATNESSED BY:

Note

Centrack separates Schedule II supplies from all other
supplies when managing quarantine forms. If you selected a
Schedule II supply, Centrack displays a form with only
Schedule II supplies listed; if no such form exists, Centrack
creates one and automatically generates a package number.
Similarly, if you selected a non-Schedule II supply, Centrack
displays or creates a form for non-Schedule II supplies.

ARxIUM recommends keeping the number of packages to a
minimum to avoid confusing the packages.

Typically, you would create a form, or package, that lists all the
supplies you intend to surrender at one time to the same
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external entity. Moving items between forms is somewhat
different in the quarantine function than is described in the
chapter on Using Common Window Features:

O To move the supply to a new form, highlight the pack-
age number and type a new package number.

O To move the supply to an existing form, click locate
form and select the form you want to list the item. Any
item with a cleared check box is moved to the selected
form.

Note You can only move the supply you selected in the quarantine
browser. Supplies that are already quarantined (displayed with a
check mark) cannot be moved between forms in the quarantine
function, but you can move them when you use the surrender
function.

3. Click quarantine.

Centrack checks the box next to the item to indicate that it has
been quarantined, closes the form, and removes the item from
the Quarantine—Event Browser. As long as the Quarantine-Event
Browser list is not empty, you can re-open the form to add more
expired or recalled items. You can also open the form for
viewing in the surrender function.
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Notes:

82 Centrack User Guide



11 Surrender

Use the surrender function when you remove quarantined items from the vault
in order to surrender them to an authorized agency. You cannot surrender
supplies until you have first quarantined them.

The surrender function uses the package forms created in the quarantine
function to prepare packages for surrender. If you have more than one form
containing items to be surrendered to the same agency, you can consolidate
them onto a single form, and you can remove items mistakenly added to
packages in quarantine. You can also view or print packages that have already
been surrendered.

Preparing Packages for Surrender

To surrender quarantined supplies, follow these steps:

1. On the main menu, click surrender.

Centrack User Guide 83



Surrender

Centrack lists all packages available for surrender, that is,
forms created in the quarantine function.

Quarantined packages\ —

anz2 05092012 1296:47

2. Select the package you want to surrender, and then click
select.

OR
Double-click the package.

Centrack displays the Quarantine/Surrender form for the
selected package.
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3. Make sure the form has an authorized agency selected.

- Centrack - [Surrender - Surrender Form]

e oata Help

PACEAGE No: ©2 20131
surrendar
Fhon: e -/

Mexfisiect Medcsl Certer

locale fom
P " i,
Ho. of
Mame: of Deug | Conta | Conlerts [ Uuanlily maove to farm ’
[ZI[ 7] mosphine caspuject  IHJ / BMG/ML £ 2 MG (IC: M52caep) {
ORPHINE CARPLEET
[F 2 davepam WD 7 SMG 21 TAE PC V) 7 unguaranting
Ry -.‘

[#] 3 cocanelopmal  SOLM /4% £ AMLBTL |IC: Cock] i

CocauETIRCA -
i
(=0 P

Agency to whichyou 3

are surrendering the\_ g
supplies a
(m]

0 [5G/ OF e DESTRIVED BY:

DATE Mapd 2013 WATNESSED BY:

4. Visually verify all of the items on the form.

If you see that an item should not be surrendered with this
package, you can remove it. Remember that you can move the
item to another surrender form by using the move to form
feature. You can also click unquarantine to place the supply in
transit, and then use the quarantine function when it is more
convenient for you to find the appropriate package for the
supply.

Note All supplies listed on the form will be surrendered as soon as you
click surrender, so be sure your form accurately reflects your
surrender package before proceeding.

5. Click surrender.

Centrack prompts you to print the surrender form and re-
displays the form browser.
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Viewing or Printing Surrendered Packages

To view or print a package that has already been surrendered, follow these steps:
1. On the main menu, click surrender.

Centrack displays a list of packages that have not yet been
surrendered.

2. Click show all, and surrendered packages are added to the
list. You can easily identify these packages by the Surrender
Date.

ulm Diata unmuarDala nlr

333 R0 3135607
anH 0500/2012124252  (ST2017 145559 U5 DOJ / DEA Spacial Agent in Chasge. Checags Divition
(=¥ 53] (SAEVAN I AR E (SNEANIIASES U5 D0/ DEA Speciel Agent inChasge. Chacago Divition

Surrender date

3. Select the package to display the Quarantine/Surrender form.

4. To print the form, click print.
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12 Compounding

The compounding function lets you withdraw supplies for the purpose
of compounding drugs or repackaging bulk items into unit packages.
In either case, you first withdraw the supply or supplies you need.
Once withdrawn, these supplies are in transit and will appear in the
tracking function. You can withdraw just the amount required for an
immediate compounding or repackaging need, or you can withdraw a
quantity and leave it in transit to be used over a period of time.

When you finish a compounding or repackaging task, you deposit the
resulting compound or unit package as a different supply within the
compounding function. The amount deposited is automatically
reconciled against the withdraw. When you use only part of what was
withdrawn, the compounding function tracks each use against the
withdraw until the entire withdraw quantity is reconciled. As long as
any amount of the supply remains in transit, you can view the history
of its use and see how much is remaining. If the amount remaining is
less than the facility reconcile tolerance set in AWS, Centrack
automatically reconciles the remainder.

The compounding function also provides for the wasting of material
left over as a result of compounding or repackaging. If the leftover
material is still usable, you can return it to the vault using the return
function.

Withdraw for Compounding or Bulk Repackaging

1. On the main menu, click compounding.
The Compounding Browser displays two tables:

O Withdraw Ingredient or Bulk Item, at the top of the data
display, displays all supplies in the vault, which can be
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withdrawn for compounding or packaging. Buttons for
withdrawing supplies are to the right of this table.

O In-transits, at the bottom of the data display, displays
supplies that have been withdrawn for compounding or
repackaging. Buttons for depositing the final product
are to the right of this table.

for withdraw

Withdrow bagradeent e ulk Hee

Supplies available \

o= aunsnc rsze) Buttons for
dpracclam  LUD S 024G S TTAE  POANSN) Alptabdl 25 @ Wlthdraw
cocanmbgscd  SOLH /&% 7 dMLBTL  ICOCANE TOPICAL) Cochy
Comgenrd Test TEST / 16280/ sl / Tmpe  ICOMPOUNDING TEST COMPOUND| 2 o
Sawpam D /B / 1TAE DRLUM) Vs ] back
Sampaminy W)/ VMG S 2ML MALIUM ) Vel %
fertargdchse B/ ODSMGZML / 2MLAMP  [SUBLIMATE) L
fertargdig  AMP J 2SOMOG/SML f SML  [SUMBLIMATE) FENTAS o
HiDAODwophOne g SYRG / 2MG / 1ML [DILAUDD M) (= Fik]
. lwasepam  LUD S IMG ST TAR  RATREN] LR =
Wlthdrawn loasepam el N S DMGAML S 2MUVIAL  ATMENVALL LORIN =
Su |ies in transit madarclem VAL / TMGAML S SML  VERSED) L] =0 a
pp In-rmacsits (Ingeediost and Bl Withdraws ) B tt f
e apoist = Genenc Treae) [omceae [wmm s e[| uttons T1or

depositing
finished product

Intransit Filer
@all

O ingredinms
© ks

2. In Withdraw Ingredient or Bulk Item, select the supply you want
to work with.

3. If you are compounding drugs, click withdraw as ingredient
OR

If you are packaging bulk items, click withdraw as bulk item.

Centrack prompts for a quantity that corresponds with the
button you chose:

Quantity Entry - Compounding

Quantity Entry - Compounding

withdraw

back
'

Bulk Quantity; _

back
-~

4. Enter the Ingredient Quantity or the Bulk Quantity that you are
withdrawing, and then click withdraw.

Ingredient Quantity: _

You can withdraw a quantity less than one. For example, if you
want to withdraw 2 ml of a supply stocked in 10 ml vials, type .2
in the quantity field.
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5. Respond to any Dispense Information or Count Remaining win-

dow as discussed in Deposit and Withdraw Confirmation Win-
dows on page 27.

6. If you require additional ingredients, repeat steps 2-5 until all
the ingredients you need are listed under In-transits. The
example below shows two ingredients withdrawn for com-
pounding and one for bulk repackaging:

«: Centrack - [Compounding - Compounding Browser]

File Data windos  Help

Withdraw Ingredient or Bulk Item:

Supply ( * Generie / Trade )

G/ 1TAB (TYLENOL W/

and Bulk

Eupply ( *Generic / Trade )

05/03/2013 15:13:02 temazepam CAPBULK / 30mg / 1 CAP
T o U/D ¢ 18.2/E0

INTRATHE

5718

P
withdraw as
ingredient

tern Code

/0D #3)
p
withdraw as

alprazolam U/D 7 026MGE £ 1TAB  [iNax] Alptab0 26 2
cocaine topical SOLN / 4% / 4MLBTL  (COCAINE TOPICAL) Coclig 1 bulk “eml
Compound Test  TEST / 16.2/60 /Tml / 1supp  (COMPOUNDING TEST COMPOUND) 1234 0 -

diazepam U/D 7 BMG /1 TAB (MALIUM) Valif al m back
diazepam inj INJ # 10MGAZML £ 2ML (VALILM INJ) Walit i £

fentaryl citrate INJ 7 0.05MGA2ML /2 MLAMP [SUBLIMAZE) Fent0.06mg

fentanylin AMP ¢ 250MCGASML / SML (SUMBLIMAZE) FENTASI 40

HYDROmarphOne in SYRG /4 2MG / TML  [DILAUDIDINJ) oiLau2

lorazepam U/D 7 IMG /1 TaB  [ATIWAN] LORT 95

Iorazepam wial INJ 7 2MGA2ML / 2MLVIAL - [ATIVAN VIAL) LORTIV 95

midazolam VAL / TMGAML / GML [VERSED) MIDEZE a0 al

" select for
compounding

(RESTORIL) Temcap 30 11

I select for unit
packaging

“Moritl 0

Ingredients for Bulk supplies for

waste

!

compounding repackaging
details of in-
LELET S

In-transit Filter
@all
O ingredients

< i | a8 O bulks

2ead

1. Perform your compounding or repackaging tasks. When you
have finished, follow the steps in Deposit from Compounding
or Bulk Repackaging on page 90 to deposit your finished prod-
uct into the vault.
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Deposit from Compounding or Bulk Repackaging

Items withdrawn for

compounding or bulk\_

1. If you are not in the compounding function, click compound-

ing on the main menu.

The Compounding Browser appears. Items withdrawn for
compounding or bulk repackaging appear under In-transits.

- Centrack - [Compaunding - Compaunding Browser]

sl U/ J OGSMG £ 1 TAR U] At 35 It withdraw as

cocanetopicdl  SOLM J 4%/ AMLOTL  [COCAINE TOPICAL] Cacha pulk lom
Compourd Test  TEST / 16200/ 1mi / 1oupp  [COMPOUNDING TEST COMPOLMD] 1M o

darrpan  LW/D 7 SHG S 1TAE MALIUH] Vil L] back —
diamparning B/ IONGML J TML WALILIM M) VIl %

ferkargd cieste  INJ 7 QDSHG/ZML / 2ZHLAMP  [SUDLIMAZE ] Fertll5ing

fetargling  AMP / 250MCG/SML £ SML  [SUMBLINAZY) FERTAS o

WrOROmoghlne . STRG 724G /1ML [DILAUDD 18] [ EIE]

keaceparn LD/ IMG /1 TAR  jaTREN) LoR1 3

Weaseparnvisl (WU 7 MGIML J ZMLVIAL  ATRVANVIAL] LR L3

midacolam  WIAL / MG/IML / SHL  IVERSED] MIDAZS 0 &

iont nnd Dulk Wil

R Lkl S

IGARMT G107 meswpn CAPRULE / Mg / 1CAP  [RESTORIL) Taseap 301 B Wik Bl fuber, i

D4016s.

Mot

Filters \ detais oligg
In-transit Filler
Eall

O ingradients

¥  bulks

By default, In-transits lists all items currently withdrawn in the
compounding function. To list only items withdrawn as
ingredients for compounding, select the ingredients filter; to
list only items withdrawn as bulk items for repackaging, select
the bulk filter.

. In In-transits, select the supplies you compounded or repack-

aged. To select multiple supplies, click the first item and then
Ctrl-click each additional item.

. If you are depositing a compound, click select for compound-

ing.
OR

If you are depositing packaged supplies, click select for unit
packaging.

The Compounding window appears. The top of this window
lists all supplies available for deposit as finished product. At
the bottom, In-transits lists each item you selected, along with a
field for you to enter the quantity being used. In the example

90 Centrack User Guide



Deposit from Compounding or Bulk Repackaging

below, two compounding ingredients were selected for
compounding.

Compounding Example

Supplies for deposit aentickctpsurdiog  Conpsundiedl
as finished items \

Daposit Compound or Unit em:

aretric /1

eclammicod B3 UAD /0G0 1 TAE (TYLENOL WIDD0 B3] Tam %
soien U/ 7 035G /1 TAR  paNaN) Aptabd) 35 L]
cocane el SOLN / 4%/ AMLDTL  [COCAINE TORICAL) Cocky
it TEST Imd 1 il
dapam LD £ SHG S TTAE MALILIMY Vi L
dapaning B S WMGSML S TML ALK R Il %
tectargd cisle  INJ 7 DUSHG/ZHL / ZHLAMP  (SUBLIMAZE) Fening
lentarglini NP / 250MOG/SML 7 SML  [SUMDLIMAZE) FENTAS! ]
HIOROmohOne i STRG /26 1ML DILALORD IR sz
keasepam LD S OIMG /1 TAR  jaTRN) LaA1 %
loeasepanisl I/ FMGOML J ZMLVIAL  JATIANVIAL) LR £
miduzclan VWAL / TMBAML / SML  VERSED) DTS ]
midazziam  IN) S 2MGAIML S 2ML MERSED) Vel
Ingredients you sibiongn 846 / BMGML £ SOML NERSED ORI e .
. sidssslunrde VAL 7 SMGML S WIML (VERSED MDV) VeSOV w
selected in the A
H H | [ i I 8
preVIOUS WlndOW \ n-transit Ingrodients selecied
NGRS cmmbsladorna  U/D 7 TGZR0MG / 15UPP (B0 1645085 1 irgred TEUFR [ VSUPP Adenhm
< »

Had you selected a bulk item, the window would have a
different selection button and in-transit heading, as shown
below:

Bulk Example

Supplies for deposit o Ty T T
as repackaged items\ i v

Daposit Compound or Unit em:
1S/l i m

wptwcotued  IN) J BMGML /MG MORPHIKE CARPUJECT] W2 "
mapwwer WD £ 3MG S 1TAR (NS CONTIN WS Con3t) o
mophis epdadl  EPDINFUS / TMGML 7 SOML  MORPHINE EFDURAL) 1230

mosghine gt DA ¢ TMGML / 100ML  (MORPHNE DRI Hoagh100GTT ]
wwaphwrey VISL S MGAML S T0MG  [MORPHINE IN] Morphn10

mopheay YRGS 1mginl J H0ML MORPHINE BU) WEPCA

mophing il B/ SMGANL /4G MORPHINE IR VIAL) Mg =0
mosphinemde  MDVIND 7 1SMGML 7 20WL  (MORPHINE MEV) -

moghne silgte  INTRATHEC £ TOMGAOML 7/ I0ML  [ASTRAMORPH/PF] Mort10

opmmnbsladorna /D 4 1GIBOMG 4 1SUPP B 40 154 SLFPS) Badiths

vcodoralspsp WD J SMG/GSHG /1 TAR  [PERCOCET) Pt

sufertend SS0meg/Sml 1N/ SOMEGML £ SML  [SUFENTA 250MEG/SML) SuberS)

Yemazepom  CAPEULE / 3mg / 1CAP RESTOAIL Tmezap 3 100 b 19

Bulk items you
selected in the

previous window \

Juply *one Qhw/Status A WA Grawn m

solpiders LD/ BME /T TAR  AMAIH) Ak 10
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4. Enter the Amount Using, in units, for each in-transit supply you
are using for this deposit.

Note The deposit unit is not always the same as a withdraw quantity of
one. In the example below, a withdraw quantity of one morphine
sulfate supply is 10 ml, but the deposit quantity is measured in
single ml. The display indicates the deposit unit for each supply.

In-transit Ingredients selected:

SUppl (¥ Genetic £ Trade ) Otysstatus fAamt \Withdrawn | Amount Lsi

05/03/2M315:03:25 opium-belladonna U0/ 16.2/80MG /1 SUPP (B &0 164 SUPFS) 1 Ingred 1 5UPF SUPP

05/09/2013 15:08:46 marphine sulfate INTRATHEC / 10 MGAOML # 10ML  [4STRAMORFH. 1 Ingred 10 ML ML

/

Deposit units

< o i

Srnount Using

5. From the top list, select the supply you are depositing. This is
the supply that represents your compound or unit package.

6. If you are depositing a compound, click select compound.
OR

If you are depositing repackaged items, click select unit
package.

1. If the Position Browser appears, select the position to which you
are returning the supply.
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« Deposit Compound - Position

Deposit from Compounding or Bulk Repackaging

8. In the Position window, enter the Deposit Quantity.

Position

Supply

COMPOLMDIMNG TEST COMPOUND
1234

< i

Deposit Quantity:
E=piration Date: | 05/16/2013

C-Il MDM Drawer 1-4 A
i 0 Max: 0

Compaound Test TEST /A 16.2/60/ 1 ml / 1 supp

deposit
—

back

|

« Deposit Unit Package - Position

Position "
CAI-I¥ CAB Position 2104 deposit
Min 100 Maw 250 o
Supply —

Lat: |In House

temazepam U / 30MG / 1CAP

RESTORIL back

Temcap30 e

£ il |

|

D eposit Quantity: Cl
Expiration Date: | 03/31/2014

Lot | 3248-002

9. If necessary, change the expiration date and lot number.
10. Click deposit.

11. Respond to any Dispense Information or Count Remaining win-
dow as discussed in Deposit and Withdraw Confirmation Win-
dows on page 27.
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The deposit quantity is reflected in the supply list unless the finished

product is a count-remaining supply.

«: Centrack - [Compounding - Compounding Browser]

File Data windos  Help

Withdraw Ingredient or Bulk Item: -
withdraw as

[tern Code ingredient

Tyl

withdraw as

dprazolam U/D J 025G / 1TAB  [<AHAX) Alptah0. 25 43 @
cocaine topical  SOLN / 4% / 4MLBTL  (COCAINE TOPICAL) Coclig 1 bulk e
Compound Test  TEST / 16.2/60/1ml / 1supp  (COMPOUNDING TEST COMPOUND] 1234 o
dazepam  U/D J EMG / 1TAB  (VALIUM) Vai a 3 bagh
diszepamini M)/ TOMG/ZML / 2ML (VALIUM INJ) Valil i
fentanylcirate  INJ / 0.05MG/2ML / 2MLAMP  [SUBLIMAZE) Fent0.05mg Compound
fortarglin.  AMP / 250MCG/SML / EML  (SUMBLIMAZE) FENTASI a0 DepOSited
HYDROmorphOne ini~ SYRG # 2MG / 1ML [DILALDID INJ) DILALZI
lorazepam /D 2 IMG 7 1TAB [ATIVEN) LOR1 £
lorazepam il IMJ 7 2MG/2ML 7 2MLVIAL  [ATIVAN VIAL) LOR1IY %5
midazolam  VIAL / TMG/IML / ML [VERSED) MIDEZS| a &
In-transit ient and Bulk -
select for
compounding
05/09/2013 15:48:41 morphine sufate INTRATHEC / 10MGADML / 10ML  (ASTRAMORPH/PF) “Marit10 1 Withdran Ingred Arber, Ann -
select for unit
waste
" details of in=
transit oy
In-transit Filter
@ all
O ingredients
<l i} I B O bulks
2gadh
«: Centrack - [Compounding - Compounding Browser] = = l

File Data windos  Help

Withdraw Ingredient or Bulk ltem:

mophine gt BAG / TMG/ML / 100ML  (MORPHINE DRIF) Morph1 D0GTT 0 _
morphineini  VIAL / 10MG/ML / 10MG  (MORPHINE INJ] “Morphinil0 “’Fh‘ifaw as
bulk item
morphine i SYRG /£ 10mafml / 30ML (MORPHINE INJ) MSPCA
mophine jvial M)/ 4MG/2ML 7 4ME  (MORPHINE INJ VIAL) MSdinj 50
moiphine mdv MDY INJ / 1SME/ML / 20ML  [MORFHINE MDY) 3951
moiphine sufate  INTRATHEC / 10MGAOML / 10ML  [ASTRAMORPH/PF) “Morit10
opiumbelladonna  U/D / 16.2/60MG / 1SUPP (B &0 164 SUPPS) 80162 Unit Package
OXvcodone/apsp /D / SMG/3Z5MG / 1 TAB  (PERCOCET) PerctabS D .
eposited
sufentani 2805l INJ / SOMCGML / ML (SUFENTA 250MCG /ML) SuferS0 p
temazepam  CAPBULK / 30mg / 1CAP  (RESTORIL) Temeap 30100 blk 194 1

temazepam  UJD / 30MG / 1C4F  (RESTORIL) Temcapdl
aolpidem  U/D / BMG / 1TAB  (AMBIEN) Ambis
! ient and Bulk

a ( *Generic, ) 0 elect for
mpounding
05/08/2013 15:44:41 mophine sufate  INTRATHEC / 10MGA0ML / 10ML  (ASTRAMORPH/PF) “Mart10 1 ithdraw Ingred Arbor, Ann
select for ur
packaging
waste
—

" details of in-

transit —

Intransit Filter

@all

O ingredients
< I} I a O bulks

2ead
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Handling Leftover Supplies
If you have ingredients or bulk material left over after depositing your
compounds or unit packages, you can handle them several ways:

® Waste them immediately, within the compounding function.
For details, see Wasting Supplies within Compounding on
page 97.

® Waste them later using the waste function, as detailed in Waste
on page 63.

® Leave them in transit to be used in a later compounding or
packaging process.

©® Return them using the return function, as detailed in Return on

page 51.
Viewing The compounding function provides details of compounding supplies
Comp oun ding in-transit to help you determine whether leftover supplies are of
Supplies In sufficient quantity to be useful in later compounding or packaging
Transit processes. You can display these details at any time from either the
Compounding Browser or the Compounding window.
To display these details select an item from the in-transit list, and then
click details of in-transit.
+ Centrack - [Compounding - Compounding Browser] = =[]

File Dsta indos  Help

Withdraw Ingredient or Bulk ltem:

withdraw as
~ 3 p
— ingredient .

G /1TAB  (TYLENOL W/COD #3)

dprazalam  U/D J O25MG / 1TAB  [RAMAX) Alptab0.25 43 withdraw as
E bulk item
cocaine fopical ~ SOLN / 4% / 4MLBTL  (COCAINE TORICAL] Cocliy
Compound Test ~ TEST / 16.2/60/1ml / 1supp  (COMPOUNDING TEST COMPOUND] 1234 1 —
diszpam  U/D /MG / 1TAB  MALIUM) Vais 8l L back -

diazepamini  INJ /£ TOMGAZML # 2ML (VALIUM INJ) ValfT0i 9%
fentanyl citrate INJ 7 0.05MGA2ML / 2MLAMP  [SUBLIMAZE] Fent0.05mg

fentaryl inj AMP / 250MCGAML / BML (SUMBLIMAZE) FENTAEI 40
HYDROmorphOne ing SYRG /4 2MG /1ML (DILAUDID M) DILAU2

lorazepam /D 2 IMG 7 1 TAE [ATIVAN] LORT 95
lorazepam wial INJ 2 2MGAZML / 2MLVIAL - [ATIVAN VIAL) LORTIV 95
midazolam VAL / TMGAML / 5ML (WVERSED) MIDAZE a0

®

In-transits (Ingredient and Bulk Withdraws):

& y te Qua User select for
compounding, /.
05/09/2013 15:44:41 morphine sulfate ____INTRATHEC / 10MG/10ML / 10ML  (ASTRAMORPH/PF) “Moit10 1 Withhaw Ingred Arbar, Ann ~
\ select for unit
5 5 packaging
Select an in-transit supply,

and click details of in-transit \
transi

In-transit Filter
@all

O ingredients
£ i 3 O bulks

Aeadh
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The Compounding Event Browser displays the supply as shown below.
The first line shows the amount withdrawn, and the remaining lines
show each use of the supply in compounding or packaging. In this
example, 1 unit of 10 ml was withdrawn, and the supply was only used
once in the amount of 7 ml, or 0.7 of a unit. At the bottom of the
window, you can see that the amount of this supply remaining in transit
is 3 ml.

«/ Centrack - [Compounding - Event Browser - 2 rows]

Supply( *Generic / Trade ) Qhy/Status Amount Withdrawn [User

File  indos Help

04/18/2013 14:03:16 morphine sulfate - 10 MG/10 ML 10 ML (ASTRAMORPH/PF) 1 Ingred 10 ML Arbor, Ann

04/18/201314:2014 morphing sulfate - 10 MGADML 10 ML (ASTRAMORPH/PF) 07 Ingred 7 ML Arhor, Ann

Top line reflects the withdraw

Additional lines show uses
against the withdraw

Summary shows the amount
remaining in transit

Supply: morphine suffste - 10 MG/IDMLIOML (Form: INTRATHEC] [ltem Code: *Maii10) i 0.30/3ML
2ead
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Wasti ng You can waste supplies from within the compounding function at any
Supplies within time from either the Compounding Browser or the Compounding
Compounding window. To do so, follow these steps:

1. In the In transits list, select the item being wasted, and then
click waste.

Centrack displays the Compounding—Waste Quantity window.

2. Enter the Waste Amount or Waste Quantity. If the supply is
defined in AWS as having separable units, such as 10 ml, the
field is Waste Amount. If the supply is defined with discrete
units, such as 1 tab or 1 cap, the field is Waste Quantity.

3. If required by your standard operating procedure, select a Rea-
son for Waste. The reason list contains those reasons defined in
AWS with a type of Centrack.

4. Click the top, green button. Depending on how the supply is
defined in AWS, this button reads either waste or Witness.

Button text depends on whether
a witness is required for the

Compounding - Waste Quantity selected supp|y
Generic Mame: morphine sulfate .
Trade Name: ASTRAWMORFH/PF Wltness‘
Strength: 10 MGA10 ML
Size: 10 ML i back
Farm: INTRATHEC
Waste Amount: Reason for Waste:

ljl ML Contaminated Medication

5. If the supply requires a witness, Centrack prompts for the wit-
ness credentials. A user with the AWS Centrack Witness right
must enter his or her user name and PIN and then click OK.

i}

Witness User:

Cancel

ol

Note You cannot witness your own waste event.
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Notes:
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13 Discrepancies

The discrepancies function helps you record and resolve
discrepancies by letting you view events leading up to the
discrepancy. Once you determine what caused the discrepancy, you
can document the reason it occurred. Any Centrack user can view
discrepancies and enter explanations, but you must have the Centrack
Discrepancy Res right in AWS to resolve discrepancies. You cannot
resolve your own discrepancies.

Discrepancies occur as a result of the following actions:

® The user responds to a count-remaining prompt with a quantity
that does not match the system count

During an audit, or for any kind of withdrawal or deposit event
involving a count-remaining drug, Centrack prompts the user
to count the stock that remains in the vault. If the user count is
different from the count maintained by the system, the event is
flagged as discrepant and appears in the discrepancy function.

® The user marks an event as discrepant in the tracking function

When you perform any kind of withdrawal, you enter the
quantity you are about to withdraw. If, for any reason, you
remove fewer than the quantity you specified, you can mark
the event as discrepant in the tracking function and it will
appear in the discrepancy function.

The discrepancy function also produces reports, which you can print
at will. For more information, see Discrepancy Reports on page 162.
Additional reports, produced by the Examiner application, can also
help you determine how a discrepancy occurred. For more
information about using Examiner to generate Centrack reports, see
MedSelect Examiner User’s Guide.
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Viewing and Resolving Discrepancies

Discrepancy Iist\ o

Discrepancy detail

The discrepancy function lists all discrepancies that occurred during
a time frame that you define. For a given discrepancy, this function
also displays previous accesses to the Centrack cabinet, and you can
control how many or how few accesses are displayed.

To view or resolve discrepancies, follow these steps:
1. On the main menu, click discrepancies.

Centrack displays the Discrepancy Resolution window.
Depending on your date range settings, you may also see a
Date Range window.

2. If necessary, set the date range as discussed in Setting the Date
Range for Discrepancies on page 102.

3. In the discrepancy list, select the discrepancy that you want to
view.

The details of the selected discrepancy appear in the lower
half of the Discrepancy Resolution window.

- Centrack - [Hscrepancy Reselution - 3 rows]

Show prévious
ACCESSES

ALEMINEL  Wikdw Dk Cond e e n b, dres Mo

print discrapancy
AZANITTE  Wibdam Ophy srcpuyshane/spsn 100 v Adin Adein Ho o

date range "
save

.« . back
Count-remaining

counts Dispense counts
Supoly Trade Name: SUFENTA Z50MCG/ ML | Smangh SONCG/ML ] ﬂr ]
Supcly Foskon: £-2 vk Poston 218 Siw SHL | liem s Sueni ]
Duarity Disgensed 2 Wises Count Femaining: T Uses Ditpnise Coun: |
Te: BORTHFT | Systenn Cound Remaining: B ] Syimem Ditpanse Count
Fesatved (]
Fgsolution: |
deady

If the User Count Remaining and System Count Remaining differ,
the discrepancy was created automatically by the system when
a user entered a vault count that did not match the count
maintained by the system.
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If the User Dispense Count and the System Dispense Count
differ, the discrepancy was created manually in the tracking
function.

4. To view previous access events for the same cabinet, click
show previous accesses.

The Previous Accesses window displays earlier events involving
the same cabinet as the selected discrepancy. To limit the
number of accesses that appear in this window, see Setting
Previous Access Properties on page 103.

iscrepancy Resolution - Previous Accesses

041772013 05:47-| 200 C-2 vault Position 306 morphing inj vial
02/12/2003 05:47.55 FM 200 Deposit Admin, Admin MORPHINE INJ VAL
04/17/2013 05:47-49 PM 200 C-2 vault Position 302 morphing carpject
02/12/2003 05:47:49 P 200 Deposit Admin, Admin MORFHINE CARPUJECT
04/17/2013 05:47-41 PM 100 C-2 vault Position 303 meperidine pea sprg
02/12/2003 05:47:41 PM 100 Deposit Admin, Admin DEMEROL PCASYRG
04/17/2013 05:47:34 PM 100 C-2 vault Position 102 morphing inj
02/12/2003 05:47:34 PM 200 Deposit Adrnin, Adrin MORPHINE INJ

&) &

5. When you have finished reviewing the access history, click
back to close the Previous Accesses window.

6. To add additional information about the discrepancy, type a
description under Resolution. The system will add your name
to this entry when you save your changes.

7. To resolve the discrepancy, select Resolved; to leave the dis-
crepancy open, clear Resolved.

Select to resolve, or

Supply Trade Mame; |SUFENTA 250MCG /5L | Strength: |5UMCG-"ML | For: 1M
clear to leave open Supply Position: C-2 vault Pasition 205 | Size: BML | Item Code: Sufen0
Cluantity Dispensed: User Count Remaining: Uzer Dizpense Count:
To: 2MNODRTH-PT Systern Count Remaining: (8 System Dizpenze Count:
Type descriptive text Sl

Resalution: ‘

Only 7 meds were available inthe wvault. [

Centrack User Guide 101



Discrepancies

8. Click save before selecting the next discrepancy you want to

work with.
Setting the Date The first time you use the discrepancies function, Centrack displays
Range for _ the Date Range window so you can specify the time frame of the
Discrepancies discrepancies you want to see. By default, this window displays all

events that occurred during the time period determined by the
Centrack Date Retrieval setting for the Centrack department in AWS.

. Date Range - Discrepancy Resolution

Begin Date: | n4/12/2m3
End Date: |04/13/2013

cancel |

defaults

Always Display Before Retrieving:
help

300

The dates are inclusive. For example, if you specify a begin date of 4/
12/2013 and an end date of 4/19/2013, all discrepancies that occurred
on those dates would be displayed along with all discrepancies that
occurred between those two dates.

To set the date range, follow these steps:

1. If the Date Range window is not displayed, open it in one of the
following ways:

O On the main menu, click discrepancies.
O In the Discrepancy Resolution window, click date range.

O In the Discrepancy Resolution window, select Set Date
Range from the Data menu.

2. Enter the Begin Date and End Date of the discrepancies you
want to see.

3. Click ok, and the Date Range window closes.

Field Definitions: Date Range-Discrepancy Resolution

Field Definition

Begin Date Date of the oldest entries you want displayed. The default date is set
at the department level in AWS.

End Date Date of the newest entries you want displayed. The default date is
today’s date.
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Field Definitions: Date Range-Discrepancy Resolution

Field

Definition

Always Display Before
Retrieving

Select to display the Date Range window every time you open the
Discrepancy Resolution window.

Clear to suppress the display of the Date Range window
automatically upon opening the Discrepancy Resolution window. If
you clear this option, you can still open the Date Range window
manually by clicking the date range button in the Discrepancy
Resolution window or selecting Set Date Range from the Data menu.

Accepts the date range. The Date Range window closes, and the
Discrepancy Resolution window displays discrepancies that occurred
within the specified date range.

cancel o
—

Closes the Date Range window without altering the date range.

defaults

Displays the default Begin Date and End Date.

help -

.

Displays online help for the Date Range window.

Setting Previous
Access
Properties

To limit the previous access entries displayed when you click show
previous accesses, follow these steps:

1. In the Discrepancy Resolution window, select Set Number of Pre-
vious Accesses from the Data menu. The Previous Access Proper-
ties window opens.

. Discrepancy Resolution - Previous Access Properties

Show Previous Accesses

cancel

Search no more than Previous Days

help

2. In Show Previous Accesses, type the maximum number of
accesses you want displayed.

3. In Search no more than, type the maximum number of days you
want the search to go back. Note that the larger the number,
the longer the retrieval might take.

4. Click ok.
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Notes:
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14 Tracking

When supplies are removed from the Centrack vault, or when they are
removed from a DT en route to the pharmacy, they are considered to
be in transit. For example, if ten Xanax tablets are withdrawn from the
vault for DT-ICU, they are considered in transit until all ten tablets are
accounted for by a stock at DT-ICU, a return to Centrack, or a
combination of both. When the supply counts are satisfied, these
events are automatically reconciled (no longer in transit) by the
system.

The tracking function helps you monitor in-transit events so you can
determine whether they are typical or need your attention. Centrack
provides tools that help you determine why they did not reconcile
and, when necessary, you can manually reconcile and unreconcile
events. You can also create a discrepancy when there was not enough
stock in the vault to remove the amount specified in a withdraw
function.

All tracking operations begin with the Medication Tracking—Tracking
Browser, which appears when you click tracking on either the main
menu or the alternate menu. The topics below introduce the browser
and help you perform the various tracking functions:

® Using the Tracking Browser
® Reconciling In-transit Events
® Unreconciling Events

® Creating a Discrepancy

® Reprinting Paper Tracking Control Sheets
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Using the Tracking Browser

To display the Tracking Browser, click tracking on the main or alternate
menu.

«. Centrack - [Medication Tracking - Tracking Browser - 9 rows]

File Data windon  Help

ml / 1supp (COMPOUNDING TEST COMPO
05/09/2013 15:44:41 morphine sulfate  INTRATHEC / 10MG/I0ML / 10ML  [ASTRAMORFH/PF) 1 Withdraw Ingiedier DTRXDEMO_C Arbor, Ann
05/09/20131257.53 diazepamini  INJ / 1OMG/ZML / 2ML [VALIUM I4J) 2 ExpieFh DTRRXDEMO_C Arbor, &nn '
05/09/201 3125710 acetamin w/cad #3 U/D / 30/300WG / 1 TAB  [TYLENOLW/COD #3) & ExpieFh DTRRXDEMO_C Arbor, &nn
05/09/2013 123027 mowphine epidwial  EPID INFUS /1 MGAML / SDML  (MORPHINE EPIDURAL) 1 Withdraw ZMORTH-PT 130509@122933  Avbor, nn
05/08/2013 173453 acetamin w/cad #3 U/D / 30/300WG / 1 TAB  (TYLENOLW/COD #3) 2 Withdraw PACU-FT 130508@1 7427E. Arbor, Ann it
05/08/201317:34.38 acetaminw/cad #3 U/D / 30/300WG /1 TAB  (TYLENOLW/COD 83 £ Withdraw DTRRDEMO-PT 130508G 74278 Arbior, Ann view linked
05/02/2013 161350 fentanyl civate M) / DOSMG/Z ML / 2MLAMP  (SUBLIMAZE] & Withdraw DBFPFT 130508@1612288 Arbor, Ann events
05/02/2013 161252 O¥Yeodone/apap UMD / BMG/325ME / 1 TAB (PERCOCET] & Withdraw OBFPFT 130508@161228C Arbor, Ann i
-
Events
@® In-Transit
& To/From DT
In-Transit events are O Paper Track
selected by default © Exp/Regall
© Comp/UP

O External Fac
© Load/Unload
O All Centrack
© Reconciled
O Automatic
© Manual
&= 24 hours

|

Aead:

The Tracking Browser initially displays all in-transit events. You can
select a different filter to display a different list of events. When you
do, the option buttons change to reflect the possibilities available for
events of the selected type. For example, if you select a Reconciled
filter, only reconciled events are listed, and the reconcile button text
changes to unreconcile. The field definitions table on page 107
provides detailed information about the components of the Tracking
Browser.

To refresh the browser, press F5. The display is updated to include
events placed in-transit since the previous display of the browser.

The topics that follow explain how to make the browser display just
the events you want to view.

® Viewing In-transit Events

® Viewing All Centrack Events
® Viewing Reconciled Events
® Viewing Linked Events

® Changing the Date Range
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Field Definitions: Medication Tracking-Tracking Browser

Field Definition

Date Date the event occurred. Note that when you select any In-Transit
filter, possibly discrepant events are displayed in red. These are
items older than the Discrepancy Time Interval set for the Centrack
client in AWS.

Supply (*Generic/Trade) | The supply generic name, form, strength, size, and units, and trade
name.

Quantity The count involved in the event

Status The action performed on the supply

To/From For events that remove supplies from the vault, the supply

destination; for events that place supplies in the vault, the
destination of origin.

Note that when you select the All Centrack filter, this column heading
is To.

Control/Form #

Any control or form number associated with the event:
® For deposit events, the deposit form number
® For paper track events, the paper tracking control number

® For quarantine and surrender events, the surrender package
number

For all other events, this field is blank.

User

The user who performed the event

Note

Notes added during a withdraw or return for a paper tracking
location or during a return without selection. If the note appears to
be cut off, select the event and click view notes to see the complete
note text.
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Field Definitions: Medication Tracking-Tracking Browser

Field Definition

Events Filter that limits the events listed in the data area. Select from the
following:
In-Transit Displays all in-transit events; the reconcile button is

available. You can further limit the display of in-transit
events by selecting one of the following options:

To/From DT—only events involving DT terminals
Paper Track—only paper tracking events
Exp/Recall—only Centrack expire or recall events
Comp/UP—only compounding and unit packaging

External Fac—only events related to loaning or
borrowing supplies

Load/Unload—only Centrack load and unload events

All Centrack |Displays all events generated by Centrack during a
specified period of time; the reconcile button is not
available.

Reconciled |Displays only reconciled events. The reconcile button
changes to unreconcile. You can further limit the
display of reconciled events by selecting one of the
following options:

Automatic—only events reconciled automatically by
an offsetting event in the Centrack system.

Manual—only events reconciled manually in the
tracking function.

Note that the date listed for these events is the date of
the event, not the date on which the event was
reconciled.

> nn hours | A subset of In-Transit, this option displays only in-
transit events that are over nn hours old, where nn is
the Discrepancy Time Interval set for the Centrack
client in AWS.

Date Range Applied The beginning and end dates of the time period used for event
display. The beginning date is initially determined by the hours
specified in the AWS All Centrack Retrieval setting for the Centrack
pharmacy department. The end date is today’s date. You can
change these dates as discussed in Changing the Date Range on
page 115.

Note that the date range applies only when you select All Centrack or
one of the Reconciled filters.
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Field Definitions: Medication Tracking-Tracking Browser

Field Definition
— This button changes depending on the filter you select.
reconcile . . o .
_— Click reconcile to reconcile in-transit events.

unreconcile
_—

Click unreconcile to place reconciled events back in transit.

discrepancy

Opens the Discrepancy Handler window so you can mark an event as
discrepant. The event then appears in the discrepancies function.

¥ view linked

events___dr

Displays the Medication Tracking—Event Browser, showing only the

selected event and those related to it.

view note.

Opens the Attached Note-Medication Tracking window so you can
view notes that are too long to fit in the Tracking Browser.
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Viewing In- 1. Click tracking on either the main menu or the alternate menu.
transit Events By default, the Tracking Browser displays the in-transit events. A
red date field indicates a possibly discrepant event.

«. Centrack - [Medication Tracking - Tracking Browser - 9 rows]

File  Data windon Help

reconcile

ml / 1supp [COMPOUNDING TEST COMPO _J
05/09/2013 15:44:41 marphine sulfate INTRATHEC / 10MGAOML / 10ML  [ASTRAMORPH/PF] 1 ‘withdraw Ingredier DTR*DEMO_C Arbor, Ann
05/09/201312:57:53 diazepam inj IMJ 7 10MG/2ML / 2ML [YALIUM [NJ] 2 Expire Ph DTRXDEMO_C Arbar, Ann '
05/09/201312:57:10 acetamin wicod #3 u/D / 30/300MG /1 TAB  [TYLENOL'W/COD #3) E Expire Ph DTRXDEMO_C Arbar, Ann
05/09/201312:30:27 morphing epidural EPID INFUS /1 MGAL / 50ML  (MORPHINE EFIDURAL] 1 withdraw 2MORTH-PT 1305090122933 Arbor, Ann
05/08/201317:34:53 acetamin wicod #3 u/D / 30/300MG /1 TAB  [TYLENOL'W/COD #3) 2 ‘withdraw PaCU-PT 1305083173427 Arbor, Ann ‘
05/08/201317:34:38 acetamin wicod #3 u/D / 30/300MG /1 TAB  [TYLENOL'W/COD #3) B ‘withdraw DTRXDEMO-PT 1305081734278 Arbor, Ann view linked
05/08/2013 16:13: 50 Yentany| citrate INJ 4 0.05MGA2 ML 4 2MLAMP  [SUBLIMAZE) B ‘withdraw OBPP-PT 1305081612288 Arbor, Ann EVEHlS‘
05/08/2013 16:12:52 ¥x<Ycodonesapap u/D / 5MG/325MG 4 1 TAB  [PERCOCET) B ‘withdraw OBPP-PT 130508E1612268C Arbor, Ann —
\ back
_
Possibly discrepant events /Evems
All in-transit events are @ In-Transit
selected by default O To/From DT
O Paper Track
O Exp/Recall
O Comp/UP

O External Fac
& Load/Unload
O All Centrack

Select to view only © Recanciled
possibly discrepant events © Automatic
© Manual
© = 24 hours
& L o
Read:

2. To further limit the display of in-transit events, select one of the
other In-Transit filters.

3. To view an event note in a separate window, select the event
and then click view note. When you are finished with the note,
click back in the Attached Note window.

4. Review the event list and determine whether any event
requires further action.

O To reconcile an event, follow the steps in Reconciling
In-transit Events on page 117.

O To mark an event as discrepant, follow the steps in Cre-
ating a Discrepancy on page 121.
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Viewing All You can view all Centrack events, including both in-transit and
Centrack Events reconciled events, that occurred within a specified date range. To do
so, follow the steps below:

1. Click tracking on either the main menu or the alternate menu.
By default, the Tracking Browser displays only in-transit events.

2. Select the All Centrack filter.

The reconcile button becomes unavailable. By default, the
Tracking Browser displays all events that occurred during the
time period determined by the All Centrack Retrieval setting
for the Centrack department in AWS. The date range being
used is displayed below the filters.

Reconcile is not available

«/ Centrack - [Medication Tracking - Tracking Browser - B6 rows]

File  Data W Help

. . reconcile
CAP BULE / 3 /A 1CAP [RESTORIL) B ulk.

05/03/2013 154357 temazepam  CAPBULK / 30mg / 1 CAF (RESTORIL) & RetunPh Atbor, A .
05/03/2013 154319 temazepam  CAPBULK / 30mg / 1 CAF (RESTORIL) 6 Withdraw Ingredier Atbor, A
05/03/2013 154223 morphine sullste INTRATHEC / 10MGAOML / 10ML  [ASTRAMORPH/PF) 03 WastePh Atbor, A
05/03/2013 154204 temazepam UJD / 30MG / 1CAP (RESTORIL) & DepositUnitPkg Atbor, A i
05/03/2013 154202 temazepam  CAPBULK / 30mg / 1 CAF (RESTORIL) 6 withdram Bulk Atbor A
05/03/2013 15:37:47 acetaminw/eod #3 /D / 30/300MG / 1T4E (TYLENOL w/COD #3) 1 hithdram Bulk Atbor, A T
05/03/2013 15:36:47 morphine sullste INTRATHEC / 10MGAOML / 10ML  [ASTRAMORPH/PF) 07 Withdraw Ingredier Atbor, A | EVEM
05/03/2013 15:36:47 Compound Test  TEST / 162/60/1ml / 1 supp (COMPOUNDING TEST COMPO 1 Deposit Compaunc Atbor A
05/03/2013 15:36:45 opumbelladonna  U/D 7 16.2/60MG / 15UFP (8 40 164 SUPPS) 1 ithdraw Ingredier Atbor A back J
05/03/2013 151902 temazepam  CAPBULK / 30mg / 1 CAF (RESTORIL) 6 withdram Bulk Atbor, A i
vents
05/03/2013 151840 temazepam  CAPBULK / 30mg / 1 CAF (RESTORIL) 200 Deposit DOMA0SOST  Adbor, Ann &
05/03/2013 150925 opumbelladonna  U/D / 16.2/60MG # 15UFP (8 40 164 SUPPS) 1 Withdraw Ingredier All Centrack “4m ©To/From DT
05/03/2013 15.08:45 morphine sulste INTRATHEC / 10MGAOML / 10ML  [ASTRAMORPH/PF) 1 Withdraw Ingredier Atbor A
selected O Paper Track
05/03/2013 15:08:15 marphine e MDVINJ / 15MG/ML / 20ML  (MORPHINE MDV) 0 Open Posiion tbor. &
O Exp/Recall
05/03/2013 145559 marphine campuiect M) / 2MGML / 2MG  (MORFHINE CARPUJECT) 1 Sunender c2om3q Atbor, B o
amp,
05/03/2013 145559 cocane toical  SOLN / 4% / 4MLBTL [COCAINE TOPICAL) 1 Sunender c2om31 Atbor, Ann P i
xternal Fac
05/03/2013 145559 dazepam  U/D / 5MG / 1TAB (VALIUM) 2 Surender c2om3q Atbor, Ann 4
Load/Unload
05/03/2013 145358 fentaryl cirte  INJ / QLOSMG/2ML / 2MLAMP  (SUBLIMAZE) 25 Suender C2om3a Atbor, Ann /
@ All Centrack
05/03/2013 14,4329 fertaryl civte  INJ / QOSMG/2ML / 2MLAMP  (SUBLIMAZE) 25 Quarantine c2om3a Atbor, Ann
Reconciled
05/03/2013 14,4859 fertaryl cirte  INJ / QOSMG/2ML / 2MLAMP  (SUBLIMAZE) % Recall Ph Atbor, A ©
05/03/2013 135547 mophine carpiect  INJ # 2MG/ML / 2MG  (MORPHINE CARPUJECT) 1 Quarantine c2om3q Atbor, Ann S/Automatic
05/08/2013 125763 diazepamini  IMJ / TOMG/ZML / 2ML [WALIUM INJ) 2 EspirePh Arbir, A OManual
05/03/2013 125710 acetamin w/eod #3 /D / 30/300MG / 1T4E (TYLENOL w/COD 43) 6 EspieFh Atbor, A ©> 24 hours
05/03/2013 1256:17 acetaminw/eod £3 /D / 30/300MG / 1T4E (TYLENOL w/COD 43) 6 Quarantine c2omaz Atbor, Ann Date Range Applied:
i 03/19/2012 01:00 10
05/03/2013 125554 acetamin w/eod #3 /D / 30/300MG / 1T4E (TYLENOL w/COD #3) 6 EspieFh Atbor A a s
< >
2220

Event date range
3. To use a different date range, follow the steps in Changing the
Date Range on page 115.

4. To view an event note in a separate window, select the event
and then click view note. When you are finished with the note,
click back in the Attached Note window.

5. Review the event list. If you need to mark an event as discrep-
ant, follow the steps in Creating a Discrepancy on page 121.
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Viewin g You can view all reconciled events that occurred within a specified
Reconciled date range. To do so, follow the steps below:
Events

1. Click tracking on either the main menu or the alternate menu.
By default, the Tracking Browser displays only in-transit events.

2. Select one of the Reconciled filters.

The reconcile button becomes an unreconcile button. By
default, the Tracking Browser displays all reconciled events that
occurred during the time period determined by the All
Centrack Retrieval setting for the Centrack department in
AWS. The date range being used is displayed below the filters.

«/ Centrack - [Medication Tracking - Tracking Browser - 3 rows]
File Data uindon  Help

| unreconcile
TAB [TYLENOL

04/19/201314:37:04 propoxyphens-apap (u/d) - 100/650MGT TAB  [DARVOCET-N 100 [L Darvn100 100 Unload Ph DTRXDEMO_C Arbor, Arin

04/19/201314:36:40 proposyphens/apap - 100MG/B50MGT TAB  [DARYVOCET-N 100) Dartab 100 bk 70 Unload Ph DTRXDEMO_C

Abor, Ann discrepancy

view note

108

view linked

unreconcile is available

Events
O In-Transit

O To/From DT
O Paper Track
O Exp/Recall
& Comp/UP
O External Fac
& Load/Unload
O All Centrack
Any Reconciled © Recanciled
filter selected O Automatic
& Manual
Event date range i
\ Date Range Applied:

0370272012 1300 to
0442372013

<) a8
Read:

3. To use a different date range, follow the steps in Changing the
Date Range on page 1185.

4. To view an event note in a separate window, select the event
and then click view note. When you are finished with the note,
click back in the Attached Note window.

5. Review the event list. If you find that events have been recon-
ciled in error, you can place them back in transit by following
the steps in Unreconciling Events on page 120.
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Using the Tracking Browser

When the Tracking Browser lists similar events, you can get help in
differentiating them by viewing linked events. For example, if you see
multiple withdraws of the same supply for the same DT, and you also
see a return of that supply, you can determine which withdraw the
supply was returned against by viewing events linked to the return.

To view linked events, select an event and then click view linked
events. The result appears in the Medication Tracking—Event Browser.

The example below shows that 6 OXYcodone/apap were returned
from DT2North while two recent withdrawals were still in transit—one
with a quantity of 6 and the other 35. Viewing events linked to the
return shows that it was made against the withdrawal of 35.

. Centrack - [Medication Tracking - Tracking Browser - 23 rows]

File Data window  Help

donea|

o/ From

pap U/D / Bh G/ 1TAB [PERCOCET] Return Ph DT2MNORTH

/0772014 09:33:36 diazepam D /4 BMG /1 TAR [WALILIM) 19 Wwithdraw DT2MORTH

/077201 4 03:32:34 lorazepam vial INS ¢ 2MGA2ML 4 2 MLVIAL  [ATIVAN V1AL 12 ‘withdraw DT2MORTH

1/07/2014 033331 momphine inj  V0al / 10MGAML 2 10MG [MORPHINE INJ] 10 withdraw DTZ2MORTH

01/07/2014 09:32:35 fentanyl cirate IMNJ 4 D.05MGA2ML /2 ML AMP (SUBLIMAZE) 4 Withdraw DTZNORTH

1 /07/2014 0%:32:09 OkYcodone/apap /D / BMGAI2EMG /1 TAB  [PERCOCET) 35 Withdraw DT2NDF|TH)

/07 /201 4 03:31:40 morphing inj SYRG / 10mg/ml / 30ML  [MORPHINE INJ] 8 Withdraw DT2MORTH ¢ view linked

1 /06/201 4 17:45:14 Ox¥codone/apap U/ /A BMGA325MG /1 TAB  [PERCOCET) 8 Wwithdraw OB-POSTRARTUM event_s_‘
01 /0642014 17:45:00 OXYcodone/apap U/ / BMGA3ZBMG /1 TAB  [PERCOCET) 4 Withdraw MEDSELECT

/0642014 17:45:00 Ol<Y'codone/apap U/ / BMGAI2EMG /1 TAB  [PERCOCET) 4 Withdraw DTRACU

01/N6/2014.17:43:03 diazepam
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01/06/2014 17:45:00 DY codonedapap

/D /A SMGAI25MG A 1 TAB  [PERCOCET) B withdraw DT2MORTH

[ - Centrack - [Medication Tracking - Event Browser - 2 rows]

DTR®DEMO_C DT2NORTH

File Data wvindow  Help

01/07/2014 03:32:09 35 Withdraw

USET, Lser

01/07/2014 03:33.00 £ FRetumPh DTRADEMO_C DTZNORTH uzer, uger
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Similarly, two acetamin w/cod #3 were wasted from DT OB-
POSTPARTUM after two withdrawals had been made within about an
hour of each other. Viewing events linked to the waste event shows
with certainty the waste was made against the earlier withdrawal.

n: Centrack - [Medication Tracking - Tracking Browser - 24 rows]

File Data

iindow

Help

014 10:50:24
/07 /201 4 09:39:00
/07 /201 4 03:33:36
/07 /201 4 03:33:34
01/07/2014 09:33:1
/074201 4 09:32:35
/07 /201 4 03:32:09
/07 /201 4 03:31:40
01 /06/2014 17:45:14
1 /0420 4 17:45:00
1 /06/200 4 17:45:00
1 /06/201 4 17:45:00
01 /0642014 17:43:03
/0642014 17:42:01
/0672014 13:47:31
1 /06/201 4 13:21:52
01 /06/2014 13:11:36

/062014 121112

Supply § ¥ Generic / Trade ) o/ From

ua / OE-POSTPARTLM ¥

MG /1 TAR

[TYLEMOL !

acetamin w/cod #3

0¥ codone/apap U/D / BMGA3Z2EMG /4 1 TAB  [PERCOCET) E FRetun Ph DT2MORTH
diazepam U/ / BMG /1 TAE  [PALILM) 19 Withdraw DT2MORTH
larazeparn vial INJ & 2MGA2ML /2 MLWIAL  [ATIVAN VIAL) 12 “Wwithdraw DT2MORTH o

" view linked
rmorphine inj Vial 4 10MGAML / TOMG [MORPHIME IMJ) 10 Withdraw DT2MORTH events '
fentanyl cirate IMJ /4 0.0BMGA2 ML/ 2MLAMP  [SLUELIMAZE) 4 withdraw DT2MORTH

RSB . Centrack - [Medication Tracking - Event Browser - 2 rows]

mmorphing inj File Data window  Help

O¥vcodonesap Frarm I o

Ditveodone/ap | o ng o014 10:3059 12 Wwithdraw DTR%DEMO_C DE-POSTPARTUM uzer, user
Dréveodonedap | o np o014 10:80:24 2 Waste Ph DTR*DEMO_C DE-POSTPARTUM user, user
O¥v'codonesap

diazepam U

diazepam L
acetamin w/cor

acetamin w/oo:

opiur-belladonr

morphine sulfate INTRATHEC / 10MGADML / 10ML  [ASTRAMORPH/PF) 1 Withdraw Ingredier DTRXDEMO_C

1 /06/201 4 11:35:29 acetamin w/cod #3 LD A 30/300MG A 1 TAR  [TYLENOL Ww//COD H3) B “withdraw OB-POSTPARTLUM )
/067201 4 10:31:40 acetamin w/cod #3 LD /4 30/300MG /1 TAR  [TYLENOL W/COD #3) 2 Return Fh OB-POSTRARTUM
(01 /0642014 10:30:55 acetamin w/cod #3 U/ 30/300MG 4 1 TAR  [TYLEMOL 'W/COD #3) 12 Withdraw DB-PDSTF’AHTUM)
/0242014 17:52:18 acetamin w/cod #3 LD /4 30/300MG A ATAR  [TYLEMOL WACOD #3) IR EMDOSCR™

The table below identifies the Centrack events that may appear as

linked events.

When you select this kind of
event...

You may see these related
Centrack events

deposit

(none)

deposit borrow

return borrow

deposit compound

withdraw ingredient

deposit unit pkg withdraw bulk
expire quarantine
return
waste
load (none)
quarantine expire
recall
surrender
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When you select this kind of
event...

You may see these related
Centrack events

recall

quarantine
return
waste

return

expire

recall

withdraw

withdraw bulk
withdraw ingredient
withdraw loan

return borrow

deposit borrow

return loan

withdraw loan

sell

(none)

surrender

quarantine

unload

(none)

waste

expire

recall

withdraw

withdraw bulk
withdraw ingredient
withdraw loan

withdraw

return
waste
withdraw

withdraw bulk

deposit unit pkg
return

waste

withdraw bulk

withdraw ingredient

deposit compound
return

withdraw ingredient
waste

withdraw loan

return
return loan
waste

Changing the
Date Range

You can limit the events displayed in the Tracking Browser when you
are using the All Centrack filter or a Reconciled filter. To specify the
date range, follow the steps below:
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1. Select Set Date Range from the Data menu. Centrack displays
the Date Range window.

«: Date Range - Medication Tracking

Begin Date: | 03,13/2012
End Date: [05/09/2013

300

cancel
defaults

help

The dates are inclusive. For example, if you specify a begin
date 0f 4/12/2013 and an end date of 4/19/20183, all events that
occurred on those dates would be displayed along with all
events that occurred between those two dates.

2. Type the Begin Date and End Date of the events you want to see.

3. Click ok, and the Date Range window closes.

Field Definitions: Date Range-Medication Tracking

Field Definition

Begin Date Date of the oldest entries you want displayed. The default date is set
at the department level in AWS.

End Date Date of the newest entries you want displayed. The default date is
today’s date.

Accepts the date range. The Date Range window closes, and events
that occurred within the specified date range are displayed.

Closes the Date Range window without altering the date range.
cancel

_"

Displays the default Begin Date and End Date.
defaults

help

2 Displays online help for the Date Range window.
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Reconciling In-transit Events

You can only initiate the reconcile process while viewing in-transit
events in the Medication Tracking—Tracking Browser. Although you
must have the Centrack Reconcile right to reconcile an event, any
Centrack user can use this function to enter the reason that the event
did not reconcile automatically. These reasons can help the
authorized user who will eventually have to reconcile the event.

To reconcile an event or to enter a reason for manually reconciling,
follow the steps below:

1. If you are not viewing in-transit events, click tracking on the
main menu.

2. Select the event to be reconciled, and then click reconcile.

The Reconcile Browser displays the events most likely related to
the event you selected. The contents of this browser depend on
not only the status of the event you selected but also your user
rights.

If you have the Centrack Reconcile right, the top button is a
reconcile button, which saves the reconcile reason and
reconciles the event; otherwise it is a save reason button,
which saves the reconcile reason but does not reconcile the
event.

The status of the event you selected affects both the data
display and the buttons that appear:

O Destination-related event—The initial data display lists
all in-transit events for the same destination and supply.
The middle button is show all destinations button.
Click it to show all in-transit events for the supply; the
button name changes to show orig destination. Click it
a second time to re-display the initial list of events

O Loan-related or internal pharmacy event—The initial
data display lists similar in-transit events for the supply.
The middle button is show all events button. Click it to
show all in-transit events for the supply; the button
name changes to filter events. Click it a second time to
re-display the initial list of events.

O Other events—The data display lists all events for the
supply, and the browser does not have a middle button.

In the example below, the selected event is related to a paper-
tracking destination, so the data area lists all in-transit events
for the same supply and destination, and the middle button
toggles between show all destinations and show orig
destination. Because the user performing the function is
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authorized to reconcile Centrack events, the top button is a
reconcile button.

- Centrack - [Medication Tracking - Reconcile Browser - 1 row (filtered)]

File  Edit  Dats dndon  Help

|5upp|y: scelaminuifcod 83 U/D / 30/300MG 7 1TAB (Item Code: Tyi#3)

05/08/2013 17:34:53 2 Withdraw DTRXDEMO_C PACUPT 1305061 73427E Arbor, Ann

\ Destination of original event

« Centrack - [Medication Tracking - Reconcile Browser - 3 rows]

File Edit Data window  Help

|5upp|y: acelamin w/cod#3 /D / 30/300MG / 1TAB [ltem Code: Tyl#3)

DTR=DEMO_C

6 ExpiePh

DTRXDEMO_C PACU-PT

05/08/2013 17:34:38

£ Withdraw DTRXDEMO_C

DTR<DEMO-PT 130508@1734278 Arbor, Ann

All destinations for selected supply

Type the reason for the
manual reconcile

< m I ]
Enter reason for manual reconcile:

Papertrackiterms, should not have expected return ‘

Reason History

2ead

For a complete list of the button sets displayed under various
conditions, see the Reconcile Browser Buttons table that
follows this procedure.

3. Select one or more events that are to be reconciled as a group.

4. Type the reason for manually reconciling these events, and
then click reconcile, or, if you are not authorized for Centrack
reconcile, click save reason.

5. When prompted to confirm the number of events being recon-
ciled, click Yes.

Reconciled items are no longer in transit; you can view them
by selecting the Reconciled Manual filter.
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Reconciling In-transit Events

Status of Selected Even

Button Set

with Centrack Reconcile right

without Centrack Reconcile right

DT or paper-tracking
related

recancile

show all

destinations /™
Sroyrarig
destination

save reason

“show all
destinations

withdraw loan

return loan

withdraw bulk _ _

withdraw ingredient
expire ph _
recall ph

unload ph ther: -évanis ﬁiter: -évants
load ph

(all other statuses)
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Unreconciling Events

You can unreconcile events that should not have been reconciled.
However, you cannot unreconcile quarantine or surrender events. If an
event was reconciled in a group with other events, the entire group
must be unreconciled together.

You can only initiate the unreconcile process while viewing reconciled
events in the Medication Tracking—Tracking Browser.

Note To unreconcile an event, you must have the Centrack Reconcile right in
AWS.

To unreconcile an event, follow the steps below:

1. If you are not viewing reconciled events, click tracking on the
main menu, and then select one of the Reconciled filters.

2. Select the event to be unreconciled, and then click
unreconcile.

The Unreconcile Browser displays the selected event or event
group along with the reconcile reason history.

«/ Centrack - [Medication Tracking - Unreconcile Browser - 1 raw]

File Data window  Help

Supply: morphine epidwal  EPID INFUS / 1 ME/ML / S0ML {item Code: 1233R) .
unreconcile

DTRRDEMO_C ZNORTH-PT

N

Selected reconciled event

Type the reason for

/ unreconciling the event
< ]

E_nls,-r reason for manual reconcile: Reconciled 05/09/2013 17:08:20 Manually by Admin Admin

Reconciled wrang order. This should still be in transit

View reconcile reason history

Reason History

Dept cancelled order: none withclrawn

Jead:

3. If required by your standard operating procedure, type a rea-
son for unreconciling the event or event group.

4. Click unreconcile.
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Creating a Discrepancy

5. When prompted to confirm the number of events being recon-
ciled, click Yes.

The items are once again in transit; you can view them by
selecting the In-transit filter.

Creating a Discrepancy

When too few of a supply are in the vault to complete a withdraw, you
can create a discrepancy to account for the difference. For example,
you might specify a count of 48 in the Centrack withdraw function, but
when you open the vault, only 47 are available in inventory. This event
is sometime called a too-few discrepancy, and you use the tracking
function to record it.

Note  To create a discrepancy for a given supply, you must have the
corresponding Centrack schedule access right in AWS.

To create a too-few discrepancy, follow the steps below:

1. If you are not viewing in-transit events or all Centrack events,
click tracking on the main menu.

2. Select the event for which you want to create a discrepancy,
and then click discrepancy.

The Discrepancy Handler displays event details.

«: Medication Tracking - Discrepancy Handler

E3

Ewent Supply

05/08/201317:34:38 B Withdraw acetamin w/cod #3
TYLENOL W/COD #3

User Count Remaining: 30/300MG 1 TAE U/D
Spstem Count Remaining: 176 Tl
User Dispense Count: Pasitior: C-II-IY CAB Pasition 2-304
Syster Dispense Count: User Arbor, Ann
Discrepancy. Mo Fesolved: Mo

discrepanc cancel hel

3. Review the details to ensure that you selected the correct
event, and then click discrepancy.
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The Discrepancy Count window displays the original event
quantity.

« Medication Tracking - Discrepancy Count

Original Event: D Withdraw
J create

Actual Quantity Received: EWilhdlaw

—J
help '

4. Enter the Actual Quantity Received. It must be less than the
Original Event quantity.

5. Click create.

The discrepancy is now available for resolution in the
discrepancies function. It will appear with the original event
date, not the date you created the discrepancy.

Reprinting Paper Tracking Control Sheets
You can reprint the control sheet for a paper tracking event while
viewing it in the Tracking Browser. To do so, follow the steps below:

1. If you are not viewing in-transit events or all Centrack events,
click tracking on the main menu.

2. Select the event for which you want to reprint the control sheet.

3. From the Data menu select Print Control Sheet.

w: Centrack - [Medication Tracking - Tracking Browser - 9 rows]
File | Data [ window  Help

Set Date Range

| . Print Control Sheet I\_|
- 5T /1626077 ml / 1supp [COMPOUNDING TEST COMPO 1 W

Sort

05 TRATHEC / 10MGAOML / 10ML  [ASTRAMORPH/FF) 1 Wi
Filter

05/ 10MGA2ML / 2ML (WALIUM INJ) 2 E
Find Ctrl+F

05/ U/D /4 30/300M0G /1 TAB  (TYLENOL wW/COD H3) EF
Refresh F5

D5/ brenarreooermorprine epaa—t PID INFUS /1 MG/ML / S0ML [MORPHINE EPIDURAL] 1w

3 acetamin w/cod #3 /D 4 30/300M0G A 1 TAB  (TYLEMOL W/COD #3)

05/08/2013 17:34:38 acetamin w/cod #3 /D 4 30/300MG A 1 TAB  (TYLENOL wW/COD #3) [

The Paper Track Print-Medication Tracking window opens.

4. Click the button corresponding to the number of copies you
want to print.
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Reprinting Paper Tracking Control Sheets

Select the number of copies

Paper Track Print - Medication Tracking

-
Location: PACU-PT
Control #: 130508@173427E —

back
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Notes:
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15 Load

The load function is typically used for one of two purposes:

® To place your current inventory into Centrack positions during
the initial setup of the Centrack system

® Once the system has been established, to return supplies to
the vault after they were removed through the unload function.

To load an unloaded supply, follow these steps:
1. On the alternate menu, click load.

The Load-Supply Browser displays all supplies assigned to the
Centrack CT. An entry in the In-transit column indicates that an
in-transit event exists for the unloaded supply.

- Centrack - [Load - Supply Browser]

File Help
upply( *Garaeic / Trada b

mestwrmeicod i3 WD/ SSO0MG J 1 TAE  [TYLENOL WIEOO0 831 Tltd 184

Select the supply\

sowcdsrn UMD 7 OZSMG 7 TTAD ANAY)

cocane topics £ AMLOTL  [COCAINE TOMCAL)

Compoured Tesl  TEST J 16280/ 1w / Vogp  [COMPOUNDING TEST COMPOLMD] wH \ 1

dawpn UMD 7 SHG J 1TAR  MALIUMY Va5 #,

daceparning B S TOMG/ML J 2ML VALIUM ) Vel 1An unload event

tentaryl ciste  INJ / QUSHG/ZML / ZHLAMP  FSUDLIMAZE) Feril (g eXiStS for th|s Supp'y

berkardiy AME f ZSOMCGAML £ SML  [SUMBUMAZE| FENTAR 0

HiDRDmophre s §YRG / 3MG /1ML [DILAUDE I ol

kessepamn LD S TMG 7 1TAD IATIVAN) Loa 6

lrazepamvisl (RS 2MGAML S 2MUVIAL  (ATIVAKVIAL] Lo ®

meazsian  VIAL J TMBAIML J SML VERSED] MDY L]

sichoolyn M/ ZHGEZZML ) 2ML VERSED) Vi)

sidsselynge  BAG J SMGML f SIOML  [VERSED DRF) iS00 ]

midazolsmmd  VIAL / SMGML 7 10ML  (VERSED MDV) werSOMDY 40

motghne copuect 1N/ DMGL S 2MG MOBPHINE CARFUJECT] MZeam it

b WO /300G £ 1TAR (NS CONTI MECond ]

soiphing aphasl  EPDMFLS / TMGML £ SOML  MORPHINE EPIDURAL) 12

mophine gt BAG / TMGML / 100ML  (MORPHINE DRIP) Morph100GTT L]

moghnem VAL TOMGAML J TOMG  [MORFHINE 1)) Mopheil )

mophnesy  SVRG J Wmgid J FHL  (NORFHINE 2] MEPCA

soptawaivid B S SMGIIHL  ANG  MORPHINE IS VAL Mk =0

mophinemdy  MDYINJ 7 1SMGAML / 20ML  (MORPHINE MDY o

moighne e INTRATHEC £ TOMGOML 7 T0ML  (ASTRAMOREH/PF] Mot

commnbeladorrs D/ TEZEING J TSUPE 50 184 SUPFS] EL016a

Oendormiapep WD / MG/TSMG J 1TAB  [FERCOCET) Povetthi 3

< »
sy
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Load

2. Scan the supply you are loading.
OR
Select the supply and then click select.
OR
Double-click the supply.

3. If the Position Browser appears, select the position to which you
are returning the supply.

4. In the Position window, enter the Load Quantity. If necessary,
change the expiration date and lot number.

«Load - Position

Position ”
C-2 vault Position 1 load

(7
Mir: 15 Max 50
= -

cocaine topical SOLM / 4% ¢/ 4MLEBTL
COCAINE TOPICAL back
Coclig

<

|

Load Quantity:
Expiration D ate: | 05/31/2013

Lat: | xkuss

5. Click load.

6. Respond to any Dispense Information or Count Remaining win-
dow as discussed in Deposit and Withdraw Confirmation Win-
dows on page 27.

The In-transit column in the Load-Supply Browser still shows an
outstanding unload event, but this entry will clear once you exit the
load function.
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16 Unload

The unload function provides a way for you to temporarily remove
supplies before returning them through the load function. For
example, if you want to move supplies from one vault position to
another, you would first unload the supplies from one position and
then load them into the new position. You can also use the unload
position to stop tracking a supply in Centrack, for example, when a
drug is banned by a regulating agency.

Note = When you unload a position because you are no longer going to stock a
supply, you cannot unassign the supply from Centrack in AWS until you
manually reconcile the in-transit unload event.

To unload a supply, follow these steps:

1. On the alternate menu, click unload.
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Unload

The Unload-Supply Browser displays all supplies assigned to
the Centrack CT.

«: Centrack - [Unload - Supply Browser]

Select the

File windis  Help

Supply \ Supply (¥ Gen: e m
acetaminw/cod #3 /D / 30/300MG /1 TAB  (TYLENOL W/COD #3) Tyi43 5
dprazolam U/D J 025G / 1TAB  [<AHAX) Alptah0. 25 43 -

Compound Test  TEST / 16.2/60/Tml / 1supp  (COMPOUNDING TEST COMPOUND) 1234 1 =
dszepam /D SMG 7 1TAB  (¥ALIUM) Valis a1

diszepamini M)/ 1OMG/AZML / 2ML (VALIUM INJ) Vaiil i %

fentanyl cirate  INJ J D.0SMG/2ML / 2MLAMP  [SUBLIMAZE) Fentd.05mg

fentanylin  AMP / 250MCG/BML / EML  (SUMBLIMAZE) FENTASI 40

HYDROmorphOne i~ SYRG / 2MB / 1ML (DILALUDID INJ) DILALZ!

lorazzpam  U/D 7 IMG / 1TAB  [ATIVAN] LOR1 %5

lorazspam visl  INJ 7 2MG/2ML 7 2MLVIAL  [ATIVAN VIAL) LORTM %5 3
midazolam  VIAL / TMGAML / ML [VERSED) MIDEZS| an

midazolam M) / 2MG/ZML / 2ML  (VERSED) Versd

midazolam gt BAG / SMG/ML / SOOML  (VERSED DRIF) versE00D 0

midaeolammdy WAL / GMEML / 10ML  (VERSED MDY) verSOMDY 40

morphine carpuiect  INJ / 2MGML / 2ZMB (MORPHINE CARPUJECT] M52z 190

morphine et WD/ 30MG / 1TAB (M5 CONTIN) M5Can30 a

morphine epidural  EPID INFUS /1 MG/ML / S0ML  (MORPHINE EFIDURAL) 1233

morphine gt BAG / TMG/ML 7 100ML  (MORPHINE DRIF] Moiph100GTT 0

morphine inj  VIAL / 10MG/ML 7 T0MG  (MORPHINE INJ) “Morphin10

morphineinj  SYRG / 10mgrml / 30ML  [MORPHINE INJ] MSPCA

morphine injvial )/ AMG/2ML 7 4 MG (MORPHINE IHJ WIAL) MSdini 50

morphine mdv MDY 1) / 15MG/ML / 20ML  [MORPHINE MDY) 395t

morphine sufate INTRATHEC / 10MG/0ML 7 10ML  [ASTRAMORPH/PF) Mot 0

opumbeladonna  UJD / 162/60MG / 1SUPP (B &0 184 SUPFS] B&016a

OxXveodoneapap /D / BMG/325MG / 1TAB  [PERCOCET) Perctabt a
Bl I ) 3
2gadh

2. Scan the supply you are unloading.
OR
Select the supply and then click select.
OR
Double-click the supply.

3. If the Position Browser appears, select the position you are
unloading.
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4. In the Position window, enter the Unload Quantity; if necessary,
change the expiration date and lot number.

« Unload - Position

Position " ;
C-2 vault Position 1 unload
Min: 15 Max: 50 il

cacaine topical SOLM / 4% / 4MLETL o
COCAINE TOPICAL back
Coclig

Supply

< i |

Unload Quantity:
Ewpiration Date: | 05/31./2013

Lat: | xkuss

s

8. Click unload.

6. Respond to any Dispense Information or Count Remaining win-
dow as discussed in Deposit and Withdraw Confirmation Win-
dows on page 27.

The unload event will be automatically reconciled if the quantities of
the in-transit load and unload events match.
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Notes:
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17 Expire

Use the expire function to remove expired supplies from your vault
inventory. When you expire a supply in Centrack, you have the
opportunity to see a list of DTs that use the supply.

To expire a supply, follow these steps:

«Centrack - [Expire - Supply Browser]

File Dsta indos  Help

1. On the alternate menu, click expire.

The Expire-Supply Browser displays all supplies assigned to the
Centrack CT. The browser provides several viewing options to
help you find the supply to be expired. For more information,
see the field definitions table on page 133.

o
[ES

acetaminm/cod #3  U/D ¢ 307300MG / 1TAB  (TYLENOL W/COD #3] T3 169

alprszolam  U/D / D25MG / 1TAB  [XANAX) Alptab0.25 4

cocaine topical  SOLN / 4% / 4MLETL  (COCAINE TOPICAL) Cocliq OTe ol
supply. .,

Compound Test  TEST / 16.2/80/1ml / 1supp  [COMFOUNDING TEST COMPOUND] 1234 1

diaepam  UJD / BMB / 1TAB  (VALIUM) Yalh a1

diazepeming 1N / TOMG/ZML ¢ ZML VALIUM INJ) Vaili % _—

fentarylcivate  INJ / LOSMG/ZML / ZMLAMP  (SUBLIMAZE) Fert0.05mg .

fertarglin]  AMP / 25OMCG/SML / SML  (SUMBLIMAZE) FENTASI 4

HYDROmophOne inj  SYRG / 3MB / 1ML [DILAUDID INJ) DILaUZ! e

loiszepam /D / MG / 1TAB  [ATIVAN) LOR1 %

lovszepam vial  INJ / ZMG/ZML 7 2ZMLVIAL  [ATIVAN VIAL) LORTIY ]

midazolam  VIAL / TMG/IML / ML [VERSED) MIDAZS! £

midazolam  IMJ / 2MG/2ML / 2ML  [VERSED) Veis

midazolamgtt BB / SMG/ML / SOOML  (VERSED DRIF) vers500D 0

midazolammdv  WIAL / BMEAML ¢ 10ML  (VERSED MDW) verSIMDY 4

moiphine carpujeet  INJ / ZWG/ML / 2MG  (MORFHINE CARFUJECT) MS2carp 130

mophine e U/D / 30MG / 1TAB M3 CONTIN) MSCendl 0

moiphine epidwal  EPIDINFUS / 1MG/ML / SOML  MORPHINE EFIDURALL 1239

Select the morphine ot BAG / TMGML 7 100ML  (MORPHINE DRIP) Marph100GTT ]

morphine i VIAL / 10MG/ML / 10MG  (MORPHINE INJ) “Morphini10

supply
morphine inj SYRG / 10mg/ml / 30ML  [MORPHINE INJ) MSPCA

f1TAB

morphine inj vial INJ 7 3WG/2ML /4 MG (MORPHINE INJ WIAL) MEdin] 360
marphine mdv MDY M)/ 15MGML /2 20ML [MORPHINE MDV) 395
morphine sulfate  INTRATHEC / 10MGA0ML / 10ML  (ASTRAMORPH/PF) “Marit10

opium-belladanna U0/ 162/60MG / 1SUPP (B &0 164 SUPPS) BtO16a

(FERCOCET]
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Expire

2. Select the supply you want to expire, and then click select.

OR
Double-click the supply.

. If the Position Browser appears, select the position to which you

are returning the supply.

. In the Position window, enter the Expire Quantity. If necessary,

change the expiration date and lot number.

« Expire - Position

Position ’
C-2 vault Position 104 expire

Min: 160 Max: 500 —J

Supply

0xYcodane/apap UL / BMGA32EMG 4 1 TAB
PERCOCET

Perctabb

open position

<

|

1

back
Expire Quantity:
Expiration D ate: | 05/24/2013

Lat: | hgd

5. Click expire.

6. Respond to any Dispense Information or Count Remaining win-

dow as discussed in Deposit and Withdraw Confirmation Win-
dows on page 27.

. Click the button that describes how you want to handle the

expired supplies.

» Expire - Quarantine/Waste X Displays a quarantine form

What would you like to do with
these 12.00 expired supplies?

Displays a Waste Quantity window

quarantine y

Creates an in-transit expire event
waste

[ nothing now

800

quarantine opens a quarantine form within the expire function.
You can close the form to quarantine the items later or you can
quarantine them immediately. For information on using the
quarantine form, see Quarantine on page 79.
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waste opens the Waste Quantity window so you can waste the
supply immediately. For information on wasting the supply, see
the Waste Quantity window on page 65.

nothing now creates an in-transit event with a status of Expire
PH. You can use the quarantine or waste function later to
dispose of the supply.

Field Definitions: Expire—-Supply Browser

Field Definition

Supply (*Generic/ The supply generic name, form, strength, size, and units, and trade

Trade) name. By default, this list displays supplies in alphabetical order by
generic name. To list supplies by trade name, click the column
heading.

Item Code The customer-defined supply identifier

Quantity The count available in the vault. If this field is blank, the supply
requires a physical count each time you withdraw it from the vault.
The supply is defined as a Centrack count-remaining supply in AWS.
Begins the expiration sequence using the selected supply.

select
s,
S DT il Lists all DTs that currently have a stock of the supply.

supply .

v Centrack - [Expire - Display Terminal Browser]

File Dpata window  Help

Expiration Date

DTRACU PACL 12

MEDSELECT MedSelect Flex 58 12/28/2015

4
2
2
4

OB-POSTRARTLIM

!DchdnneJapap U/ ¢ BMG/325MG 4 1 TAB (Item Code: Perctabh)

Post Partum 40

Iead

show expired

show all -

show expired limits the supply list to only those supplies for which at
least one Centrack position contains expired supplies. When you
click this button, the text changes to show all. Click show all to re-
display all Centrack supplies.

Displays the alternate menu.

=
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Notes:
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18 Recall

Use the recall function to remove recalled supplies from your vault
inventory. When you recall a supply in Centrack, you have the
opportunity to see a list of DTs that use the supply.

To recall a supply, follow these steps:
1. On the alternate menu, click recall.

The Recall-Supply Browser displays all supplies assigned to the
Centrack CT. You can also display DT's that are stocked with the
supply. For more information, see the field definitions table on
page 137.

+/ICentrack - [Recall - Supply Browser]

File Dsta ‘window  Help

= = -
acetamin wicod #3 U/D 7 30/300MG /1 TAB  (TYLENOL w//COD #3] Tyift3 169 l
alprazolam WD 7 028MG /1 TAR  [<ANAX) Alptab0.25 43
Select the cocaine topical SOLW / 4% / 4MLBTL  [COCAINE TOPICAL) Caclig D;Sp '
Compound Test TEST / 1B2/60/1ml / Tsupp  [COMPOUNDING TEST COMPOUND) 1234 1
supp|y \ diazepam  U/D / BMG / 1TAE  (VALIUM] al 81
diazepam inj INJ 7 TOMG/2ML 7 2L [¥aLIUM INJ) WalilOi 95 —
fertanyl inj AMP / 250MCG/SML # SML [SUMBLIMAZE) FENTAS 40
HYDROmorphOne inj SYRG / 2MG / TML  (DILAUDID INJ) DiLau2
lorazepam WD 72 IMG /1 TAB  (ATIMAN) LOR1 85
lorazepam vial INJ # 2MG/2ML 7 ZMLYVIAL  [ATIVAN YIALL LORIV 95
midazolam WIAL / IMG/IML 2 SML [WERSED] MIDAZSI 90
midazolam INJ # 2MG/2ML / 2ML  (WERSED) WerS0
midazolam gt BAG / BMG/ML / S00ML  WERSED DRIP) wers5000 a
midazolam mdv WisL / BMGML S 10ML [VERSED MDY) werlitd OV 40
morphine carpuject INJ # 2MG/ML ¢ 2MG (MORPHINE CARPUJECT) S 2cap 180
morphine cr U/D /2 30MG 7 1TAB  [MS CONTIN] MSCon30 1]
morphine epidural EFID INFUS / 1 MGML / SOML  [MORPHINE EFIDURAL] 1233Rx
morphine gt BAG / IMG/ML / 100ML  [MORPHINE DRIP) Marphi0OGTT a
morphine inj  VIAL / 10MG/ML # 10MG  MORPHINE INJ) “Marphiri1 01
morphing inj SYRG / 10mg/ml / 30ML  [MORPHINE INJ) MSPCA
morphing inj vial INJ S AMG/2ML / 4 MG [MORPHINE INJ ViAL) e Sdin 350
morphine mdv MOV ING # TSMG/ML ¢ 20ML (MORPHINE MODY] 3930
morphine sulfate INTRATHEC / 10 MGAMOML / 10ML  [ASTRAMORPH/PF) “Marit1 )
opiurn-belladonna WO/ 16.2/60MG / 15UPP (B &0 164 SUPPS) BiO16a
0¥ codone/apap U/ / BMGEA325MG £ 1TAB [PERCOCET) Perctabs )
© e
2ead
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Recall

2. Select the supply you want to recall, and then click select.

OR
Double-click the supply.

. If the Position Browser appears, select the position from which

you are removing the supply.

. In the Position window, enter the Recall Quantity. If necessary,

change the expiration date and lot number.

« Recall - Position

Position
C-2 vault Position 201 recall

Min: B0 Max: 150

Supply

fentanyl citrate INJ 4 0.05MGA2 ML /2 ML AMP
SUBLIMAZE

Fent0.05mg

<

open position

|

800]

back

Recall Quantity:
Expiration D ate: | 05/31/2013

Lok | 3571433

5. Click recall.

6. Respond to any Dispense Information or Count Remaining win-

dow as discussed in Deposit and Withdraw Confirmation Win-
dows on page 27.

. Click the button that describes how you want to handle the

recalled supplies.

» Recall - Quarantine/Waste X Displays a quarantine form

What would you like to do with
these 25.00 recalled suppliy/
. Displays a Waste Quantity window
quarantiy

Creates an in-transit expire event
waste

[ nothing now

800

quarantine opens a quarantine form within the recall function.
You can close the form to quarantine the items later or you can
quarantine them immediately. For information on using the
quarantine form, see Quarantine on page 79.
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waste opens the Waste Quantity window so you can waste the
supply immediately. For information on wasting the supply, see
the Waste Quantity window on page 65.

nothing now creates an in-transit event with a status of Recall
PH. You can use the quarantine or waste function later to
dispose of the supply.

Field Definitions: Recall-Supply Browser

Field Definition

Supply (*Generic/ The supply generic name, form, strength, size, and units, and trade

Trade) name. By default, this list displays supplies in alphabetical order by
generic name. To list supplies by trade name, click the column
heading.

Item Code The customer-defined supply identifier

Quantity The count available in the vault. If this field is blank, the supply

requires a physical count each time you withdraw it from the vault.
The supply is defined as a Centrack count-remaining supply in AWS.

select

!

Begins the recall sequence using the selected supply.

" DTs witligs

supply

Lists all DTs that currently have a stock of the supply.

v Centrack - [Recall - Display Terminal Browser]

File Dpata window  Help

DTOR1 Operating Roam 30
DTPACU PACU 24
MEDSELECT

MedSelect Flex 33 01/15/2015

1
5
4
2
2

OB-POSTRARTLIM Post Parturn 18

fentaryl citrate INJ ¢ D.05MG/2 ML ¢ 2 ML &AMP [Item Code: Fent0.05mg]
Iead

back

Displays the alternate menu.
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Notes:
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19 Deposit Borrow

The deposit borrow function is the deposit of a supply you are
borrowing from another facility. However, borrowing a Drug
Enforcement Agency (DEA) schedule medication may be a violation
of Federal Law. A message box reminds you of this fact when you use
the deposit borrow function.

Borrowed supplies remain in transit with a Deposit Borrow status until
you return them using the return borrow function. For details, see
Return Borrow on page 143.

To deposit a supply you are borrowing from an external facility, follow
the steps below:

1. On the alternate menu, click deposit borrow.

Centrack displays the Borrow form. You can enter a form
number. If you do not, Centrack generates one automatically
when you complete the deposit. Remember that you can
record the deposit on an existing form by using the locate
form feature.
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Deposit Borrow

2. Select the facility, and Centrack fills in the facility’s address.

- Centrack - [Deposit Borrow - Barrow Farm]

e oata o Welp

Select the facility\ “poron information

LT

Form Humber D20130423-1
supplies

CiTY and TORE Eae

locate fomm,

[T
+ | 70 BE FILLED IN BY FURCHASLR
W | W el (S el Hational Deug I mows
] Qunti Mo of ltnem mave to form
3 vulwu]lﬂackml ol [ Code v
3 prind

al

3
10
Aeady
3. If you are not using a scanner, click supplies to open the
Deposit Borrow—-Supply Browser.
4. Scan the supply you are borrowing.

OR

Select the supply in the Deposit Borrow-Supply Browser.
- Depenit Horrew - Supply Brawssr &

Ty AR 7 T o Cooe ety I )
et w/eed 53 WO 7 30300MG 4 1 TAR  (TYLENOL Wi00D 6#3) TuEd 185
g B . ¢ D
cocomatopcdl  SOLN / 4% / 4MLETL  (COCAME TORCAL] Locka
Compourd Tet  TEST / 1B2M0/ 1wl / Tmgp  |COMPOUNDING TEST COMPOUND) 123 1
Shsepan WD S SMG J TTAD  MALILIMY Va5 m
Gaceparmini M)/ TOMG/NL J ZHEL (AALILM ) v =
forlargloits B0/ QOSMGIZML £ ZMLAMP  [SUBLUMAZE| Ferel(Fimg
Totarglin  AMP J ZSOMCGATML S GML [SUMELIMATE | FENTAS @
HYDROneshOnesi 176 / 3G / 1HL  [DRAUDID B} DRAL
loiarepam  LWVD S IMG S T TAR  (ATIVANY Lom =
i wal B MESTHL J ZHLVIAL RTVANVIAL) LORIY -]
madarlan VAL /O INGAIML J SML (VERSED) MDA ]
midaccdam I ¢ ZHG/HL / 2HL  VERSED) Vs
mradaroiam gt BAG / GG / SDOML  MERSED DRIF) VeSO o
radarclamcy VAL / GMEML J 10ML  VERSED MDV] eSO &
SeleCt the Supply\ mrorphios cupupsct W/ MGAML / ZHG (MORAPHBE CARPLUECT) MSZemp a0

mopheecr WD /WM /1TAB M3 CONTIN MSLon ) L]
moaptengn  BAG IHEMl ¢ :l |HN£IP| \'mn a
momhea i VIAL £ TOMGAL ¢ 10MG  MOAPHINE INJ) Mol
mophiea v SYAG / 10mgind / ML MORPHINE INJ) wsPCA
gt ey el INJ 7 AMG/ML 7 AMG  [MORPHINE B VIAL] Midey o

B. If the Position Browser appears, select the position to which you
are depositing the supply.
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6. In the Deposit Borrow—Position window, enter the quantity you
are depositing along with the expiration date and lot number,
and then click deposit.

« Deposit Borrow - Position

Position
C-Il MDM Drawer 1-2 A deposit
Min: 2 Masz 100 )
Supply
morphine epidural ERID IMFUS /1 MGAML / B0 ML [ back
MORFHIME EFIDURAL J

1233Rx
Enter the quantity <

Borrow Quantity:

. . E tinn Date: | 1243172013
Enter the expiration et
Lot [ZR43382 |

|

date and lot number—1

7. Centrack reminds you that it may be a violation of Federal Law
to borrow Drug Enforcement Agency (DEA) schedule medica-
tion. To acknowledge that you have read this notice and wish to
continue, click Yes.

Deposit Borrow

\:.f) Barrowing of Loaning a DEA schedule medication can be a wviolation of Federal Law. Do you wish to continue?

8. Respond to any Dispense Information or Count Remaining win-
dow as discussed in Deposit and Withdraw Confirmation Win-
dows on page 27.

The Deposit—Supply Browser remains open so you can record
additional deposits. Unless you specify a new form, Centrack records
each additional deposit on the same form. For instructions on how to
change forms, see Form Windows on page 24.

Field Definitions: Deposit Borrow—Supply Browser

Field Definition

Form Number Displays the current form number. To record a supply on a different
form, enter the form number.

Supplier Displays the current facility name. To change the facility on the
current form, select the new facility.
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Deposit Borrow

Field Definitions: Deposit Borrow—Supply Browser

Field Definition

Supply (*Generic/ The supply generic name, form, strength, size, and units, and trade

Trade) name. By default, this list displays supplies in alphabetical order by
generic name. To list supplies by trade name, click the column
heading.

Item Code The customer-defined supply identifier

Quantity The count available in the vault.

If this field is blank, the supply requires a physical count each time
you withdraw it from the vault. The supply is defined as a Centrack
count-remaining supply in AWS.

Displays the Deposit Borrow—Position window in which you will enter
' the quantity and expiration date and lot number for this deposit.

Closes the Deposit Borrow-Supply Browser. The Deposit Borrow form
remains open.

o
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20 Return Borrow

The return borrow function is the withdrawal of a supply to be
returned to the facility from which you borrowed the supply.

To return a borrowed supply to an external facility, follow the steps
below:

1. On the alternate menu, click return borrow.

Centrack displays the Return Borrow—Event Browser.

- Centrack - [fieturn Barsow - Event Browser - 1 row]

Event Iist\ C

2. Select the borrow event for which you are returning the supply
and then click return.

OR
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Return Borrow

Double-click the event.

3. If the Position Browser appears, select the position from which
you are withdrawing the supply.

4. If necessary, change the Return Quantity.

Quantity Entry - Return Borrow

| return borrow
—_

Return Quantity: =

back

5. Click return borrow.

6. Respond to any Dispense Information or Count Remaining win-
dow as discussed in Deposit and Withdraw Confirmation Win-
dows on page 217.
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21 Withdraw Loan

The withdraw loan function is the withdrawal of a supply you are
loaning to another facility. However, loaning a Drug Enforcement
Agency (DEA) schedule medication may be a violation of Federal Law.
A message box reminds you of this fact when you use the withdraw
loan function.

Loaned supplies remain in transit with a Withdraw Loan status until you
return them using the return loan function. For details, see Return
Loan on page 149.

To withdraw a supply to loan to an external facility, follow the steps
below:

1. On the alternate menu, click withdraw loan.

Centrack displays the Loan form. You can enter a form number.
If you do not, Centrack generates one automatically when you
complete the withdraw. Remember that you can record the
loan on an existing form by using the locate form feature.
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Withdraw Loan

2. Select the facility, and Centrack fills in the facility’s address.

- Centrack - [Withdraw Loan - Loan Form]

e oata o Welp

Select the facility \ .

T

Foarm Humber

[l ]

0 BE FLLED 1N 57 PUNCHASLR |__
Hal .

Qusntity Mo of lnm Code

T

Wi
HOERTUNC

“oem_mumber

3. Click supplies to open the Withdraw Loan—-Supply Browser.
4. Scan the supply you are loaning.

OR

Select the supply from the Withdraw Loan-Supply Browser.

Then

- Withdraw Lean - Supply Hrowser

L Sab| “ click sefect

iy | * aenane ;- Tran | o Cooe iy L]

st wiead £ WD £ HUH0MG /1 TAR  [TYLENOL WITOD 83 TyEd 15

soeszclen WD /025G /1 TAD  (RANA) Aol 25 L] “

cosarmopical  SOUM /4% / AMLETL  COCAME TORCAL) Cockg

Compand Tes  TEST / 16260/ 1ol / Tmpn  (COMPOUNDING TEST COMPOUND] 123 1

Sasepan WD/ BME S YTAD  faRILM) vl m

dazepanini M)/ IOMG/NL J ZML (VALILM ) Vo ]

forlargloits B0/ QOSMGIZML £ ZMLAMP  [SUBLUMAZE| Fenfllfimg

fedargin  AMP J JSOMCG/SML J BML  BUMBLIMATE| FENTAS @

HYDROmephOne i SYTG 4 4G / THL  ([DOLAUDID B) DAL

famepsm WD 4 TMG /T TAN  (ATIVAN) Lom ]
First select the supply 7 MBML MLV IV o =

\ e VWAL J IMGSIML J BML (VERSED) MDA £

midziem WY/ ZHB/ZNL / ZHL  VERSED) Vel

madarclam it BAG / SMGML J SOOML  MERSED DRIF) versD L]

medarclomede  VIAL J GMEML J 10HL VERSED MDV) eSOV @

mopheec WD /MG f 1TAB M5 CONTING MiCon20 o

merphes epdesl  EFIDINFUS /1 MGML J SOML  [MORFISNE EFDURAL| 12

mophen g BAG / IMGML £ 100ML  MORSHINE DAIFY Maph100GTT o

moghina e VIAL / 0MGAML £ 10MG  MOAPHINE INJ] Merphind]0

mophie | SYAG / 1nphel / 3ML  (MORPHINE INJ| MIPCA

mphea el (M) AMGAML £ AMG  [MORPHINE B0IALL Wide k2

=
€ £
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8. In the Quantity Entry—Withdraw Loan window, enter the quantity
you are withdrawing, and then click withdraw.

Quantity Entry - Withdraw Loan

Loan Quantity: |60 |

6. Centrack reminds you that it may be a violation of Federal Law
to loan Drug Enforcement Agency (DEA) schedule medication.
To acknowledge that you have read this notice and wish to con-
tinue, click Yes.

Withdraw Loan

\:;:) Borrowing or Loaning a DEA schedule medication can be a violation of Federal Law, Do you wish bo continue?

[ Ves J [ Mo ]

7. Respond to any Dispense Information or Count Remaining win-
dow as discussed in Deposit and Withdraw Confirmation Win-
dows on page 27.

8. The Withdraw Loan-Supply Browser remains open so you can
record additional withdraws. Unless you specify a new form,
Centrack records each additional withdraw on the same form.
For instructions on how to change forms, see Form Windows on
page 24.

9. When you have finished your loan withdraws, click back to
return to the loan form.

10. Click back again to return to the Home page.

If Centrack prompts you to save the loan form, click Yes.

Click Yesto save the Loan
form and exit the deposit
withdraw loan function. \?2 Do you want to save form changes?

Withdraw Loan - Loan Form

[ Yes ] [ Mo ] [ Cancel
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Withdraw Loan

Field Definitions: Withdraw Loan—-Supply Browser

Field Definition

Form Number Displays the current form number. To record a supply on a different
form, enter the form number.

Supplier Displays the current facility name. To change the facility on the
current form, select the new facility.

Supply (*Generic/ The supply generic name, form, strength, size, and units, and trade

Trade) name. By default, this list displays supplies in alphabetical order by
generic name. To list supplies by trade name, click the column
heading.

Item Code The customer-defined supply identifier

Quantity The count available in the vault.

If this field is blank, the supply requires a physical count each time
you withdraw it from the vault. The supply is defined as a Centrack
count-remaining supply in AWS.

F : Displays the Quantity Entry—Withdraw Loan window in which you will
' enter the quantity you are withdrawing to loan.

Closes the Withdraw Loan—-Supply Browser. The Loan form remains
open.
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22 Return Loan

The return loan function is the return of a supply you loaned to another
facility.

To return a loaned supply from an external facility, follow the steps
below:

1. On the alternate menu, click return loan.

Centrack displays the Return Loan—-Event Browser.

Withdraw loan
event list

2. Select the loan event for which the supply is being returned,
and then click select.

OR
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Return Loan

Double-click the event.

3. If the Position Browser appears, select the position to which you
are returning the supply.

4. If necessary, change the Return Quantity, Expiration Date, and
Lot number of the supply. Click deposit.

. Return Loan - Position

Position " r
C-2 vault Position 302 deposit
Min: 50 Max: 100 —
Supply -

. . morphine carpuject IMJ 4 2MGAL A 2 MG ”
Visually verify || ogesing carpusecT back

these values\ M5 2carm

:|10/31/2015

| 9632

5. Respond to any Dispense Information or Count Remaining win-
dow as discussed in Deposit and Withdraw Confirmation Win-
dows on page 27.
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23 Sell

The sell function is the withdrawal of a supply you are selling to
another facility. However, selling a Drug Enforcement Agency (DEA)
schedule medication may be a violation of Federal Law. A message
box reminds you of this fact when you use the sell function.

To withdraw a supply to sell to an external facility, follow the steps
below:

1. On the alternate menu, click sell.

Centrack displays the Sell form. You can enter a form number.
If you do not, Centrack generates one automatically when you
complete the withdraw. Remember that you can record the
loan on an existing form by using the locate form feature.
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Sell

2. Select the facility, and Centrack fills in the facility’s address.

- Centrack - [Sell - 5

e oata Help

Select the facility .

Vot F Bpe

Foarm Humber I

[l ]

0 BE FLLED 1N 57 PUNCHASLR |__
Hal .

Qusntity Mo of lnm Code

T

Wi
HOERTUNC

“oem_mumber

3. Click supplies to open the Sell-Supply Browser.

4. Scan the supply you are selling.
OR
Select the supply from the Sell-Supply Browser.

Then

- Sull - Supply Hrewsas =

Fom Humber |

First select the supply \

Fannly | * Genane 7 Tradn]

I “ / click select
am Coos quanty el

st wiead £ WD £ HUH0MG /1 TAR  [TYLENOL WITOD 83

sorzclan VD 025G £ TAD (AN

cosarmopical  SOUM /4% / AMLETL  COCAME TORCAL)

Compourd Tet  TEST / 1B2M0/ 1wl / Tmgp  |COMPOUNDING TEST COMPOUND)
Sasapam WD S SMG S T TAD MALILI)
dazepsniny (M) / OMG/ML /2N MALILM I}

fedargin  AMP J JS0MCG/TML J BML BUMEBLIMATE|
HYDROmephOne i SYRG / 4G / THL  ([DOLAUDID #)

famepsm WD 4 TMG /T TAN  (ATIVAN)

fnzoom el P/ DMEINL / ZHLVIAL  TRVAHVIAL]

e VWAL J IMGSIML J BML (VERSED)

midziem WY/ ZHB/ZNL / ZHL  VERSED)

madarclam it BAG / SMGML J SOOML  MERSED DRIF)
radarclamcy VAL / GMEML J 10ML  VERSED MDV]

mophios eupugact NI/ NGAL / ZMG (MOAPHSIE CARFLUTCT)
mophec WD /MG / 1TAB M5 CONTING

merphes epdesl  EFIDINFUS /1 MGML J SOML  [MORFISNE EFDURAL|
mophengn  BAG / IMGAML / 100ML  NORPHINE DRIF)

moghina e VIAL / 0MGAML £ 10MG  MOAPHINE INJ]

mophie | SYAG / 1nphel / 3ML  (MORPHINE INJ|

gt vy el TN 7 AMG/BAL 7 AMG  [MORPHINE U VIAL]

el i
Apihll 25 a

Locka

123 1

vl m
Vel ®
FERTasS @
DALY

Lom ]
LRI w5
MIDATS 0
VS0

o0 []

eSOV &
MSZemn 10
WeSCond) L]

12

Maph100GTT L}

Mol

MEPCA

Lol =
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5. In the Quantity Entry—Sell window, enter the quantity you are
withdrawing, and then click withdraw.

Quantity Entry - Sell

Sell Quantity:

I back

6. Centrack reminds you that it may be a violation of Federal Law
to sell Drug Enforcement Agency (DEA) schedule medication.
To acknowledge that you have read this notice and wish to con-
tinue, click Yes.

Withdraw Loan

.\:;:) Borrowing or Loaning a DEA schedule medication can be a violation of Federal Law, Do you wish bo continue?

[ Yes J [ Mo

7. Respond to any Dispense Information or Count Remaining win-
dow as discussed in Deposit and Withdraw Confirmation Win-
dows on page 27.

The Sell-Supply Browser remains open so you can record additional
withdraws. Unless you specify a new form, Centrack records each
additional withdraw on the same form. For instructions on how to
change forms, see Form Windows on page 24.

Field Definitions: Sell-Supply Browser

Field Definition

Form Number Displays the current form number. To record a supply on a different
form, enter the form number.

Supplier Displays the current facility name. To change the facility on the
current form, select the new facility.

Supply (*Generic/ The supply generic name, form, strength, size, and units, and trade

Trade) name. By default, this list displays supplies in alphabetical order by
generic name. To list supplies by trade name, click the column
heading.

Item Code The customer-defined supply identifier
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Sell

Field Definitions: Sell-Supply Browser

Field Definition
Quantity The count available in the vault.

If this field is blank, the supply requires a physical count each time
you withdraw it from the vault. The supply is defined as a Centrack
count-remaining supply in AWS.

— Displays the Quantity Entry-Sell window in which you will enter the
select - quantity you are withdrawing to sell.

Closes the Sell-Supply Browser. The Sell form remains open.
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24 Cabinet Maintenance

If you use MedSelect cabinets in the vault, use the cabinet
maintenance function to clear a failed flag or to open an SIA drawer or
position for maintenance purposes. Both of these functions are
performed from the same window, the Cabinet Maintenance window.

Fﬂ Data  Wenow  Help
Centrack Cabinets

«=

13 Fasledd 23 Ervone

¥ Fadad

2Emeet

[Supply ( *Generic, Trade ) -

1ZOTIANE 083 SIAOpgn e Fad mosmaraRye CTCRANSIA Drawes 3£ 8 eigtaty dapdum [EDTA)] B/ 160MG J

12/07/2015 028801 SiAFioty Success  mpwnAMOWEYY CTCRANSIA Drawer 14 8 odotats disocium EOTA]  BLI / 15003 | | attach nola |
120725028788 SIAOpen indux Fasl mosnMOWRYr CTCRAN-SU Draver 16 8 aristate dsodum EDTA] B [ 160MG |

back
12AA/2N5 220805 SIA Ry Success  mownMOWRYr CTCRAN-SIA Drawer 168 odatte dsodum EDTA] ) [ 1S0MG / | 8
T2A6/215 220830 SIA Open e Pl mireiyMOWRYE CTORAN-SIA Digwes 368 edetats dsockum (EDTA) 14 [ 150MG | Moticed ovirshing clpackets | = )
|

12515220704 SUAFlstry Succats  mimtMOWRYY CTCRANSL Drawsd 365 edests disocun EOTA] B [ 150G /
2SN 20659 SIA Opsin Indhex Fal mimmryMOWRYY CTCRANSIA Diowes 358 edetata Seodum [EOTA] B4 [ 150MG J i
VEREMS I206EY  SA Raty Success  mownAd0W e CTCRANSIA Dewer 368 edeicie deodum [EOTA]  B4J [ 150MG /
1ERANE 22080T7  Suh Open index Fad - mown (AR CTORAN-SIA Drewer 368 adetete deodum [EOTA)]  BdJ [ 150MG | Data Rlﬂ;.ﬁpp"ld:
MGG M 27 Sk Pty Failire  momyWOWR(rr CTCRAN-S0A Dnwes 31 & soanaache nivese Jgm  CREAM § 1% [ 1 %:g;::
|| | 1205205202126 S Open indec Fad mosnyMOWRYE CTCRANSIA Drawer 314 ecanezcle nivete gm  CREAM /1% (!
TZASIINE 202058 SWAindew Only Fasha mirsmMOWEIYr CTCRAN-SIA Drawes 31 4 econezcle nivese Jgm  CREAM /1% [ 5
1ZAS/AN5 20202 WA Indax Oty ek intmryMOWRIYY CTCRANSI Diswar 31 4 etannzede nivate J0gm  CREAM 1 1% [T
| | 12055201505 SIARay Succhss  MmomtyMOWRYE CTORANHSIA Drawed 314 eEanadoe el J0gm  CREAM /1% [ .
12072015 201488 SBAIncha Oy Frsbs roammtyMCMWRYY CTCRAN/SIA Drower 314 wconazchs nivels Sgm  CREAM { 1% [ 1 )

I o Wi i »
] g
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Cabinet Maintenance

Clearing a Failed Flag

A failed flag may indicate that an unauthorized access of a position
has occurred. You may be notified when this happens—by e-mail, a
display message, or both—depending on the Centrack client
configuration in AWS. Once a position has failed, Centrack users
cannot access it until the failed flag is cleared. To clear a failed flag,

follow these steps:
1. On the alternate menu, click cabinet maintenance.
The top section of the data display lists all cabinets configured
for Centrack.

2. Click the cabinet containing the position for which you want to
clear the flag.

The middle section of the data display lists any failed positions
for the selected cabinet.

ﬁ Centrac - iCabunet.
File  Data  Window el

Centrack Cabinets

CTCRAN-ELMS | Faded. |

CTCRANELMSTZ 2Emons
CTCRANFlaDrw

CTCRANHGnSens Drw 4o ‘
CTCRANSensDw

CTCRANSA Faied { 15Ema

[FalodPasaons | Access Errors | S Posiions |
e Etat. clear failed
1 Foind !

|
CTCRUAN-Sik Dravwer 31 A Failod ‘
[
I

CHCRANSA Dinver 31 B
CTCRANSA Demwer 31 © Faled
M Toowert Shall 48011 Foled
M Towad Shati 480 12 Failed
e Tenwest Shal 46 13 Falen
M Towait Shal15in 11 Foled

KieiTiowert Shal B 6in 21
M T gt St 818 31
K Towerk Sk B 41
M T et Sl B B 51
M Tawert Shal i B -1

Ready

3. Click the failed position and then click clear failed flag.

The flag is cleared, and the action of clearing the flag is logged
for reporting purposes.
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Opening an SIA Drawer or Position

Opening an SIA Drawer or Position

You may need to open an SIA drawer for maintenance purposes, for
example, if a package gets caught in the drawer. To open the drawer,
follow these steps:

1. On the alternate menu, click cabinet maintenance.

The top section of the data display lists all cabinets configured
for Centrack.

13 Faded /23 Erers

1Faded

|| [croransm o 31 ¢ Foind
|| |cTomansnomwe s2a
CTCRAN-5A Drawer 328 apen SiA
|| | crcransm D 32 ¢ drawar
|| | cTomanss oo 514
CTCRAN-SA Diawss 118 open to SiA
| EETTET —— F’W
|| [ crenaresncioms s4a
CTCRAN-S Diswes 348
CTERAN-SA Drswes 341
|| | cToranss oiewer 354
CTCRAN-GA Diswes 358
CTCRANSIA Drawer 35
CTCRANSA Orawer 36 A
CTCRANSIA Ciowes 366
Riocy

2. Choose the SIA Positions tab.

3. Click the position you want to act on.

4. To simply open the drawer, click open SIA drawer.
OR

To advance the belt for access to the selected compartment,
click open to SIA position.

Note  In the event you must have immediate access to an SIA drawer that failed
to open, you may do so if your system has been set up in AWS to allow
manual access. When this occurs, a system message appears,
instructing the user to manually move the belt by placing her hand flat
against the belt and applying enough pressure to move the belt forward
or backward to the correct compartment. The belt movement is
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Cabinet Maintenance

recorded by the system. The user may type any relevant notes regarding
the belt movement, by locating the access error (on the Access Errors
tab), and then clicking attach note.
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25 Reports

This chapter covers the reports Centrack produces when you perform
certain functions.

® Withdraw Verification Report (withdraw function)
® Paper Tracking Control Sheets (withdraw function)
® Discrepancy Reports (discrepancies function)

Additional Centrack reports are generated in the Examiner
application, which you access through the Centrack REPORTS folder.
Within this folder, sub-folders group the Centrack reports into CT
Activity Reports, CT In-Transit Reports, CT Inventory Reports, CT
Management Reports, and CT Withdraw Reports. For more
information about using Examiner to generate Centrack reports, see
MedSelect Examiner User’s Guide.
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Reports

Withdraw Verification Report

The Withdraw Verification report displays each supply, quantity, and

destination for a withdraw event. For a paper tracking withdrawal, this
report also displays the control number and any note associated with
the event. When you close the Start Withdraw window in the withdraw
function, Centrack prompts you to print the report unless you already
printed one via the print button. To print the report, click Yes.

Start Withdraw

\ ? ) Print 'Withdraws Verification Report?

L Yes ] [ Mo l

The report is sorted by supply and then Centrack position.

Report Sample: Withdraw Verification

Withdraw Verification
05/08/2013 16:14.22

Supply: acetamin wicod #3 WD / 30/300MG / 1 TAB  (TYLENOL W/COD #3)

Position: C-lll-IV CAB Position 2-304

Destination Withdraw Quantity Control # Note
QBPP-PT 12 130508@ 161228

Supply: OXYcodone/apap WD / 5MG/325MG / 1 TAB  (PERCOCET)
Position: C-2 vault Position 104
Destinati Withd Quaniit C L# Not
OBPP-PT 5] 130508@161228C

Supply: fentanyl citrate INJ / 0.05MG/2 ML / 2 ML AMP  (SUBLIMAZE)

Position: C-2 vault Position 201

Destination Withdraw Quantity Control # Note
SRR9.0T, = 130508@16127°7
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Paper Tracking Control Sheets

Paper Tracking Control Sheets

Paper tracking control sheets, sometimes called proof-of-use sheets,
provide a method for tracking supplies withdrawn for a paper
tracking location. These sheets display the supply name, quantity,
date, and time of the withdrawal and a unique, automatically
generated control number.

Centrack may print a paper tracking control sheet when you perform
a withdraw to a paper tracking location. The number of copies to print
issetto 0, 1, or 2 in the AWS client configuration for the paper
tracking location. If the number is 1 or 2, the sheets are printed
automatically, with no user prompt, for each withdraw. When two
copies are printed, one is labeled Pharmacy Copy and the other
Nursing Copy.

You can reprint a paper tracking control sheet while viewing an event
in the Return to Pharmacy—Event Browser or the Medication
Tracking—Tracking Browser. For detailed information, see page 33 in the
Return chapter or page 122 in the Tracking chapter.

Report Sample: Paper Tracking control sheet

Supply:diazepam 130514@104208
VALIUM Control #
ER-PT
5MG 1 TAB U/D Vs
Quantity: 12 Issued By: Ann Arbor
Received By:
Date: 05/14/2013 Schedule: IV
Time: 10:42:13 Expiration Date: 06/02/2013 Delivered By:

Date of Transfer:

Controlled Drug Administration Record:

Time Given Witness Details
# Date AMPM Patients Full Name Physician's Mame Dose | Waste Administered By: If Waste on revarse
12
11
10
a
Returned to Pharmacy: Pharmacy Received:
By: By:
Quantity: Date:

Pharmacy Copy
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Reports

Discrepancy Reports

The discrepancy function provides several reports you can use to
determine how a discrepancy occurred and how to resolve it. These
reports are not printed automatically, but on demand. All are
accessible within the discrepancy function through the Print option of
the File menu. When you select this option, the Discrepancy
Resolution—-Print Options window lets you select the report you want to
print. Select the report and then click ok.

Sele.Ct Print « Centrack - [Discrepancy Resolution - B rows]
to d|5p|ay the File | Cata  wvindow  Help
print options Print  Ctrl+P Generic Name

Print Setup o : :

Dpt Chrg cocaine topical
ch PIN
b Dpt Cred «/ Discrepancy Resolution - Print Options
Close Dpt Chrg ] ]
Exit Print Options
Dpt Chrg -~
05/08/201317:34  Withdraw Dpt Cred @
5 AT el ’ () Cunent Discrepancy Detail
cancel
() Previous Accesses of Cument Discrepancy
[Discrepancy Report]
O Previ A of allU Ived Di
Any filters you used to limit the discrepancies listed in the Discrepancy
Resolution window also apply to these reports.
List of This report is essentially a hard copy of the list displayed in the top
Discrepancies half of the Discrepancy Resolution window.

Report Sample: List of Discrepancies

Date Status Resolution Status |Generic Name Schedule |Use Res
05/10/2013 17:42 Audit Dpt Chrg cocaine topical Il Arbor, Ann Mo
05/10/2013 16:27 Audit Dpt Cred cocaine topical I} Arbor, Ann Mo
0510/2013 14:51 Withdraw Dpt Chrg cocaine topical Il Admin, Admin No
O510/2013 14:48 Withdraw Dpt Chrg cocaine topical I Arber, Ann Mo
05/08/2013 17:34 Withdraw Dpt Cred acetamin wicod #3 mn Arbor, Ann Mo
05/08/2013 16:13 Withdraw Dpt Chrg fentanyl citrate ] Arbor, Ann Mo
05/08/2013 15:52 Withdraw Dpt Cred fentanyl citrate ] Arbor, Ann Mo
05/05/2013 17:57 Withciraw Dpt Chrg propoxyphene/apap 100 v Admin, Admin No
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Discrepancy Reports

C_u rrent This report is a hard copy of the discrepancy details shown in the
Dlscrlepan cy bottom half of the Discrepancy Resolution window.
Detai

Report Sample: Current Discrepancy Detail

Supply Trade Name: }COCAINE TOPICAL Strength: 4% Form: [SOLN
Supply Position: |C-2 vault Pasition 1 Size: {4 ML BTL Item Code: |Cocliq

Quantity Dispensed: ﬁ User Count Remaining: 21 User Dispense Count:
System Count Remaining: 23 System Dispense Count:

Resolved: []

Resolution:

Previous Access This report lists, for the selected discrepancy, the cabinet access

Of_ Current events leading up to the creation of the discrepancy. It is essentially a

Discrepancy screen print of the Discrepancy Resolution—Previous Accesses window
you see when you click show previous accesses in the discrepancies
function. In fact, you can print this report while you are viewing
previous accesses by clicking print.

Report Sample: Previous Access of Current Discrepancy

Discrepancy Report
MedSelact Centrack

05/21/2013 05:37:26 PM Page 1 of 1

Location: Vault
Cabinet: C-1l VAULT
Position: C-2 vault Position 1

Event Date Trade Name Size DEA Schedule Oty
Date Posted Generic Name Strength Defined Class Status
0510/2013 05:42:20 PM COCAINE TOPICAL 4MLETL Il 1]
0510/2013 05:42:20 PM cocaine lopical 4% Audit
User Count Remaining: 21 User Dispense Count: User: Arbar, Ann
System Gount Remalning: 23 System Dispense Gount: Resolved: No
Discrapant Count: 2 Discrapant Count:
Event Date Gount Remain:  Dispense Count: Gty Supply Position Generic Name
Date Posted Res User | System User/ System  Status User Trade Name
05/10/2013 05:42:00 PM o C-2 vault Position 1 cocaine topical
05/10/2013 05:42:00 PM 23 Open Position Arbar, Ann COCAINE TOPICAL
0510/2013 05:41:47 PM o C-2 vault Position 1 cocaine topical
05/10/2013 05:41:47 PM 23 Open Position Arbor, Ann COCAINE TOPICAL
03/10/2013 04:47:18 PM 1 C-2 vault Position 1 cocaine topical
051102013 04:47:18 PM 23 Retum Ph Arbor, Ann COCAINE TOPICAL
05/10/2013 04:29:46 PM 10 1 C-2 vault Position 201 fentanyl citrate
05/10/2013 04:29:46 PM 10 Withdraw Arbor, Ann SUBLIMAZE
N510/2013 04:29:25 PM 22 1 o cocaine topical
T oa25 PM N
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Reports

Previous The detail format of this report is identical to that of the Previous
Accesses of All Access of Current Discrepancy report described above, but it prints
Unresolved the information for each unresolved discrepancy instead of only the

Discrepancies selected discrepancy. As an alternative to using the File menu to print

this report, you can click print discrepancy report in the Discrepancy
Resolution window.

Report Sample: Previous Accesses of All Unresolved Discrepancies

Discrepancy Report

Number of unresolved
MedSelect Centrack discrepancies reported \
Discrepancy 1 of &

05/21/2013 05:37.54 FM Page 1of 1

Location: Vault
Cabinet: C-ll VAULT
Position: C-2 vault Position 1

Event Date Trade MName Size DEA Schedule Qty
Date Posted Generic Name Strength Defined Class Status
05/10/2013 05:42:20 PM COCAINE TOPICAL 4MLETL ] 0
0510/2013 05:42:20 PM cocaine topical 4% Audit

User: Arbor, Ann
Resolved: No

User Dispense Count:
System Dispense Count:
Discrepant Count:

User Count Remaining: 21
System Count Remaining: 23
Discrepant Count: 2

Event Date Count Remain: Dispense Count:  Qty Supply Position Generic Name
Date Posted Res User / System User / System  Status User Trade Name
05/10:2013 05:42:00 PM [+] C-2 vault Pasition 1 cocaine lopical
05/10/2013 05:42:00 PM 22 Open Position Arbar, Ann COCAINE TOPICAL
05/10:2013 05:41:47 PM o C-2 vault Position 1 cocaine topical
0510/2013 05:41:47 PM 23 Open Position Arbar, Ann COCAINE TOPICAL
0510:2013 04:47:18 PM 1 C-2 vault Pasition 1 cocaine topical
05102013 04:47:18 PM 22 Retumn Ph Arbor, Ann COCAINE TOPICAL
05/10/:2013 04:29:46 PM 10 1 C-2 vault Position 201 fentanyl citrate
05/10/2013 04:29:46 PM 10 Withdraw Arbar, Ann SUBLIMAZE
051002013 04:29:25 PM 22 1 2 urul Poeition cocaine topical
05/10/2013 04:29:25 PM 22 Withdraw P
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Appendix A: Key Tracking

If you purchased MedSelect cabinets with your Centrack system, you
received two standard keys for each cabinet. Each key has a tag that
indicates the corresponding cabinet and cabinet location. ARXIUM
recommends that you store one key in a safe, secured place, and
make the other key available to authorized users who may need it
during power failures, or other exceptional events.

Use the chart on the following pages to record your key numbers. For
each key, record the cabinet name and key number.

You can also use this chart as part of your backup plan for distributing
keys during a power failure or other event that prevents normal
supply dispensing. In the Key Taken By column, record the name of the
user who has taken a key, and use the Out and In columns to record the
date and time. Be certain to inform your users of the policy and
procedure for accessing Centrack using keys.
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MedSelect Cabinet Key Tracking

Location Cabinet Key Number |Key Taken By Out In
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MedSelect Cabinet Key Tracking

Location Cabinet Key Number |Key Taken By Out In
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MedSelect Cabinet Key Tracking

Location Cabinet Key Number |Key Taken By Out In
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Glossary

AWS

AWS
administrator

count-remaining
supply

CT

dashboard

DT

event

in-transit

location

main menu

The Administrative WorkStation component of MedSelect software.
AWS is used to configure the Centrack environment.

A user with access rights to perform administration functions in
MedSelect Administrative WorkStation

A supply that requires the user to perform a physical count whenever
the supply is deposited or withdrawn. For Centrack, this is a supply
for which the Centrack Count Remaining option is checked in the
Supply Maintenance function of AWS.

Centrack terminal. The CT is defined in AWS as a client associated
with the Centrack application.

A snapshot of the current status and historical trends of key
performance indicators. The Centrack dashboard is the display of
vault event summaries on the Home page.

A supply destination that is controlled by a MedSelect display
terminal. DTs are defined in AWS as clients associated with the Display
Terminal application.

Any action recorded by Centrack that changes the status of a supply.
For example, withdrawing or depositing a supply for any reason is an
event; wasting a supply is an event.

A status category applied to any event, such as a withdrawal for a DT,
for which a subsequent event is expected, such as deposit into the DT.
The in-transit status remains until the event quantity is reconciled,
either automatically or manually.

A destination for supplies. Locations are defined in AWS as clients.

The list of function buttons along the right-hand side of the Centrack
Home window
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medication See supply.

menu bar The list of menus along the top of any Centrack window
paper track A supply destination that is controlled through paper tracking. Paper
location track locations are defined in AWS as clients associated with the Paper

Tracking app type.

supply Any item, usually a medication, that can reside in the pharmacy vault
and is tracked through Centrack

withdraw list A list you create of supplies you intend to withdraw from the vault.
Centrack lets you accumulate a list using various approaches (for
example, withdraw by supply, withdraw by destination), and then lets
you review and modify the list before you actually perform the
withdraws.

170 Centrack User Guide



Index

Symbols

*in a column heading 22
< Display Terminals > 41
< No Filter> 41

< Paper Tracking > 41

> 24 hours filter 108

A

accept button
in withdraw by destination 42, 43, 44, 45
in withdraw by supply 34, 35, 37, 38
Actual Quantity Received 122
adding a reconcile reason 117
all Centrack events, viewing 111
All Centrack filter 108
all, supply filter 33, 36, 40, 43
alternate menu buttons 16
alternative workpath 20
Amount Using 92
attach note button 38, 46
Attach Note to Node window 38
Attach Note to Supply window 46
Attach Notes 55
Attached Note—-Medication Tracking 109
audit
function 6, 67
Audit After Access flag (AWS) 28, 61
Audit All 69, 71, 76
audit all, interrupting 71
audit button 62
Audit Count Remaining
browser 62
Inventory window 62
audit count remaining
function 6, 61
audit count remaining button 61
Audit Quantity 74,76
Audit Witness Required flag 67, 70, 72, 74
Audit-Inventory window 69
with Audit All 71

Audit-Position Browser window 68, 70, 72, 75

Audit-Quarantine Audit window 73, 76
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with Audit All 76
Automatic reconciled events filter 108
AWS 1

B

back button 20, 26
below min, supply filter 33, 36, 40, 43
blue buttons 20
borrow form 139
Borrowed 15
browser window 21
finding items in 21
bulk filter 90
button color 20

C

Cabinet Maintenance

window 155
cabinet maintenance

button 156, 157

function 7, 155
cancel button 71, 76
cautions i
Centrack Count Remaining flag (AWS) 61
changing a PIN 11
clear all quantities button 43
clear failed flag button 156
clear quantities button 35
Comp/UP 108
Compounding 14

window 90
compounding

button 87, 90

function 5, 87
Compounding Browser 90
Control Number 38, 45
control sheets for paper tracking 7, 49, 161
Control/Form # 107
Count Remaining window 27, 28
count-remaining supply 61
create button 122



Curr 42 Exp/Recall 108

expire
button 131
D function 5, 131
Expired (CT/DT) 14

dashboard 13 External Fac 108
data menu 23
Date 107
date range F

discrepancies default 102

in discrepancies 102 failed flag, clearing 156

in tracking 115 File menu 162

tracking browser default 111, 112, 116 Filter
Date Range Applied 108 in withdraw by destination 40
Date Range window 100 in withdraw by supply 36
Date Range—Discrepancy Resolution window 102 filters 21
Date Range—Medication Tracking window 116 See alsothe name of a specific filter, e.g., Supply Filter,
default PIN number 10 Quarantine Filter
defaults button 116 find an item in a browser window 23
Department 37, 40, 43, 45 finding items in a browser list 21
deposit form 222 1, 7,57

function 4, 57 form41 1,7,79
deposit borrow function buttons 16

button 139 functions 3

function 4, 139
Deposit Borrow—Position window 141
Deposit Borrow—Supply Browser 140 G
deposit button . o

in compounding 93 generic name and trade name, switching 21

in deposit borrow 141 green buttons 20

in deposit function 59
Deposit Compound or Unit Item 90 H

deposit form 57

Deposit Quantity 93
Deposit—Position window 59
Deposit-Supply Browser 58
Destination 39, 43, 45 |
Destination Type 39

Home window 10, 13

Destinations Browser 33 In Transit 38
Discrepancies 15 event summary 14
discrepancies Ingredient Quantity 88
button 100 ingredients filter 90
causes 99 interrupting the audit cycle 71
creating 121 In-transit Bullk Items selected 90
date range 102 in-transit events
function 6, 99 reconciliing 117
discrepancy button 109, 121 tracking 105
Discrepancy Count window 122 viewing 110
Discrepancy Handler window 121 In-Transit filter 108
Discrepancy Resolution window In-transit Ingredients selected 90
in discrepancies 100 In-transits 90
Discrepancy Resolution—Print Options window 162 In-transits (ingredient and bulk withdraws) 88
Dispense Information window 27 Item Code 32, 38, 42, 45

in withdraw 48
Display Terminal Browser 32
display terminals button 32, 33 K

key tracking 165
E keyboard search 22
keyword search 22
entering a reconcile reason 117
Events filter 108
Examiner 1, 99, 159
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L

Last Surrender 15
linked events 53, 113
load
button 125
function 5, 125
Load/Unload 108
Loaded 15
loan form 145
Loaned 15
locate form 26
button 26
Location 40
login 9
log out 10
logon. See log in

M

main menu buttons 16

Manual 108

Max 42

medication tracking. See tracking

Medication Tracking—Event Browser 109, 113

Min 42
move to form 26
button 26

N

Note 38, 45, 107
notes, viewing 109
Nursing Copy 161

O

Oldest Audit 15

Oldest Quarantine 15

online help 12

open SIA drawer button 157

open to SIA position button 157
Original Event 122

out of stock, supply filter 33, 36, 40, 43

P

PACKAGE No 80, 81
Paper Track 108
Paper Track Location 37
paper track locations button 33, 36
Paper Track Print window 54
Paper Track Print—-Medication Tracking 122
Paper Tracking 14
paper tracking control sheets 7, 49, 161
Pharmacy Copy 161
PIN 10
changing 11
initial 10
Position Browser 34
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Position Inventory 62
Position Quantity

in audit 69, 71

in withdraw 48

in withdraw loan 28
Position window 93
positions button 34, 35, 42, 43
possibly discrepant event 107
Print 38
print button

in form windows 26
Print Control Sheet 122
print control sheet button 53
Print Copies 45

printing a surrendered package form 86

proof-of-use sheets 161

Q

Quantity 32, 107
Quantity Entry-Sell window 153

Quantity Entry-Withdraw Loan window 147

quarantine
button 79, 81

button, in expire function 132, 136

function 5, 79
Quarantine filter 73, 75

Quarantine/Surrender form 80, 84, 86

Quarantined 15
Quarantine—Event Browser 79

R

Reason for Waste 65, 97
recall
button 135
function 5, 135
Recalled 14
reconcile
button 109, 117
button unavailable 111

button, change to unreconcile 112

in-transit events 117
Reconcile Browser 117
reconcile reason, adding 117
reconciled events

unreconciling 120

viewing 112
Reconciled filter 108
recording a reconcile reason 117
red button 20
refresh the Tracking browser 106
Regular filter 68, 70
related events 53, 113
remove button 47
reprint control sheet

in the return function 53

reprint paper tracking control sheets 161

Restock to Max 42
Return 38
return



button 51, 55

function 51
return borrow 144

button 143

function 4, 143
Return Borrow—-Event Browser 143
Return Borrow—Position window 144
return button 143
Return Expected 45
return loan

button 149

function 4, 149
Return Loan—Event Browser 149
Return Quantity 55, 144, 150
Return to Pharmacy-Event Browser 53
Return to Pharmacy—Position window 55, 150
Return to Pharmacy-Supply Browser 52
return without quantity button 55
return without selection button 54
returning a found supply 54

S

Schedule Il supplies in quarantine 80
search in a browser window 22
search text 23
select button
in audit 68, 73
in expire 132
in load 126
in quarantine 80
in recall 136
in return 52, 54
in return loan 149
insell 152
in surrender 84
in unload 128
in waste 64
in withdraw 39
select compound button 92
select for compounding button 90
select for unit packaging button 90
select unit package button 92
Selecting items in a browser list 23
sell
button 151
function 4, 151
Sell form 151
Sell-Supply Browser 152
set all quantities button 42
Set Date Range
in discrepancies 102
in tracking 116
set quantities button 34, 35, 43
show active button 86
show all button 86
SIA drawer or position 157
manual access 157
skip button 71, 76
Smart Find window 23
sort a table column 21
start withdraw button 33, 40, 47
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Status 107
stopping the audit cycle 71
supplies button
in deposit 58
in deposit borrow 140
insell 152
in withdraw loan 146
Supply (*Generic/Trade) 32, 42, 44, 107, 133, 137
Supply Filter
in withdraw by destination 43
in withdraw by supply 33
surrender
button 83, 85, 86
function 4, 83
Surrender Date 86
SURRENDERED TO 85
Surrender-Form Browser 84, 86
switching between generic and trade name 21

T

To/From 107
To/From DT 14, 108
today’s transactions 13
toggle browser order 21
too-few discrepancy 121
tracking
button 106
date range 116
function 6, 105
Tracking Browser 105, 106, 107
refreshing 106
trade name and generic name, switching 21
Trans 45

U

Unit Packaging 14
unit packaging 5
unload

button 127

function 5, 127
Unloaded (CT/DT) 15
Unload-Supply Browser 128
unquarantine button 85
unreconcile an event 120
Unreconcile Browser 120
unreconcile button 109, 112, 120
User 107
User Login 10
User Logout 10
user name 10

Vv

view linked events button 53, 109, 113
view note button 53, 110, 111, 112
view note window 109

virtual storage areas 1



W

warnings i
waste

button, in compounding 97

button, in waste function 63

function 5, 63
Waste Amount 97
waste from inventory button 64
Waste Quantity 65, 97
Waste Quantity window 65
Waste Witness Required flag 66, 97
Withdraw

in withdraw by destination 43, 45

in withdraw by supply 34
withdraw

button on main menu 31

button, in compounding 88

button, in sell 153

button, in withdraw loan 147

button, on main menu 39

function 4, 31
withdraw as bulk item button 88
withdraw as ingredient button 88
withdraw by destination 31, 39

button 33, 39
Withdraw by Destination window 33
Withdraw by Destination-Display Terminal Browser 39
Withdraw by Destination—-Supply Browser 41
withdraw by supply 31
Withdraw by Supply-Display Terminal Browser 34
Withdraw by Supply—Supply Browser 32, 64
Withdraw Group Filter 33, 41
Withdraw Ingredient or Bulk Item 87
withdraw loan

button 145

function 4, 145
Withdraw Loan-Supply Browser 146
Withdraw Quantity 37
Withdraw Total 38
Withdraw Verification report 160
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