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How to Place Packet Order with Patient ID 
 
Web Portal Place Packet Order ‘Enter Patient ID’ – Only if your Programs creates Packet Orders      

Step # Execution Procedure or Input Expected Result or Output 

1 Hover over the Place Order tab and select Packet Order then 
click on the Add button.  See Packet Order screen at end of 
practice 
 
 

System should allow you to go to the Place Order screen.  System should 
automatically create an order number and populate the screen   

2 Enter the patient ID in the Patient ID field.  Enter the same 
number into the Confirm Patient ID field.  

System should display Patient ID.  This test is for patients with an existing 
patient ID from PICS 

3 Enter the number of packets desired. System should allow you to enter number of packets. 

4 Use the dropdown on the Item Id – Description column to 
select each item for the packets 

Dropdown function should allow you to select items. 

5 Enter the number of pills for each medication in a packet. System should allow you to enter the number of pills. 

6 View total number of pills and packets. System should total the number of pills per packet and total number of 
pills. 

7 Enter any special instructions. System should allow you to enter special instructions (600 character limit) 

8 Scroll to bottom of screen.   Check the two boxes. Enter your 
name or initials in the text box Name of Person Approving 
Order.   

System should allow you to check the two boxes, there are 3 boxes to 
check. 

9 Click Save button. System should allow you to click the button, then refresh and present the 
order confirmation screen.   

10 Review the confirmation screen. The Confirmation screen should contain the ‘thank you for ordering 
message’.  The page will display the Item Description, Item ID, the number 
of pills per pack, total pills, and comments. 

11 Hover over the Order tab, select  Packet Order  then select  
Filter then GO 
 

System should open a subsequent screen showing all previous order 
numbers submitted by this provider including Order, Patient ID, Date, Site 
and Site Name. See order history screen at the end of the test. 

12 Enter order #, patient ID, or double click the item to display 
packet order history. 

System should populate the screen with Order #, Status, Patient ID, Site 
Number, Site Name, Order date, Number of packets, and Submitter Name. 
Order contents should NOT be editable until Pharmacy starts to process it. 
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Step # Execution Procedure or Input Expected Result or Output 

13 Compare the contents of the printed order confirmation with 
the contents under the Detail History tab.   

Printed order should match. 

 

Generate patient ID 

1 Do Step 1 from Test above This practice will allow user to place a packed order generating a new Patient 
ID from the system 

2 Check generate Patient ID. System should generate a new Patient ID that begins with ‘2’ 

3 Verify that the confirm Patient ID is automatically 
populated. 

System Patient ID and confirm ID should not be editable. 

4 Do steps 3 – 13 from ‘Enter Patient ID’ above  

 

No Patient ID  

1 Do Step 1 from Test above This practice will allow user to place a packed order generating a new Patient 
ID from the system 

2 Leave patient ID field blank and do not check the ‘generate patient 
ID’ box. 
 

System allows you to proceed with order without a patient ID. 

3 Do steps 3 – 13 from ‘Enter Patient ID’ above  
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Packet Order Screen 
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Confirmation Screen   
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Packet Order History Screen after Filter and Go commands  
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Order Detail after Order Select  

 

 

 

  

 

 


