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Covered Entity User Guide 

 

Steps to Filter in All Modules 
 

1. Navigate to the desired module and enter the necessary criteria. Turn filter columns ON. 
This will display text boxes under all column headers.  

 

 

2. Enter text into the column you would like to filter down. Select the column header to 
filter.  

 

3. Columns can also be sorted A-Z and Z-A by clicking any column header. 
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Patient Module 

Purpose of the Module 
The purpose of the Patient Module is to view all patients associated with the covered entity, 
edit/add patients, and identify file issues. 

Use Case 
In the patient module, you can view all claims and visit history associated with a patient, edit 
patient details, add missing visits, create a new patient, and review eligibility fallout reasons. 

Functionality 
Searching for a patient in the Patient Module: 

1. Navigate to the Patient Module. 

   

 

 



 

                                ©️2023 Pharma Force Group, LLC. Confidential and Proprietary. 

 
HC V1 10/1/2023 

   

   

2. Select covered entity name and hit SEARCH.  

 

 

3. Once all patients populate, turn the Filter Columns ON. 

 

 

4. Once filters are on, type in any patient criteria needed, then hit the column header to 
search. 
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Steps to view all claims in the Patient Module: 

1. Navigate to the Patient Module 

 

 

2. Select covered entity name and hit SEARCH.  
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3. After patients load and you have filtered to a patient, click the hammer icon under options 
to view claims associated with the patient. (Steps on how to filter to a patient can be 
found here). 

 

 

4. A new tab will appear with the patients visits at the bottom of the screen. 
a. Each claim will have a claim type associated, either 340B or Non-340B. If the 

claim is non-340B, there will be a reason populated to the far right telling you why 
it did not capture. 

b. You can view the Date of Service, Rx Number, NDC, Drug Name, Mfg. Name, Days 
Supply, Qty, New/Refill #, Prescriber, Amount Collected, Pharmacy, and Claim 
Date associated with each claim.  
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Steps to view visit history in the Patient Module: 

1. Navigate to the Patient Module 

 

 

2. Select covered entity name and hit SEARCH.  
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3. Once you filter to the patient, select the H icon under options to view all history 
associated with the patient. (Steps on how to filter to a patient can be found here). 

 

 

4. This icon will allow you to view all changes made on this patient for all time.  
a. Patient Added: Shows when a patient was added to the patient module. 
b. Patient Edited: A change has been made to the patient. 
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Steps to Edit a Patient and Add a Missing Visit 

1. Navigate to the Patient Module 

 

 

2. Select covered entity name and hit SEARCH.  
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3. Once you filter to the patient, select the pencil icon under options to Edit the patient. 
(Steps on how to filter to a patient can be found here). 

 

 

4. All items in the patient information and patient eligibility fields can be edited. The fields 
with the purple bar are required. 
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5. To add a missing visit, you can select the Add Visit button under Patient Visits. Under Add 
Visit, you will need to select the visit date and the provider the patient saw.  
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Steps to Create a New Patient 

1. Navigate to the patient module and select the Patient Enrollment tab.  

 

 
2. Fill in all required fields with the purple bar in the search box and select Save. 
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Identifying file issues in the Patient Module 

1. Navigate to the patient module and select the Eligibility Fallout tab.  

 

 

2. In the fallout reason column, you will find the reason a patient did not get loaded, which 
could potentially identify file issues. Potential fallout reasons are listed below: 

a. Invalid Visit Date 
b. Invalid Date of Birth 
c. Invalid First Name 
d. Duplicate Patient 
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Rx Manager 

Purpose of the Module 
The purpose of the Rx Manager module is to view and edit claims at the chain pharmacy level.  

Use Case 
Through this module, you can flip a claim status from Captured to Non-Captured and vice versa. 
You can also attach documentation through uploading a file or a comment to specific claims. 

Functionality 
Steps to manually capture a claim through the Rx Manager: 

1. Navigate to the Rx Manager 
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2. Select CE and Pharmacy Chain (both fields are required), you can also enter additional 
optional information to narrow your search. Hit SEARCH. 

 

 

3. After reviewing non-captured claims for eligibility, scroll all the way to the right to 
Options. You will find a Pencil icon as the center icon in the Options column, click the 
pencil associated with the claim you would like to capture. 
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4. A new small window will pop up with the Manual Capture options below. Once you are 
satisfied with your selections you will click SAVE.  

a. Reason: drop down menu with Manual or Referral 
b. Capture Associated Refills: Defaults to Yes, this means capture all previous refills 

associated with the same Rx # 
c. Capture Future Refills: Defaults to Yes, this means capture all future refills as they 

come through associated with the same Rx# 
d. You can also use the check box on the left of each line of claims details to choose 

which claims you would like to include in capturing. 
 

 

 
5. Once you click save, the pencil icon will transform into a spinning icon, like below, this 

means the claim has been placed in the nightly processing queue and will show as 
captured the next morning. 
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6. You can also add supporting notes and/or attachments to the claim by clicking the 

Paperclip icon in the Options column. 

 

 
 

7. A new small window will pop up with options. Once you are satisfied with your comment 
and/or attachment, click SAVE.  

a. Comment: Max of 250 characters 
b. Attachment: Choose a previously saved attachment by clicking Choose File, max 

file size of 2.5 MB 
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Steps to manually non-capture a claim through the Rx Manager: 

1. Navigate to the Rx Manager 
 

 

 

2. Select CE and Pharmacy Chain (both fields are required), you can also enter additional 
optional information to narrow your search. Hit SEARCH. 
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3. When you find a claim you would like to un-capture, scroll all the way to the right to 
Options. You will find a Pencil icon as the center icon in the Options column, click the 
pencil associated with the claim you would like to un-capture. 

 

 

 
4. A new small window will pop up with the Manual Non-Capture options below. Once you 

are satisfied with your selections you will click SAVE. 
a. Reason: Will auto populate Manual Non-Capture 
b. Non-Capture Associated Refills: Defaults to Yes, this means uncapture all previous 

refills associated with the same Rx # 
c. Non-Capture Future Refills: Defaults to Yes, this means uncapture all future refills 

as they come through associated with the same Rx# 
d. You can also use the check box on the left of each line of claims details to choose 

which claims you would like to include in uncapturing. 
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5. Once you click save the pencil icon will transform into a spinning icon, like below, this 
means the claim has been placed in the nightly processing queue and will show as 
captured the next morning. 

 

 

 

 

6. You can also add supporting notes and/or attachments to the claim by clicking the 
Paperclip icon in the Options column. 
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7. A new small window will pop up with options. Once you are satisfied with your comment 
and/or attachment, click SAVE.  

a. Comment: Max of 250 characters 
b. Attachment: Choose a previously saved attachment by clicking Choose File, max 

file size of 2.5 MB 
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Order Module 

Purpose of the Module 
The purpose of the Order Module is to view all orders at the covered entity level and view claims 
attached to orders. 

Use Case 
Through this module, you can view all NDCs on an order, view all claims that were replenished, 
export line level details of an order and add manual orders. 

Functionality 
Steps to view all orders or filter to a specific order: 

1. Navigate to the Order Module 
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2. Fill in the Covered Entity Name and select SEARCH.  This will populate ALL orders.  
a. There is the option to filter down to orders by a single pharmacy, wholesaler, 

status, purchase order #, invoice number, or date range in the search criteria or by 
using the filter columns. 

 
 

b. To use the filter columns, follow Steps 1 and 2. After all orders have populated, 
turn the filter columns to ON. This will allow you to type a value in the column you 
would like to narrow down, then select the column header to search. 
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3. To view NDCs on the order, you can use the drop-down arrow on the far left. This will 
show you line level details for each purchase order. 
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Steps to view claims attached to an order: 

1. Navigate to the Order Module 

 

2. Select covered entity and any additional criteria needed to filter to an order, then select 
SEARCH.  
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3. On the far-right side under Options, click the Hammer Icon. This will populate all claims 
that are attached to that specific order. 

 

 

4. Once the NDCs on the order load, you will be able to see the NDC, Drug Name, 
Manufacturer Name, Packages Ordered and Invoiced, and the Item Status.  

 

 

 

5. Using the drop down on the far left will allow you to see all patient details under each 
NDC on the order. Patient ID, Prescriber NPI, Date of Service, Rx#, Units, and Source 
Type will all populate here. 
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Steps to export line level details of an order: 

1. Navigate to the Order Module 

 

 

2. Select covered entity and any additional criteria needed to filter to specific orders, then 
select SEARCH.  

 



 

                                ©️2023 Pharma Force Group, LLC. Confidential and Proprietary. 

 
HC V1 10/1/2023 

   

   

3. Once orders load, you can select the export button. This will export all orders within the 
criteria selected. (Please see the Reports section for another option to export orders). 
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Steps to enter a manual order: 

1. Navigate to the Order Module 

 

 

2. Select covered entity and pharmacy, then select the ADD button.  
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3. Enter information in all required fields (Wholesaler, Wholesaler Account, Order Date, 
Invoiced Date, and Invoiced Number). 

 

 

 

 

4. Once you enter in an NDC or drug name, it will populate a result. Select the correct NDC 
and enter in the quantity ordered. All other fields are optional. Once all information is 
entered, select the + icon to add it to the manual order. Repeat this process if there are 
multiple NDCs under one purchase order.  
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5. Once all NDCs are entered, select complete order to save and add the order.  
 

 

 

Ordering statuses and what they mean: 

Order Status Meaning 

Open Created but not sent to wholesaler 

Authorized Created, and approved to be sent to wholesaler 

Acknowledged 855 acknowledgement received back from wholesaler 

Consigned Sent to wholesaler 

Billed 810 invoice received from wholesaler 

Complete Direct 810 received, manually completed order through the 

UI, manual order added through UI or support ticket 

Returned Order was returned 

Cancelled Order was cancelled through the UI or a support ticket 
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Inventory Module 

Purpose of the Module 
The purpose of the Inventory Module is to monitor units dispensed, units replenished, trued up 
units, and overall accumulations per NDC and pharmacy. 

Use Case 
Through this module, you can view units dispensed details to see what claims made up the entire 
dispensed number. You can also view units replenished details to see what purchase order 
numbers tie back to the replenishments and trued up unit details to identify which cash claims 
have been trued up. 

Functionality 

Steps to view total 340B packages available: 
 

1. Navigate to the Inventory Module 
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2. Select covered entity name (all other fields are optional) and hit SEARCH.  

 

 

3. Once the NDCs populate, you can use the filter option to filter down to a specific NDC or 
drug name if needed. To filter, toggle the Filter Column to ON, then type in the NDC or 
Drug Name field and hit the column header to search.  
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4. Under the 340B packages column, you will see a quantity that signifies the number of 
packages available to order at 340B.  

a. Positive accumulations = Packages over-replenished 
b. Negative accumulations = Orderable accumulations 
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Steps to view units dispensed details: 
 

1. Navigate to the Inventory Module 

   

 

  

2. Select covered entity name (all other fields are optional) and hit SEARCH.  
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3. Once the NDCs populate, you can use the filter option to filter down to a specific NDC or 
drug name if needed. To filter, toggle the Filter Column to ON, then type in the NDC or 
Drug Name field and hit the column header to search.  

 

 

4. Once you have found the NDC, click the quantity in the units dispensed column to view 
the details. 
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5. In the units dispensed details, you can view all claims associated with the units dispensed, 
per pharmacy.  
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Steps to view units replenished details: 
 

1. Navigate to the Inventory Module 
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2. Select covered entity name (all other fields are optional) and hit SEARCH.  

 

 

3. Once the NDCs populate, you can use the filter option to filter down to a specific NDC or 
drug name if needed. To filter, toggle the Filter Column to ON, then type in the NDC or 
Drug Name field and hit the column header to search.  
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4. Once you have found the NDC, click the quantity in the units replenished column to view 
the details.  

 

 

 

5. In the units replenished details, you can view all orders that make up the total 
replenishment amount per pharmacy. 
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Steps to view trued up units: 
 

1. Navigate to the Inventory Module 
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2. Select covered entity name (all other fields are optional) and hit SEARCH.  

 

 

3. Once the NDCs populate, you can use the filter option to filter down to a specific NDC or 
drug name if needed. To filter, toggle the Filter Column to ON, then type in the NDC or 
Drug Name field and hit the column header to search.  
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4. Once you have found the NDC, click the quantity in the trued-up units column to view 
the details.  

 

 

 

5. Under the trued-up units details, you can see each claim that was trued up per pharmacy. 
Only non-replenished cash card claims are trued up.  

 

 

 

 

 

 

930.00 
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Audit Tool 

Purpose of the Module 
The purpose of the audit tool is to generate audits to review captured claims to ensure they are 
eligible claims. 

Use Case 
The audit tool allows you to run four different types of audits to review claims. The audit tool 
history saves all audits generated so you can go back and refer to prior audits. 

Functionality 

Steps to generate an audit: 
 

1. Navigate to the Audit Tool module.  
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2. Select covered entity, date range, record selection criteria, and audit count. Chain 
pharmacy is optional and can narrow down an audit further if necessary.  In the record 
selection criteria, there will be 4 different audits listed consisting of: 

a. Top 10 Collection + 10 Lowest Prescribers + Random 
i. Top 10 claims by Total Paid amount 
ii. 10 claims by prescribers with the lowest claim volume 
iii. Random 

b. Top Total Collection 
i. Top claims by Total Paid amount 

c. Random 
d. Top 5 Collection + Random 

i. Top 5 claims by Total Paid amount 
ii. Random 

  

 

3. Once all criteria are selected, click GENERATE AUDIT. This will generate claims that fall in 
the criteria selected above. You can select the number of records to display, up to 37 
columns of information to display in the audit, and there is an option to filter if needed.  
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4. Once the audit generates, you will see options in the far-right column.   
 

 

a. Eye Icon: Allows you to see additional information in a condensed version. 

 

 

b. Check mark: Signifies that a claim PASSED the audit. Once the check mark is 
selected, it will turn the line green. 
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c. Pause Icon: This icon can be selected if you are unsure if the claim passes or fails 
the audit. This will turn the line yellow and can be changed to pass or fail once 
more information is gathered. 

 

 

d. X Icon: Signifies that a claim FAILED the audit. This will turn the line red. (Note: 
Selecting the X on a claim in the audit tool does not uncapture the claim. 
Uncapturing will need to be completed in the Rx Manager Module. Please see the 
Rx Manager section for steps to uncapture a claim.) 

 

 

e. Paperclip icon: Allows you to add an attachment to the claim or a comment up to 
250 characters. 
 

5. There is an option to export the audit into Excel. If options have already been selected, 
the colors and comments will export.  
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Steps on accessing audit history: 
 

1. Navigate to the Audit Tool module.  

 

 

2. Select the Audit History tab.  
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3. Under Audit History, you can view all audits that have been generated in the past.  

 

 

4. On the far right, you will see 3 different options for each audit. 
a. Eye Icon: Allows you to open the audit up into line level detail to continue working 

or view claims on the audit. 
b. Trash Can Icon: Deletes the audit. 
c. Download Icon: Allows you to export the audit into Excel.  
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Reports Module 

Purpose of the Module 
The purpose of the reporting module is to see all data from your program, run advanced reports 
to target specific information about your program, and track financials if needed. 

Use Case 
The reporting module can be used to track all data that flows into the PharmaForce system.  
There are also pre-built reports provided to assist you, such as a Replenished Claims Report and 
an ESP Report. 

Functionality 

Steps to view all data from the Reports Dashboard 
 

1. Navigate to the Reports Module. This will open in a new tab on your browser.  
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2. Navigate to the Dashboard.  

 

 

3. Select covered entity (the date range is optional), then click SEARCH.  

 

 

4. Data will populate in the graph below that represents each chain pharmacy, along with a 
financial summary. You can view all pharmacy chains or filter to a specific pharmacy chain 
by clicking on the corresponding bar on the graph. If you select a specific pharmacy chain, 
the financials and pie chart will update to that specific chain’s pharmacy. 

a. Gross Revenue = Total Paid 
b. Expenses/Fees = Dispense Fees ONLY 
c. Total Profit = Total Paid – Dispense Fees 
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5. You can filter to captured or non-captured claims by clicking the pie for that claim type or 
click the ≡ icon to see all claims.  

 

 

6. The report will open in the Summary view. All claim counts are hyperlinks used to quickly 
filter to those claims only.  
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7. The details tab will show all claims for the selected claim type. To change the columns 

shown, use the column selector drop down to add or remove columns to the report. To 
filter to specific data, toggle the Filter Column to ON, type in the text box, and select the 
column header to filter. You can also export the data into Excel.  
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8. The + sign to the far left will expand the data to show a B2 (Reversal) if a reversal was 
received for the corresponding claim.  

 

 

Steps to use Advanced Reporting 
 

1. Navigate to the Reports Module. This will open in a new tab on your browser.  
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2. Navigate to Advanced Reporting.  

 

3. Enter in Covered Entity (Chain Pharmacy and Pharmacy are optional), Reports, Date 
Range, and the From and To Date if Custom Date Range is selected (Claim Type and Date 
Qualifier are optional). Once all criteria have been selected, click SEARCH. 

a. Report Types: 
i. Claims: Shows claims like the Reports Dashboard with a few additional 

columns. 
ii. Replenished Claims: Shows claims with replenishment details added. 
iii. ESP: Report designed to easily upload to 340B ESP. 
iv. Purchases: Shows purchases for the specified timeframe selected. 
v. Contracts: Displays all contracts associated with the selected search 

criteria.  
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4. The report will open in the Summary view. All claim counts are hyperlinks used to quickly 
filter to those claims only. The details tab will show all claims within the criteria selected 
above.  

 

5. To filter to specific data, toggle the Filter Column to ON, type in the text box, and select 
the column header to filter. You can also export the data into Excel.  

a. Options to export to Excel: 
i. Export All Claims including B2’s (Reversals) 
ii. Export Only Net Claims 

b. The question mark icon notifies you that only 200,000 lines can be exported at 
one time.  
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Invoice Module 

Purpose of the Module 
The purpose of the invoice module is to view and download invoices for contract and gateway 
pharmacies. 

Use Case 
The Invoice Module can be used to see invoices for contract pharmacies within the portal. 
Financial information along with the invoice itself can be viewed in this module. 

Functionality 
Steps to view and download an invoice: 

1. Navigate to the invoice module. This module will open in a separate tab in your browser.  
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2. Select the Invoice Type (Either Contract Pharmacy Invoices or Gateway Invoices) and the 
Covered Entity. Pharmacy, Month, and Year are optional. Once all criteria are selected, hit 
SEARCH.  

 

 

3. Once invoices generate, you will have the option to update the display records to display 
more or less data, export the data into excel, or filter to a specific invoice by turning the 
filters ON, entering text into the search box, and hitting the column header to search.  

 

 

4. Under the Options column, you can download each individual invoice by using the 
download icon. 
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5. For additional help on financial columns, you can hover over the column header to get a 
brief explanation of how the column is calculated.  

 

 

Note: Invoices are available in the portal from 3/16/2023 invoice cycle to present. For gateway 
pharmacies, payment details will not be loaded. 
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Financial Management 

Purpose  
To view monthly generated Financial Management Sheets. 

Use Case 
To view and download monthly generated Financial Management Sheets, along with pharmacy 
level payments and charges, and pharmacy level captured and replenished accruals. 

Functionality 
View Summary Level Financial Management Data 

1. Navigate to the FM Module  
2. Choose the Organization (Required field) 
3. Enter option criteria 

a. Covered entity 
b. Year and Month will default to the most recently generated Month. The month 

can be cleared by hitting the X next to the calendar icon. This will allow you to 
view an entire year’s worth of FM Sheets 

 

4. Summary level FM sheet data will populate in the table.  
5. Below are the fields you will see in the summary: 

FM UI Definition 

Total Claims Received Number of claims received in the month 

Captured Claim Count Number of captured claims in the month 
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Pharmacy Paid 

Payments received by PharmaForce from the 

pharmacy  

PharmaForce TPA Fee Per claim or minimum PharmaForce fee 

Claim Processing Contract per claim fee 

Transaction Charge Contractual payment passthrough fee 

Gateway Charge Gateway passthrough fee 

Pharmacy Adjustments Contract level adjustments  

Total Charges Sum of all pharmacy level charges 

Net Remit Due Pharmacy level payment due to the CE 

Cash Card Fee Cash card per claim or minimum fee 

Historical Switch Fees 

Fees charged by the switch vendor for requesting 

historical claims 

Referral Capture Service 

Contractual Referral Capture fee, % of replenished 

Referral claim  

Split Billing TPA Fee Contractual Split Billing Fee 

CE Adjustments CE level adjustments 

Alternate Fee Contractual fee 

Total Charges Total of all CE level charges 

Previous Balance Charges from previous months 

340B Total Net Remit Due Total payment that will be sent to the CE 

 

Download Financial Management Details 

1. Navigate to the FM Module. 
2. Choose the Organization (Required Field) 
3. Enter Option Criteria 

a. Covered Entity 
a. Year and Month will default to the most recently generated Month. The month 

can be cleared by hitting the X next to the calendar icon. This will allow you to 
view an entire year’s worth of FM Sheets 
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2. Summary level FM Sheet data will populate in the table 
3. Click the download icon  in the Options column 

 

View Financial Management Details 

1. Navigate to the FM Module  
2. Choose the Organization (Required field) 
3. Enter option criteria 

a. Covered entity 
b. Year and Month will default to the most recently generated Month. The month 

can be cleared by hitting the X next to the calendar icon. This will allow you to 
view an entire year’s worth of FM Sheets 
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4. Summary level FM Sheet data will populate in the table 

5. To view notes for a specific FM Sheet, click the notes icon in the Options column 
6. Notes will display in a slide out 

 

7. To view pharmacy level details for a specific FM Sheet, click the eye icon  in the 
Options column. 

 

8. A slide out will appear with 2 tabs, the first is the Payment Activity tab, this tab displays 
the payments received by PharmaForce from contract pharmacies. 
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a. This tab includes the summary level invoice information for invoices paid during 
the cycle 

 

9. The second tab, Pharmacy Activity, contains 3 sections 
a. Pharmacy Level Fees – displays all summed payments and fees at the pharmacy 

level. 
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b. Captured Activity – displays all a summary of captured claims during the cycle and 
the potential 340B Savings (actualized once replenished, invoiced and paid) at the 
pharmacy level. 

 

c. Replenished Activity – displays a summary of replenished claims activity and the 
associated 340B savings (actualized once invoiced and paid) at the pharmacy level. 
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Covered Entity Module 

Purpose of the Module 
The purpose of the covered entity module is to view all covered entities configured.  

Use Case 
This module can be used to view active and terminated covered entities configured. 

Functionality 
Steps to view the covered entity module: 

1. Navigate to the Admin Module. This will open in a new tab on your browser.  

 

2. Navigate to the Covered Entity Module.  
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3. In the Covered Entity Module, you can view the entity status, OPAID, CE Name and Type, 
and the contact information. 

a. The eye icon can be used to view additional information about the covered entity, 
such as the program live date and the address. 

b. The edit icon can be used to update the contact person.  
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Prescriber Module 

Purpose of the Module 
The purpose of the Prescriber Module is to view and make changes to your prescriber list.   

Use Case 
The prescriber module can be used to add, change, or terminate prescribers on your list.  

Functionality 

Steps to add prescribers: 
 

1. Navigate to the Admin Module. This will open in a new tab on your browser.  
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2. In the Admin Module, navigate to the Prescriber Module.  

 

 

3. Select covered entity, then click ADD.  

 

 

4. In the popup window, add in the First Name, Last Name, and Prescriber NPI and click 
SAVE. 

 

 

5. Once you click SAVE, a new ADD button will appear. This ADD button will allow you to 
enter in the prescriber start date (and end date if applicable) and the panel type. Click the 
ADD button to enter in the information.  
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6. A drop-down box will appear in the panel type column that allows you to select Full Time, 
Part Time, or Referral Prescriber. Enter in the start date (and end date if applicable), then 
click the checkmark under options to save.  

 

 

7. The prescriber will now be saved in your prescriber list.  
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Steps to use the upload function for bulk adds or changes: 
 

1. Navigate to the Admin Module. This will open in a new tab on your browser.  

 

  

2. In the Admin Module, navigate to the Prescriber Module.  
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3. Select the covered entity, then hit SEARCH to load the provider list.  

 

 

4. Select the Export button, then select the Template for Upload option.  

 

 

5. This will download the prescriber list onto your computer. Open the prescriber list to 
make the necessary changes. This will allow you to enter in termination dates for existing 
prescribers or add new prescribers. (Note: Columns must stay in the original format, they 
cannot be rearranged.) 

a. To add a termination date to an existing provider, locate that prescriber in the file 
and add the termination date in YYYYMMDD format. 

b. To add a new prescriber, add the 340BID (OPAID), First Name, Last Name, 
Prescriber NPI, Panel Type (Full Time as FT, Part Time as PT, or Referral as RF), and 
their start date in YYYYMMDD format.  

 

 

6. Save the file in .csv format, then navigate back to the Contract Pharmacy portal. Select 
the UPLOAD button.  
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7. Choose the file you would like to upload, then click SAVE. Please allow up to 15 minutes 
for the changes to be visible in the prescriber list.  
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Steps to edit or terminate an existing prescriber: 
1. Navigate to the Admin Module. This will open in a new tab on your browser.  

 

  

2. In the Admin Module, navigate to the Prescriber Module.  
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3. Select the covered entity, then hit SEARCH to load the prescriber list.  

 

 

4. Toggle the Filter Column option to ON. Type into the desired text box and click the 
column header to search. To edit the prescriber, select the Pencil Icon on the far right 
under Options.  

 

 

5. The First Name and Last Name can be changed if needed. The Pencil Icon under options 
can be used to edit the Start and End Dates. To terminate the prescriber, add the 
termination date in the End Date column and select the check mark to save it.  
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Wholesaler Module 

Purpose of the Module 
The purpose of the Wholesaler Module is to view the drug catalog and update NDCs from 
include to exclude and vice versa.  

Use Case 
The Wholesaler Module can be used to view all NDCs received in the drug catalog and update 
the NDC status. 

Functionality 
Steps to view the drug catalog: 

1. Navigate to the Admin Module. This will open in a new tab on your browser.  
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2. Navigate to the Wholesaler tab.  

 

 

3. On the View Wholesaler tab, use the search boxes at the top or the arrows at the bottom 
to search for the wholesaler, then click the eye icon.  

 

 

4. Select the capsule icon under options to view the drug catalog for the corresponding 
covered entity.  
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5. The search criteria at the top will auto-populate based on the covered entity, pharmacy, 
and account number selected in the previous screen. To view the 340B and Non-340B 
primary catalogs at once, select Default for the Account Type. 

 

 

6. To compare the price for a single NDC across all accounts (for the same wholesaler), click 
the check box to the left of the NDC text box, then enter the NDC.  
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Steps to change an NDC status: 

1. Navigate to the Admin Module. This will open in a new tab on your browser.  

 

 

2. Navigate to the Wholesaler tab.  
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3. On the View Wholesaler tab, use the search boxes at the top or the arrows at the bottom 
to search for the wholesaler, then click the eye icon.  

 

 

 

4. Select the capsule icon under options to view the drug catalog for the corresponding 
covered entity.  
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5. Use the filter column or NDC search box to find the NDC. Select the pencil icon under 
options. 

a. When changing an NDC from exclude to include, select the pencil icon, then the 
check mark to save the include status. 

b. When changing an NDC from include to exclude, there will be multiple options to 
choose as an exclude reason. Select the reason and click the check mark to save. 

i. Client Blocked – C2 – C5 
ii. Client Blocked – NDC Order: Allows a claim to capture but NOT order. 
iii. Client Requested – Excluded: Prevents a claim from capturing AND 

ordering. 
iv. Manufacturer Block: Prevents capturing and ordering and is tied to the 

manufacturer block table.  
v. Orphan Drug 
vi. Vaccine Drug 
vii. Wholesaler Discontinued: Allows claims to capture but NOT order.  
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Configurations Module 

Purpose of the Module 
The purpose of the configuration module is to view and edit configurations such as lookback 
periods and manufacturer blocks.  

Use Case 
This module can be used to edit and configure lookback periods, contract details, manufacturer 
blocks, and locations. 

Functionality 
Steps to view and edit lookback periods: 

1. Navigate to the Admin Module. This will open in a new tab on your browser.  
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2. Navigate to the Configuration Module.  
 

 
 

3. Select CE Panels tab. Select covered entity, then click SEARCH.  

 

 

4. The panel type with the respective lookback period will be visible.  

 

5. To edit the lookback period, select the pencil icon under the options. Select the 
checkmark to save.  
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Steps to view the specialty drug list: 

1. Navigate to the Admin Module. This will open in a new tab on your browser.  

 

 

2. Navigate to the Configuration Module.  
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3. Select the Specialty Drug tab. This tab allows you to see the specialty drug list for all 
pharmacies. Select the Specialty List and Chain Pharmacy you would like to view.  

 

4. The Specialty Drug list will display the NDC, NDC Description, and Manufacturer Name.  
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Steps to view contract level configurations: 

1. Navigate to the Admin Module. This will open in a new tab on your browser.  

 

 

2. Navigate to the Configuration Module.  
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3. Select the Contract tab. This tab allows you to view the configurations for each pharmacy. 

Select the Covered Entity and Pharmacy Name, then click SEARCH.  
 

 
 
 

4. The Pharmacy and Billing section will display the Pharmacy Live Date and the Billing 
Cycle. The Claims section will display the Claims Processing Date, the Profit Only flag, and 
Blocks for Orphan Drugs, Vaccines, and Controlled Substances.  
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5. The Gateway section will display who the gateway is for the pharmacy selected (if 
applicable) and the Start Date.  

 

 

6. The Wholesaler section will display the Wholesaler, Account Codes, and the Bill to Ship to 
Address.  
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Steps to Configure Max Thresholds: 

1. Navigate to the Admin Module. This will open in a new tab on your browser.  

 

 

2. Navigate to the Configuration Module.  
 

 
 

3. Select the Contract tab, select your Covered Entity Name and Pharmacy Name, then click Search. 

If you are making a change to any configurations, select the Edit button. 
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4. Under the Purchase Order (PO) section, you will find the Max Threshold Configuration. To turn it 

on and configure an NDC and $ amount, select Yes. 

 

 

5. Once you select “Yes”, two popups will appear to configure a Max Package Threshold (Per NDC) 

and a Max Threshold Dollar Value (Per PO). 

a. When the Max Threshold Configuration is set to “Yes”, both settings below must be 

configured: 

i. Max number of packages per NDC: If any NDC exceeds the configured # of 

packages, those NDCs will generate on a separate order from all NDCs under the 

threshold. 

ii. Max $ value for the entire order. 
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Steps to view Contract Fee (Dispensing Fee) information: 

1. Navigate to the Admin Module. This will open in a new tab on your browser.  

 

 

2. Navigate to the Configuration Module.  
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3. Select the Contract Fee tab. The Contract Fee tab allows you to view dispensing fees 
across all contract pharmacies. Select the covered entity and pharmacy, then click 
SEARCH.  

 

 

4. Cash and Third Party dispense fees will display here if applicable. It will be separated by 
Brand (B) and Generic (G) dispense fees. If a custom dispense fee is used (flat fee + %), it 
will display in the custom dispensing fee.  

 

 

 

 

 

 

 

 



 

                                ©️2023 Pharma Force Group, LLC. Confidential and Proprietary. 

 
HC V1 10/1/2023 

   

   

Steps to view, add, and edit manufacturer blocks: 

1. Navigate to the Admin Module. This will open in a new tab on your browser.  

 

 

2. Navigate to the Configuration Module.  
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3. Select the Manufacturer tab. This tab will display all manufacturer blocks per pharmacy. 
Select the covered entity and pharmacy, then click SEARCH.  

 

4. The Manufacturer Name, Status, and Effective Date will display. There are also 3 icons 
under the Options Column: 

a. Eye Icon: Allows you to view all NDCs excluded under the respective 
manufacturer. 

b. Pencil Icon: Allows you to change the Status and Effective Date. If these two fields 
are changed, select the checkmark to save it. 

c. H Icon: Allows you to view manufacturer configuration history.  
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5. To add a new manufacturer block, select the ADD button. 

 

 

 

6. A new line will populate in the table. Select the Manufacturer Name, Status, and Effective 
Date (must be one day in the future), then click the checkmark to save.  
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Steps to view configured locations: 

1. Navigate to the Admin Module. This will open in a new tab on your browser.  

 

 

2. Navigate to the Configuration Module.  
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3. Select the Location tab. This tab will display all configured locations. Select the covered 
entity name and click SEARCH.  

 

4. The Location table will display all location codes received, the location name if provided, 
and the effective date. The Status column will show if it is configured as an eligible or 
non-eligible location. The edit button under options will allow you to add a termination 
date to a location.  
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BIN Module 

Purpose of the Module 
The BIN Configuration Module allows for the visibility and management of plan rules and 
exclusions. 

Use Case 
View current plan configurations for Cash Cards, Plan Exclusion, and Medicaid Exclusion. Users 
also have the ability to terminate current exclusions and create new plan exclusions through the 
BIN Module. 

Claims are excluded based on plans configured in the BIN Module (Admin>BIN). Configurations 
can be applied to both primary and secondary payors, or only primary payors depending on the 
configuration for that particular plan. The default configuration will exclude configured plans in 
both the primary and secondary payor positions. Exclusions can be configured to the levels listed 
below. 

Functionality 
Below are the different payor levels available : 

1. BIN level (only BIN is configured): all claims with the configured BIN will be excluded 
based on the Pharmacy level and exclusion type configurations. All claims with the 
configured BIN will be excluded for ANY PCN and Group, or if those fields are blank. 

a. If multiple configurations are created for the same BIN with the same Pharmacy 
level and exclusion type configurations the functionality changes to the BIN level 
only being applied if the PCN and Group are BLANK, like the below: 

  Level BIN PCN Group Note 

Scenario 1 
Pharmacy  123456     

All plans with this BIN will be excluded with ANY PCN or Group, or 
blank PCN and/or group. 

            

Scenario 2 
Pharmacy 789456     

Only plans where BIN 789456, and the PCN and Group are BLANK 
will be excluded 

Pharmacy 789456 MCAID RX4859 
Only plans where the BIN, PCN and Group are an exact match will be 
excluded 

 

2. BIN and PCN level (only BIN and PCN are configured): all claims with the configured BIN 
and PCN will be excluded based on the Pharmacy level and exclusion type configurations. 
All claims with the configured BIN and PCN will be excluded for ANY Group, or if Group is 
blank. 
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3. BIN, PCN, and Group level (BIN, PCN, and Group are all configured): all claims with an 
exact match to the configured BIN, PCN, and Group will be excluded based on the 
Pharmacy level and exclusion type configurations. 
 

Plans can be excluded from 340B eligibility on 3 different Pharmacy levels:  

1. Covered Entity: exclusion applies to all contract pharmacies associated with the covered 
entity. 

2. Chain Level: exclusion applies to all contract pharmacies in the specified pharmacy chain 
associated with the covered entity. 

3. Pharmacy Level: exclusion applies to only a single specified contract pharmacy associated 
with the covered entity. 

 

There are 2 different exclusion types to choose from:  

1. Medicaid Exclusion: claim fallout reason: Medicaid 
2. Payer Exclusion: claim fallout reason: Payer Exclusion 

Configurations:  

Configurations that apply to both primary and secondary payors can be viewed and configured 
directly through the UI. The additional configuration level to exclude only at the primary level 
cannot be configured through the UI, you will see the plan listed but will not be able to 
distinguish if it applies to only primary payors or both.  
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To view configured plans: 

1. Navigate to the Admin Module 

 

2. Navigate to the BIN Module 

 

3. To view exclusions, choose the desired CE Name from the drop down, if you only have 
access to a single CE that CE will default. 

4. Click Search 
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5. All current and termed configurations will populate in the search grid. 

 

 

To view associated pharmacies for the exclusion: 

1. Follow the above steps to view exclusions. 
2. Click the eye icon in the Options field on the far right. 

 

 

3. A new tab will open with the exclusion details: 
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Terminating an exclusion: 

1. From here you can Terminate the exclusion by clicking the Terminate button on the 
bottom right. 

 

2. A pop up will appear. 

 

 

3. Click OK and the plan will be termed effective at Midnight, so claims will no longer be 
excluded as of the next day. 

4. You can also terminate the exclusion through the main results grid by clicking the circle 
with an X inside in the Options field on the far right, the same pop up will appear, and the 
same rules apply. 
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To add a new BIN configuration: 

1. Navigate to the Admin Module 

 

2. Navigate to the BIN Module 

 

3. Click the Add Rx BIN tab at the top.  
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4. Complete required fields: 
a. Covered Entity 
b. Reason: Medicaid, Payer, Cash  
c. Start Date: must be at least 1 day in the future. 
d. Level: Covered Entity, Chain, Pharmacy 
e. Rx BIN 

 

5. Complete desired optional fields: 
a. PCN 
b. Group 
c. State 
d. End Date 

 

6. Click Save 

 

Claims with either of the above exclusions are not editable, meaning users are not able to capture 
these claims through the RX Manager. 

Cash Plans:  

Cash plans are also housed in the BIN module. This allows the proper dispense fee to be applied 
to Cash Card claims. You will see the Cash plans, and their configurations, in the same grid as the 
exclusion plans. These plans will be noted with Cash in the Reason field. 

 

 



 

                                ©️2023 Pharma Force Group, LLC. Confidential and Proprietary. 

 
HC V1 10/1/2023 

   

   

User Management Module 

Purpose of the Module 
The purpose of the User Management module is to create new users and edit existing users. 

Use Case 
The User Management module can be used to edit existing user access and add new users to the 
platform by utilizing the User Registration tab. 

Functionality 
Steps to Edit Existing User Access: 

1. Navigate to the User Management Module. 

 

 

2. In the Search Users tab, click the Pencil icon under Options. 
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Steps to Add a User: 

1. Navigate to the User Management Module. 

 
 

2. Select the User Registration Tab and fill in all fields. Once done, click Save to send a registration 
email to the user. 
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3. Below, you will find the access levels for all user roles: 

Access Level: Organization, User Role: Account Admin  

 

Access Level: Organization, User Role: Organization Admin  
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Access Level: Organization, User Role: Admin  

 

Access Level: Covered Entity, User Role: CE Admin 
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Access Level: Covered Entity, User Role: CE User   

 

Access Level: Pharmacy, User Role: PH Admin  
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Access Level: Pharmacy, User Role: PH User  
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Steps to Filter in All Modules 
 

1. Navigate to the desired module and enter the necessary criteria. Turn filter columns ON. 
This will display text boxes under all column headers.  

 

 

2. Enter text into the column you would like to filter down. Select the column header to 
filter.  

 

 

3. Columns can also be sorted A-Z and Z-A by clicking any column header. 
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Order Module 

Purpose of the Module 
The purpose of the Order Module is to view all orders and view claims attached to orders. 

Use Case 
Through this module, you can view all NDCs on an order, view all claims that were replenished, 
and export line level details of an order. 

Functionality 
Steps to view all orders or filter to a specific order: 

1. Navigate to the Order Module. 
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2. Select Covered Entity Name and Pharmacy Name, then click SEARCH. All other fields are 
optional. This will load all orders or orders within the criteria. 

 

3. To filter to a specific order, turn the Filter Column to ON. This will populate text boxes 
under the column headers. Type in the value you would like to search, then click the 
column header to search. 
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4. Once orders populate, you will see a drop-down arrow to the far left which allows you to 
view drug status and manufacturer name.  
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Steps to view claims attached to an order: 

1. Navigate to the Order Module. 

 
 

2. Select Covered Entity Name and Pharmacy Name, then click SEARCH. All other fields are 
optional. This will load all orders or orders within the criteria. 

 

 

3. Select the hammer icon under the options column. 
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4. This will show all Rx information attached to the NDCs in a specific order. 
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Steps to export line level details of an order: 

1. Navigate to the Order Module 

 
 

2. Select Covered Entity Name and Pharmacy Name, then click SEARCH. All other fields are 
optional. This will load all orders or orders within the criteria. 
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3. Once orders load, you can select the export button. This will export all orders within the 
criteria selected. 

 

 

Ordering statuses and what they mean: 

Order Status Meaning 

Open Created but not sent to wholesaler 

Authorized Created, and approved to be sent to wholesaler 

Acknowledged 855 acknowledgements received back from wholesaler 

Consigned Sent to wholesaler 

Billed 810 invoice received from wholesaler 

Complete Direct 810 received, manually completed order through the 

UI, manual order added through UI or support ticket 

Returned Order was returned 

Cancelled Order was cancelled through the UI or a support ticket 
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Inventory Module 

Purpose of the Module 
The purpose of the Inventory Module is to monitor units dispensed, units replenished, trued up 
units, and overall accumulations per NDC. 

Use Case 
Through this module, you can view units dispensed details to see what claims made up the entire 
dispensed number. You can also view units replenished details to see what purchase order 
numbers tie back to the replenishments and trued up unit details to identify which cash claims 
have been trued up. 

Functionality 

Steps to view total 340B packages available: 
 

1. Navigate to the Inventory Module. 
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2. Select covered entity name and pharmacy name, then click SEARCH. 

 

  

3. Once the NDCs populate, you can use the filter option to filter down to a specific NDC or 
drug name if needed. To filter, toggle the Filter Column to ON, then type in the NDC or 
Drug Name field and hit the column header to search.  
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4. Under the 340B packages column, you will see a quantity that signifies the number of 
packages available to order at 340B.  

a. Positive accumulations = Packages over-replenished 
b. Negative accumulations = Orderable accumulations 
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Steps to view units dispensed details: 
 

1. Navigate to the Inventory Module. 

 

 

 

2. Select covered entity name and pharmacy name, then click SEARCH. 
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3. Once the NDCs populate, you can use the filter option to filter down to a specific NDC or 
drug name if needed. To filter, toggle the Filter Column to ON, then type in the NDC or 
Drug Name field and hit the column header to search.  

 

 

4. Once you have found the NDC, click the quantity in the units dispensed column to view 
the details. 
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5. In the units dispensed details, you can view all claims associated with the units dispensed.  
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Steps to view units replenished details: 
 

1. Navigate to the Inventory Module. 

 

 

 

2. Select covered entity name and pharmacy name, then click SEARCH. 
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3. Once the NDCs populate, you can use the filter option to filter down to a specific NDC or 
drug name if needed. To filter, toggle the Filter Column to ON, then type in the NDC or 
Drug Name field and hit the column header to search.  

 

 

4. Once you have found the NDC, click the quantity in the units replenished column to view 
the details.  
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5. In the units replenished details, you can view all orders that make up the total 
replenishment amount. 
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Steps to view trued up units: 
 

1. Navigate to the Inventory Module. 

 

 

 

 

2. Select covered entity name and pharmacy name, then click SEARCH. 
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3. Once the NDCs populate, you can use the filter option to filter down to a specific NDC or 
drug name if needed. To filter, toggle the Filter Column to ON, then type in the NDC or 
Drug Name field and hit the column header to search.  

 

 

 

4. Once you have found the NDC, click the quantity in the trued-up units column to view 
the details.  
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5. Under the trued-up units details, you can see each claim that was trued up. Only non-
replenished cash card claims are trued up.  
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Reports Module 

Purpose of the Module 
The purpose of the reporting module is to see all data from your pharmacy that has flowed to the 
system. 

Use Case 
The reporting module can be used to track all data that flows into the PharmaForce system. This 
module contains up to 57 columns worth of information within the most recent 90 days.  

Functionality 

Steps to run a report: 
 

1. Navigate to the Reports Module. 
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2. Pharmacy and Report Type will auto-populate. Select the date range you would like to view. If 

custom is selected, you can use the From and To date ranges to the right. Once all criteria have 

been selected, click SEARCH to run the report. 

 

 

 

3. Once the report displays, you will see a display option, a column selector option, and an 
export option. 

a. Display Records Option: Allows you to view more or less records at one time. 
b. Column Selector: Allows you to choose up to 57 columns to view if needed. You 

have the ability to check or uncheck columns depending on the data you would 
like to view. 

c. Export Option: Allows you to export into Excel. 
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Invoice Module 

Purpose of the Module 
The purpose of the Invoice Module is to view and download invoices. 

Use Case 
The Invoice Module can be used to see invoices for your pharmacy within the portal. Financial 
information along with the invoice itself can be viewed in this module. 

Functionality 
Steps to view and download an invoice: 

1. Navigate to the Invoice Module. 
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2. Enter in all search criteria for the invoice you would like to find, then click SEARCH. 

 

 

3. Once invoices generate, you will have the option to update the display records to display 
more or less data, export the data into excel, or filter to a specific invoice by turning the 
filters ON, entering text into the search box, and hitting the column header to search.  

 

 

4. Under the Options column, you can download each individual invoice by using the 
download icon. 
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Glossary 
 

Term/Header Definition 

340B Drug Cost Est. 340B drug cost for the dispensed quantity of the claim 
at the time of initial claims processing. 

 

Amount Due Remaining balance owed on the invoice 

Captured The claim has been captured as a 340B claim 

CE Receivable Total Paid – Dispense Fee 

Claim Sub Type Displays captured status (Noncaptured/Captured) 

Dispense Fee Configured dispense fee for the contract 

Drug Indicator Brand/Generic/Non-Drug Indicator 

Full-Time Provider Provider is listed as full time on the provider list and will be 
used to determine claim eligibility. 

Future Refill Status All subsequent refills will capture under the specific Rx 
number. 

Gross Revenue Cumulative amount paid on the invoice 

Noncaptured The claim has not been captured as a 340B claim. 

Part-Time Provider Provider is listed as part time on the provider list and will 
be used to determine claim eligibility along with 

encounter/eprescription files. 

Patient Paid Patient Payment/Co-pay amount received in raw claims. 

Profit/Loss Total Paid – Dispense Fee – 340B Drug Cost 

Reason Capture or Noncapture Reason 

Replenishment Status Indicates if a claim has been partially or fully replenished 

Retail Drug Cost Retail/WAC cost of the medication 

Third Party Payment Insurance/Third Party Pay amount received in raw claims 
data 

Total Cost Dispense Fee + 340B Drug Cost 

Total Paid Third Party Payment + Patient Pay/Co-Pay 

Transaction Code Unique code associated with the claim/utilization 

 


