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Happy Path

• On the Incoming Documents Tab, click on the respective document to 
open the prescription. 

• On the right side of the screen, click on <Choose Document Category> 
and change it to <New Rx>.
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• Choose the Origin as <Fax>.

• Search for the respective patient by entering the patient’s last name or 
date of birth, found on the prescription.

Prescription 
image

• If the patient is not found, click on the pencil icon to create a new patient.
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• Enter the following details from the prescription:
1. Patient Name (First and Last)
2. Patient’s Address (City, State, and ZIP Code)
3. Patient’s Phone Number
4. Notification Number (Select or enter the phone number where text 

messages should be sent)
5. Patient’s Date of Birth
6. Patient’s Gender
7. Patient’s Allergies

• Click <Save and Close>

• Click <Save & Next>
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• On the right side of the screen of the Incoming Documents Tab, click 
<Prescription Priority Fill Requests> to open the Fill Requests Tab.

• Click on the respective patient’s fill request to open their Rx page.

• On the Rx page, click on the pencil icon to open the patient’s profile.
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• Verify the patient information that is populated on the screen.
• Click <Save & Close>

• Next, enter the prescriber details on the Rx page. Search the prescriber 
using the NPI Number provided in the prescription.

• Click on the pencil icon to open the prescriber’s profile
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• Verify the prescriber information that is populated on the screen.
• Click <Save & Close>

• Next, enter the supervising physician’s name (if mentioned in the 
prescription)
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• Enter the following Drug information:
1. Written date
2. Item Number (00006505509)
3. Quantity and Refills (mentioned in the prescription)
4. DAW (check mark the box if Dispense as Written mentioned)
5. ICD10 Code (mentioned in the prescription)
6. Directions (LAG)
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• Next, click <Dispense> Tab.
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• Verify the drug information and the pharmacist.
• Update Priority by selecting <Pending Rx Transfer>.

• Next, click <Rx Edits> Tab.
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• Click <+Add> button

• Select <Intake – Data Entry> 
• Click <Save & Close>



11

• Click on <Save & Review> button

1. Click <Unblock Blocking>
2. Click <Save Only>

1 2

Note: Once all processes in Pioneer RX are completed, navigate through 
eAccess to check whether the patient has insurance.
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