
 

 

 4th 

edition  
 

ROMAX DRUGS INC. 

Pre-Pack Pharmaceuticals for Medical Clinics 

 

 

 

 

 

  

    

  

RRoo mmaaxx  DD rr uu gg   

CC ll iinn iicc   PPrr oo gg rr aamm  
VVeerrssiioonn  66..00 



  

 





 

 

 

 

 

ROMAX DRUGS 

 

 

 

DRUG CLINIC PROGRAM USER GUIDE 
Written and Designed by Sara Mernick 

 Romax Drugs 

12623 Sherman Way North Hollywood, CA 91605 

 Voice (818) 764-7225 ω Fax (818) 277-7552 

BRP Support (818)764-7225 

www.bryantranchprepack.com 

  

http://www.bryantranchprepack.com/


 

 

 

 

  



 

 

 

 

 

 

 

TABLE OF CONTENTS 
INTRODUCTION 

How to Use this ManualΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΧΧΦΧΧΧΧΧ i 
Setup and InstallationΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΧΧΧΧΦ 1 
 
 

CHAPTER 1: RECEIVING AND DISPENSING DRUGS 
Receiving Drugs from BRP ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΧΧΧΧΦ 9 

Dispensing DrugsΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΧΧΧΧ 13 
 

CHAPTER 2: WORKING WITH YOUR INVENTORY 
The InventoryΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ 21 

View/Print/Edit Current InventoryΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΧΧΧ 23 
View/Print Low SupplyΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ 24 
View OverstockΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΧΧ 24 
Min/MaxΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΧΧΦΧ 25 
View Received InvoicesΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ 26 

Drugs ΧΧΦΦΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ 29  
Changing Medication Instructions (Sigs) ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ 31 
Setting Prices ΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ 33 
Lot NumbersΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΧΧΧΧΧΧΧ 34 
 

CHAPTER 3: PATIENTS RECORDS 
PatientsΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ 37  

Adding New PatientsΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ 37 
 Looking Up/Modifying Patient RecordsΧΧΧΧΧΧΦΦΧΧΧΧΧΧΧΧΧ 39 
 
CHAPTER 4: USER INFORMATION AND THE LOG 
Managing User InformationΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΧΧΧΧΧΧΧΧΧ 45 
Using the LogΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΧΧ 51 
 

CHAPTER 5: CURES REPORTING 
Preparing CURES ReportsΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ 57 
 

APPENDIXES 
UtilitiesΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΧΧΧΧΧΧΧ 61  
hǇǘƛƻƴǎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦ 67 
First-¢ƛƳŜ {ŜǘǳǇ LƴǎǘǊǳŎǘƛƻƴǎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧ.. 69 
Quick Reference SheetsΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦΧΧΧΧΧΧΧΧΧΧ 71 
  



 

 

 

 

 
  



 

 

 

 

 

 

 
 

WHY USE THE PROGRAM? 

The Romax Drug Clinic Program is a powerful tool by which you can 

easily manage your in-house dispensing business. Ordering, receiving and 

dispensing have never been simpler! With its numerous useful features that 

make in-house dispensing a snap, your clinic will be filled with healthy patients 

and healthy profits.     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

D I S P E N S E  D R UG S  T O  Y O U R  P A T I E N T S 

The Dispense function will allow you to quickly fill your prescriptions right in 

your own clinic and keep track of all of your dispensing records in one step. 

Instead of tedious hand and paper methods, or expensive alternative 

programs, dispensing drugs through the program is quick and easy. Every 

time you use the dispense feature, the program automatically updates your 

inventory, patients records, dispensing log, and CURES records. Dispensing 

with the program will keep your business efficient and your information 

current.  

 

R E C E I V E  A N D  R E C O R D  BR P  S H I P M E N T S 

The Receive function will automatically retrieve your order information from 

our web-site and add the merchandise to your inventory list. This useful 

feature gives you an accessible and updated list of your current stock and 

enables the dispensing, inventory management, and CURES reporting tools of 

the Romax Drug Clinic program.  

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

M A N A G E  Y O U R  I N V E N T O RY 

Inventory management is crucial in maintaining a healthy dispensing 

business. The Romax Drug Clinic Program Inventory function allows you to: 

o keep track of your current inventory 

o set drug prices and add or change medication instructions (sigs) 

o  set the amount of a medication you want to keep on hand 

o  see currently overstocked goods 

o  determine what and when to reorder from Bryant Ranch PrePack 

With all this at your fingertips you can easily adjust your orders and your 

drug prices according to current prescription trends, keeping your business 

at its best. 

 S I M P L I F Y  C U R ES R E P O R T I N G 

If you dispense Schedule II or III drugs (narcotics) in the state of California 

you are required by law to send a report into the CURES program offices by 

the 18th of every month.  

The Romax Drug Clinic Program automatically records all of your Schedule II 

or III drugs (narcotics) sales, taking the effort out of CURES reporting. With a 

few clicks you can compile an official CURES report ready to send in.  
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HOW TO USE THIS MANUAL 

This manual is divided into several sections to help you quickly find the 
information you need.  It also comes with a laminated quick reference sheet  for 

everyday use. You can keep this sheet next to you while you dispense or receive drugs, and 
refer to the manual when you need complete instructions. A copy of the quick reference sheet 

is located in the appendix for printing in case you lose the original copy. 
 

C H A P T E R  1 :  R E C E I V I N G  A N D  D I S P E NS I N G  D R U G S 

 

 

 

 

 

 

 

C H A P T E R  2 :  W O R K I N G  W I T H  Y O U R  I N V E N T O R Y 

 

 

 

 

 

 

 

 

Receiving Drugs from BRP  Received a shipment from the BRP and 

want to record the new inventory? This section has detailed directions 

on how to properly receive shipments and record drug data. 

Dispensing Drugs Ready to start dispensing drugs? This section 

explains how to distribute drugs to patients. 

 

The Inventory   Want to view or print your current inventory, set 

how much of a medication to keep on hand, check low supplies, or see 

a list of overstocked items? This section will explain the inventory 

features and their use. 

Drugs  Need to add a new drug into the system,  set the price of 

your medications, change medication instructions (sigs), or check the 

Lot numbers of drugs in case of a recall? This section teaches you how 

to change drug information and perform lot searches. 

 



 

 

 

 

 

C H A P T E R  3 :  P A T I E N T  A N D  P A Y M E N T S 

 

 

 

 

 

 

 

 

C H A P T E R  4 :  M A N A G I N G  U S E R  I N F OR M A T I O N 

 

 

 

 

 

 

 

 

C H A P T E R  5 :  C U R ES R E P O R T S 

 

Adding Doctors and Clerks Need to change user information, or add 

a new user? This section shows you how to set up passwords, create 

user names, and enter new doctors into the system.  

Using the Log Want to review transactions to better plan your orders 

from the BRP, or see detailed dispensing records? This section explains 

how to use the dispensing log. 

 

CURES Reports  Time to submit your CURES reports to the state? 

This section will explain how to quickly prepare these reports using the 

program. 

 

Patients  Want to view or print your current inventory, set how 

much of a medication to keep on hand, check low supplies, or see a list 

of overstocked items? This section will explain the inventory features 

and their use. 

Payment Types  Want to set the price of your medications, change 

medication instructions (sigs), or check the Lot numbers of drugs in 

case of a recall? This section teaches you how to change drug 

information and perform lot searches. 
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SETUP AND INSTALLATION 

 
 

 

 

 

 

 

 

 

 

 

Open your internet browser and type the following into the address bar: 

www.romaxdrug.com/Public/ClinicStandard/BRPClinicSoftware/ 

You will be taken to the download page.  

 

 
Left click on the second link: 
  

The following window will appear: 

 

The Romax Drug Clinic Program is available as a download 

from the Romax Drug website at: 

www.romaxdrug.com/Public/ClinicStandard/BRPClinicSoftware/ . 

To download and install the program follow the steps below: 
 

FIGURE 1: THE DOWNLOAD PAGE 

http://www.romaxdrug.com/Public/ClinicStandard/BRPClinicSoftware/
http://www.romaxdrug.com/Public/ClinicStandard/BRPClinicSoftware/


 

 

 

 

Left-click on 

The following window will appear: 

Choose a place to save the program. A typical install path is shown above.  

Left-click on  
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! 
Quick Tips: 

To install at a 

later date locate 

and left-click on: 

The install program will then begin downloading. Once it is finished a notification 

window will appear: 

You can Left click Open to start the install program now. 

 

 

After starting the install program you will be asked to pick what language to use 

during the installation.  

 

Do so now and press                   when done. The following window will 

appear: 



 

 

 

 

Left click on                    . The following window will appear: 

Read the information displayed thoroughly and make sure to follow any 
directions you see there. 

! 
Quick Tips: 

To stop the setup 

process at any 

time press 
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When you are done reading the information left click on 

 The following window will appear:  

 

If you would like to have a shortcut to the program placed on your 

desktop make sure the box is checked before you left-click 

 

You are now ready to install! After checking your settings on 

the next page press 

 

 During installation the program will display the change 

log, just press             to continue.

! 
Quick Tips: 

Hit the back 

button at any time 

to return to the 

previous screen 



 

 

 

The first time you start the program you will have to 

enter some basic user information including your clinic 

name, the address of your clinic, doctor(s) information 

with valid DEA and medical license number, clerk 

information, and   your   BRP  customer number.  

Refer to Appendix 3 on PAGE of this manual 

  for complete first-time setup instructions. 
 

! 
Quick Tips: 

To start the 

program, double-

click on the: 

 
¸ƻǳΩǊŜ Řƻne!! If you wish to start the Romax Drug Program now make sure the 
box is checked before pressing 

 
If you want to start the program at a later time uncheck the box and press 

 
  

  



[ C H A P T E R ]  
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RECEIVING AND DISPENSING DRUGS 

The Romax Drug Clinic Program makes it easy to 

manage all your shipments from Bryant Ranch PrePack, 

dispense drugs to your patients, and keep track of your most 

essential information. Use the program, along with this 

guide, to expedite most day-to-day clinic tasks.  
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Included in every shipment from Bryant Ranch PrePack will 

be a BRP invoice and a shipping label stapled to each 

white pharmaceutical bag. The shipping label contains the 

invoice number of the shipment, the BRP order number, 

the amount of items in the shipment, and the date 

shipped. In order to record received shipments from the 

BRP, have the shipping label or invoice handy, and make 

sure to understand the information displayed on the label. 

! 
Quick Tips: 

In order to 

dispense a drug 

you should 

receive it first! 

RECEIVING DRUGS 

 

Receiving drugs into your program inventory is an 

easy way to record shipments from Bryant Ranch PrePack 

and to quickly see your entire stock of medications and 

supplies. This is also a necessary step before you can start in-house 

dispensing. To begin receiving drugs have a copy of your Bryant Ranch 

PrePack invoice and follow the steps below: 

 

 

 

 

 

 

 

 

 

 

 

After starting the Romax Drug Clinic Program, 
left-click on the Receive Drugs button to get to 
the Receive screen. 

 

 

FIGURE 2: THE RECEIVE DRUGS BUTTON 



 

 

 

 

! 
Quick Tips: 

The BEST way to 

receive 

shipments is with 

the internet! 

 

There are two ways to record drugs received; the first, and by far the easiest method, is to 

receive drugs over the internet using the Romax Drug CƭƛƴƛŎ ǇǊƻƎǊŀƳΩǎ ōǳƛƭǘ ƛƴ ǊŜŎŜƛǾƛƴƎ 

utility. It is highly recommended to use the internet receive method. If you wish to enter the 

drugs in manually there is an option to do so. 

 

To receive a drug from Bryant Ranch Prepack using the internet 

you must have a working connection to the internet and you must 

know the shipmeƴǘΩǎ ƛƴǾƻƛŎŜ ƴǳƳōŜǊΦ ¢Ƙƛǎ ƴǳƳōŜǊ ƛǎ ƭƻŎŀǘŜŘ ƻƴ 

the invoice packaged with every order.  

On the receive screen type this number into the invoice # field. 

 

 

 

Once you have entered in the Invoice number click on the Receive Using the Internet button. 

If you attempt to receive an order without an invoice number you will get a warning message. 

It is impossible to receive an order using the internet without an invoice number! 

 

FIGURE 3: THE RECEIVE SCREEN 

FIGURE 4: THE INVOICE # FIELD 

FIGURE 5: RECEIVE USING THE INTERNET BUTTON 
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When you enter a valid invoice number and press the Receive Using the Internet button, the 

program will attempt to connect to the internet. Please wait for the program to finish before 

clicking on anything. You will see this message while the program connects: 

 

If your computer has a working internet connection, after a few moments, you will see a 

window containing your order information.  This includes the amount of a drug that you have 

ordered from the BRP, the name of the drugs, and the specific type ordered (e.g. capsules). 

If you receive a drug that is not already in you inventory the program will ask you to set a price 

for the new drug. Setting your prices during this step is recommended as it speeds up the 

dispensing process. You can always change the drug price later on with the use of the Price 

function. For further explanation of the Price function please see pg. 33 of this manual.  

 

FIGURE 6: RECEIVING DONE WINDOW 

FIGURE 8: NEW ITEM WINDOW 2 

FIGURE 7: NEW ITEM WINDOW 1 



 

 

 

 

When you have designated the desired price for the drug and clicked on OK, the program will 

then ask if you wish to add the drug to your system. Click 

 

¢ƘŀǘΩǎ ƛǘΗ ¸ƻǳ ƘŀǾŜ ǊŜŎŜƛǾŜŘ ȅƻǳǊ ǎƘƛǇƳŜnt from the BRP and the new drugs are in your system ready 

to be dispensed. 
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DISPENSING DRUGS 

 

The Dispensing Drug function is used to distribute 

drugs to your patients. Use the barcode reader provided by 

Bryant Ranch PrePack to make dispensing an extremely 

quick and easy process.  To dispense Drugs to your patients follow the steps 

below: 

 

After starting the Romax Drug Clinic Program left-click on the Dispense Drugs button, you 

will then be taken to the Dispense Medicine Screen.  



 

 

 

 

! 
Quick Tips: 

To get a login 

number refer to 

pg. 47 of this 

manual 

! 
Quick Tips: 

To set the 

Default doctor 

refer to pg. 62 of 

this manual 

 

Before starting the process, you must login with your designated login 

number and hit the Enter key.  Once you do so, your login 

number will disappear and your name will appear in 

the Login Field. 

If you fail to provide a valid login name the program will not allow 

you to retrieve information or dispense drugs. This security feature 

allows you to control access to sensitive data, such as patient and 

drug records. If you enter an incorrect login the invalid password 

window will appear, press the                      key and attempt to enter your 

login again. 

If someone attempts to dispense or receive drugs while not logged in with a valid login name 

the system will display a Need to Log in Window. If you encounter this window login with a 

correct ID. 

 

 

 

A specific prescribing doctor must be 

chosen before you can dispense any drugs. 

If you have setup a Default Doctor during the setup process, or 

through the Utilities screen, that doctor will appear in this field. To 

choose a doctor select one from the list using the down arrow (     ) to 

the right of the Doctor Field.  To pick a doctor, move the mouse cursor 

ƻǾŜǊ ǘƘŜ ŎƘƻǎŜƴ ŘƻŎǘƻǊΩǎ ƴŀƳŜ ŀƴŘ ƭŜŦǘ-click.  The name will be entered 

into the text box.   

  

FIGURE 9: LOGIN 

FIGURE 10: NEED TO LOG IN FIGURE 11: INVALID PASSWORD 

FIGURE 12: DOCTOR 
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! 
Quick Tips: 

For detailed 

instructions on 

new patient 

entry see pg. 37  

 

 

To enter a patient you can manually type in their name 

or select one from the list. When entering a name 

ƳŀƴǳŀƭƭȅΣ ǇŀǘƛŜƴǘǎΩ ƴŀmes MUST be entered last name first. 
 

In the event that a new patient with the same name as a previous patient needs to be 

entered, you must designate the new patient with a number, for example John Smith 2.   In 

this case, you are not expected to remember if the patient is John Smith #1 or #2. Notice that 

ǘƘŜ ǇŀǘƛŜƴǘΩǎ ŘŀǘŜ ƻŦ ōƛǊǘƘ ό5h.ύ ƛǎ ŘƛǎǇƭŀȅŜŘ ǘƻ ǘƘŜ ǊƛƎƘǘ ƻŦ ǘƘŜ ǇŀǘƛŜƴǘǎ ƴŀƳŜ ǿƛǘƘƛƴ ǘƘŜ ƴŀƳŜ 

ƭƛǎǘΦ  {ƛƳǇƭȅ ŘŜǘŜǊƳƛƴŜ ǘƘŜ ǇŀǘƛŜƴǘΩǎ ŘŀǘŜ ƻŦ ōƛǊǘƘ ǘƻ ƛƴŘƛŎŀǘŜ ǿƘƛŎƘ ƻŦ ǘƘŜ ƴŀƳŜǎ ȅƻǳ ǎƘƻǳƭŘ 

use.   

 To enter a new patient not on the current listΣ ŦƛǊǎǘ ǘȅǇŜ ƛƴ ǘƘŜ ǇŀǘƛŜƴǘΩǎ ƴŀƳŜ ŀƴŘ ǇǊŜǎǎ 

ENTER, TAB, or left-click on any field. The Romax Drug Clinic Program will then ask if you wish to 

enter in a new patient.  

 

Left-click                   if you wish to add a new patient and 

proceed to the Patient Information Entry screen. Enter in the 

appropriate information and press                  

This will enter the new patient into the system and allow you to dispense to him/her. 

If you have entered a patient that is not on the list and you attempt to answer άbhέ to the 

άbŜǿ tŀǘƛŜƴǘΚέ ǉǳŜǎǘƛƻƴ ŀ ǿŀǊƴƛƴƎ ƳŜǎǎŀƎŜ ǿƛƭƭ ŀǇǇŜŀǊΥ 

 

FIGURE 13: PATIENT 

FIGURE 14: NOT IN LIST 



 

 

 

 

! 
Quick Tips: 

 You cannot 

dispense to a 

patient that is not 

entered into the 

system. 

Click on                 to return to the list.  To enter a new patient into the 

system, simply answer                    ǘƻ ǘƘŜ άbŜǿ tŀǘƛŜƴǘΚέ ǉǳŜǎǘƛƻƴ ŀƴŘ ǘƘŜ 

program will open the Patient Information Entry screen. 

 

To enter a payment method you can type in a short form version of the payment type as given 

below:                                                                                                                                                                       

CC: Credit Card 
CK: Check 
CS:  Cash 
INS: Insurance 
NA: Not Used  

All you need to enter are the letters in bold, (CC, CK, CS, INS, NA) and the program will 

recognize the short form and record the correct type of payment.  You can also select a 

payment type from the list.  To select a payment type from the list, left-click on the down 

arrow, (as shown here: ), to the right of the textbox, and a list of known payment types will 

appear. The default payment type will always appear here. You can set the default payment 

type during the setup process or through the utilities screen (pg. 62). 

 

There are three different ways to enter drugs to be dispensed: the bar code scanner, manually, 

or selecting a drug from the current list of drugs. 

The bar code scanner function is a quick and 

easy method of dispensing drugs that will 

reduce the time it takes to enter information 

manually.  By using a bar code scanner on a Bryant Ranch PrePack drug label the program will 

detect all information and fill in the appropriate fields. Make sure you have selected the Drug 

field shown above and that a cursor is flashing in the box before you scan. 

FIGURE 15: DRUG FIELD 
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IT IS HIGHLY RECOMMENDED TO RECEIVE DRUGS USING THE RECEIVE 

FUNCTION (pg. 9) BEFORE YOU DISPENSE!!!!!  

Most drugs you will dispense are present in the pre-made lists that come with the 

program. So it is possible to dispense a drug EVEN IF YOU HAVE NOT RECEIVED IT using 

the Receive Function (pg. 9). If you dispense a drug without receiving it you will have to 

enter the lot number, manufacturer number, and NDC number by hand. In addition, 

the program cannot check if a drug is expired if you dispense without receiving. 

If you ever receive this error message, simply left-click OK and add the drug to your 

system using the Receive Function or the Add New Drug function. 

 

 

If the drug has been properly received using the program, and you have 

previously entered the price through the Price Function (PG. 33), scanning 

the bar code on the drug label will add the drug to the list of medications to be dispensed in a 

simple one-step process. If you have not set price, you must do so now. 

To manually enter a drug to be dispensed type in the drug item code and information. This is 

located on the labels of most drugs. After entering the drug item code you must still select a 

size to be dispensed from the drop-down list. Once the code is entered and a size is 

designated, pushing the Tab key takes you to the next field and fills in all known information 

about that drug. If you have not set price, you must do so now.   

  You can also select a drug from the list by left 

clicking on the down arrow to the right of the 

textbox, (as shown here: ). A list of known 

drug names will appear.  By selecting a drug name from the list, known information will appear 

in the related fields, including name, price, directions, and size. To set or modify this 

information use the Receive Drugs function (see PG. 9). 



 

 

 

 

! 
Quick Tips: 

To change the 

receipt printer 

setting see pg. 64  

Once all the drug information is completed, left-click on the Add Item button to 

add the drug to the list of medications.  If you have used the bar code scanner 

function you need not perform this step, the program adds the scanned drug to the list 

automatically. You can add up to six medications to the list. 

 After all medications have been added simply left-click on 

ǘƘŜ ά5ƛǎǇŜƴǎŜ ŀƴŘ /ƻƭƭŜŎǘΣ tǊƛƴǘ wŜŎŜƛǇǘ ŀƴŘ wŜŎƻǊŘέ 

button.  ThŜ ǇǊƻƎǊŀƳ ǿƛƭƭ ŀǎƪ ƛŦ ȅƻǳ ŀǊŜ ǎǳǊŜΣ ƛŦ ƴƻǘΣ ƭŜŦǘ ŎƭƛŎƪ ƻƴ ΨbhΩ ǘƻ ƳŀƪŜ ŀƴȅ ƴŜŎŜǎǎŀǊȅ 

changes. If you are sure, then left-click on                     to record the dispensed transaction and 

print a receipt for your records. 

The program will then ask if the receipt has printed ok. If it has, press 

Ψ¸9{Ω ŀƴŘ ǘƘŜ ŎǳǊǊŜƴǘ ŘƛǎǇŜƴǎƛƴƎ ƻǊŘŜǊ ǿƛƭƭ ōŜ ŎƻƳǇƭŜǘŜΦ LŦ ƛǘ Ƙŀǎ ƴƻǘ 

ǇǊƛƴǘŜŘ ŎƻǊǊŜŎǘƭȅΣ ǇǊŜǎǎƛƴƎ ΨbhΩ ǿƛƭƭ ŎŀǳǎŜ ǘƘŜ ǇǊƻƎǊŀƳ ǘƻ ŀǘǘŜƳǇǘ ǘƻ 

print the receipt again. If this method still fails check your printer 

connections and settings or contact technical support. 

If at any time during the Dispense Drugs Process you try to exit the screen 

the information on the form will be lost and you must re-enter the dispensing order.  

Just click                      on the warning message to exit the Dispense Drugs Screen. 

 

  

FIGURE 16: THINK FIGURE 17: RECEIPT 

FIGURE 18: UNFINISHED SALE WARNING 
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The Clear Button 

Pressing the Clear button any time during the Dispense Drugs process results in all the fields 

being cleared.  It is not necessary to login again after you use clear, the program saves your 

login information. 

New Patient Button 

The New Patient Button takes you to the Patient Information Entry screen (see PG. 37) where 

you can add new patients and fill in contact information. 

New Drug Button 

The New Drug Button takes you to the New Drug screen (see PG. 29) where you can add new 

drugs using the bar code scanner. 

The Sigs Button    

The Sigs Button takes you to the Sigs Screen (see PG. 31) where you can lookup existing 

medication instructions (sigs) or create new ones. 

The Help Button 

The Help Button is located in the upper right hand corner of the screen. Pressing this button will 

display quick dispensing directions. 

Exit Button 

The Exit Button is located in the upper right hand corner of the screen.  Pressing this button will 

close the Dispense Drugs Screen. 
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MANAGING YOUR INVENTORY 

The key to any successful dispensing 

business is quick access to an accurate inventory 
and the ability to access or modify your drug files. 
The Inventory Function, used in conjunction with 
the Bryant Ranch PrePack service, supplies you 
with an easily updated inventory list, and the ability to quickly 
change anything from the price of your drugs to dosage 
instructions for a specific prescription.  
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THE INVENTORY 

 

The Inventory is a database of medications that can 

be viewed in a variety of useful ways. With this helpful tool 

you can view, print, or edit your current inventory, check low 

supplies, check overstocked goods, set how much of a specific 

medication to keep on hand, and view all invoices received with the 

programΩǎ ǊŜŎŜƛǾŜ ŦǳƴŎǘƛƻƴ. 

  
 

The current inventory is simply a list of the medications in  

your physical inventory that can be viewed, edited or printed. 

When you receive shipments from Bryant Ranch PrePack 

using the program, (see PG. 9), the contents are 

automatically entered into this list.  

 

To view the current inventory left click on the View Inventory Button. To exit 

left-click the     at the top right corner of the screen.  

 

To edit the current inventory left click on the Edit Inventory Button. You may 

edit the drug code, the drug name, the brand name, the quantity on hand, the 

quantity dispensed, the minimum or maximum amount of a drug you would 

like to have on hand, the size, the bar code, the total sales, and the price of 

items in your current inventory all from this screen. To change any of the item 

information just left-click, or highlight, any field and type in the desired text. To 

save and exit left-click the     at the top right corner of the screen. 

To print the current inventory list left click on the Print Button. The program 

will ask if you are sure. To continue printing ǇǊŜǎǎ Ψ¸9{ΩΦ ¢ƻ ŎŀƴŎŜƭ ǘƘŜ ǇǊƛƴǘ Ƨƻō 

ǇǊŜǎǎ ΨbhΩΦ  



 

 

 

 

! 
Quick Tips: 

To set the 

MIN/MAX level 

of drugs see PG. 

25  

The Low Supply feature displays or prints all the 

medications in your physical inventory that have fallen 

below the acceptable level. You can set this level using the 

MIN function (see PG. 25). This is an easy way to know 

when to reorder stock from the Bryant Ranch PrePack.  

 

To view all drugs that fall below the set minimum level left click on the View 
Low Supply Button. To set how much of a drug you want on hand use the 
MIN function (see PG. 25) To exit left-click the      at the top right corner of 
the screen. 
 

To print the low supply list left click on the Print Button. The program will ask if 

ȅƻǳ ŀǊŜ ǎǳǊŜΦ ¢ƻ ŎƻƴǘƛƴǳŜ ǇǊƛƴǘƛƴƎ ǇǊŜǎǎ Ψ¸9{ΩΦ ¢ƻ ŎŀƴŎŜƭ ǘƘŜ ǇǊƛƴǘ Ƨƻō 

ǇǊŜǎǎ ΨbhΩΦ 

 

 

The Overstocked Drugs 

button displays or prints all 

the medications in your 

physical inventory that are 

currently above the acceptable stock level for that item. 

You can set this level using the MAX function (see PG. 25).  

 

To view all overstocked drugs left click the Overstocked Drugs Button. To set 
how much of a drug you want on hand use the MAX function (see PG. 25) To 
exit left-click the      at the top right corner of the screen. 
 

To print a list of overstocked drugs left click on the Print Button. The program 

will asƪ ƛŦ ȅƻǳ ŀǊŜ ǎǳǊŜΦ ¢ƻ ŎƻƴǘƛƴǳŜ ǇǊƛƴǘƛƴƎ ǇǊŜǎǎ Ψ¸9{ΩΦ ¢ƻ ŎŀƴŎŜƭ ǘƘŜ ǇǊƛƴǘ 

Ƨƻō ǇǊŜǎǎ ΨbhΩΦ 
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The MIN/MAX tool allows you to set the desired amount 

of a specific item you want in your inventory. If you set 

your MIN/MAX levels the program will track your 

inventory and enable the Low Supply and Overstock 

features.  

 

To view or edit your MIN/MAX settings left click the MIN/MAX Button. You 

will be taken to the following screen: 

The MIN/MAX screen lists the drug name, brand name, quantity on hand, size, quantity 

dispensed, bar code,  minimum desired level, and maximum desired level of each drug.  You can 

scroll through this list by using the up and down arrows to the right of the list. 

To edit the minimum or maximum levels of a drug you want on hand, scroll through the list 

using the up and down arrows to the right of the list till you have located the desired drug.  To 

change the min/max levels of the item just left-click or highlight the min or max field and type 

in the desired amount. DO NOT CHANGE THE BRAND NAME, GENERIC NAME, AND ESPECIALLY 

THE BAR CODE. If you change the bar code number the item will never be able to be scanned. 

  

FIGURE 19: MIN/MAX SCREEN 



 

 

 

 

To save and exit the MIN/MAX screen left-click the     at the top right corner of the screen as 

shown below: 

All changed minimum and maximum levels will be remembered by the program for further use. 

 

 
 

This feature will show you all the Bryant Ranch PrePack 

shipment invoices you have properly received using the 

Receive function (see PG. 9).  This is useful when looking 

up a particular shipment for customer service issues or 

when taking a physical inventory. 

 

To view all your received 

invoices left click the View 

Received Invoices Button.  A 

list of all received invoices will appear.  

To see a specific invoice in detail double-click 
on the invoice number. 

To exit this list left-click the        at the top right 
hand corner of the list . 

  

FIGURE 20: EXITING THE MIN/MAX SCREEN 

FIGURE 21: INVOICES RECEIVED 
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A Sample Invoice is shown below: 

Every invoice will have the amount received, drug name, size, drug code, lot number, NDC, 
barcode, and an expiration date for each item 
shipped. The invoice also contains the shipments 
invoice number and the date received. 

To print the invoice left click on File->Print as shown 
to the right: 

To exit the invoice left-click the     at the top right 
corner of the screen. 
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DRUGS 

 

The Romax Drug Clinic program gives you the ability to 

easily access and modify your drug information. You can change 

essential drug information in the Drugs screen, quickly set the price of 

individual items with the Price function, or lookup drugs by lot number with 

the Lots feature. 

 
 
 

 

To lookup drugs by category, change essential drug  

information, or add a new drug to the system left click on the 

Drugs button. You will be taken to the Drugs screen. 

 

 

 

 
 

  

FIGURE 22: THE DRUG SCREEN 



 

 

 

 

On the Drug screen you can look up a drug four different ways: by drug code, drug name, or 

barcode. The lookup will search your drugs on hand AND all drugs you have ever received or 

dispensed. In this way you can modify drug information for your entire history of stock and 

better adjust your settings to suit current needs.   

 

The lookup feature will also give you a pre-sorted list of drugs that do not currently have dosage 

instructions (sigs). Looking up drugs without sigs is useful when trying to expedite the dispensing 

process. If you enter the ŘǊǳƎǎ ŘƻǎŀƎŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ƴƻǿΣ ȅƻǳ ǿƻƴΩǘ ƘŀǾŜ ǘƻ ŜƴǘŜǊ ƛǘ ƭŀǘŜǊ during 

dispensing. However, you can always modify the medication instructions when dispensing to 

match the specific needs of your patients. 

To lookup a drug enter in the drug code, drug name, or place the cursor in the barcode field 

and ǎŎŀƴ ƛƴ ǘƘŜ ōŀǊ ŎƻŘŜΦ ¢ƘŜ ƭƻƻƪǳǇ ŦƛŜƭŘǎ ŀǊŜ ƭƻŎŀǘŜŘ ǳƴŘŜǊ ǘƘŜ Ψ[ƻƻƪǳǇ .ȅΩ ƘŜŀŘƛƴƎΦ 

Alternatively you can use the down arrow to the right of these fields, (as shown here:), and 
select a drug code or drug name from the list of existing drugs. The corresponding drug 
information will then be displayed. 

Once you have chosen a drug by any of the preceding methods you can edit the drug code, the 
generic drug name, the brand name, the quantity on hand, the quantity dispensed, the 
minimum and maximum stock amounts, the size, the price, the total sales, and the sigs.  

FIGURE 23: LOOKUP BY FIELDS 

FIGURE 24: DRUG INFORMATION 
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! 
Quick Tips: 

Many common 

sigs are included 

in the pre-made 

sig lists. 

 

To edit the drug record just highlight or left click on any field and type in the new information. 

 
 

If you want to change the dosage instructions (sigs) for a particular drug you can pick from a 
pre-existing list of common instructions, or create your own.  

To choose a sig from the current list: 

1. Designate a drug record to be changed by entering in the drug code, drug name, brand 
name, or scan in the item barcode.  

2. Choose the desired Sigs from the Sig Line 1, and Sig Line 
2 fields using the down arrow to the right of these 

fields, (as shown here: ).  

3. Press the Save and Exit button or the Save Record button to 
save the new Sig.  

To create a custom sig: 

1.  To make your own dosage instructions left click on the Create Sigs button. 

The following window will appear:  

2. Type the desired sig code and dosage instructions into the appropriate boxes. 

FIGURE 25: CUSTOM SIG SCREEN 



 

 

 

 

! 
Quick Tips: 

To fully benefit 

from custom sigs 

use the label 

maker! 

3. When you are finished press the Create! Button and your new Sig will be 
entered into the current Sig list. To use the new dosage instructions 
for an item simply choose the new Sig from the list. 

 

4.  If you want to cancel the process left click on the exit 
button. Your information will not be saved if you use 
the exit button. 

 

 

Once you are done setting the drug information and the dosage instructions you have the 
following options: 

To save the new drug information and exit left click the Save and Exit button. 
 

To save the new drug information without exiting left click the Save Record 
button. The information will be saved and all fields will be cleared. 

 
 

To exit the Drug Screen without saving left click the Exit button. 
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To quickly set or change the price of a drug use the price  

function. You can also set the price of a drug in the Drug 

screen (see PG. 30) and the Edit Inventory screen (see PG. 

23). It is useful to set the price of a drug before you dispense 

it to expedite the process. However you can always modify 

the price of a drug as you dispense. 

 

 To set the price of a drug left click on the Price button. You will be taken 

to the Price screen 

 

The Price screen displays not only your drugs on hand, but a large database of available Bryant 

Ranch PrePack medicines and medical supplies. This way you can set the selling price of a drug 

even before you receive it, speeding up the dispense and receive functions by eliminating the 

need to enter in prices when scanning with a barcode reader. 

The Price Screen lists the drug name, brand name, size and price.  You can scroll through this 

list by using the up and down arrows to the right of the list. 

To edit the price of a drug, scroll through the list using the up and down arrows to the right of 

the list till you have located the desired drug.  Move your mouse cursor over the dollar amount 

at the right of the screen and left-click to the left of the dollar sign.  Highlight the amount and 

type in the new desired price.  If the price is a round number, such as $10.00, it is only 

necessary to enter a 10, the program fills in the dollar sign and cents for you. 

To save and exit the Price Screen left-click the    at the top right corner of the screen.  All 

changed prices will be remembered by the program for further use.  

FIGURE 26: DRUG PRICE SCREEN 



 

 

 

 

The Lot Numbers feature is mainly used in the case of a drug recall by the FDA or a 

pharmaceutical company. The lot numbers of all drugs dispensed by your clinic are accessible 

from this screen. Additionally, all the patients who received that particular lot of drugs are 

listed, so you can easily inform a patient of a drug recall which affects their prescription. 

To lookup a drug by lot number, left click on the Lot Numbers button. This 

will take you to the Lot Numbers screen: 

¦ƴŘŜǊ ǘƘŜ Ψ[ƻƻƪ ¦Ǉ .ȅΩ ƘŜŀŘƛƴƎΣ ǎƛƳǇƭȅ ŜƴǘŜǊ ƛƴ ǘƘŜ ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ ƭƻǘ ƴǳƳōŜǊΣ ǘƘŜ 

ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ b5/Σ ƻǊ ǎŎŀƴ ƛƴ ǘƘŜ ōŀǊ ŎƻŘŜΦ ¢ƘŜ ŎƻǊǊŜǎǇƻƴŘƛƴƎ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛƭƭ ǘƘŜƴ ōŜ 

displayed, as well as all patients who have received that particular lot of drugs. 

To exit the Lot Numbers screen left click on the exit button. 

  

FIGURE 27: LOT NUMBER SCREEN 
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PATIENT RECORDS 

Using the Romax Drug Clinic Program with your 

in-house dispensing business can help you 

better monitor and control prescriptions given 

to your patients. The Romax Drug Clinic 

Program aids doctors in this task by recording the drugs 

dispensed to a patient and acting as a basic patient 

information database. 
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PATIENTS 

 

When you enter a patient into the system they will 
be added to the patient list on the dispense screen. This 
ǇǊŜǾŜƴǘǎ ȅƻǳ ŦǊƻƳ ƘŀǾƛƴƎ ǘƻ ŜƴǘŜǊ ŀ ǇŀǘƛŜƴǘǎΩ ƴŀƳŜ ŀƴŘ 
information for every transaction. It also provides a useful 
database of patient dispensing histories and contact 
information. To add new patients into the system, lookup patients, or 
modify existing patient information, follow the steps below:  

 

After starting the Romax Drug Clinic Program, left-click on the Patients 
button to get to the Patients screen. 

  

FIGURE 7: THE PATIENTS SCREEN 



 

 

 

 

To add a new patient you must manually enter all the information by typing it in to the correct 

fields.  When done with each field hit the Tab key or left-click on the next field. 

As you type in the patient name, notice that the Patient Key field will automatically fill with 

text.  

This Patient Key is used in data lists and reports and it is important that it displays the last name 

of the patient first. Be aware that there are two name fields, a first name field and a last name 

field. Make sure to enter the correct name in each field to retain easy access to your data. 

Entering the full name in either box will result in an incorrect Patient Key. 

In the event that a new patient with the same name as a previous patient needs to be added, 

you must designate the new patient with a number, for example John Smith 2.  The program 

will not allow you to enter duplicate names into the system so you must designate a number at 

the end of the duplicate name. By ŜƴǘŜǊƛƴƎ ǘƘŜ ǇŀǘƛŜƴǘΩǎ ŘŀǘŜ ƻŦ ōƛǊǘƘ in the correct field on the 

New Patient screen, you will not be expected to remember which patient is John Smith #1 or 

John Smith #2.  

To enter date of birth type it in mm/dd/yy format or 

ƳƳκŘŘκȅȅȅȅ ŦƻǊƳŀǘΦ .ȅ ŜƴǘŜǊƛƴƎ ǘƘŜ ǇŀǘƛŜƴǘΩǎ ŘŀǘŜ ƻŦ 

birth in the correct field, it will be displayed to the right 

of the patients name within the name list on the 

Dispense Drugs Screen. Simply ask the patient, or look 

up, his or her date of birth to indicate which of the 

duplicate names you should use. 

 

FIGURE 29: PATIENT KEY 

FIGURE 30: PATIENT NAME 
FIGURE 31: PATIENT DOB 

FIGURE 32: PATIENT LIST 
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To enter a ǇŀǘƛŜƴǘΩǎ default payment type you can type in a short form version of the payment 

type as given below:   

CC: Credit Card 
CK: Check 
CS:  Cash 
INS: Insurance 
NA: Not Used  

All you need to enter are the letters in bold, (CC, CK, CS, INS, NA) and the program will 

recognize the short form and record the correct type of payment.  You can also select a 

payment type from the list.  To select a payment type from the list left-click on the down arrow, 

(as shown here: ), to the right of the textbox, and a list of known payment types will appear. 

Move the mouse cursor over the correct payment type and left-click.  The payment type will be 

entered into the textbox.  Hit the Tab key to be taken to the next field. 

When you are done entering information into the appropriate fields, left-click on 
the Save and Exit button to save the patient in the system and exit the New Patient 
screen.  

If you left click on the Clear Form button at any time all fields will be cleared.  Your 

information will not be saved if you hit the Clear Form button. 

To exit the Patient Information screen left click on the exit button. Your information 

will not be saved if you press the exit button. 

 

¢ƻ ƭƻƻƪǳǇ ŀ ǇŀǘƛŜƴǘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ, move the mouse cursor over the Lookup field located at the 

top of the screen and click anywhere inside the textbox. 

 ¢ƻ ǊŜǘǊƛŜǾŜ ǇŀǘƛŜƴǘ ƛƴŦƻǊƳŀǘƛƻƴ ȅƻǳ Ŏŀƴ Ƴŀƴǳŀƭƭȅ ǘȅǇŜ ƛƴ ǘƘŜ ǇŀǘƛŜƴǘΩǎ ƴŀƳŜ ƻǊ ǎŜƭŜŎǘ ƻƴŜ ŦǊƻƳ 

the list using the down arrow to the right of the textbox.  Simply left-click on the arrow and a 

list of known patients will appear. You can scroll through this list by using the up and down 

arrows to the right of the list. To select a patient, move the mouse cursor over the chosen name 

and left-ŎƭƛŎƪΦ  ¢ƘŜ ǇŀǘƛŜƴǘΩǎ ƴŀƳŜ ǿƛƭƭ ōŜ ŜƴǘŜǊŜŘ ƛƴǘƻ ǘƘŜ ǘŜȄǘ ōƻȄ ŀƴŘ ŀƭƭ ƪƴƻǿƴ ƛƴŦƻǊƳŀǘƛƻƴ 

about that patient will be entered in the appropriate fields.  In addition, all drugs that have 

been dispensed to this patient will be displayed in a list at the bottom of the screen. 



 

 

 

 

To view or print a complete list of drugs dispensed to a patient left click the 

View/Print Patient record button. This will take you to the Patient Record screen.  

The patient record screen displays the name, address, telephone number, date of birth, social 

security number, gender, and default payment type of a patient 

along with the entire history of drugs dispensed to that patient. 

To print the Patient Record left click on File->Print as shown to 

the right. 

To exit the Patient Record screen left-click the     at the top 

right corner of the screen. 

FIGURE 33: DISPENSING RECORDS 



 

 

 

 
 

 
 

 

4 1  

To modify existing patient information choose a patients record to be modified with the 

lookup feature and then left click on any field and enter in the desired text. 

When you are done entering information into the appropriate fields, left-click on 

the Save and Exit button to save the changes and exit the Patient Information 

screen.  

If you left click on the Clear Form button at any time all fields will be cleared.  Your 

information will not be saved if you hit the Clear Form button. 

To exit the Patient Information screen left click on the exit button. Your information 

will not be saved if you press the exit button.  

*Patient information is protected by the HIPA and the report on patient history 

should be protected in the same manner as all HIPA information in your office. 
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USER INFORMATION AND THE LOG 

The Romax Drug Clinic Program requires 

at least one prescribing doctor and one 

dispensing clerk for the dispense feature to 

work. Once the user information is entered, 

the program will keep detailed records of all transactions 

completed with the dispense feature (see PG. 13). This 

information is available as a viewable and/or printable Log. 
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MANAGING USER INFORMATION 

You can add either a new prescribing doctor or a new dispensing 

clerk to the system. You must register at least one doctor and one clerk with 

the program before drugs can be dispensed. Follow the steps below to add 

new users, lookup existing users, or modify user information: 

 

Prescribing doctors need to be entered into the system for clerks to dispense drugs. 

1. After starting the Romax Drug Clinic Program, left click on the Utilities, 

Settings, and Files button. This will take you to the Utilities, Settings, and 

Files screen. 

2. On the Utilities, Settings, and Files screen left click on the Doctors button. This will take you 

to the Doctors screen. 

FIGURE 34: UTILITIES SCREEN 



 

 

 

 

From this screen you can lookup existing doctors and modify their information, or add new 

doctors to the system. 

To add a new doctor you must manually type in ǘƘŜ ǘƛǘƭŜ ό5ǊΦύ ŀƴŘ ǘƘŜƴ ǘƘŜ ŘƻŎǘƻǊΩǎ ƭŀǎǘ ƴŀƳŜΦ 

For example, a doctor named John Smith would be entered as Dr. Smith. You do not need to 

enter a first name but in the case of doctors with the same last name you can include the first 

names. 

¢ȅǇŜ ƛƴ ǘƘŜ ŘƻŎǘƻǊΩǎ 59! ƴǳƳōŜǊ ŀƴŘ ǘƘŜ aŜŘƛŎŀƭ [ƛŎŜƴǎŜ ƴǳƳōŜǊ ǘƘŜƴ ǇƛŎƪ ŀ ƭƛŎŜƴǎŜ ŎŀǘŜƎƻǊȅ 

from the list using the down arrow, (as shown here:), to the right of the textbox. If you are 

planning on dispensing Schedule II or III drugs (narcotics) you must completely fill out the form 

with valid information. 

Determine whether you want this doctor to be the default doctor. The default doctor will 

automatically be entered into the doctor box on the dispense screen for every transaction. Of 

course, you can always change the prescribing doctor from the dispense screen (see PG. 13). 

To designate a default doctor mark the checkbox as shown below: 

To save the new doctor into the system and exit the Doctors screen 

left click on the Save and Exit button.  

FIGURE 35: DOCTORS SCREEN 




