Why do we do it?
The AIMRx Order Detail Report is a complete Isting of all CVS Warehouse replenished items AlMMRX is going to
automatically order,

IMPORTANT! If the order did not generate, call the Contact Support Center {1-866-528-7272) immediately.

When do we da it?
The AiM Bx Order Detail Report is available first thing in the morning on your store’s Warehouse Poll {Order)
Day from the Pharmacy Comgpuler Sysiern.

How do we do it?

Carefully review the AIMRx Order Cetail Report to ensure order accuracy paying special attention to:
e Any item with an unusually high or low order gquanlity (BOQ)
¢ |tems with unusually high or low inventory at stora level (BOH)

Using the RF Unit, access AIV/Bx AIMY/ Rx Item Rewview. Scan manually key in the 11-digit NDC.
1. Verify that the item’s Balance on Hand {(BOH) is accurate.
e |fit is not, you must first complete a Cycle Count to ¢orrect the ciscrepancy by doing the
following:
= Press the <X> key to epen the Cycle Count partition. Enter the correct quantity in the
PKG and UNIT fields (Remember ta consider all NDCs for a Warehouse medication when
Cycle Counting, including all nked items).
" For Non-lntuitive items {Syringes, Inhalers, Ampules, Vials, etc), enter the BOH as
directed on the RF unit.
2> Press <ENT>
= Press <C> to compiete the BOH change
IMPORTANT; YOU DO NOT NEED TO UPDATE THE BOO. THE SYSTEM AUTOMATICALLY
REFORECASTS THE BOD {USING THE TIL AND THF NEW BOH INFORMATION)!
2. If after you correct the BOH and the BOO has reforecasted. you need to ‘ncrease or decrease the BQO:
e  Kaythe new BOO and {ollow any af the remaining prompts.
o Inan effort to control Lnpraductive inventory, you may be prompted with excessive
order quantity screens. These screens are in place to allow you to carefully review the
order quantity prior to submitting the order.



Why do we do it?

The RXAIM Weekly Schedule 2 Suggested Order Repart lists suggested arder quantities for Cll items that have
been dispensed by your pharmacy and have a Balance on Hand (BOH) that is less than the Target Inventory
Level (TIL). These items will NOT be automatically crdered by AIMRx. Clis must be ordered manually from the
Qutside Vendor by a Pharmacist with Power of Attorney. Cll orders can be placed to the Gutside Yendeor on
any norimal business day.

When do we do it?
The RxAIM Weekly Schedule 2 Suggested Order Repart will print automatically from the Pharmacy Computer
System on Sunday morning. The report may be reprinted as necessary.

How do we doit?
1. Review the list of items and suggested order quantities on the AxAiM Weekly Schedule 2 Suggested
Order Report.
2. Verify that the item’s Balznce on Hand (BOH) is accurate.
= Ifitis not, you must first complete a Cycle Count to correct the discrepancy so the next Cit

suggested order repert is accurate

3. Complete a DEA222 Form for tne items you wish to order and retain the biue copy.
Keep in mind, you shauld only write the name of the drug you need and should not write an
NDC on the DEA 222 form.

4. Fax the Form to the Outside Vendor and give a cooy to the driver,

5. Once the delivery is received, process the items through the Rapid Scan (Rx OV Scan In) RF application.



Why do we do it?
Cycle Counting is the process by which you count your inventery at the unit je.g., tablets, mls, inheler, via.) level to
canfizm/fcorrect the armount of medicst'on the system believes is or. hand.

When do we do it?

Perform ALL Cycle Counts by 3:30pm ioczl time DAILY (82 that all 30H carrectians are —ade prior to any osder auto
campleting). Do al: System Generazed Cycle Counts first orice to completing any Stare Initiated Cyce Caunts. Perferm
Stere Initiated Cycle Caunts an any ilem you observe ty have unusuzlly high or low invenzary, Cycle Counts must be
dene DAILY prior to any ataer noied activity {unless itis the OGS Scan dayl. Refer ta the warkflow calendars far mere
‘nformation o the order of completicn for A'MRx activities,

» System Generated Cycle Count: Crected by ANMRx whenewver it detects a discrepancy between an item’s
system Balance on Hand (BOH) and its actual nventory cuantity. System Gererated Cycle Caunts aopear
automatical y in the RF Unit - prompting ycu to correct the iter~’s BOH

» Store Initiated Cycle Count: Should be performed when you notice an item has an unusually high or low
inventory cuantity. Do not rely on the system ta generate sufficient Cycie Counts

How do we do it?

1. Goto ApA/RX Al BX CYCLE COUWT in the RF Unit.
Select Oolicnl  hew
2. Locate all quantit'es for the medization displayed on the RF Screen, including items:
On the pharmacy shelves [including overstock areas)
In automated dispensing units
2 Atthe 7l stations
~  Pulled vut not yet processed for return (2.8, damages, outdates, et}

Remember: The NDC of linked [non-preferred) package sizes and manufacturers are counted under the
preferred NDC (ODS = W). For items with multiple package sizes, enter the combined BGH in the UNITS field to
reduce the risk of BOH drift.

3. Keyinthe number ot whole packapes in the PKG field, znd press <ENTER>.

4. Key in the number of units in partial peckages in the UNIT field ard press <ENTER>.

NOTE: Same drugs will pramot you tor the rumoer packages only {e.g. Inhalers, Prefilled syringes, & Vials).
Press <C> to complete the Cycle {ount.

6. Rapeatsteps 3-5 until ail Cycle Counts ar¢ completed.

L



Why do we do it?
in an effort to ensure BOH acruracy, she diabezic test strigs department (cat2zory 44 — minar 04), are replenished by
AlMRx applicaticns.

When do we do it?
When cempleting Inventery Management AIMRx workflow, incliude the Diabetic Test Strips to ensure accurate
replenishment.

How do we do it?
» Warchouse Crdering — Diabeotic test strips will appear at the beginning af every warchause order.
= BOH anc BOO guantities must be reviewed tc ensure accurate order placement.
All BOH adjustments must be completed using the Rx item Review application in AIM Rx,
* Out of Stock Scans — Jiabztic test strips must alse be includzd in the AIM Rx weekly out of stock activity.
The frort stere will nat ve maintaining the BOH and workflow on these ‘tems.

NOTE: AlM workflow and itam ra ntenance for testing metess and arcets witl remain 2 front store resporsiaility.



ROP SHIPMENTS

Why do we do it?

New items, when introduced to the market place, are d-op shipped irom various sources (the manufacturer,
our wholesalers, etc) to our store in order to meet the demands ot our customers. AIMRx has no visibility to
these items until you Cycle Count them into yaur inventory.

When do we do it?
Drop shipments happen about 12 times a year.

How do we do it?

« Review RxMet regularly for updates an new products
»  Merchandising notifies stores of new launches and drop ship dates approximately 1-2 days grior to
shipment via email
+  When the delivery is receivad, process the items through the Rapid Scan {(Rx OV Scan In}) RF apptication to
update the BOH. Because the delivery is outside AIMRX, this is the oniy way the BOM will update.
¢ Create shelf labels for new products
¢ Stock the product{s} on the shelf in the correct location.
« File the invoice



Why do we do it?

When scanning items in Ax ftem Review, you may encaunter a message indicating the item is “Not on File.” This means
that the NDC must be manually keyad in or Lnal the prodocl informelian is not inyour contraller [the information,
however, may be in the central system)-

When do we do it?
As needed.

How do we do it?

if you receive an “ltem NOF” message in the Rx itesn Review screen on the RE Unit:
1. Press <ENTER> at the "Nt on File” prompt.
2. Manually keyin the 11-cigit NDC number, press <ENTER>,

e} If the item is still “Ngt on File”, sce tho NOTE belaw

3. Place & blank shelf iahel with the current date and NOC # cn the shelf in front of the item t¢ indicatz a label has
been requested,

s IFthe product “intormation” is on file cenzra.ly, it wiil be sent ta the stare within 24-72 haurs. Onge the
item information has been downloaded, si—ply scan the item and press the <L> key 1o request a shelf
label

4. Prininew labels ovce aweek and affix them to the shelf in front of the approoriate items.

f

NOTE: Sume items ar2 simpiy Not on Flle, even centrally, because tney have not been dispensce within the last two
years. cor thes2 items:

+ Placa alabel noting the NDC and currert date in front of the item, Onge the item is dispensed, the NDC
information will be sent 1o your siore within 24-72 heurs,



Why do we do it?
AR links non-pre‘erred Qutside Vendo: items to the pre‘errec CVS Warehouse itam “or inventery and replenishment
purposes and combines Lthe individual NDCs' dispensing histcrics and BOHs under the preferrod Warehouse KDE.

When do we do it?

The BOH for all non-oreferred {or linged) NDCs is combined under the Warehause prefarred NDC [CDS = W). IT you scan
a non-preferred NDC that is linkaed te a Warehouse preferred item, the RF Unit displays the message: “Non-preferred
itam, Linked to: " {linked NDC}. Press the <ENT> key to move to the warehouse preferred iter.

NOTE: Items that are available through the Qutside Vencer only (ODS = V) are not linked. 8OH quantities for these
items are NOC-specific.

How do we do it?
How to Manage Balance on Hand for Linked Items

1. On the RF Unit, go to: AiM 7/ Rx ANt / Kx Cycie Count
2. Cycle Count the entire “famiy”™ of products by scanning the 'Warehouse preferred NDC labe..
v Include all manufacturers and packace sizes [linked items?
< Count at the pill fevel {Units), DO NOT enier PKG quartities (in ceze there are mulliple package sizes)
3, Remove the coding 1abel for all linked {ncn-preferred] NDCs.
¢ Handwrile labels Jor any Warehouse non-preferred izem that needs to be maintzined for a custormer
fwrite “L” far iinked on the label and orcer ~manualky ““om the OV)
Place all linked ite~s an the shelf next ta the preferred item 2o that all medication s in the same place,

3. Scananitem as Out o° Stock ONLY IF Lhere is absolutely none af the medication in ~he stare (if the prefesred and
linked items are ALL aut of stock). Do NOT scan the Warehouse preferred product as out if here are linked
items on the shelf.

6. If you need ke place an OV order for a Warehouse preferred item, Cycle Count the item as well to validate that
the BOH is correct so that AIM will arder it “or you next time,



Why do we do it?

New medications are periodically introduced to your pharrnacy a3 other medications are discontinued. These changes
zre described in the New and Disconzinued ltem Reports. These reports auto-print in the pharmacy az parl of End of Day
and must be acted upan to maintair an accurate and ud-to-date inventonry.

When do we do it?

«  New and Discontinued lem Reports are available or Wednesdzy morning on Rx2000
¢ Process all listings within 2 weeks of receipt

How do we do it?

New ltems
1. Relrieve New item Report frorr the Pharmacy Computer System.

2. Idert:fy any items which you may need.

3. Generate a shelf lahel far the item.

4. Sign the report and file appropriately — retain for & montas.
5. Check she item’s 80O on your next regular arder.

= AIMRx wil not replenish the product until it has hecn dispensed and the SOH drops belaw TIL
= Customer demang may need to be manually ardesed until TIl builds

Discontinued ltems:
1. PRetrieve Discantinued ILler Report from the Pharmacy Camputer System.
2. ldentify any items that you still need.
3. Fram:he R Unit, access AiRG/Rx AN Bx Item Scview and scan the shelf lakei for the item.
¢ Verify that delivery scurce (ODS) is listed as “V* {vencor)
. 2rint a shelf label for Lne ilemn that you still need for current dispensing.
5. Cross ous the shelf label for any items that will no langer He carried.
Rermave tag once praduct is depleted
6. Sign the reporl and file eppropriately — retain for & menthas.



Why do we do it?
Out of Stack Scans are performed to identify Balance on Hand {(BOH) cdiscrepancies that must be corrected so
the next AIMPx-gencrated order will be more accurate. Accurate BOH results in accurate orders,

When do we do it?

QOut of Stock Scans should be completed the day before your CVS Warehouse Poll (Order) Day. There are
exceptions to this rule. Stores that have a Delivery Day the day before Poll (Order) Day need ta complete the
Q0SS Scans two days prior to Pol! (Order) Day. Refer 2o the char: below to determine the most appropriate day
to perform OQOS Scans.

Once A Week Locations
_FiO_LL__] DELIVERY | SCAN QUTS ON:
i FRIDAY THURSDAY WEDNESDAY
- THURSDAY | WFDDNFSDAY TUESDAY

: Twice A Week Locations -
EXAMPLE]  POLL DELIVERY [SCAN OUTS ON:

1 | MONDAY | WEDNESDAY TUFSDAY
: THURSDAY SUNDAY

"I WEDNESDAY | FRIDAY
| MONCAY
) SATURDAY | TUESDAY

How do we do it?
1. Pre-work: Camplete the following tasks the day pefore scanning outs to ensure an accurate scan:
2. Straighten all bays
h. Process weekly damages, outdates and any Rx Returns
v. Complete Waiting Bin Returns to Stock
d. Fill automated dispensing units (if applicahle)
2. Qn the RF unit, go to: AtV / RxAIM / Qut of Stock Scan
3. Be THOROUGH!! Scan the shelf label for EVERY item that is completely out of stock in your store. Infiude
al Warchouse, OV, and Diabetic Testing Strips.
a. Don't forget to check the safe, retrigerator and the ends of the bays
4. (Generate and review the O0S Scan report
a. The first section, ‘Store Scan’ includes the items that you scanned.
i. Validate that a complete and thorough OOS Scan has been completed
b. The second section, ‘System BOQH=0, Currenz Day’, includes warehouse items that have a TIL, but do
not have 2 BOH and were NOT scanred.
|dentify apportunitics to correct BOH ane print labels
Retain a copy of the report in your AIMRX Binder far a3 minirnum of 8 weeks.
Complete any System Generzted Cycle Counts resulting from your OOS scan using the Rx Cycle Count
application.



Why do we do it?

Cnce the order arrives, perform the OV Rapid Scan Procedure below and then put the items away and ile the invoice.
The BOH will be avtomatically updated in real xime. Gnca you have completed the OV Rapid Scan, complete all of
Pending invertory prescriptions.

When do we do it?
* Anytime a delivery is received from the wheolesaler {2.g. Cardinal ¢r McKesson), the item must be

processed through the ‘Rapid Scan — OV Scan In’ RF appiication to updata the BOH.

How do we do it?
QOn the RF unit, go to: AW/ RXAIN / Rx OV Scan-in.

1. Scan ezch stock bottle received individually.

*  Cantralled items | - CV) shold alsa oe checked in piece-by-piece against the invoice
2. When allitems have been scanned, exit the applicet'on ard you are cone (there is no complation process)
3. Any scanning crrors can be casily caorrected by camplete a ¢yele count.

Note: OTC items delivered from the OV will be invoiced separately

=  These ilems should be included in the OV Rapid Scan to update the BOM
The BOY vill upciate an ary QTC item that is 'On Fiie' in the system
* Theinvoice ther needs to be given to tha Front Store so that they can complete a DSD Summary Receiving to
create the IAR line iterr to match the charge from the vendar



Why do we do it?

Sheif label maintenance is a key factor to ansure proper inventory replerishment and an organized pharmacy.
Proper labeling increases visibility to your preducts and makes it easy to perform everyday inventory
management activities accurately and efficiently.

When do we do it?

Requesting & label should be dane on the RF unit in either tha Warehouse Drdering application or the OV
Ordering application at ary time z label is needed. Shep worn and/ar missing |zbels should e requested on a
daily basis with atl the requested labels printed from the Manager's office ¢n a weakly basis.

How do we do it?
1. On the RF unit, 20 to: AtM / RxAiM / Rx ltem Review
2. Scan the preduct's bar code or manualfy key the NDC/Iten number
a. Ifthe Not on File message displays, please refer to the “lierns Not on File” butten located on
the Inventory Maragerment home page to locate steps to resolve this issue,
2. Once the item infermation is on the scraen, press the <L» key tc reguest the label,
4. To print the required labels, go to the Managsr’s officc.
a. Onthe Front Store Centroller, access the fem Maragement Workbench.
h. Select the Label/Sign Prirting.
c. Salect Rx Labe's New ltems/35C Changes to print labels.

The full suite of controtler applications to help execute shelf abel maintenance are:

» Rx Labels by 1tem/NDC: Altows manual entry of any specific item number or NDC
Note: it is quicker and casicr to request a label from the RF unit
« Rx Labels New Items/BSQ Changes: Contains all labels requested {or print from the RF unit and displays all
new itemn records sent from corporate
» Rx Labels Print All; Prints afl items with a BOH andfora TIL
* Rx lahels Print Schedule II: Prirt 211 CIl NDC wit1 a BOH and/ar a TIL
* Rx Labels Print OV: Prints only OV items with a BOR ard/ora TIL



Why do we do it?,
Supplies are ardered from CVS Distr'buticn Center in arder to meet the neecs of our custamers.

When do we do it?
All Pharmacies should place supply orders an the Pharmacy ordes {Pal.} day Lhal coincides with the Feont Store order
day. Doing so wil: 2nsure thal your supplies arr.ye on your next warerousc zruck.
¢ If you do not have a Pharmacy order that caincides with a Frort Store order, place your supply orders on the
pharmacy order day that is closcst day prior ta the Frerd Stare prder.

How do we do it?
On the RF uait, go to: Al / RxAlM / Rx Item Review:.
s  Scan orenter the itam number
a. Inthe BGO field, key the desired order guantity and press <ENTER>

IMPORTANT INFORMATION:

The store supply report will automatically print at 2:30pm en your poll day. The report will contain all supply
item successiully ordered in Rx Item Review anly. if no store supplies wera successfully ordered in Rx Item
Review {or if store supplias were ordered incorrectly), the report will ke blank.

Te reprint the report from RxConnect:

» M1 - Reports Menu

® Option 9 — AlM reports

¢ Option 5 — RxAlIM Pharmacy Supply Order Repart

Best Practices:

» Ensurc you place your supply order prior to 2pm. Review the "RX Store Supply Grder Report” at 2:30nm
(local time) and make any required changes before 3pm.

* Keen a minimum of a two week supply on all store supply items at all times

» Use the Workstation Assignment Board to assign the task of erdering supplies to a specific Pharmacy Team
Member an Poll (Crder) Day, Under the non-workstation activities section, write the follpwing in the space
pravided: "Place Supply Grder”. Assign this task to an expericnced member ¢f the Pharmacy Team to
complete the store's supply order and review the "Store Supply Order Report"

* The area where stare supglies are kept should be maintzined in a neat and orderly fashicn at alf times. This
will make it easy to detect when supply levels are low

For emergency needs of critical Pharmacy supplies, call Distribution Services at 401-770-5555 prompt § 2.



Why do we do it?

To update the Balance on Hand {BOH) for the items in your C¥S Warehouse Delivery you must check in your
delivery, validate the tray count, and apply the billings on Delivery Day immediately after you have finished
nutting away the delivery. AIMRx recognizes the rew quantities as part of your 8zlance on Hand and does not
generate any unnecessary "Exceeds on Hand" pharmacy sysiem messages.

When do we do it?
+  Manually apply the warchouse delivery if it is completely put away oricr to 3pm using the RF unit.
+ |f you have not manually applied the delivery, AIMEx wiil automatically apply at 3pm local time,

How do we do it?

« Cneckir controlled drugs piece by diece
e leport all pverages, shortages and damages 1o Distribution Sarvices within 48 acurs of delivery: 1 700 602 5555
(refer t¢c Warehousc Mis-picks and Sharts saac for details)

Steps to Check in CVS Warehouse Deliveries:
1. Frant Store receiver verifies Lhe tray count 2gainst irvecice field “TRAYS”,
¢ If the tray count doesn’t match the invoice, the receiver checks with ather stores on the raute in the event
that tray{s) were mistakenly delivered ta the wrong store.
=~ |If the tray(s) were de ivered to anot~er siore, call vour Pharmacy Supervisor o arrange for transter.
It rissing t-ay{s) are not recovered, cali Distribut an Serv.ces (1-/10-602-5555) to revort the
problem. If rot recovered within S business days, your store will be credited.

IMPORTANT: Tray shortages will result in shelf BOH discrepancies until the tray is delivered ar the itern s
Cycle Counted. Infarm staff af temporary shortage.

2. Check in=he CII-CV controis piece by piece Lo ensure that the infermation on the nvoice matches what was
‘ncluded i1 the deliveny,
'n the event ot a ciscrepancy, cantact Distribution Services (1-700-802-5555) and also notify your
Pharmacy Supervisor
3. Filethe inveicas.
d. Remove the inventoery in the {oles and place the stock an the sheises,
« Rotate stock — piace older merchandise at the frant of the shelf
¢ Place open bottles marked wth an “X” at tne front of the shelf
«. Create labels fer new manufacturcrs and new itzms
¥ Go to fte~ Yerity Screen and scan or key in the 11-digit NDC
= Press <L=> for label and retrieve from frort store centroller
5. From the RF Lnit, access ANVEARx Al /Apply OC Detivery and fol aw the orompts.
6. Select Apply Rx Bitlings anc answer YES et the promps,

Note: It will take approximately 1 hour for a!l your Balances on Fand (BOHs) to update. During this
time you may still receive “Exceeds On Hand” messages for items that were in your delivery.



Why do we do it?

Occasionaily, you may notice that your delivery is over or shart items. These products must be processed
according to the follewing procedure for your store to recewve proper inventory credit and maintain accurate
BOHs.

When do we do it?
» Overage (Miss-Picks): ltems not billed on your invoice but received in the order
» Shortage: items hilled on your invoice but not received in the order

How do we doit?
¢ Report all overages, shortages and damages to Distribution Services (1-700-602-5555) within 24 hours
of receipt
o If the tray count doesn’t match the invoice, the Stare Manager {receiver) checks with other stores on
the route in the event that Lray({s) were mistakenly ¢elivered 16 the wrong store
~ I missing tray(s) wera delivered to another store, cail your Pharmacy Supervisor to arrange for
transler
v | missing tray(s) are not recovered call Distribution Services [1-700-602-5555) to report the
probiem. If not recovered within 5 business days, your store will be credited
« Report overages and shortages for each invoice number separately

Steps to Process Overages {Miss-Picks) and Shortages:
1. Call Ristribution Services {1-700-602-5555) and report shortage within 24 hours of receipt.
~» Hawve the Original Invoice on hand when cailing
2. Record authorization number on the invoice and file accordingly.
3. Cycle Count the item the tollowing morning to verify the BOH (to ensure all billings have been applied).

For controlled medication -ONLY
= Contact your Phazmacy Superviser and fite the proper DEA paperwork it over/short a coatrolled
medication.



POLL

DELIVERY

Cycle Counts

Review the Cll Report
Complete Voluntary OV Order
Comptete Mandatory OV Order

Cycle Counts

Rapid Scan Receive the OV delivery
Camplete Voluntary OV Order
Complete Mandatory OV Order

Out Of Stock Scan

Cycle Counts

Rapid Scan Receive the OV delivery
Complete Voluntary OV Order
{omplete Mandatory OV Qrder

Cycle Counts

Review the AIMRx Detail report
Rapid 5can Receive the OV delivery
Complete Voluntary OV Order
Complete Mandatory OV Order

Review & Complete OV Returns App.

Cycle Counts

Rapid Scan Receive the OV delivery
Complete Voluntary OV Order
Comypiete Mandatory OV Ordaer

Cycle Counts
Rapid Scan Receive the OV delivery
Apply Warehouse delivery

Cycle Counts
Complete Voluntary OV Order

Important Notes for all schedules:

CYCLE COUNTS: must be done DAILY priar to any other noted

activity {unless it is the O0S Scan day).

. On 00S Scan day, complete the QOS scan 1°*

« Then complete aff System Generated Cycle Counts (generated
the previous day & from the O0S Scan)

RAPID SCAN: Complete a rapid scan for aff OV deliveries to update
the BOH.

APPLING WAREHQUSE DELIVERIES: BOH's will automatically apply

at 3pm if the store does nol apply the DC billings.

« Il the dalivery is received and shelved prior ta 3 pm, the store
should manually apply the delivery in the RF unit.

« If the delivery is not received prior to 3 pm, the store should
allow the system to apply the delivery.

OV RETURNS: Designed to atert you to unpreductive OV inventory.
Process the returns weekly to receive full credit from your

i wholesaler.

EXECUTION SCORECARD:

« If the Out of Stock Scan is completed as scheduled, you will be
comgpliant for this execution metric.

» Cycle Counts must be reduced to ZERO in the RF unit once every
day to be compliant. Once you have campleted, there is no need
to complete any additional system generated cycle counts until
the following day.




