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Quick Reference Guide (QRG) 
Verify Medication Function and Change Product Assignment 
of a Medication in PharmNet (Medication Manager) 
This QRG will show relevant pharmacy staff how to: 

• Verify medications in PharmNet 
• Assign the appropriate formulary product to a medication order in ‘PharmNet’ for supply 
• Assign another formulary product to a medication order in ‘PharmNet’ which has already 

been verified 
 

Verification: the process of reviewing a single medication order in the context of the available 
information to ensure that the respective medicine is safe and reasonable to supply.  Verifying an 
order does not indicate that a full patient pharmaceutical review has been performed by a 
pharmacist. 
 
Verifying a Medication in PharmNet 

1. Log into ‘PharmNet’ (Medication Manager) through clicking on the Medication Manager icon in 
the tool bar. 

 

 

  The following window should appear after you have searched for the patient:  
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2. Navigate to the relevant medication order. 
 
Note: the order will have a mortar and pestle icon if it has not been verified and the status should be 
‘Active’ if it is currently charted. 

 

3. Select Verify from the Action drop-down menu. 

 

4. Click Apply. 

 

5. The Medication Verification window will open: 
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a. Drug: Provides the generic name of the medication, dose as ordered by a prescriber in 
PowerChart, the equivalent dose dependent on the product assigned and the medication 
name or medication brand as prescribed by the doctor. 

b. Route: Displays as per the order on the MAR. 
c.  Frequency: Displays as per the order on the MAR. 
d. Physician: Displays the name of the Doctor who ordered or Co-signed the medication 

order. 
e. Duration: Will display a duration and stop-date if this was specified by the prescriber. 
f. Custom: Allows you to select more details about dosing e.g. frequency, duration, 

scheduling. 
g. Order Comments: The order comments display with the order on the MAR. Common 

pharmacy annotations will have been pre-built but additional comments can be 
documented. 

h.  Product Notes: Displays on the MAR as a push-pin icon  and require clinicians and 
nurses to click on the icon to read the information. For instance, special storage instructions 
such as protect from light and whether the medication is stored in the fridge or Drug of 
Addiction (DD) safe. 

 
i. Product: Button to configure which medication product the order will be assigned to when it 

is processed in Merlin.  
 
Note: Information should be modified in the product window to facilitate supply from pharmacy. The 
system may assign a medication product automatically, pharmacists should check whether the 
system has assigned the correct product.  If the product assigned is incorrect the correct formulary 
product will need to be assigned (Refer to Assign a Formulary Product for a Medication Ordering 
during Verification to Facilitate Supply section of this QRG)  

j. Comments: The ‘Comments’ button is where the antibiotic approval number from ID can be 
documented. There is an ‘Approval Number’ field within this button. 

k.   Dosage Form: Determined by the product that is assigned to the order. 
l.   Dispense Category: Determined by the product assigned to the order; it will determine 

how many days of the medication to supply and how many initial doses to supply. For all 
single-item medications (inhalers, eye drops, creams) the dispense category will be ‘BULK.’ 
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m. Dispense from Location: The pharmacy department/pharmacy location which this order 
will be received. ie. Clayton Main Pharmacy Department, Dandenong Gen Med Satellite 
Pharmacy etc. If a ward is listed, this indicates that the medication is available on that 
ward’s imprest. 

n. Initial doses: PharmNet will calculate the quantity of supply required for the number of 
days specified in the ‘Dispense Category’ field.  To Verify the medication without intending 
to request for supply, enter ‘0’ (zero) in this field. For patients using their own supply of 
medications tick the 'Patient's own med' checkbox at the bottom of the medication 
verification window. 

o. Patient’s own med: Tick the corresponding checkbox if patient is using their own supply of 
medications.  The initial dose field will automatically change to ‘0’ (zero). 

 

6. Confirm details in the verification window are complete and accurate and select ‘OK’. The 
window will return to the patient’s profile in PharmNet.  The Chevron symbol will appear next to 
the order which has been verified.  

 

7. To complete the verification, click the Submit button. 

 

The mortar and pestle icon will disappear from the order in ‘PharmNet’ and on the ‘MAR’. 
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Assign a Formulary Product for a Medication Order during Verification to Facilitate 
Supply 

This action is performed to assign a different formulary product to the one that was automatically 
assigned to a medication order for the purpose of supply from pharmacy or to correct the incorrect 
product assignment by the system. For instance, it might be necessary to change the assigned 
product of perindopril 5mg to perindopril 2.5mg tablets as this is the available product from 
pharmacy.  

Note: The following steps do not need to be completed if the system has correctly assigned the 
formulary product or if supply from Pharmacy is not required.  

1. From the Verification Window, click on the ‘Product’ button 

 

2. The ‘Manual Product Select’ window will open. 
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I. Products: available products to choose from. 

II. Move: a button that allows the movement of select items in ‘Products’ to be moved to 
‘Selected Products’ and vice versa. 

III. Selected products: the product which the order is currently assigned to. 

 

3. To assign a different product from the ‘Selected Products’ complete the following steps: 
      Click on a product listed under the ‘Selected Products’ and then click Move.  

 

 

4. Click on a product listed under ‘Products’ and then click Move to assign that product to the 
current medication order.  

i. 

ii. 

iii. 
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5. Once the product assignment choice has been made, click OK to return to the verification 
window.  

 

Note: after changing product assignment, the product assigned may not match the ‘Ordered As’ 
medication information, this may have consequences for how dose equivalence displays on the 
MAR.  

For example, the dose now appears as 5 mg = 2 tab(s) for the perindopril arginine 5 mg oral tablet 
order in the verification window.  

If the order does not have dose equivalence information, Steps 4-6 do not need to be completed.  

6. To change the ‘Ordered As’ information in the verification window to match the product 
selection, select ‘Modify’. 
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7. New fields will appear above the original order information.  Select the down arrow on the 
‘Ordered As’ field to open the drop-down menu and select the appropriate medication and 
strength to match the product assigned to the order.  

 

8. Select ‘Update’ to save the change.  Once the order is submitted (Step 11), the corresponding 
order on the MAR will change to the medication name and strength that you have selected. 

 

Note: If you are changing the orderable with a verify action, the Communication type field is set to 
Protocol (NO Cosign) and it should remain as such  

9. Click ‘OK’ once you have reviewed the accuracy of the verification. 
10. The window will return to the patient’s profile in PharmNet.  The chevron symbol (<<) will appear 

next to the order which is in the process of being verified.  
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11. To complete the verification and to send the order to Merlin, click the ‘Submit’ button. 

 

12. After clicking ‘Submit’, the chevron symbol should disappear.  The order will now appear in the 
Merlin PRX screen and the mortar and pestle icon will disappear from the order in PharmNet 
and on the MAR. 

   

Assign Another Formulary Product for an Already Verified Medication Order  

1. Log into PharmNet and open the relevant patient’s profile. 

 

2. Navigate to the relevant medication order.  The order should not have a mortar and pestle icon 
as it has already been verified and the status should be ‘Active’  
Note: The order may have a status of ‘Discontinued’ if it has reached its stop date and time, a 
‘Modify’ action cannot be performed in this instance)  
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3. Select ‘Modify’ from the action drop-down menu.  

 

Note: If you are changing the orderable with a modify action, the Communication type field is set 
to WITH Cosign and it must be changed to Protocol (NO Cosign) 

4. Click ‘Apply’ and repeat the process from Step 1 of: Assign a Formulary Product for a 
Medication Order During Verification  

 

Medication Clinical Decision Support (mCDS) Alert: 

• When the EMR registers a medication alert (e.g. medication interaction) in the process of 
verifying a medication, the Medication Clinical Decision Support alert will appear.  

 

• An icon will appear  to allow you to view the history of this specific alert when clicked 
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