Prescription L@j

Authorizations

Course Overview

Use Prescription Authorizations to require formal administrative or clinical approval before specific
medications can be administered or ordered.

This guide explains how to configure prescription authorization settings in CorrecTek Spark.

Use This Guide When

e Setting up a prescription category to require authorization (e.g., non-formulary, psychotropic
or high-cost medications)

e Configuring authorization workflow requirements for specific medications

e Updating existing prescription authorization settings

What You'll Be Able to Do

e Access Prescription Dictionary Categories

e Configure authorization requirements for a prescription
e Select an authorizing department

e Set authorization conditions
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Spark Desktop

From the Spark Desktop, click Dictionaries.
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Select Categories and Dictionaries from the View.
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Dictionaries Ribbon

Overview The Dictionary Ribbon is used manage all Dictionary items within the application.
To begin managing your Dictionary entries, use the 'Categories’, 'Dictionaries’, and 'Description’ check boxes in the ribbon above.

Check Boxes Check Box Usage

Displays a list of Dictionary
Categories available for you to
manage on behalf of this
application.

Categories

Once a Category is selected,
checking this box will display all

Dictionaries of the corresponding
Dictionaries in the selected
Category.

Select Prescription, then Prescription Dictionary Categories.
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Click Select to open the prescription dictionary category list.
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Highlight your target Category from the list, then click Edit on the toolbar.
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Tip: Click Add if you need to build a brand-new custom category folder instead of modifying and existing one.
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Configure Authorization Requirements

Once inside the category configuration window, you must link it to a tracking order that triggers the
approval workflow:

Check the box for Authorization Order Required?, then click Select Order to open the Order
Selection registry window.
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* Mote: Setting on this screen apply to all Prescriptions of this Category.
If "Aarthorization Order Required? is checked:

All Prescriptions of this Category will be linked to an Authorization
Order as defined above.

The "Maximum # of Days Allowed Prior to Authorization® value specifies
how many days the drug can be given (edministered) prior to receipt
of all Department Authorizations as required by the Authorization Order.

The Total Days Allowed value specifies how many total days the drug
can be given (including days prior to authorization).

Once Authorization is received, use the "Refill’ button on the Prescription
screen to order the remaining days allowed.
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Find an Order

In the left-hand navigation pane, type keywords related to your authorization request type in the
Search Key field. The list updates dynamically as you type.

Select Authorizing Order m] X
arch Key: [non Category: [ALL ~| search on: | =] sortay: | | show: |:| Deleted |:| Common
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DIAG Chest X-Ray Chest ¥-Ray - Injury or Non-TE Related | DIAGNOSTICS, SPARK

Task Non-Formulary | Morn-Formulary Drug Regquest

Narrow the Results (Optional)

Narrow down large lists using the dropdown options at the top of the screen.

Category - Filters the order by type, such as Visit, Task, Diet or Lab
Search On — Switches the search criteria between order Code or Description
Sort By — Changes how the results are sorted

Common - Filters the grid to display only items marked as frequently used at the facility.

Select Authorizing Order
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Highlight the correct authorization order definition from the search results, then click Edit.
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Select Authorizing Order O X
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Configure Order Definition

This step determines exactly which internal department receives the authorization tasks and how
the prescription behaves while waiting for approval.

On the Order Definition screen, click Add to select an authorizing department.
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Highlight the designated Authorizing Department from the list, then click Select.
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for authorizing off-site visits and
non-formulary medications.
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Choose your preferred system behavior by selecting an Initial Status:

e Submit the Order for Authorization: Immediately pushes the order straight onto the designated

department'’s active workflow queue for review.

e Hold the Order for Authorization: Places the order in a locked, pending state until an

administrator manually releases it for review.

Click Select to save your status choice and return to the Order Definition screen.

Initial Status a

Initial Authorization Status

5 select

2. Hold the Order for Authorization by this Department until the Implementation Department is ready.

Click Save and Close on the toolbar to lock in your departmental routing rules.
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Highlight your new order line, then click Select to return to the primary Edit Prescription Dictionary
Category window.
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Set your maximum and total number of days allowed entries, then click Save and Close.
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Edit Prescription Dictionary Category O >

[ Save and Close

Category |Nc-n-F-::-rmuIar_».-'

| Donot auto send to Pharmacy.

[v Authorization Order Required?

Eﬂieleﬂ Order | cheﬂrt]rder |

Mon-Formulary Drug Reguest

Maximum # of Days Allowed Prior to Authorization |2

Total Days Allowed (including Prior to Authorization) |90|

* Mote: Setting on this screen apply to all Prescriptions of this Category.
If "Authorization Order Required? is checked:

All Prescriptions of this Category will be linked to an Authorization
Order as defined above.

The "Maximum & of Days Allowed Prior to Authorization’ value specifies
how many days the drug can be given (administered) prior to receipt
of all Department Authorizations as required by the Authorization Order.

The Total Days Allowed' value specifies how many total days the drug
can be given (including days prior to authorization).

Once Authorization is received, use the "Refill’ button on the Prescription
screen to order the remaining days allowed.

Tip: Review the information block at the bottom of the screen for data entry guidelines and category definitions.

The system returns to the Prescription Dictionary Categories. Click X to close the screen.

Return to Spark Desktop

Click TODAY to return to the Spark Desktop.
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Related Courses

e Reviewing Authorization Requests
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