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 Preface 
 

Welcome! Thank you for selecting First Coast Health Solutions (FCHS) as 

your preferred vendor. FCHS is a national provider of pharmaceutical point-of-care 

dispensing solutions offering a unique and truly transparent pass-through pricing 

model with no hidden fees. 

First Coast Health Solutions is a turnkey solution provider of the highest quality, 

FDA approved prepackaged medications and a simple, intuitive web based 

dispensing system. By choosing First Coast as your vendor for in-office medication 

dispensing, we will help you create a new and simple revenue source and ensure 

that you establish an environment that is fully compliant and delivers complete 

quality patient care. 

 

This Manual will help you get started on our online dispensing software and serve 

as a helpful reference for your office staff as you grow your in-office dispensing 

program. 

During the initial onsite/webinar training session, you will be shown all of the 

functions that are detailed in this manual. After the training session, you can refer 

back to this manual as needed or contact our support team for additional 

assistance. 

 

Our program focuses on Ease-of-Use, customization and security. Our goals are to 

create and develop solutions that provide increased patient compliance and 

convenience while enhancing facility efficiencies, patient safety, cost containment 

and physician economics.  

 

Thank you, again, for choosing First Coast Health Solutions! 
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 Logging in 
 

Start by going to:  www.firstcoastrx.com 

 

1. Enter Your Site ID:    

2. Enter Your Username 

3. Enter Your Password  

Note: The first time you login, you will be prompted to reset your temporary 

password. Passwords are case-sensitive and should be at least 8 characters with 

at least 1 capital letter, 1 lower-case letter, 1 special character or number. 

4. Check the “I’m not a robot” captcha option and wait for the green checkmark:  

5. Click ‘Login’ 
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 Retrieving a Forgotten Password/Username 
 

If you have forgotten your password or username, you have a couple options 

available that will help you retrieve them. 
 

1. You can use the “Trouble logging in?” link found on the login screen and follow the prompts 

in order to have your username or password emailed to the email address provided when 

your user account was originally established.  
 

Note: This option will only work if an email was provided. Some emails have strong 

firewalls and may treat the reset instructions as spam or junk. Make sure to check 

those folders for the email if it is not immediately received.  

 

 

2. If you do not have an email assigned to your user ID or the email did not come through, 

you can contact the FCHS support team and they will be able to reset your account. 
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 Add/Edit a User 
 

When new staff joins your team, you may need to add them as a user to the 

software. Likewise, when a team member leaves the practice, you may need to 

disable them from the software. These functions can be done in the “Admin” 

section, ‘User’ sub-menu. 

 

Note: This functionality is only available to users designated with a “Manager” role. 

 

A list of the users already added to your site can be viewed on this screen. You can edit existing 

users by simply clicking on their name, adjusting the applicable settings, and submitting your 

changes. This includes resetting passwords, enabling or disabling user functionality, adding an 

email address, etc. 

 

To add a new user, click the “Add User” link located just under the ‘View Options’ box. 
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 Add/Edit a User  (…continued) 

There are a lot of different options and settings you can designate per user. In the first section, 

you will input the user’s basic information. 

 

1. Start by entering your Site ID. A drop-down option will appear that you can select. This will assign 

the user to the proper site.  

a. If you have multiple sites they need access to, contact support for assistance. 

2. Enter a desired user name. It must be more than 6 characters.  

3. Enter a password and re-enter the same password in the “confirm” field.  

a. If you want to set a temporary password that the user can reset & customize once they 

successfully log in, make sure to check the “Force Change Password Next Login” checkbox. 

4. Enter the user’s first and last name 

5. Enter the user’s email address 

a. If nothing is added here, they will not be able to use the “Forgot Password” function and will 

not receive any notifications via the system. 

6. Enter the user’s phone details if applicable and set their role to either an Assistant or Manager. 

a. Managers have access to add/edit users and providers, edit site settings and can run certain 

reports that an assistant cannot.  

7. You can choose how long the system will wait before automatically logging the user out.  
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 Add/Edit a User  (…continued) 

 
 

The next section in the ‘Add User’ screen allows you to customize the site functionality that is available to 

the user. To view a full description of what each function does, you can click the “Help” option next to 

each checkbox. 

 

The final section simply allows you to enable or disable the various email notifications that are generated 

by the system and set user specific printing margins. When you are satisfied with your selections, you can 

click “Submit” and the user will be added to the site. 
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 Add/Edit a Provider 
 

Adding a provider to the system allows you to select them as the ultimate prescriber 

of the medication being dispensed.  

 
 

Note: This functionality is only available to users designated with a “Manager” role. 

 
A list of the providers already added to your site can be viewed on this screen. You can edit existing 

providers by simply clicking on their name, adjusting the applicable settings, and submitting your 

changes. This includes updating license expiration dates, adding or editing license details, etc. 

 

To add a new provider, click the “Add Provider” link located just under the ‘View Options’ box. 

 

 

A provider is not the same as a user. It is simply a way to designate the proper provider to a patient and 

dispensing transaction. If a provider prefers to have their own account with which to login to the software 

and perform system functions, you will need to add them as a user also. See the “Add/Edit a User” section 

for more details. 

 

 

 

 

 

 

 
 



 

Dispensing Software Training Manual  P a g e  9 | 36 

 

 

 Add/Edit a Provider  (…continued) 

 

 

1. Enter the provider’s First Name, Middle Initial and Last Name 

2. Enter the provider’s title abbreviation (MD, DO, DPM, etc.) 

a. If they are a mid-level provider (APRN, NP, etc.) check the Mid-Level Provider checkbox. 

3. Enter the provider’s license information (DEA, State, NPI, etc.) 

4. Select the primary site that the provider will be at.  

a. This will pre-populate all of the address information below after clicking ‘Submit’ so it 

does not need to be manually entered. 

5. Check the optional checkbox settings if desired, otherwise leave them un-checked and click 

‘Submit’ to save the provider’s details 
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 Adjusting Printer Settings for the Pharmacy Labels 
 

Printer margins for labels and other documents printed from the software are 

predominantly controlled by your internet browser. Microsoft Edge is not 

supported. 
 

 
Google Chrome Printer Settings 

 

• Set the margins to “Minimum” 

 

• Ensure that the ‘Headers and footers’ 

checkbox is un-checked. 

 

• All other settings can be left as-is. 

 
Mozilla Firefox Printer Settings 

 

• Un-check the ‘Shrink to fit 

Page Width’ option 

 

• Set all margins to 0.25 

 

• Set all Header & Footers 

drop-downs to ‘--blank--‘ 
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 Adjusting Printer Settings for the Pharmacy Labels 
 

 
Internet Explorer Printer Settings 

 

• Un-check the ‘Shrink to fit Page 

Width’ option 

 

• Set all margins to 0.25 

 

• Set all Header & Footers drop-

downs to ‘--blank--‘ 

After adjusting the browser settings, if the label margins still need adjusting, a user with access 

to edit site settings can nudge the margins using the “Pharmacy Labels” edit screen. 

 
1. Go to the ‘Home’ menu option and select “My Site.” 

2. Select option 8. – Pharmacy Labels 

3. Choose the appropriate label type. (FCHS uses the ‘Pharmex F’ label type) 

4. Nudge margins horizontally or vertically using the ‘X’ & ‘Y’ Offset’ fields. 
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 Add Shipments / Add Inventory 
 

Shipments of medication can be quickly and easily added by using the software’s 

‘Add Shipment’ function. This option eliminates the need to manually enter or scan 

in each medication individually. 
 

1. In the navigation menu, locate the “Inventory” section and select “Medications.” 

 
 

2. Click the ‘Add Shipment’ link in the center of the screen to view shipments sent to your clinic. 

 

 

3. Click the “Add Items” link next to the shipment you want to add to your inventory. 

a. The invoice number in the software will match the number on the packing slip in the box so 

if you receive more than one shipment, you can match them up. 
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 Add Shipments / Add Inventory    (…continued) 

 

4. Review the shipment details to ensure they match what was physically received. 

5. If everything matches, click the “Add to Inventory” button, and the medications on the shipment 

will automatically be loaded into the software. 

Note: If the information in the software does not match what you received (wrong 

lot number, wrong quantity, wrong strength) contact support for further assistance. 

If you have existing medication from a prior vendor, or if you need to add a 

medication to your inventory manually, this can be done by using the ‘Add 

Inventory’ function. 
 

1. In the navigation menu, locate the “Inventory” section and select “Medications.” 

 
2. Click the “Add Inventory” link in the center of the screen to start manually adding inventory. 

 
 

3. Enter the NDC number in the field provided. (It must be 11 digits following a 5 – 4 – 2 pattern). 

a. If you have a barcode scanner, simply scan the bottle and click submit. 
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 Add Shipments / Add Inventory    (…continued) 

 

1. If you are manually entering the medication, simply enter the NDC in this field again.  

If you scanned the med, it will automatically populate with the correct info. 

2. Enter the total number of bottles/units you are adding to inventory 

3. Enter the lot number  

4. Enter the expiration date 

5. If you know the cost of the medication or the price you plan to charge for dispensing, enter it 

here. Otherwise, leave these fields blank. 

6. Enter the original manufacturer’s NDC number in the ‘Reference NDC’ field. 

a. If the medication is a controlled drug, this is required for PDMP submissions 

7. Click ‘Submit’ and the medication will be added to inventory 
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 Count and Adjust Inventory 

As you dispense, void transactions, medications expire, and shipments are 

accepted, from time to time, your inventory may need to be adjusted to correct 

discrepancies.  

It is recommended that you perform a physical inventory count before any 

adjustment is made to ensure you aren’t missing any additional changes that may 

be required and whether or not the change is necessary in the first place. 

1. In the navigation menu, locate the “Inventory” section and select “Count Inventory.” 

 
As you perform your physical count, you can enter the number of each lot number counted in the 

fields provided online. When you submit your count, your inventory count will be saved 

electronically and can be viewed at any time in the Reports section. 

 

If there are any discrepancies in the count, it is recommended that a second count be performed 

to double-check the results. If they come back the same, an inventory adjustment may need to be 

made. 
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 Count and Adjust Inventory   (…continued) 
 

To adjust the on hand quantity of a medication: 
 

1. Click the “Inventory” menu option and select “Medications.”  

2. Click the “Edit” option next to the medication that requires adjustment. 
 

Note: If you do not see the ‘Edit’ option, your user account may not be permitted 

to make inventory adjustments. In this case, seek a manager for assistance. 

 

3. Enter the correct number of bottles you have on hand 

4. Select a reason for making the inventory adjustment and click ‘Submit’ to save the change. 

a. If you select ‘Other’ you can type in your own custom response. 
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 Count and Adjust Inventory   (…continued) 

If you have several medications to adjust, (i.e. multiple expired medications) rather than 

editing each of them one-by-one, you can use the ‘Adjust Levels’ function to adjust 

multiple medications at once. 

On the Medications screen, click the “Adjust Levels” link located in the center of the screen.

 

Adjust the values in the ‘On Hand’ column to match the physical inventory count, enter your 

reason for adjustment by using the drop-down option and click ‘Update’ when done. 

This will save multiple adjustments and will record the transaction electronically. All inventory 

adjustments are timestamped, recorded and can be reviewed in the Reports section at any time. 
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 Place an Order for Medication 
 

To place an order for more inventory, go to the ‘Inventory’ menu option and select 

the ‘Medications’ sub-menu. From the Medications screen click the ‘Order Meds’ 

link located in the center of the screen. 

 
1. Click on the ‘Formulary’ link to order from your standard formulary of medications.  

 

2. In the ‘Order’ column, enter the total number of bottles/units you want to order. 
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 Place an Order for Medication 
 

The ‘Last Wk’ and ‘Last 4 Wks’ columns will show you how many bottles you’ve dispensed in the 

past week or 4 weeks. The ‘Last Disp’ column shows the last date each med was dispensed. These 

columns are in place to help you determine how many bottles you may need to order based on 

your dispensing habits.  

 

You can also set up ‘Alert’ and ‘Warn’ levels which will help you further manage your inventory 

levels. For complete details, refer to the ‘Formulary’ section of this manual. 

 

Once you have added all desired quantities, click the ‘Add to Order’ button. You will then be 

taken to your running order for final review before submitting. 

 

3. If you need to add additional meds to the order, click the ‘Formulary’ link to go back and 

add the desired medication(s). 

4. If needed, you can edit your current shopping cart using the available checkboxes and 

buttons. 

5. In the General Order Information, you can apply optional details to the order prior to 

submission. (PO #, desired shipping method, comments/special instructions, etc.) 

6. When you are satisfied with the order, click “Send Order.”  

Note: For supply items (toners & labels) contact your representative. 
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 Formulary 
 

The Formulary section is where your list of quoted medications can be found. It is 

also where you can set various settings that help better manage your inventory and 

streamline dispensing. 
 

Note: The ability to adjust the formulary may be restricted depending on your 

user access level or site level settings. Contact support if you need assistance. 
 

In the Menu, click the ‘Inventory’ section and select “Formulary.” 

 

1. To set default SIG lines, click the ‘Edit’ option next to the desired medication. 

a. You can set up to 3 different default SIG lines per med. 

b. Do not use pharmacy abbreviations when adding SIG lines. Write them in layman’s terms 

so the patient understands the instructions when they are printed on the pharmacy label. 

2. The ‘Default Cost’ is the price you pay to purchase the medication from your vendor 

3. The ‘Default Price’ is the price the patient pays for the medication 

4. The ‘Alert’ and ‘Warn’ fields allow you to set ordering thresholds per each med.  

a. When your ‘On Hand’ quantity is at or below the ‘Warn’ value, the ‘On Hand’ column will 

be highlighted in Yellow to indicate that you are running low on a medication.  

b. When your ‘On Hand’ quantity is at or below the ‘Alert’ value, the ‘On Hand’ column will be 

highlighted in Red to indicate that you are running critically low on a medication.  

c. These colors will also be visible on the Medications screen and will trigger the Low Level 

Alerts on your Homepage dashboard. 
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 Auto-Ship Medications 
 

The Formulary is where you can apply settings that will have the system 

automatically place orders for medication on your behalf when you reach certain 

inventory threshold levels which you can set and customize as needed. 
 

In the Menu, click ‘Inventory’ then select ‘Formulary.’ 

 

• The ‘On Hand’ column indicates how many medications you currently have in inventory.  

• If you see the ‘GCN On Hand’ column, this indicates how many total bottles you have on 

hand across all different NDCs, Vendors, etc. Example:  

 
In this example, there are 2 bottles of Atorvastatin 10mg Tabs #30 from NDC: 63629-6352-01 and 5 bottles 

from 61919-0956-30, for a GCN On Hand grand total of 7 bottles. 

 

To set up a medication to auto ship, you must set a Warn, Alert and Restock value and also ensure 

the ‘Auto-Ship’ checkbox is checked. If any of the fields are left blank or have conflicting values 

entered, the feature will not function properly. 
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 Auto-Ship Medications   (…continued) 
 

When the ‘On-Hand’ quantity reaches or drops below the value in the ‘Warn’ field, AND the Auto-

Ship checkbox is checked, an order will be placed for the amount indicated in the ‘Restock’ field.  

 

Note: If there is nothing in the ‘Restock’ field, the system will not know how many 

bottles to order and the feature will fail for the affected medication. 
 

By default, the auto-ship feature places orders every Sunday morning. These orders are typically 

received by your medication vendor on the following Monday for processing. There are options 

to set a different auto-ship schedule, or have it run multiple times per week. Contact support to 

enable this customization. 

 

The ‘Warn’ value should be set to what would amount to a 1 week supply of medication. The 

‘Alert’ value should be set to what would amount to a 1-3 day supply of medication. This will help 

ensure that you never run out of a medication completely, and also ensures that you don’t over-

order medication and end up with too much stock. 

 

The ‘Restock’ value should be an amount that puts your inventory levels back to a 1-2 week 

supply. Shipping times vary by vendor and depending on your clinic location, so plan accordingly. 

 

Additional Details: When the auto-ship feature finds a med that needs to be ordered, it will place 

an order and a telephone icon will appear next to the ordered medication, both on the formulary 

screen and the inventory screen, to show an order was placed for that med. These are not only 

visual indicators, but in the backend, it tells the auto-ship feature not to re-order that med for 30 

days or until the shipment is fulfilled, accepted into inventory, and dispensed to the point that 

the 'On Hand' quantity drops down to the ‘Warn’ or ‘Alert’ level. This is done to account for 

delayed shipments due to long-term manufacturer backorders, weather related shipping delays, 

or in some cases, users forgetting to add their shipments to the inventory in a timely manner. 
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 Dispensing Medications 
 

If your site is integrated with the dispensing software via Surescripts or a direct HL7 

interface, follow the steps starting on this page to dispense medications after using 

the ePrescribe function in your EMR.  

If you are dispensing using only the dispensing software, you will not use the 

Patient Queue. Instead, in the Menu, you will click on ‘Dispensing’, then select 

“Dispense.” See page 27 for the next steps. 
 

To send a dispensing transaction over to the software from your EMR (eClinicalWorks, DocuTap, 

Practice Velocity, NextGen, etc.) when you get to the point where you can send an ePrescription, 

locate your practice in the available ‘Pharmacy’ menu. You will essentially be acting as the 

pharmacy from which the medications are dispensed. When you send the ePrescription, it will 

submit the details to the Dispensing Software and the patient will appear in your Patient Queue. 

 

In the Menu, click on ‘Dispensing’ then select ‘Patient Queue.’ 

 

A list of patients waiting to have their prescriptions dispensed will be viewable on this screen. 

You will be able to see a preview of the medications they were prescribed so you know what to 

retrieve from your dispensing cabinet.  

 

The patient queue has settings that allow you to manually remove a queued patient if they do 

not pick up their medication, or you can have the system automatically de-queue them after a 

period of time. You can also set up text and/or email alerts which will be sent when a transaction 

appears in the queue. 

 

To start a transaction, click on the shopping cart icon:  
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 Dispensing Medications   (…continued) 
 

 
Note: Depending on your site settings, the ‘Dispense: Patient’ screen may not have all of the options seen above. 
 

1. You can navigate through a dispensing transaction using the “Steps” box, or the buttons at 

the bottom of the screen. 

2. Patient details will auto-populate from the EMR when ePrescribed.  

a. You can add or edit the details as needed 

b. If you set the patient’s default ‘Language’ to Spanish, many of the printable 

documents will be translated to Spanish. 

3. Work Comp dispensing requires the Claim details, Employer information and in some cases, 

Payer details. Enter the details if applicable. 

4. Set the correct dispensing type (Cash, Work Comp, PI, PIP) then click ‘Proceed to Cart.’ 
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 Dispensing Medications   (…continued) 

 
 

1. Click “Select Rx” next to the medication you are dispensing.  

a. You MUST click this link in order for the SIG line to populate correctly, AND for the 

transaction from the EMR to the Dispensing Software to be marked as completed. 

b. If you are not ePrescribing, then skip to step 2. 

2. If you have a barcode scanner, scan the barcode on the bottle and it will automatically be 

added to the transaction. If not, use the “Browse Inventory” link to search for the 

medication in your available inventory. 

a. Make sure the lot number you are choosing matches the one on the bottle. 

b. Click the shopping cart icon  to add it to the transaction 

3. Verify that the SIG line, days supply and ICD-10 code information is correct. 

a. If you set up default SIGs you can choose from your defaults by clicking the 

magnifying glass icon: . You can also type in the field directly to make changes. 

4. If there are other medications in this transaction to dispense, follow the above steps to 

add them to the cart. Otherwise, click ‘Checkout’ 
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 Dispensing Medications   (…continued) 
 

 

This is the final screen in a dispensing transaction. It indicates the medication(s) are dispensed and 

they will be automatically deducted from your available inventory. 

1. Click “Print Pharmacy Label” to print the label that will be affixed to the bottle(s). 

a. For information about the other button options in this list, see the “Pharmacy 

Label” section of this manual. 

2. The “Post Order Processing” section allows you to make certain changes after a transaction 

has been completed. Most of the options simply allow you to fill in missing details. 

a. If you need to edit SIG instructions or Patient details, generally you have to void the 

transaction entirely and start over. 

b. For details on voiding, see the “Void a Dispensing Transaction” section of this 

manual. 

3. If you are charging a price for the medication (Cash dispenses) then you can add the amount 

the patient paid in the fields provided. This data will also be applied to various Reports you 

can run that show profitability. 
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 Dispensing History 
 

Your dispensing history is where you can view all prior dispensing transactions. A 

dispense is considered a “prescription order” so it can be found in the “Orders” 

menu option.  

In the Menu, click on ‘Orders’ then select ‘View Orders.’ 

 

You can use the ‘View Options’ to filter your search results in order to find a specific transaction. 

Clicking on the Patient’s name will take you to the selected patient’s profile. 

To view the details of the dispensing transaction, click on the RX number. 

This will put you back on the “Dispense: Checkout” screen of the transaction. 
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 Void a Dispensing Transaction 
 

On occasion, a transaction may need to have one or more medications voided from 

the record, or the whole transaction may need to be voided entirely. You can do 

this in the “Post Order Processing” section of a completed dispense, by selecting 

the “Void Order/Items” option. 

In the Menu, click on “Orders”, then select “View Orders.” Locate the transaction you wish to 

void and click the RX Number to load the transaction. 

  

Note: For cash transactions - Before voiding a medication, if you need to apply a credit, 

simply enter a negative dollar amount in the patient payment section to apply a credit 

for the amount that was recorded as ‘paid’. This can also be done to correct a dollar 

amount that may have been entered incorrectly. 
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 Void a Dispensing Transaction  (…continued) 

 

1. Check the medication to be voided.  

a. If there is more than one medication on the transaction, un-check the medication(s) 

that should remain active. Checked meds will be voided. 

2. If the medication bottle can be returned to inventory to be dispensed at another time, 

keep the “Inventory Return” option checked, and the bottle will be added back into your 

available on-hand inventory. If not, un-check this option and then properly dispose of the 

medication if applicable. 

3. Any time you void a transaction, you must provide a reason for the cancellation. Enter 

your reason for voiding in the space provided and click “void selected items”.  

Once a medication or entire transaction has been voided, you will no longer be able to edit the 

specific details for that med or transaction and the printable materials will also become 

inaccessible. Voided transactions’ RX numbers appear with a strikethrough in the dispensing 

history section. 
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 Pharmacy Label 
 

The Pharmacy Label contains all of the patient-specific details compiled during a 

dispensing transaction, and is only available after you’ve completed a transaction. 

It is the first button found in the “Printing Options” section on the Dispense: 

Checkout screen. When you click the button to print, a pop-up will appear which 

will allow you to select the printer the labels will be printed from. 
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 Pharmacy Label   (…continued) 
 

1. The Patient Receipt sticker is optional but can be used in many different ways.  

a. Some practices use it to record the transaction in a separate log book or in the 

patient’s physical chart.  

b. Others use it as a sticker to seal the pharmacy bag the meds are placed in, which the 

physician can then visually verify before the final hand-off to the patient. 

2. The 6 yellow stickers in the middle of the label sheet are warning and side effect labels that 

can be placed on the bottle (if there is room), or placed along the bottom of the monograph. 

3. This is the patient-specific medication sticker which is placed on the medication bottle to 

be dispensed. 

Placing the Label on the Bottle 
Most re-packaged medication labels include the primary med label, which contains all of the 

medication specifics, and 3 to 4 peel-off tabs that are used in patient logs, on HCFA forms, in 

billing sheets, and so on. Those tabs are generally removed before you apply the printed label. 

When placing the label on the bottle, be sure not to cover up any existing label information. Many 

packages, such as powder suspensions, contain specific instructions on how to mix the 

medication, and should be kept visible. Look for an area on the package that won’t obstruct these 

details. 

With the tabs on the bottle removed, you should have enough blank area around the back of the 

bottle to affix the Pharmacy Label. Start at the existing label’s edge and wrap the label around 

the bottle. 
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 Pharmacy Label   (…continued) 
 

 

4. The Rx details label can be placed in a manual log book or the patient’s chart. 

5. The Signature sticker is used in manual log books to record the Patient’s signature as proof 

of receipt of the medication and confirmation that they understand how to properly take 

their medication. 

a. If they need additional counseling, you can click the “Label Warnings” button to 

print out the warnings and side effects of each drug and review with the patient. 

6. The monograph section includes all of the FDA warnings and instructions specific to the 

medication. It is a perforated tear-off sheet that is placed in the pharmacy bag, along with 

the medication and given to the patient. 

a. To print a slightly larger version of this document, click the “Print Monograph” button in 

the printing options section and you can print it on a blank sheet of paper. 
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 Submit a Help Desk Ticket 
 

If you need support on the software, you can contact your representative directly 

or reach out to the customer support team for assistance. You can also submit a 

help ticket through the software. 

In the top right corner of the software, click the question mark icon:  and select “Help Desk.” 

 

 
 

1. Enter a short description of the issue you are experiencing 

2. Set the ticket priority accordingly  

a. High priority should be reserved for issues that are preventing you from 

dispensing or critical system errors. 

3. Enter a full description of the issue you are experiencing 

a. Include steps you’ve taken to trouble-shoot, the browser type you are using (i.e. 

Chrome, Firefox, etc.) your EMR, etc. 

4. Click the “Submit” button to send the help ticket request 

a. Response times may vary from a couple minutes to an hour, but take no more 

than 24 hours. 

b. If you need immediate assistance, contact your representative for support. 
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 Reports 
 

In the Menu, click on “Reports” then select “Instant.” 

 

There are all sorts of different reports available for you to run categorized into different groups 

including: Dispensing, Patient, Inventory, Financial, NCPDP and General Reports.  

A description of what the report will tell you can be seen below the name of the report.  

To quickly locate reports you run most often, you can click the Star icon next to any report and it 

will add it to the Favorite reports section. 

Depending on your user access level, some of these reports may not be available and some may 

have certain fields restricted. For example, pricing or patient details. 

You can export reports into Microsoft Excel so they can be saved or used for other purposes.  

Instant reports allow you to run results for various metrics and data for a period of one month 

at a time. To run reports for a longer period of time, or for multiple locations you would run a 

Batch Report.  
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 Reports   (…continued) 
 

In the Menu, click on “Reports” then select “Batch.” 

 

Many of the same reports that are in the Instant reports section will also be found here. Click on 

the description of the report you want to run.  

1. Set the Start Date and End Date range 

a. Batch reports allow for longer than the 1 month limit set on Instant reports. 

2. Select your site from the menu.  

a. If you leave the site field blank and you have user access to multiple site locations, 

the report will run for ALL sites you currently have access to. 

3. Click “Submit” report to generate the results. 

Unlike instant reports, Batch reports can take some time to completely download. This generally 

depends on the date range selected and the amount of data the report needs to compile. 

When the report is ready, it will be available for download near the bottom of the screen. If the 

download seems to be taking a bit to complete, you can click the refresh link. 
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 Contacts & Resources 
 

First Coast Health Solutions 

211 North Liberty Street 

Jacksonville, FL 32202, USA  

 
904-350-1155  

 
904-350-1157  

 
info@firstcoasthealthsolutions.com 

 

 
www.firstcoasthealthsolutions.com 

 

 

MDScripts Support: support@mdscripts.com 

 

Dispensing Software Direct Link: www.firstcoastrx.com  

 

Youtube Video Tutorials: https://www.youtube.com/channel/UCeaA0w94imbfR_ckGv25Gfw 

Follow the link above or search for: “First Coast Health Solutions” and subscribe to the channel. 

 

Sales Representative Contact: 

 

 

 

Attach Business Card Here 


