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Quill for Designated Contacts

Viewing an Action Plan Summary

To view and address Action Plan items within the “View Active” category:

1. From the Quill main screen locate the applicable Pharmacy and click the View
Active link.

My Pharmacies

‘ 304296 HH Test Pharmacy
ACtion Pan Summanes
Q Vs Inspectons Q View Actve
. View Resohved

49211619

A list of all outstanding Action Plan items will appear.

(% Active Action Plan Summary
Test Pharmacy 001 (Pharmacy) [302790)

Action Plan Created 25Jun-2015 8:33 AM
Sundards for Ascreditation
' JS-Jm:’Ni.S me dspansary has the equipment necessary (0 maet the requrements outined in the DPRA
Compounding

Q 25-0un-2015 The Pharmacy ensures that bulk ingredients are handled safely, moot an infemabonal standard oc a cerbficate of
analysis, are appeoved for use by Health Canada and ordered from a sowrce with a vald establshmenl kcense

. 25-Jun- 2015 The Pharmacy has 05eciive rocord keepmg procoduros in piace 10 suppor the compounding pracice
Sunoards of Practice

Q 754\5?0!5- fho pharmascy has a process in plisce 10 enable phamacists 1o document gathered infarmabion, decisions mads,
rabonale, follow up and communicabon‘education defivered to pabents/prescrbers (Documentabon)

. 25-un-2015 Proscniptions that dre rocenved are complolo, authents and moet all kga! and professional roguerements

2. The Action Plan items are categorized and dated and include a brief
description of what was observed or found to be deficient during the
assessment.
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3. Click the . button to view the complete content of the Action Plan item.

@ Action Plan Item
a. Tost Pharmacy 001 (Pharmacy) [302790)

ounding
J

25.Jun-2015 The Praimacy ensures tat bulk mgrecients e handiad salely, maet an intecnational standacd of 8 cemiicate of analyss, ie
b. . approved for use by Health Canada and orderod fom & source with & valhd establshment icense

25 Juk-2015 The Prarmacy ensures that bulk ingredonts aro * handied safoly, * moot an o W standard o o cortScalo of analyses ¢
approved K use by Health Canada and « ordered from a source with 8 vahd estabishment heanse

d.(" Ly Ing

« PRaimacy stalf mus handie Dulkk NOIO3eNS safely and ensure Ihat ingreaients Mmeet an ndemanonal sandud (B8P USE, NF, CF Pl PhF o PhEurn of have a
cenficaie of analysis

[ Bowse_ |

9; By ¢heching i, | herely Acknowiadge thit
L Y e TR ESSesainl 10

30e3 ANd recommendations
(Nt GRUTE 50 MANLMN COmectve At

2nifed durng Pe assessment
e Arleatation Commiies

0 reseit in teder

o 1unddrsiane thal sumenng amy tahe of maleading Salements My CoOnsitide Socpnetary M ondoi! and/or DAOesacngl mist ondud!

a. The statement category.

b. The Observed Date and the Follow-up Date. The Observed date is the date
the item was noted by the Operation Advisor. The Designated Contact is
required to respond by the follow-up date.

c¢. The Description of the Action Plan item.
d The Operation Advisor’s observation comments related to the item.
e. Afile upload field for uploading attachment(s).

f Area to enter a comment/response. Use this area to list the detailed steps
taken to correct the deficiency and how compliance and adherence will be
maintained within the pharmacy.

g The acknowledgement box. This must be checked off to submit any
attachments and comments.
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Adding a Comment or Attachment to an Action Plan Item
To add a comment or attachment:

1. Enter comment into the box. A response should outline any change(s) to
practice or process (es) in order to meet College requirements.

Type a comment..

Note: Comments may be edited multiple times before completing the submission of
the Action Plan item. Quill will keep a draft of the current comment even when logged
out to allow for revisions before final submission.

2. To add an attachment:

a. Below the Operation Advisor’s comments, locate the file upload

field.
| Browse. ..
b. Click the Browse button to launch the Choose File to Upload dialog
box.
& Choose File to Upload x|
QO“’ | ~ Computer v Local Disk (C) ~ i) [ Search Local Disk () 0
Organize v  Mew folder = o+ Tl @
E19r Favorites MName = | Date modified | Type —
B Desktop 084891 Data 7/11/2014 918 AM  File folder
4 Downloads . compaq 11/8/2013 7:38 PM File folder
=l Recent Places | Data 6/5/2014 2:03 PM File folder
. Drivers 2/12/201512:47 PM  File folder =
Bl Libraries hp 11/8/2013738 PM  File folder
& Documents | inetpub 11/28/201312:32 .. Filefolder
o) Music | LJP1100_P1560_PL600_Full Solution 1772004 618 PM File folder
) Pictures | New folder 6/9/20141:21 AM  File folder
Vid
5 B Videos New folder (2) 6/5/20141:56 PM  File folder
_ . Pivotal Software 10/13/201411:58 ... Filefolder
=% Computer
- . Program Files 2/16/201510:55 PM _ File folder il
we Local Disk (C:) ;I 4| | L
Filenamzl x| Janies¢n |
Open I Cancel |
A

¢ Browse for the file to be attached and click the Open button. Please do
not attach .zip files as they cannot be opened.
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d. Click the Upload link in order to finish attaching the file.

C:\‘compaq\hpdiags\Reac Browse... txtis 0.3 KB in size

Your total upload would be 0.0 MB

f. The file should now be listed above the Browse button.

 ReadmeNow.
xt

Browse...

Note: If an attachment was selected in error, click the X beside the
attachment name to remove it.

g. Repeat these steps to add more attachments if necessary.
Note: The total file size should not exceed 10 MB.

3. Once a comment has been entered and any attachments have been uploaded
(if necessary), the acknowledgement at the bottom of the Action Plan item
must be read and understood. Click the checkbox labelled “By checking this, I
hereby acknowledge...”. Once checked, a Submit button will appear; click on
this to complete the submission.

Note: In order to submit an attachment, there must be text entered into the
comment box. Once the submit button has been pressed, the attachment can not
be deleted and comments cannot be edited.
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4. After clicking Submit, the attachment and comment will be displayed on the
Action Plan item under the Operation Advisor’s comments.

? Lilly Ing
3 4 4 2014

- A daily reconciliation of the methadone dispensed to and received from a
treatment location must be conducted.

~

Owner

A daily reconciliation will be conducted.

5. The ‘respond and submit’ steps must be repeated for each Action Plan item
individually. To do this, either click your browser’s back button twice, or click the
My Pharmacies link at the top left of the screen to return to the pharmacy list and
select the “Active” Action Plan Summary link again.

6. If aresponse requires more information, the Operation Advisor will respond in
the active Action Plan item and a revised follow-up date will be provided. In order
to submit an additional response, the same process is followed.

7. If the response adequately addresses the issue, the Operation Advisor will resolve
the item and it will move to the resolved area. If the submission requires further
clarification, the Operation Advisor will add a comment specifying what is still
needed and it will remain in the active area.

8. As areminder: Itis the Designated Contact’s responsibility to check the
status of the Action Plan regularly until all items are resolved and moved from the
“Active” category to the “Resolved” category. It is recommended that the Action
Plan items in the “Resolved” category are reviewed for any further
comments or instruction from the Operation Advisor. These items are
considered resolved and do not require any further action.
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