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Wells Px3 – Order Management  
Track your order, view and print receipts, obtain shipping info  

Updated June 2016 



Order Management  

With our Px3-Order Management feature you can view 
the details of your account including:  
 
•  Patient information 
•  Order Information 
•  Tracking information 
•  View & Print receipts 

There is NO FEE to access the program system 
 



Registering for Order Management  



•  Prescribers (physicians and veterinarians) who have an 
active account with Wells Pharmacy Network and a 
credit card on file for billing orders 

•  BodyLogicMD Patients 

Who Can Register for Order Management?  



www.wellsrx.com  - Electronic Ordering Login 



Registration: Step 1 



Registration: Step 2  

Tips:	
  	
  
•  User	
  Name	
  must	
  be	
  at	
  least	
  8	
  characters	
  long	
  
•  Password	
  MUST	
  include	
  a	
  number	
  and	
  a	
  symbol	
  



You will receive 2 emails during the registration process:  
 
Confirming Your Email 
An email will be sent to you immediately after sign up asking you to 
confirm your email by clicking the link provided. We cannot process your 
registration until you do this.  
 
Welcome Email  
Once you have confirmed your email please give us 24 hours (Monday – 
Friday) to process your account.  
 

Be sure to keep your User Name and Password safely stored.  

Registration: Step 3 & 4 



How to Login to Order Management 



Login  

Step	
  1	
  -­‐	
  Visit	
  www.wellsrx.com	
  and	
  click	
  
Electronic	
  Ordering	
  in	
  the	
  Menu	
  bar	
  

Step	
  2	
  –	
  Click	
  on	
  Order	
  
Management	
  Login	
  



Log In 

Forgot	
  Your	
  
Password?	
  

	
  
	
  

Use	
  this	
  link	
  
	
  
	
  
	
  
	
  
	
  
	
  



Using Order Management 



Please note that throughout this training document you 
will see the phrase “CarePoint” that refers to our 
internal processing system where your account and 
order information is stored.  
 

Note: “CarePoint” 



Selecting the Account List will display the account numbers and 
names that are associated to your Username. Selecting the Account 
link will show information about the Account. If you have one 
location you will have one Account. 

 
 

Username and Accounts 



Address Fields  

The site displays the address, phone, email and payment 
terms. 



The site displays the billing contact information. 
 
 

Contact Fields  



Patient Fields  

The site displays the patients associated with the 
account. 
 



Selecting the link for the patient name will give more information about 
the patient. Notice that we do NOT display SSN or credit card information. 
 

Patient Fields Continued  



Order Summary Fields  



Guide To Order Summary Fields  

Order Number: Unique identifier for your order 
Patient: Patient name 
Line Count: # of prescriptions (items) in the entire order 
Added: Date order was entered into our system 
State: Stage of our workflow that your order is at  
Shipping: Shipping terms (Ground, 2nd day, O/N, etc.…) 
Shipping Date: Date the order left our facility 
Tracking No: UPS or FedEx tracking link 
Expected by: Expected date to arrive to you 
Status: Order will be active in our system 



Guide to Order Summary – (Order States) 

Entered: Order has been keyed and submitted for initial pharmacist 
review. 
Verified: Order reviewed by pharmacist and can be submitted for 
billing. 
Adjudicated: The prescription has been dispensed, billed, and  will 
now move to fulfillment teams. 
Printed/Processed: Order has been filled and labels printed and 
placed on the rx items.  Will now move to the final pharmacist QC 
checkpoint. 
Approved:  Order has been approved by a 2nd pharmacist and will 
move to shipping department. 
Shipped:  Order has been shipped in our system and has been 
assigned a tracking number. 
 



Note:  Shipped Order State & Tracking Numbers 

Please note that our pharmacy operation continues to fill orders long 
after UPS picks up the last of each day’s packages. Our teams work 
night shift to keep your orders moving through our system.  
 
Overnight orders shipped after 7pm EST (and ground, 2nd day and 3rd 
day orders after 8pm EST) are likely to still be in our facility. FedEx 
shipments do not move after 6pm EST. 
 
Keep in mind, you may receive a tracking number on a “shipped” 
order, but your package may still be at our loading dock waiting on 
UPS to arrive the next day.  Tracking information will update in the 
system once it is picked up and is in transit to your destination. 
 



Selecting Order Summary from the Orders tab will display information 
about orders processed in our system for the Account selected. The screen 
displays the: 
 
•  Order number (This is your invoice number for reference when billed) 
•  Patient Name for the order. It will display the first patient found for 

orders with multiple patients.  Click the order to open up and see the 
multiple patient names. 

•  Line count for the order, state for the order, date the order was added in 
our system and shipping information. The link for the tracking number 
will redirect you  to the appropriate UPS or FedEx website for the 
tracking information. 

 

Order Summary Fields  Cont’d  



Selecting the Order number from the Order Summary will display Order 
information. These are details about the order. 

 

Order Number 



Prescription Information  

Selecting the link for the script number will display a pop up window with 
script details. These details come from our pharmacy system. 
 



Searching & Sorting Data  

When you see an arrow next to a heading, this indicates that you 
can sort the information from oldest or newest.  
You may also search by using the filter option as shown below.   



Manage Tab 

Selecting the Manage tab will enable the user to change their password  



Any order that is marked with a ‘shipped’ state and 
has tracking information will have a receipt option on 
the website under Order Details.  
 
Selecting the Print View option will initiate a new 
window with the order information. This can be used for 
HSA/FSA processing by your customers. 
 
 

View & Print Receipts 



Order Summary Screen  

A receipt will be available for any Order Number that 
also contains a Tracking Number.   
Click the Order Number… 



Print Receipt  

From here you will have the option to Print View which 
will bring you to a receipt screen… 



View or Print Receipt 



Frequently Asked Questions  



I have questions about WellsPx3 Order Management or need training: 
Email: Px3Support@wellsrx.com and our team of trained experts will respond 
quickly.  
 

I don’t see an order I just faxed in, how do I know if you received it?  
Please allow up to two hours for an order to populate in the Order 
Management. Orders received before 2pm EST should show in our system the 
same day. Orders received after 2pm may not get entered until the following 
business day, although we work diligently to process your orders as fast as 
possible. 
 

It’s been hours and I haven’t seen my order state change 
Please allow time for processing.  While you may not see changes in the state 
of your order, and depending on the size and varied types of prescriptions you 
have prescribed, rest assured our teams are working quickly to complete your 
custom compounds and fill your order.  Feel free to contact Customer Service 
at any time to inquire!   
Email:  OcalaCS1@wellsrx.com or call 800-622-4510. 
 

Frequently Asked Questions 



My order is on hold because of missing information, what do I do now? 
Contact our Customer Service team at 800-622-4510, follow the prompts to 
speak to CS and reference the Order Number you see in Order Management.  
Then provide the missing information noted in the system. Please note – in 
some cases you may have to refax your order.  You may also email the intake 
team – OcalaCS1@wellsrx.com  
 
I have a question about a medication our office prescribed, what do I do?  
Please call our main number, 800-622-4510 and ask to speak to a pharmacist.  
If it is more convenient, you can also email our CS team – 
OcalaCS1@wellsrx.com and request that a pharmacist call you back.  Please 
indicate your order number, brief detail of your question and the best time 
and number to reach you on.  Customer service will gladly triage your 
request to an available pharmacist.  
 

 

Frequently Asked Questions Cont’d 



I have questions about my pellet order, who do I contact? 
Please contact pellets@wellsrx.com or phone our main number, 
800-622-4510 and request to speak to a pellet Customer Service Rep. 
 

I have a question about a bill, who do I contact?  
Please contact billing@wellsrx.com  or info@wellsrx.com and we will 
be happy to assist. 
 
My contact information (address, phone) is incorrect, can I fix it?  
Email us at info@wellsrx.com or call our Customer Service team at 
800-622-4510 and we will be happy to take care of that for you. 
 

Other questions not listed here?  
Call our main number 800-622-4510  
 

Frequently Asked Questions Cont’d 
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www.wellsrx.com  |  800.622.4510 

Thank you! 


