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• This guide will take you through a few 
areas surrounding stock in RxWorks. 

 

• From your task panel, click Stock from 
the top ribbon bar. 

 

 
 

 

• The price updates are normally set up 
to automatically update your prices for 
you as soon as the price file from the 
integrated wholesaler has been received. 
 

• If you don’t have it set to automatically 
update the prices and you have not 
updated them since the beginning of the 
lockdown, I’ll walk you through how to do 
this. (You can still follow these steps if 
you do have it setup, just for peace of 
mind that it has still been applying the 
prices). 

 

• Select Reporting & Management from 
left-hand side and then click on Update 
Supplier Product Catalogue. 

 

 

 
 

 

• The date below the Supplier name 
indicates when the last price update was 
applied, whether that be automatically or 
manually. 
 

• If you do your price updates manually 
and it still shows as a previous date, you 
will need to press Download Latest & 
Import. It will take a minute or two to 
download. 

 

 

 
 

 

• This window will appear on screen to 
show you that the price list is being 
downloaded. 
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• Once the price list has been 
downloaded, you will see this window 
which shows you how many items have 
been updated.  
 

• Click on OK when you are ready to move 
on. 
 

 

 

 
 

 

• A list of all the products that have been 
adjusted will display for you to have a 
look at.  
 

• If you wish to change the cost price, you 
can in the New column. If you are happy 
to leave the prices as they are, either 
print and then press confirm or just 
press Confirm to close the window. 

 

 
 

 

• The quantity of stock that you would 
have dispensed over the last few months 
will be a lot less than usual. This could 
result in having items that are close to 
their use by date.  
 

• If you are using batch control on your 
stock, you can run a report to search for 
items that have a close expiry date. 
 

• Click Stock, Reporting & Management 
and then Review Expiring Batches. 

 
 

 

 
 

 

• Select the date range you would like to 
search for from the drop-down list or 
select Other to manually type in your 
own date range. 
 

• Select the Stock Location you need. 
This could either be set as per branch or 
per area in the practice depending on 
your configuration. 

 

• Select the output method of your choice 
from the top ribbon bar, i.e. PDF or 
Excel. 
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• You will get a list of all items within your 
chosen date period with their item 
number, batch number and expiry date. 

 

 
 

 

• You may want to do a stock take of all 
the products you have within the clinic or 
you may just want to do a mini stock take 
per section as and when you have time. 
To do this you can either use an excel 
spreadsheet or use the adjustment 
section within RxWorks for live changes. 
 

• I’ll first take you through using the excel 
spreadsheet method. From Stock, click 
on Back Orders, Transfers and 
Adjustments. 

 

• Click Enter New Adjustments. 

 

 
 

 

• Fill in the search criteria on the left-hand 
side and click search. In this example, 
we have search for all products within 
the Flea, Worm and Tick Preparations 
service heading. 
 

• Once the product list has loaded, click 
Create Stocktake Sheet. 

 

• This will open an excel spreadsheet for 
you to start adding in your current on 
hand levels. 

 

 

 
 

 

• If you need to close and save the 
spreadsheet to come back to it later, you 
can do. 
 

• From Back Orders, Transfers and 
Adjustments, click Import/Manage 
Adjustments from File or PDT. 
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• Each stock take sheet that has been 
created appears in the top window. If you 
need to add anything to the spreadsheet, 
click on icon in the Edit column.  
 

• If you need to import the sheet as it is 
completed, click on the icon in the Import 
column.  
 

• If you need to delete the sheet because 
you no longer need it, click on the red X. 

 

 

 
 

 

• To instantly update stock levels without 
the need to upload a spreadsheet, go 
back to Back Orders, Transfers and 
Adjustments and click Import/Manage 
Adjustments from File or PDT. 
 

• Search for the products via Item Name 
or Service Heading and click Search. 

 

• You will see that each product within 
your search criteria will list in 
alphabetical order. In the Actual column, 
once you have counted that specific 
product, add in the total and do so for 
any others. If you have added all the 
totals you need to, click Save 
Adjustments.  
 

• The new totals you have added in, will 
immediately be saved against those 
products. 

 

 

 
 

 

• Data Wizards are a useful tool to help 
make multiple changes in one go. They 
are made up of Excel Spreadsheet with 
exported data of your choice, i.e Stock 
information such as labels or dispensing 
fee choices. 

 

• From the Task Panel, click Data 
Wizards. 
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• Click on Products & Services. The 
right-hand side will change to display all 
available Data Wizards to do with your 
stock and services. 
 

• Click on one of the green titles to open 
the search criteria options. 

 

 

 
 

 

• Select your criteria from the drop-down 
boxes and click Generate when done. 

 

 
 

 

• Depending on which Data Wizard you 
have chosen, an excel spreadsheet will 
appear on screen for you with various 
editable options. 
 

• In this example, if you created a new 
Dispensing/Injection Fee that you wanted 
to generate on all your items, you can 
use the spreadsheet to make the 
changes to numerous items at once. 

 

• When you have completed the 
spreadsheet, close the sheet and click 
Save. If you have not completed the 
spreadsheet, you can still close and save 
and come back to it later. 
 

 

 
 

 

• To import the changes into RxWorks, 
navigate back to your Data Wizards from 
your Task Panel. 
 

• Click Import Wizard Files. 
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• The pencil icon will allow you to edit the 
spreadsheet if you need to reopen it. 
 

• The loading icons will allow you to 
import the spreadsheet if you are ready 
to submit the changes to RxWorks. 

 

• The bin icon gives you the option to 
delete the spreadsheet if you no longer 
require it. 

 

 

 
 
 

 

• Once you have clicked the import button, 
this message will appear on screen to 
show you it is busy importing the changes. 

 

 
 

 

• Once the import has completed, a 
progress report window will appear to 
show you if it has been successful or not. 
Click OK to close this window. 


