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Confidentiality statement 
 
The Electronic Verification System (EVS) is a database of medical cannabis applications.  The 
information contained in the EVS is required to be kept confidential.  A pharmacy employee 
can only access a patient’s information if it pertains to the individual they are actively 
assisting.  
 

Roles as a pharmacy employee 
 
There are now 3 roles that a pharmacy employee may be assigned to:  

• Pharmacy Medical Provider (PMP) 
• Pharmacy Agent Plus 
• Pharmacy Agent 

 
Each role has different levels of access in EVS.  Please refer to the below graph to see the 
rights of each role: 
 
 PMP Pharmacy Agent 

Plus 
Pharmacy Agent 

View patient application 
including patient 
information, certification, 
recommendation, notes, 
and patient purchase 
history.  Add a note. 

Yes Yes Yes 

Add LMP certification/ 
recommendation. 

Yes Yes No 

Amend LMP certification/ 
recommendation. 

Yes Yes No 

Amend QMP 
recommendation. 

Yes No No 
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The pharmacist in charge (PIC) is expected to ensure that an active list of all employees and 
their roles are maintained (please see Staff List section of this document).  The PIC will 
contact the DHHS when an employee is hired, if their role needs to be changed, and when 
an employee is terminated.   
 
* Please note that Pharmacy Agent Plus will apply as a Pharmacy Agent.  After the agent’s 
application is active the PIC will need to send a request to DHHS to have the role changed 
to Pharmacy Agent Plus. 
 

Viewing patient applications 
 
A pharmacy employee can view patient applications including certifications, 
recommendations, notes, and patient purchase history. 
 
From the home screen hover over “Tracking Inbox” and click “Patient” 

 
Click on “Column Filters” 
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Search for the patient using your preferred search method.  Click “Apply”. 
 
*  Please note that the filter will stay “On” until you turn it off.  To turn off the filter you will 
select the “Don’t filter the results” button. 

 
 
A list will display.  You can sort this list by clicking on any column header you would like.   
 
Click on the patient’s name. 
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Their application will appear.  The application will be in a read-only view.   
 
*  Please note that a caregiver shown on this application does not confirm that the 
caregiver has completed their application.  This only indicates that the patient has given the 
caregiver permission to apply on their behalf. 

 
 

Click on the gray tabs to view other parts of the application.   
 

Review a 
certification/recommendation 
 

From the patient application click on the Patient Certification tab. 
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This will display all previous certifications that have been entered for this patient.  Clicking 
on the LMPC number will show more information and the recommendation. 

 
 
This will display the full certificate and information about the recommendation. 

 
From this screen you can click on the recommendation tab to see more information about 
the recommendation. 
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This will display a list of all the recommendations associated with this certification.  Clicking 
on the recommendation will display more information.   

 
This will display the complete recommendation. 
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Review/add note 
 

From the patient application click on the Notes tab. 

 
This will display all previous notes that have been entered for this patient. 

 
Clicking on the note name will display the complete note. 
 
To add a new note click the “+new” button from the main notes page.  

 
Enter information in all required fields (marked with *).  The only optional 
field is to upload a file.  Upload a file by clicking on “Browse” and then selecting the file from 
your computer.  After all fields are entered click “Save”.   
 
*  Please note that the Private Note field is required.  If “yes” is selected the note will not 
display for the patient.   
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Review patient purchase history 
 
From the patient application click on the Patient Purchase History tab. 
 

 
This will display all purchase history for this patient.   
 
*  Please note that the “remaining dosage” shows the amount of remaining dosage for the 
type of product purchased: unprocessed flower or THC product.  The remaining dosage 
shown is from the date of purchase.  Monthly limits reset every 28 days. 
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Entering an LMP certificate 
 
A Pharmacy Medical Provider or a Pharmacy Agent Plus can enter a LMP 
certification/recommendation using the below steps:  
 
From the home screen hover over “Tracking Inbox” and click “Patient” 

 
Click on “Column Filters” 
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Search for the patient using your preferred search options, click “Apply”. 

 
Verify patient information and that they are in “Awaiting Certification” status.  Click on the 
patient’s name. 
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Their application will appear.  The application will be in a read only view. 

 
Click on the “Patient Certification” tab. 

 
You will see a list of previous certificates if applicable.  Or the words “no records found” if 
this is a new patient.  Click on “+New” to add a new certificate. 
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Enter all information from the LMP Recommendation Form and click “Save”. 

 
Once the certification is saved a “Recommendation” tab will appear, click that tab. 

 
Click on “+New” to add a new recommendation. 
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Enter information for the LMP recommendation and click “Save”. 
 
If a mistake was made when entering a LMP certificate (LMPC) it can be amended by 
clicking on the certificate and/or recommendation, amending the incorrect fields, and then 
clicking “Save”. 
 

 
Add a note and attach the LMP certificate to the note.  Instructions on how to add a note 
can be found in the “Review/add a note” section of this document. 

 
 
 

 



 

  

15 

Amending a QMP recommendation 
 
From the PMP home page, scroll down to the enhanced inbox. 

 
 
Search for the patient using the “Quick Search”.  Please note that we recommend searching 
by the QMPC to ensure you are amending the correct patient and correct 
recommendation.  (You can find the QMPC number by searching for the patient using the 
steps in the “Viewing Applications” section of this document.) 
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Click on the QMPC number to open the certificate. 

 
 
Click on the recommendation tab. 

 
 
This will display all recommendations attached to this certificate.  Click on the 
recommendation that is currently active. 
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Change active status to “No” click “Save”.  dd a note that describes the reason for the 
change (include your name). 

 
Enter a new recommendation by clicking the “+New” button. 
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Enter new recommendation per QMP instructions and click “Save” 

 

Staff list 
 
A PIC is the only pharmacy employee that can maintain the pharmacy staff list. 
 
From the PMP home screen hover over “Tracking Inbox” and click “UDOH Facilities”. 
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This will display a list of all facilities that the PMP is listed as the PIC. 

 
 
Click on the facility name to display more information. 

 
Click on the “Staff” tab to see the listed staff assigned to this facility.   

 
 
 
 
 
 
 
 



 

  

20 

The staff list will display.  This report shows all employees that have listed the selected 
facility on their individual application.  This list will include new hires that have not 
completed their application as well as current hires.  The effective date and expiration date 
coincide with the employee’s application. 
 
*  Please note that you can use the “Column Filters” button if needed to search the staff list.   
 
To access an employee, click on their name. 

 

 
From this screen you can enter an “End Date” and click “Save” when the employee is 
terminated. 
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Changing a user role  
 
If an employee has multiple roles (patient, cultivator, etc) the role can be switched by 
hovering over the “Change Role” button and selecting the correct role.   

 
 
This can also be done by clicking on the “Change Role” button.  

 
 
Click on the correct role and click “Set”. 
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Viewing employee’s own application 
 
There is an easy way to access a user’s employee application: 
 
From the Home screen click on the quick link titled “User Application”.  Click this link to go 
directly to the user’s application. 
 

 
*  Please note this will take you to the application for the role you are logged in as. 

 

Patient statuses 
 
There are four statuses to a patient application: 

• Registration State 
• Application Status 
• Card Status 
• Certificate Status 

 
The Registration State indicates if the application is an initial application or a renewal 
application. 
The application status is the status of the current application.  (This can be different from 
the card status.)  This indicates the step for their current application (awaiting certification, 
awaiting payment, awaiting state review, active, incomplete, etc.) 
The above two statuses can be seen on the patient application screen. 
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The card status is indicated by if they have a current card with an effective and expiration 
date.  This can be seen on the patient application or on the patient card found by clicking 
“Print Card”. 

 
Certificate status is the status of the LMP certification or QMP certification.  This is shown 
on the Patient Certification tab.   
 
*  Please note that if a patient is in renewal they could have an “Active” certificate for their 
current card and a “Pending Renewal” certificate for their renewal application.  Once the 
current card expires and the new card is activated the “Active” certificate will change to 
“Expired” and the “Pending Renewal” certificate will change to “Active”. 
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