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Opening and Closing the Pharmacy 

1) Unlock/Lock the Pharmacy 
-obtain the key from the Front Desk if needed 

-return the key to the Front Desk promptly 

2) Turning the Computer on and off 
- At the first shift of the day, turn on the Intern Computer, which is located near the windows. Press the 

round button on the computer to turn it on. Log on using the login info written on the bottom left of the 

monitor.  

- At the end of the last shift of the day, be sure to power down the Intern Computer.  

3) Logging in to the Computer, Quickbooks, Wufoo, and the 

Pharmacy Gmail Account 
- After powering on the computer, logon using the login info on the bottom left of the monitor. The 

login info is case sensitive and is as follows- User ID: herbroom   Password: Aimc123 

- All internet sites needed during the shift are bookmarked in Google Chrome. The login info will 

autopopulate. Please do not change the login info.  

- Quickbooks.com is used to create patient invoices 

-Wufoo.com is used to access orders submitted to the Pharmacy 

-USPS.com is used to create labels for, and ship herbs to patients 

-The Pharmacy gmail account is pharmacyprescriptions@aimc.edu and is used for all patient 

correspondence. No emails are to be deleted from the gmail account.  

-No personal cell phones or personal emails are to be used for prescription or refill requests, or 

prescription status inquiries. If another student or faculty member contacts you on a personal email 

account regarding an order, please direct them to the pharmacy prescriptions gmail account, or have 

them call 510.666.8248 x108.  

4) Filling prescriptions- basic order of tasks: 
 1. Open Wufoo and print forms 

 2. Fill the Rx 

 3. Create QB Invoice 

mailto:pharmacyprescriptions@aimc.edu


 4. Email customer to confirm Rx is ready 

 5. Document Completed Orders 

 6. USPS shipping 

  

 1. Open Wufoo site (bookmarked) and print Rx forms 

 -Go to forms- Herbal Prescription- list (3rd from left) 

-Print unfilled prescriptions (check clipboard on right side of the computer to confirm which 

have been filled) 

2. Fill the Rx 

-Check the prescription clipboard to the right of the computer to confirm the most recent 

prescriptions filled first. Prescriptions may not always be filled in numerical order.  

- Obtain the herbs and check for accuracy. Place the ingredients of the prescription to be filled 

on the metal work table. Before proceeding to fill the Rx, the Pharmacy Director, Clinical 

Supervisor, or another LA.c must inspect and approve the herbs for accuracy. For patient safety, 

all prescriptions must be signed off by an LA.c before you deliver them to the front desk for 

patient pick up.  

-Pills/tablets and single herb powders muct be pulled from the shelves first (before being 

measured) and taken to a clinic supervisor who performs accuracy check. When filling a raw 

herbal formula, you may be asked to crush an ingredient or wrap an ingredient separately. You 

can check the poster on the wall by the computer as to which raw herbs should be crushed 

when preparing a formula.  

- If no supervisor or LA.c is available, accuracy sign off may be completed by photographing the 

herbs and the written prescription, and sending via text message or email to the Telehealth 

Supervising LA.c on duty. Be sure labels with the names of the herbs clearly show, and that the 

written prescription is legible.  

- Measuring out herbs 

Always wash hands and wear gloves before handling herbs. Gloves are located on the second 

shelf below the scale. 

-Raw Herbs are located in the wooden drawers, and in the jars on the shelves, and are organized 

alphabetically.  

-Single herb granules and granule formulas are along the back wall, closer to the pharmacy 

Director’s desk. They are arranged in alphabetical order. Extra stock of granules is on the bottom 

shelf, below this. 

-Pills and tablets are arranged alphabetically and are located adjacent to and behind the 

Pharmacy Director’s desk. Extra stock of tablets is on the bottom shelf, below this. 



-Silicone trays for measuring out herbs are located on the second shelf below the scale. 

-Turn on the scale by pressing on/off button. Be sure to “tare” the scale with your silicone 

measuring tray. Place an empty tray on top of the scale, press “t” for tare. The numbers on the 

scale should read zero.  

-Add herbs to be measured. Be sure the units on the scale are set to grams. You will see a tiny 

“g” in the screen. 

-Due to the scales levels of accuracy, an herb may register as  .2 grams above or below the exact 

desired quantity. ie, if 5 grams are desired, you may dispense 4.8-5.2 grams of an herb, and 

round it to 5. 

-Packaging Herbs 

Powdered herbs are dispensed to patients in the compostable brown bags by the Intern Work 

Station. Use the rubber ink stamp to stamp the bag with the AIMC label, and then fill out all info. 

Use the Heat Sealer (located on the counter by the Intern Work Station) to seal the bag. Place 

the bag seal along the heat sealer. Press down the heat sealer handle. A red light will turn on, 

indicating the sealer is doing its work. When the red light turns off (about 10 seconds)  the 

sealer is done and the bag is sealed and ready.  

On request, a patient may purchase a glass mason jar (for $2) and have their herbs dispensed in 

the glass jar. They may also bring their own sterilized jar or bottle to the Herb Room and have 

their herbs dispensed in their own jar. Cleaning and sterilization of jars brought by the patient is 

the responsibility of the patient. We do not wash or sterilize jars that patients bring from home.  

For safety reasons, and per FDA regulations, herbs may not be dispensed to the public in 

previously used granule jars. Brand new packaging must be used to dispense herbs. If a patient 

purchases a 100 gram quantity of granules, the herbs may be dispensed in the manufacturer’s 

original, unopened, 100 gram plastic granule jar.  

Raw herbs are dispensed in the brown paper bags located next to the Intern Work Area. Each 

individual “bag” of a raw formula is wrapped in tissue paper and then put in a brown paper bag. 

Multiple “bags” of herbs are put in a single brown paper bag. A label with all prescription info is 

place on the outside of the brown paper bag. The AIMC “Instructions for Cooking Raw Herbs” 

sheet is included with each raw prescription. These sheets are located in the file folders to the 

right of the computer tower.  

Tablets are dispensed with no additional packaging. A label must be filled out and affixed to 

each jar of tablets dispensed.  

Labels for raw prescriptions and teapills are generated on the Intern computer, printed out on 

label paper, and kept to the right of the Intern computer. The Pharmacy Director keeps 2 

different kinds of label paper- 1 for the tablets and raw herbs, which has labels with rounded 

corners, and 1 for granules, which has rectangular labels with sharp edges. All info on the label 

must be filled out in order to dispense the herbs to the patient. All prescriptions must be labeled 

before dispensing.  



3. Create QB Invoice 

-From the QB online homepage, select “New” (top left), then “Invoice” from the drop down 

menu.   

-Enter customer name in the field at the top right of the Invoice. As you begin typing, existing 

customer names will pop up from the database. If the name does not pop up, check your 

spelling first- if it still does not show up, then click the green plus in the Customer Name box to 

add a new customer.  

-Enter items to be dispensed. Scroll down to Product/Service section of the invoice, Enter each 

item line by line. ie, one item per line. As you begin typing, the associated items will 

automatically pop up. For example, when typing “Bai Zhu,” 2 choices will pop up: Bai Zhu, Herbs, 

raw; and Bai Zhu, Powdered Single Herbs. Be sure to choose the appropriate item type- ie, raw 

herb or powder. (or tablets/teapills) 

-Enter the total amount to be dispensed in grams. For raw herb bags, multiply the amount of 

each herb per bag, by the total number of bags. In “message on invoice” box (in the lower left of 

the screen) enter the Rx number from the Wufoo form (122,123, etc) 

-To add USPS Shipping- enter the shipping cost in the shipping box, below the subtotal box. $10 

for small rate priority packages, $18 for medium rate priority packages. 

Add 30% discount in discount box for AIMC Community members 

NO discounts on topicals 

 

4. Email Patient to Confirm Pick Up 

Patient email should be in Rx form- if not, look up in Jane.  

Login to the pharmacyprescriptions gmail account.  

For patients picking up at AIMC: Use template “Your Herbal Prescription is Ready for Pick Up”, 

and enter patient name in, “Dear (NAME)” 

For patients who are having prescriptions mailed : Use template, “Your Herbal prescription is on 

its way”. You will need to create a shipping label at USPS.com. (See #6 in this document on how 

to create a usps label) 

Then, enter the patients name and tracking number in the appropriate blanks. Charge to patient 

is $10 for a small flat rate package, $18 for a medium flat rate package.  

 

5. Document Completed Orders 

Once the prescription has been filled, QB invoice created, and patient has been emailed, Enter 

patient last name, first initial, Wufoo form/rx number, and check off all steps on the Prescription 



clipboard to the right of the computer. if the package was shipped, write “shipped” in the area 

to the right of the entry. 

6. USPS Shipping 

Create a shipping label if needed. 

Login to usps.com.  

From the toolbar, go to Mail and Ship, Tools, Click n Ship.  

Enter address info 

Shipping Date: always the next business day- if it is August 4th, your shipping date is August 5th 

Package Details: choose “I am shipping Flat Rate” 

Package Value: $50 

Click “Next: Select a Service” 

Choose appropriate packaging from drop down menu- small flat rate package, small flat rate 

envelope, or medium flat rate box. 

NO insurance 

click- Add to Cart 

Review info, then click: billing information 

Card Info autopopulates.  

Checkout 

Print the Label and adhere it to the package. 

 

5) End of Shift Cleaning 
 At the end of the shift, clean and disinfect work areas according to the AIMC Herbal Pharmacy Safety 

Plan. The Plan is posted by the sink. (use the checklist in the AIMC Herbal Pharmacy Cleaning and 

Disinfection Log, kept in a white binder by the Intern compute) Enter your name and the date, and check 

off all tasks performed.  

It is very important for us to clean regularly and track that cleaning and disinfection has been 

completed.  

 

 

 



6) AIMC Berkeley Herbal Pharmacy Safety Plan 
 

1. High Touch Surfaces and Cleaning Protocols 

Herbal Pharmacy High Touch Surfaces: 

Intern Computer keyboard and mouse 

Intern desk area (by doorway) 

Metal Work Table tops  

Metal Scale buttons 

These will be all cleaned and disinfected at the end of each 4 hour Herb Room shift. All 

disinfectants used are EPA approved for COVID-19 and meet CDC standards. 70% alcohol is 

used to clean the computer keyboard, keyboard cover, and mouse. Natural cleaners with the 

active ingredient Thymol are approved by the CDC for use against Coronavirus and other 

bacteria and viruses- these will be used to disinfect all other surfaces. Cleaning products are 

kept by the sink. 

2. Lower Use Surfaces and Cleaning Protocols 

Herb Drawer Handles and Refrigerator handle are used less often. They will be cleaned and 

disinfected once per week. Or, at the end of any shift where they have received excessive use. 

Floors will be swept at the end of each 4 hour Herb Room shift. Floors will be mopped three 

times weekly by professional janitorial services. 

Pharmacy Directors’ Work Area- desk and computer keyboard disinfected at the end of each 

day they are used  

 

3. Clinic Entry and Restroom Use 

All personnel reporting to the Herb Pharmacy will check in at the Front Desk and follow the 

safety procedures outlined elsewhere in this manual. After checking in at the Front Desk and 

sanitizing hands, Herb Room Personnel first go to the conference room at the back of the 

building and obtain a clean apron to be worn during the shift. They then report to the Herb 

Room and wash their hands immediately upon arriving.  

 



Restrooms: Pharmacy personnel will use the Restroom adjacent to the Pharmacy only. Other 

restrooms are reserved for patient use. Restroom door handles are cleaned regularly, in 

accordance with the procedures outlined elsewhere in the manual. 

 

4. Sanitary Supplies and Personal Hygiene 

At the start of each shift, all Herb Room personnel wash hands. The non-touch paper towel 

dispenser in the Herb Room is used to dry hands. If filling a new prescription, and any interval 

of time has passed, hands must be washed again before starting. 

 

 

5. Required PPE 

The Pharmacy Director, Herb Pharmacy Interns and Work Study Interns use disposable gloves 

and face masks during their shift. Gloves are worn while filling prescriptions or when touching 

herbs. Masks are worn while filling prescriptions, and if 2 people are in the room at the same 

time. Aprons are worn by Interns as a barrier between themselves and the herbs (FDA policy). 

Writing Pens- all personnel are issued a pen for their sole personal use. All personnel must 

bring or provide their own pen for their shift.  

 

6. Social Distancing 

The Herb Room is open to Herb Room personnel only. Maximum number of personnel in the 

room at a time is 2.  

When presenting an herbal formula to be checked for accuracy, Interns place the formula on 

the metal table in the center of the room, then step away from the table and maintain 6 foot 

distance while the Supervisor confirms for accuracy.  

The Interns use the Intern work station by the door as their primary work area. The Pharmacy 

Director uses the desk in the back of the room (12 feet away) for their work area. For further 

protection, the Pharmacy Director’s desk is surrounded by a screen.  

 

7. Screening Control 

Personnel with a positive coronavirus test result, or under investigation for coronavirus must 

stay home.  



Personnel experiencing (or exposed to anyone experiencing) any of the following symptoms, 

must stay home: 

Fever, chills, new cough, shortness of breath, wheezing, sore throat 

Personnel who have travelled outside of the country in the last 14 days must stay home. 

 

8. Safety Reminders 

Safety reminders regarding the above precautions and procedures will be posted in the Herb 

Room 

 

9. Safety Training 

All Herb Room personnel will be required to read this document and complete a safety training 

on the above protocols before starting their shift.  

 

  

 


