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QUERY INSTRUCTIONS FOR DELEGATES 

Rx Query 

Use RxQuery to generate a report about a current or prospective patient’s usage of controlled substances.  

Authenticating the Query 

Before you can query the PMP, you must first authenticate the query by attesting that 
• You have a valid reason for requesting the query, and  
• You have the potential to provide a service to the patient whose controlled substance history you are 

requesting.  

To authenticate the query… 

1. Log in to your PMP account.  

2. From the home page, click Rx Query. 

Result:  The system displays this window: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Click the I accept the above conditions check box. 

Note:  Unless you check this box, you cannot query the PMP. 
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Completing the User Query Window 

When you have authenticated your query, the PMP system displays this User Query window.   

 

 

 

 

 

 

 

 

1. Complete the fields on the User Query window that listed in the following table.  All of these fields are 
required.  Do NOT enter any other fields!   

 
Field Name Usage 

Recipient Name 
Last  

Type the patient’s last name. If you do not know the full name or exact 
spelling, click the “Begins with” option and enter a partial name.  

Example: A patient’s last name is O’Neal, but you are not sure if it is 
spelled O’Neal, O’Neil or O’Neill.  If you type O’Ne, the system 
will display all last names that begin with “O’Ne”.   

Recipient Name 
First 

Type the patient’s first name. If you do not know the full name or exact 
spelling, click the “Begins with” option and enter a partial name.  

Example: A patient’s first name is Meaghan, but you are not sure if it is 
spelled Megan, Meghan, Meaghan or some other variation.  If 
you type Me, the system will display all first names that begin 
with “Me”.   

Gender Always leave the default “All”. 

Target DOB Type the patient’s date of birth in mm/dd/yyyy format. 

Dispensed 
Timeframe From 

The database automatically provides a date range of one year. However, 
you may request data retroactive to 09/2011. 
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2. Next to Master Account, select the prescriber associated with this query: 

 

 
3. When you have entered or selected the criteria, click Submit.  

Result: The system displays a window that lists all patients who matched the criteria you entered. All 
patients’ names will be highlighted. 

 
 
 
 
 
 
 
 
 
 
 
 

4. If you do not want reports on all of the highlighted patients, you may select specific patients:  
• To select a single patient, click the patient’s name. 
• To select multiple patients whose names are listed consecutively, click the first patient name, hold 

down the [Shift] key and then click the last patient name you want.   
• To select multiple patients whose names are not listed consecutively, hold down the [Ctrl] key as 

you click each patient’s name. 

5. Select the Sort by date only.   

Note:  The system will list the prescriptions by dispense date, from newest to oldest.  

6. Click Request.  
Result: The system displays the Recipient Report window for all patients you selected.   
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7. From this window, you perform the following actions:  

• To sort the results in a different order, click the column headers that are hyperlinks (Date 
Dispensed, Prescriber, and Dispenser).  

• To create a pdf version of your report, click Generate Report in the upper left corner. To view the 
pdf, click View Query Status on the left menu.  

 

 


