
INCOMING CHANGE OF 
PHARMACIST-IN-CHARGE 
(PIC) 

TSBP ONLINE SUBMISSION

Presenter
Presentation Notes
A pharmacist can now update their Change of Pharmacist in Charge employment through their online account.  This new process will help eliminate others from using your pharmacist license without your consent.  



VERIFY 
INFORMATION

Presenter
Presentation Notes
Before you begin the changes, you will need to have handy the pharmacy type, pharmacy license number, your online login information as well as you should verify employment status of the pharmacy and your pharmacist licensure at www.pharmacy.Texas.gov/dbsearch.  You will not be able to add your information if your license is delinquent.  Outgoing Pharmacist in Charge MUST remove the employment prior to the incoming Pharmacist in Charge being added. See the rule pertaining to the class of pharmacy the PIC is adding/removing relationship from/to. https://www.pharmacy.texas.gov/Rules_Pharmacy_Rules.asp 




LOG IN TO 
YOUR ONLINE 
ACCOUNT
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Presentation Notes
The Pharmacist will need to log into their online account by using their USER Name and PASSWORD that they use to update or renew their personal license. Only the changes can be made from the pharmacist online account. 



SELECT EMPLOYMENT TYPE

Presenter
Presentation Notes
Verify that the pharmacist license has been added to their account on the right side of the screen.  Select the “Add Pharmacist in Charge” under the Manage your license Information



INCOMING PHARMACIST IN CHARGE PROCESS
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Presentation Notes
Read each page instructions, follow the prompts and select next



Presenter
Presentation Notes
You will be able to update your home address or public address and phone number.  Make sure you have an active email address listed with the board, all correspondence will be submitted to this account, including a copy of this employment change.



INCOMING PHARMACIST ATTESTATION
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Presentation Notes
The Incoming PIC must select the Incoming Pharmacist in charge selection, attest that you have completed the inventory per rule 291.17, add the date the inventory was conducted and acknowledge the rules per class of pharmacy.  



ADD RELATED LICENSE TO YOUR ACCOUNT
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Presentation Notes
Select the “Type of Pharmacy” license you will be working at, and enter the pharmacies license number, select “Add” and next.  If you are listed as staff with this pharmacy, or will be a PIC of another pharmacy, you will need to complete this application and submit the addition of your PIC designation, then start a new Pharmacist Employment Relationships or Add Pharmacist in Charge application.    



VERIFY PHARMACY 
ADDITION
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Presentation Notes
Verify the correct pharmacy has been added to your account, select next to continue.



APPLICATION 
SUMMARY
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Presentation Notes
Before you submit the application, verify the information listed is correct.  If you need to change any information, select the “Edit” for the sections that need to be updated.  The employment relation will be listed on this page, if you have added it to your account.  



ATTEST TO THE STATEMENT
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Presentation Notes
Once you submit your application, you will see the processing then the verification that your application was submitted.  You can view your summary report or select return to update other employment.  
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Presentation Notes
You will receive a confirmation of the change with a copy of the application summary to the email account listed in your profile.



ERROR MESSAGE
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Presentation Notes
You will receive an error message if your license is delinquent, you will not be able to add the pharmacy to your account.  You will need to select “Cancel Appl” and be required to renew your license first.



ERROR MESSAGE
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Presentation Notes
If the previous PIC has not been removed from the pharmacy license, you will not be able to add your PIC relationship.  The previous PIC will need to remove their employment before you can proceed.  
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