
USER GUIDE



Welcome to Compliance Guardian
This guide is intended to provide you with information on  
how to access and navigate the AlignRx compliance solution.
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Introduction
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Compliance Guardian is a customized, web-based solution designed to help your pharmacy 
and employees meet federal training and compliance requirements. 

Compliance Guardian offers:

• Online training modules designed to meet Centers for Medicare & Medicaid Services (CMS) 
requirements for Health Insurance Portability and Accountability Act (HIPAA) and Fraud, 
Waste, and Abuse (FWA)

• Automated monthly checks against the Office of Inspector General (OIG)/General Service 
Administration (GSA) exclusion lists

• Quick, easy access to documentation that shows proof of your compliance in the event 
of an audit
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Accessing Compliance Guardian

Access the Member Portal at www.alignrx.org.
Log in with your credentials. If you forgot your 
credentials, click “Can’t access your account?”.                       

Once logged in, click 
Compliance Guardian from 
the Member Portal menu.                    

https://www.alignrx.org
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Accessing & Downloading Reports

Through Compliance Guardian, your 
pharmacy has 24/7 access to the 
following reports:

• OIG/SAM 
This monthly report compares your 
employees against the OIG and 
SAM exclusion lists and lets you 
know whether or not they have 
been flagged.

• Training 
On-demand reporting allows you to 
view the completion date of each 
employee’s training.

• Expired Documents 
On-demand reporting shows the 
status of all employee-level licenses 
and their expiration dates.
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OIG/SAM Reports

Check the Excluded column to ensure 
the response is No for both your 
pharmacy and employees.

If the response is Yes for your pharmacy, 
contact the AlignRx Credentialing department 
at 844-ALIGNRX (844-254-4679), option 3.

If the response is Yes for an employee, 
update the employee record via the Maintain 
Employee page (see page 9). Add information, 
such as middle name, date of birth, state of 
residence, or any other details that identify the 
individual as unique.

A check of the OIG/SAM Exclusion lists must be completed with each new hire on a 
monthly basis and documented in the following checklist.
First
Name

Middle
Name

Last
Name

Suffix Exclusi
on

Excluded Exclusion
Date

Exclusion
Type

Explanation

Jones OIG No

Jones SAM No

OIG

SAM

A check of the OIG/SAM Exclusion lists must be completed with pharmacy name, city, and state 
on a monthly basis and documented in the following checklist.

Legal Name DBAName City/State Exclusi
on

Excluded Exclusion
Date

Exclusion
Type

Explanation

OIG No

SAM No

8/7/2023 12:11:39 PMProprietary and Confidential to AlignRx LLC 

August 2023

123 MAIN STREET  EDMOND, OK  73013 405-555-1111

TEST PHARMACY NCPDP: 1234567

Pharmacy OIG and SAM REPORT

PHARMACY
TEST

PHARMACY
TEST

OK
EDMOND,

PHARMACY
TEST

PHARMACY
TEST

OK
EDMOND,

John

John

Jane Doe

DoeJane

08/19/2004

10/15/2004

1128b4

Prohibition/R
estriction

Excluded by the 
Department of 
Health and 
Human Services 
from participation 
in all Federal 
health care 
programs
pursuant to 42 
U.S.C. Â§ 1320a-
7 or other 
sections of the 
Social Security 
Act, as amended 
and codified in 
Chapter 7 of Title 
42 of the United 
States Code (the 
scope and effect 
of Federal health 
care program 
exclusions is 
described in 42 
C.F.R. Â§
1001.1901).

Yes

Yes
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Training Reports

Check that all of your employees have 
completed their required training. 
If no completion date is shown, remind 
those employees to complete their 
training as soon as possible.

Employee
Name

Hire Date Login 
Username

FWA General 
Compliance 
Completion 
Date

FWA 
Completion 
Date

HIPAA 
Completion 
Date

Cultural 
Competen
cy 
Completio
n Date

emil36743

tatya43049

joshu44277

4/20/2022

4/20/2022

8/7/2023 12:43:16 PMProprietary and Confidential to AlignRx LLC 

2023 August
123 MAIN STREET, EDMOND, OK 73013 405-555-1111

TEST PHARMACY NCPDP: 1234567

Pharmacy Compliance Training Report

Duck
Donald

Jane Doe

Jones
John 1/05/2023

2/15/2023 2/15/2023 2/15/2023 2/15/2023
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Expired Documents

Check the Expiration Date column to determine if any employee’s 
license documents have expired. If an expiration date is shown, then the 
employee’s document is expired, and new documentation is needed.  

Once the employee supplies appropriate documentation, update the 
employee record by uploading the new license on the Maintain Employee 
page (see page 9). 
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Maintaining Pharmacy-Level Licenses and Insurance Policies

Your pharmacy-level licenses and insurance policies can be viewed at a glance on the main Compliance Guardian page. If a red 
or yellow circle is displayed under any of these categories, click the specific license or policy name to move to the next screen. 
There, you can update your license and insurance policy information. On clicking Save, your information is submitted to the 
compliance team for verification. 

Stop Light Color Key

Red: Past due/immediate action required 
Yellow: Needs attention/coming due within 30 days 
Green: All clear/all information is up to date
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Viewing Employee Information

A list of your pharmacy’s employees on record 
with AlignRx can be viewed on the main 
Compliance Guardian page. The employee 
grid is broken into:

• Employee/Owner 
Click an employee/owner’s name to go to 
the Maintain Employee page (see page 9).

• License 
Identify employees with licenses that are 
either expired or about to expire.

• OIG/SAM Status 
Find out if any of your employees are on the 
OIG/SAM exclusion list.

• Training 
Get an overview of an employee’s annual 
training. See page 11 for training access.

• Password Reset 
View an employee’s username on the 
Compliance Guardian training platform.  
See page 10 to learn how to reset  
a password.

Stop Light Color Key

Red: Past due/immediate action required 
Yellow: Needs attention/coming due within 30 days 
Green: All clear/all information is up to date

NOTE: A red triangle next to an employee’s 
name indicates an impending update to 
his/her record. Once the compliance team 
validates the information, the red triangle 
will disappear.
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Maintaining Employee Information

The Adding and Changing Employee 
Information page is divided into three 
sections:

• Employee Information 
While fields with an asterisk are required, 
be sure to complete all information in this 
section to minimize a match on the OIG/
SAM exclusion lists. 

• License Information 
View and maintain important license 
information for  
each employee. 

• Employee Access Level 
Define an employee’s access to specific 
reports and areas within the Member Portal.

Clicking Save sends the information to the 
compliance team for review and validation.

IMPORTANT: Providing an employee  
with credentialing access gives the ability  
to change/edit employee information.  
Please limit credentialing access to 1-2 
employees only in order to reduce the risk  
of duplication of data and ensure your 
employee roster is properly maintained.
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Resetting an Employee Password

To reset an employee’s password, click the employee’s 
username. A Training Password Reset popup will appear.

Copy the password URL and share it with the appropriate 
employee. Next, Close the window.
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Resetting an Employee Password (continued)

NOTE: Depending on your screen resolution, you may not  
see the “Password Reset” column. Instead, a “+” will be visible to  
the left of the employee’s name.  

Click the “+” and then click the employee’s username. 

 
A Training Password Reset popup will appear.

 
Copy the password URL and share it with the appropriate employee.  
Next, Close the window.
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Monitoring Annual Training Requirements & Training Access

Click Access Training to go to the 
AlignRx training platform.

Log in with your username and 
password, which can be found in 
the Password Reset column on 
the main Compliance Guardian 
page.

Once logged in, you can view your 
assigned training modules. These include:
• Combating Medicare Parts C and D  

Fraud, Waste, and Abuse
• HIPAA Basics for Providers: Privacy,  

Security, and Breach Notification Rules
• Medicare Parts C and D General 

Compliance
• Cultural Competency
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Uploading a Certificate for External Training

For employees who completed 
compliance training externally, 
you can upload their certificates 
into Compliance Guardian.

Click Training History on 
the Maintaining Employee 
Information page. This takes you to the 
training history for the employee. 

Click Upload Training Certificate 
and upload the external training 
certificate from the popup.

On clicking Save, your information is 
submitted to the compliance team for 
review and validation before being 
added to the employee record.
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HIPAA & FWA Manuals

AlignRx offers compliance manual 
templates to help your pharmacy meet 
compliance requirements

The HIPAA and FWA compliance manuals 
can be found at the bottom of the 
Compliance Guardian main page. 

Once you download the files, review and 
update them to reflect your pharmacy’s 
operations.



Questions?
Contact AlignRx Pharmacy Services 
844-ALIGNRX (844-254-4679), option 1


