
   
 
 

 
How to Add a New Drug to Your Formulary 

• Add the Generic Drug first, then Add the Brand Drug(s) 
 
To add a new drug to your formulary, the generic drug must be added first. The generic is the top of the 
hierarchy in your FormWeb formulary. 

 
Login to your FormWeb Editor. 
Go to the Drug Editor >  

 
 

 
 

1. In the Generic Name field, type the first few letters of the drug, until you see the drug in  the 
dropdown. Select from the dropdown. This method ensures correct spelling, and any tall man lettering 
that may apply. 

2. Select a DEA Class if appropriate. 
 
*Note the Generic Code. This code is assigned by the software and cannot be changed. When you      need it, a convenient 
“Display Generic Code” link is always there for you. 
 

3. Click in the box where you see “Select a T-class”. When you begin typing (either the therapeutic class 
name or number), you will see a list of choices begin to show up. Type as much as you want, but when 
you see what you are looking for click on it to select it. Once you have selected it, you will see it 
has been added to the field.  

a. If you need to add more than one T-class, you can continue to type, and select as many as 
applies to the generic. 

4. Scroll down and click Add Generic. 
You should see your Success reported to you as in this sample: 

 
 
 

This section is used to apply 
any messages, links, etc. to 
the generic drug. This will 
appear in the drug monograph. 
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Add Brand: 
 

 
 
 
You must Add a Brand drug to add the form(s) and strength(s) seen 
in the generic monograph. 
You must associate the Brand drug with its Generic drug. 
NOTE: For every new form (capsule, tablet, solution, etc.), you Add a Brand even if same Brand. 
 
 

 
Don’t forget to click the Add Brand button to save your work!  

 



   
 
 

*The listings that you see in the Brand section will appear on drug search results for brand drugs. Any entries made in 
these fields automatically update ALL brand drugs with this name, and will only show on search results, and not in the 
drug monograph. 


