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HOW TO PLACE A VACCINE ORDER

1) Under “Orders/Transfers” on the left s e

OrganizationFacility: LA IMMUNIZATION PROGRAM (1010) / TEST SITE

toolbar, click “Create/View Orders.” Mhkg ~r

Current Order/Transfer List
Inbound Orders

2) C“Ck “Create Order” Select ‘Order Number PIN Submit Date Approval Date Status

Backordered Orders.
Select

Date: Fevruary 12. 2021

Order Humber PN ‘Submit Date ‘Backorder Date
e Select Order Number PIN Submit Date Denial Date

[V W inbound Transfers @
Search History Select nsfer Number PIN Submit Date Sending OrganizationiFacility Status
Wodrly Order Set

Cold Storage Outhound Transfers
Provider Agreement n

» Reports.
» Seftings Rejected Transfers

i
it ¢

sfer Number PIN Submit Date Receiving Organization/Facility Status

H
B
7

Sel Number PN Submit Date Receiving Organization/Facility RejectDate  Rejected By  Status
[ Croste Transter

- Al X

Date: Fabruary 18, 2021

rganizationEaciliy: LA ki UNZATION PROGRAN (1010){ TE!

Faciy Dispiay Name

3) Count and enter the Physical Inventory %%
LCinks

that you have on hand. If your inventory

Vaceine Lo Exp Date Susntty I’;::y "’“;f:f;"'“ Catagory Reason FandinS nactive A3¢
» Main - CU‘SE:Q
does not match, select a Category and
|» Vaccinations [
Do rzsuso wanamzz w0 |0 || w00 [osmm S emmer <] sun :
Reconcilation (c;‘:l:npm
Reason. e -0
Detail COVID-19,
4 OrdersiTransfers mRNA,

Alerts LHP-S, PF,

4) Click Submit Monthly Inventory. Note o R s oo 0 [ oy e | S e Jew o[

dose

Moy Order Set

Celd Storags (Covid 10

Provider Agraement (Modama))
DTaP 5

Petussls  gagn  gmnoonge 60
anligens
(Daptacel)
MMR 235665 0GZ12021 50

MMR FAI2345 07012001 T4

00 | No Catagory Requirec v | No Reason Required. ~| ruB

that clicking Save will NOT allow you to

00 | Mo Category Requirer w o Reason Requined— ~| PuR
00  [~No Category Requirar w | _~vo Reason Requirerl— ~] prvT

place an order.

Frint | Resel || Save

‘ﬁl-‘ Inventory Last SuBmitted: 02122021 Submit Monthly Inventory
= ]

5) Select the Order Set. P

Organization/Facility: LA IMILINIZATION PROGRAM (1010) / TEST SITE

Date; February 12, 2021

Facility Display Name:

LCihks

Organization: LA IMMUNIZATION PROGRAM First Name:
. Facliity: TEST SITE
L= Phone Number: :
» Favorites Phone Extenslon: 123 ABC
» Patient Email. MINDEN
» Vaccinations LA
| 4 Lot Numbers | [l
Reconciliation Monday: 0800 (1200 ~| 1300 w1700 ~ 0000 v [ 1200 ~ | 1300 | 1700 ~
Search/Add Wednesday: 0800 w1200 ~[ 1300 w [ 1700 ~ Thursday: 0000 w1200 v | 1300 w1700 ~
§ : Friday: 0800 v |[1200 v | 1300 w1700 ~
PIN: TEST6G Instructions:
Order Date: 02/12/2021 Order Status: In Progress

Craate/View Orders Submitter: TEST TEST (TEST)
Search History Comments

0211212021
2021 10:25:08 AM
lect-

Modity Order Set Inventory Last Submitted:
Cold Storage Last Ordor Submitted” 02/

Provider Agresment [rder set

Inventory Transaction| _ceic
Order Frequency:
Order Schedule:

Order Details.

Vaccine Vaccine Nan Inventory Order Quantity Urgent Priority Reason C s
PARISH HEALTH UNIT ORDER FORM i Distributor e
Cancel | Save Order | | Submit Order

¥ Exports.
» Scheduled Reports COVID-19 / Distriulor

w Change Password
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6) Under Vaccine Name, select the vaccine T

Organization/Facility: LA BMMUNIZATION PROGRAM (1010) / TEST SITE Date: February 12, 2021

you want to order.

Facility Dispisy Name:

LCinks

Organization: LA IMMUNIZATION PROGRAM First Name:
EST SITE

i pin Ercnboriar s
7) Enter the Order Quantity pFovrts e el
) Vaccinations T P by
. |« Lot Numbers. Zip: 71055
Reconciliati Monday: 0900 ~ | 1200 v 1300 ~ 1700 v | Tuesday: 0900 + | 1200 v 1300 v 1700 v
8) If appllcab|e1 ChECk the Urgent b0X1 S‘E’a‘n“‘("adﬂm w.:...ie.y: 0900 v | 1200 v | [1300 v 1700 v Tn:mry: 0900 v | 1200 v| (1300 v 1700 v
" Friday: 0900 v|1200 v| (1300 + [ 1700 ~
iAr ; RAC Traise Instructions:
select a Priority Reason, and include a - S
™ Comments:

Inventory Last Submitted: 02/12/2021
Last Order Submitted: 02/12/2021 102508 AM
Order Set: COVID-19 / Distributor v

Comment.
9) Click “Submit Order.”

Inventory Transaction Report | Lot Number Summery || Edt Temperature
Order Frequency:  Order Timing:

Order Details.

Dose
Funding Physical
Vaccine Source Used Last Inventory m Urgent Priority Reason Comments.

COVID-19, mRNA,
LNP-S, PF. 30 meg/0 3] -select- v PAN 0O 0

selocl-- v
mL dose

COVID-19, mRNA

LNP-S, PF. 100 mcgl | ~-select— v| PAN 0O o mip[100 select— v
05mL dose

select

oo s B

Cancel || Save Order || Submit Order

10)Your order is now “Pending State

Logged in: TEST TEST

Organization/Facility: LA IMMUNIZATION PROGRAM (1010) i TEST SITE Date: February 12, 2021

Approval.”

Facility Display Name:

Order 511096 Successfully Created and Pending State Approval

11)Wait until order is set to “Approved” to

Current Order/ Transfer List
Inbound Orders.

accept inventory o S eew s wme wwan

iacs o Backordered Orders

Tcx
282
88

i
;

Sl Select Order Number PIN ‘Submit Date ‘Backorder Date
_4 Orders/Transfers

Alerts Denied Orders

CreateiVisw Orders Select Order Number PIN Submit Date Denial Date

Search History

H
i

Inbound Transfers
Sel nsfer Number PIN ‘Submit Date ‘Sending Organization/Facility Status
Outbound Transfers

i
f

 Number PIN ‘Submit Date Receiving Organization/Facility Status
Rejected Transfers
e Transfer Number PN Subiit Date Receiving OrganizationiFacility RejectDate  Rejected 8y Status

» Scheduled Reports
w Change Password
m Answers

‘

Create Order | Create Transfar
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HOW TO ACCEPT A VACCINE ORDER

1) Select your approved

order.

Logged in: TEST TEST
Organization/Faciity: LA MMUNIZATION PROGRAM (1010) | TEST SITE

Facility Display Name:

Links

Create/View Orders
Search History
Wodify Order Set

) Scheduled Reports
w Change Password

Current Order/Transfer List
Inbound Orders.
‘Ordar Number PIN ‘Submit Date ‘Approval Date

Home - 511006 TESTES 0211212021 021272021

Logout

Ll Backordered Orders
[» Favorites | Select Order Number FIN Submit Date Backorder Date
[y Patient ]
Denied Orders
Select ‘Order Number FIN Submit Date Denial Date

Orders/Transfe
SR EE) Inbound Transfers @

: Select Transter Number PN Submit Date

Outbound Transfers
Transfer

oot Select Number PIN Submit Date Receiving Organization/Facility Status
Provider Agreement Rejected Transfers.
Select  Transferbumper  PIN  Submit Date Recelving Organization/Facility RejectDate  Rejectsd By  Status

Date: Fedruary 12. 2021

Sending Organization/Facility Status.

Create Order | Create Transfer

2) Enter your Receipt Quantity. Make sure

this matches what you were shipped.

3)
4)
5)

6) Click “Receive.”

Select the Manufacturer.
Enter the Lot Number.

Enter the Expiration Date.

Logged in: TESTTEST

OrganizaboniFacity: LA IIMUKIZATIEIN SROGHAM [1010]11£51 S11E

Facilty Dispiay Hame

First Name

Middie Name

Last Name:

RAddress: 123 ABC
MINDEN, LA71055
Instructions:

Order Status: Appioved

i
Phone Number;
Phone Extension
E

TS 7
ST TCST(TCST)

p Lot mumbers —— I
2 OrdersTramsiers Original Orders; 511075

aton Tramsacton Rapor || Lot Raber Sormmar |
Order et ! Order Type: COVID 10/ Distbutor

4 |[EE Vassine g
COVIDA4, mRNA, LNE.S, B 100
meg! 0.5 mi dose.

Manufacturer

Approver: ADRIENNE MERGADEL IAMERGA)

Lot Number

PUB [ MOOFRNAUS IN | 123485

Date: Februany 72, 2021

Expiration Date| Reason for Rejecting

21122022 | ~selec.. ~

b
w Change Password
m Answers

| Tracking #

=

7) Under “Lot Numbers,”
“Reconciliation.”
8)

Reconcile Inventory.

You should see your order under

Logged in; TEST TEST

select

Organization/Facility: LA IMMUNIZATION PROGRAM (1010) TEST SITE

Date: Feanary 12 2021

Inventory Last Submitted: 02/1272021

) Faciy Dispiay Name:
LInks  cecmmm
Lot Guantity Physical Adjustment Funding, Add
Vaceine Exp Date Ouantity Physical Adjustm Catagory Reason "undingnactive
Livan Ny
Hame MRNA,
Logout LNP'S, FF,
100 megl
0SmL 123456 02122022 100 00 [-No Category Requies ~ | [-No Reason Required— ~| PuB -
dose
(Covi 19
L 05
. Lot Numbers Modomal)
Reconcliation«em =
SearchiAdd mANA.
' LNP-S, P,
100 meg!
05mL 1236560 03212021 O 00 | -No Category Requires » | | ~No Reason Requirsd. ~| PuB .
Hors &
CreateiView Ordars (Eo
Search History Modoma))
Modify Order Set DTeP 5
Cold Storage [t . - - - "
Brouider Agreement D 8650 08022025 50 00 [-No Category Requires + | [-No Reason Requied— PuB
(Daptacel)
MMR 235665 08212021 S0 00 [N Category Requirec v | [ —No Reason Required ~] pus
MMR  EATZIS 01012021 79 00 [~No Calegory Requres | | —No Reason Required-— v PRvT v

Prnt | [ Reset || Save
Submit Monthly Inweatory
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