Texas Department of State Health Services

How to Place a Bulk Order

Place Bulk Order

Step #

Execution Procedure or Input

Expected Result or Output

1

Hover over the Place Order tab on the ‘Welcome’ screen and select Bulk
Order then select the Add button.

NOTE: You should get re-directed to the Inventory reconciliation page if
you need to reconcile your inventory. Go to the ‘inventory reconciliation’
Practice document. Complete inventory reconciliation practice then return
to step 1.

System should populate Customer information and Ship to
information. This information should not be editable.
Column headers: Item ID, Item description, unit quantity,
UOM, Suggested Quantity, Quantity ordered, Special
Instructions Comments, and Error Messages.

2 Enter a quantity of items to be ordered along with any special instructions System captures quantity, special instructions or comments.

or comments.

3 Review items listed on the Bulk Order screen and make any changes Items appear as you entered them and are ready to be

desired. saved.

4 Scroll to bottom of screen. Check that you have verified the correct System should allow you to check the two boxes and enter

shipping address and hours of operations. Enter your name or initials in the | text.
Submitted by text box.

5 Click Save button. System should display thank-you for ordering order
confirmation page. Pop-up with order number should
display.

6 Click OK Pop-with order number disappears and another pop-up
displays to print the confirmation page.

7 Print the confirmation page. See screen at end of test. System should display the screen with Location ID, Order
Number, Order date and list of only products and quantities
ordered. Screen should display Item Description, Item ID,
Suggested Quantity, Requested Quantity, Unavailable Items,
Comments, and completed text box showing Name of
Person Approving Order.

8 Hover over the place Order Tab and select Bulk Order, click the filter System should display the bulk history page with all

button, and then click ‘go’.

previous order numbers submitted by this provider
INCLUDING the order just placed, Order number, Status,
Date, and Approved by.
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Place Bulk Order

Step #

Execution Procedure or Input

Expected Result or Output

9

Click on the order just created then click ‘select’ to display the order details.

System should populate the bulk order screen which
contains all of the order information. Headers are Order
number, Program, Customer ID, Ship To ID, Name, Address,
City/State/Zip, Order class, Carrier, Order Type, and Pool.
Details include: Item ID, Item Description, Unit Quantity,
UOM, Suggested Quantity, Quantity to Order, Quantity
Ordered, Special Instructions, Comments, and Error
Messages.

10

Compare the contents of the printed order with the contents under the
Detail History (bulk order detail placeholder)

Printed order should match the bulk order displayed under
the Detail History.
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Historical Bulk Order Grid and Selection Criteria
L ‘ - —— . A |
sdev.dshs.texas.gov/IRMS_Texas/BulkOrder/Createl O ~ @ B ¢ X (2 Bulk Order x -

Page > Safety ~ Tools = ev E @
| Previous MNext |@ Options = |

Skip n:risa‘v‘tiun links | |51 out | &l
Hell,
b TEXAS o ey
! .
State Health Services Change Site

Program: Tuberculosis Eliminati al - © : Ca County HD Hwy 33 - LHD

‘ » Welcome || » Provider Information || » Receiving H » Doses || » Inventory H » Place Order H » Reports || » Help |

Click the Add button to create a bulk order
Click the Filter button to search for an order.

Filter Add
Order

Order Date | e |
Approved By =
—
LTI % 1| b b0 1iems|[l0 % /Page|co
Order | Order Date | Order Status | Approved By
162802-00 2/5/2013 Open sec
| Select |
Order Class Carrier
Order Type Service
TOF Pool

BULK ORDER DETAIL PLACE HOLDER

Comment
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Bulk Order Entry Screen

smsdesdshs toras gow RS Tecs/BulkOrder/Creatd P~ @ 2 & X | Swencomtent i [ @RMSSUE ] © B o - |Bltogou-veeara ||

= Page~ Safety~ Tools~ ev@@

| Previous Next |

TOF Pool 70O

BULK ORDER DETAIL PLACE HOLDER

be Descriptio Q 0 ggested Quanti Qua o Order (ea Quant; Ordered pecia : o
£3851050101Z00 | RABAVERT RABIES WACCINE 1ML 1 vial |0 |— 0.00 N
49281025051Z00 | IMOVAX RABIES VACCINE 1ML 1 vial |0 l— 0.00 :
45281015020Z00 | IMOGAM IMMUNE SERUM GLOBULIN 200 IU ZML | 1 vial |0 — 0.00 :
1352206180200 | HYPERRAS IMMUN SERUM GLOBULIN 2ML 1 vial |0 — 0.00 :
-

Comment

I have verified that my shipping address is correct.

1 verify that the of our refri and/or freezer are checked twice daily and T have submitted the temperature log (C-105) to my local or regional health department.

I have verified that my hours of operation are correct and that staff are available to receive and store vaccine deliveries promptly during these times.

Submitted By Save

Copyright © 2008 Upp Technology Inc. All rights reserved.

Dav/Tast
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Place Order Thank you and Order Confirmation Page
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| B W el ” F Prowvid=r Information ” F Reo=iwing ” b Drome ” F Inrventory ” F Flace Order ” ¢ Update Choice ” F R=ports |I F Help

& PLACE ORDER

PIN DOOLS,

Thank you for placimg your vaccine order. Order # 1532590 has been submitted for approvail.
Please use the print button on the bottom of this page to print a copy for your records.

Yowr TOF: MM - BOMNTHLY

Descripiion Uirirwadil dbile Wamsire

INFAMRTX (DXTAF), PF syrings [Ped) 5518005 10-52-F 10. 0 L1000 | M St

HKINRLE [ OTAP-IPV), PF syrirge [(Ped]) SE1S0-0E12-52-P p-Ra Rt ] L0OD | Neeed Sl

Plesrse sk all dabes in Hiee ot beeo mondths weben ypoor offecs wwill bee clorsesd
and are different firosm your ronmal howrs.,

Mane of person approwing order: tsrk

[ |
Copyright £ 2009 Upp Technology Inc. All rights: resereed.
Texas Wacrcines Tor Childr=n
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