STEP BY STEP
GUIDES

Step by Step Guide for Web Ordering
ADDING ITEMS TO A PERIPHERAL STORE

Target audience: Prescribers and Authorisers Version: 2.0.2

This step by step guide aims to help you add items to a peripheral store.

1) step

From the Homepage, select the 'Manage Peripheral Store’ option (1), located at the System
Information section.

System Information

Your Contract Links
et eyt g Newsletter

Message Centre

- “four Password will expire in 237 days '|
Peripheral Store Stock

- Manage Peripheral Store':':‘,:,‘f"'

Training Videos

B
b Play Delivery Video J w Play Collection Video ]

) step

Once at the P-Store Stock section, select from the dropdown list (2) the Peripheral Store you want
to work with.
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ADDING ITEMS TO A PERIPHERAL STORE

& P-Store Stock

Jeripheral Stores 2
Mot Selected
Hot Setected

Pembridge Palliative Care Centre - 5t Charles Hospital, Exmoor Street

OT Dept, Ground Floor Cambridge Wing - 5t Marys Hospital, Praed Street

Charing X Hospital , Fulham Palace Road

OT Depart Medical Rehab, Grd Floor Therapy Services - Chelsea & Westminster Hospital , Fulham Road s
District Nursing - Emperor's Gate Health Centre , Emperor’'s Gate s
K&C Rehab Serv - Community Rehabilitation Service - Worlds End Health Centre 529, Kings Road

& P-Store Stock

Peripheral Stores
|Charfng X Hospital , Futham Palace Road

Select one the of the following options for Charing X Hospital , Fulham Palace Road

Add New Stock to P-Store Wiew Al P-5tore Stock (10 items across 1 producks)

Search Stock From P-5tore

3) step

Select the 'Add New Stock to P-Store’ option (3). From the dropdown menu (4), select your prefered
search type and insert the text in the field. After that press the 'Search’button (5). Once the results
are displayed, press the 'Use’ (6) button to select the item.

£ P-Store Stock

Peripheral Stores
|Charing)( Haspital , Futham Palace Road

Select one the of the following cptions for Charing X Hospital , Fulham Palace Road

={ Add Mew Stock to P-Store

View Al P-Store Stock (10 items across 1 products) Search Stock From P-Store

Add new product for Charing X Hospital , Fulham Palace Road

Select Search Type |Product Code \7| Search Text |?AT1OE [ 5

Add new product for Charing X Hospital , Fulham Palace Road

Select Search Type | Product Code % | Search Text |BAT105 e

BAT105 Padded Bath Board - 28 Inch Type Standard Stock ltem [ Use I
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@ step
Complete the fields with the required quantities. After that, press the 'Add Stock’ button (7).

ra T
Add new product for Charing X Hospital , Fulham Palace Road
Select Search Type |Product Code w| search Text |BAT105 | e
Product Padded Bath Board - 28 Inch Type - BAT105
Minimum Quantity |5
Maximum Quantity |1ﬂ |
Re-order Quantity |5| | 7
| ciose || Adastoc k.—'
8 e

(8 step

On the next screen, tick the 'Order' button (8) from the item you have added. Select the delivery
speed from the drop down list (9). Remember that p-store products have just one speed. Press the
'Place Order' button to finish the process.

Q
View stoek for Rom 136 - ABC Hospital, BRUNT LANE O
BAT100 | Bath Board - Standard 4 Satted - 28 Inch Type 20 IB/07/2010 |93 i 28/07/2010 |5 120 110 o B Edit
Imm im Board - Standard & Satted - 26 Inch Type 22 imrmmm s io 0410812010 ‘{1 o }5 o =
BED212A |Mattress Flevator Universal 1 2210742010 |25 o 210712010 5 o |10 s Eoit
|m1n ‘Po-n Pow Lifter 18 inrwmwo 1 ‘o 2810742010 ‘10 20 ‘11 o | B [eam
BEDI20 |Bed Manket Crade 1 2/0712010 |04 o wi0712010 2 w [ [ e
} ! l ! ) |

|m| ‘seu Board (Doutie) 1 ‘zzmmw\o 4 (n 20405/2010 [w 20 ‘5 ‘ [ () |§ﬂ!

Respanse Time Selection

Orger Date: Todays order cutoff time is 17:30 hrs How the target date was calculated ?

. Order Date 04/08/2010 11:28:04 -~ Non working day 07/08/2010

Select Speed * (? a M 00:00:00 ---> Hon working day 08/08/2010 00:00:00 -» Target Date

£76.56 / Detvery peripreralstore S eay /P e S N 11/08/2010 17:00:00

Speed cutoff time for today is 00:00 © "

Target Date * vin ]

[11/08/2010 17:00:00 | L T

Respanse time cost £ 76.56

€ step

Once finished, the system will generate the unique activity reference.
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= e R

You activity reference number is 227179DB-B21C-4F24-A80C-BCD0O0162314E
Selection

Todays order cutoff time is 17:30hrs How the target date was calculated 7
Order Date 04/08/2010 11:28:04 ---> Hon working day

@ step

Once finished, the system will generate the unique activity reference.

D Change Password () Contact s @ Forum @) Fessback @ tep @ Logout If at any time you wish to view your order,
1 Y T R (O | insert the unique activity reference number
in the search field located on the homepage.

i . The system will display the results on the
. o conucact Rl & next screen.

Search Type Filter Value Type State Ordered By By Date
Activity Id (NUAId) - 11717905-521&4&41 Any ~ Any State v AnyOne - C%Sear.—_h |
Activity Search Results {0.03 seconds) ._

1 results found across 1 Page(s) (Page 1 of 1)

Authorised Pending 2
Prescriber : Prescriber One Training Ordered : 04/08/2010 11:28:29 —
Service User : Peripheral Store Lines : 8 Contract Code : TRAIN
Address : Rom 156, ABC Hospital, BRUNT LANE, SWADLINCOTE, DERBYSHIRE, Ee——
DE11 7ED ek,

@ } @ ! Page 1 of 1 I@ |/ED

& o
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