ONLINE ORDERING GUIDE

rrom ethitec

equipment loan management system

Equipment Loans
Online Ordering
Guide

Version 8.3

© Ethical Technology Ltd (trading as Ethitec) 2007. All rights reserved.

No part of this publication may be reproduced, stored in a retrieval system, or
transmitted in any form by any means, electronic, mechanical, photocopying,
recording or otherwise without the prior permission of Ethitec.

Ethitec - 37 Millstone Lane, Leicester, LE1 5JN
Telephone 0116 2470806 (switch) or 0116 2555160 (support) - Fax 0116 2544172
www.ethitec.com - support@ethitec.com

© Ethitec 1



ONLINE ORDERING GUIDE

CONTENTS
INTRODUCTION

ON-LINE ACCESS

Before you log on

Logging on

E-Learning

On-line Help

Using the System

Finding a stock item

Finding a client

Adding a Client

Printing Details

Displaying Current Orders
Adding a Delivery Order
Confirming Items for Delivery
Entering Booking Details

Adding a Collection Order
Rescheduling a Booking
Reviewing an Item

Authorising Orders

Attaching External Documents and Emailing
Registering as a new user On-line
Requesting a new password On-line
Running Reports

Links to other Web Pages

Logging Off

10

10

11

12

12

13

14

15

15

15

16

18

19

19

19

19

© Ethitec



ONLINE ORDERING GUIDE

INTRODUCTION

This guide is intended to provide information on the use of the
On-line Access Module within EIms2. This web based
application aims to allow referrers to enter their own orders on-
line for delivery and collection, and to query progress of those
orders or the history of equipment ordered for a specific client. It
also allows access to up-to-date stock information and
submission of reports on orders which have been placed.

The On-line Access Module may also be used by service
engineers to look at and update details of services/repairs carried
out on identifiers, parts fitted, and faults relating to the
equipment — this is covered in a separate guide.

In addition, the On-line Access Module can be used to manage
clinics and fill in assessment forms — this is covered in a
separate guide.

Please note — screens shown here may vary in detail from the
current on-line version of the system.

A sample flowchart is included at the end of this guide showing
the processes involved in adding referrals using the on-line
access module, as relates to one particular store currently using
the system.
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ON-LINE ACCESS

Before you log on

Logging on

The system administrator will have set you up in one of the
following ways. In both cases an initial password will be set for
you and you will use this the first time you login.

As a referrer — you will login with your staff PIN code and be
restricted to access to specific stores. You will be able to log in
as a referrer using a base and budgetholder for which you have a
valid referrer record.

As a core EIms2 user — you will login with your normal EIms2
User ID and will be able to look at any base and budgetholder
for any store for which you have been granted access.

Use the User ID and password allocated to you. Click on the
Sign In button and your User ID and password will be validated.

Users are warned that unauthorised access to this system contravenes the Computer Misuse Act and
may result in Criminal prosecution

You will then have the opportunity to confirm personal details.
The first time you log on to the on-line access module you will
also have to type in a new password (in both boxes). Click on
update to save the new password or any changes, and click on
continue when you are ready to go to the next screen. If you are
logging in again a short time after logging out, you will be able
to continue the previous session by leaving the bottom box
toggled. EIms2 will know what client you were working with
previously before you logged out.
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Irnsdew/mary wsc /el tralse: O+ & fl & Thelma Online Access Mod...

@Ok

File  Edit Miew Favorites Tools Help

Active User: susanna ambler  Site: Ethitec Development  Store: Main Community Store:
Confirm Details

Please confirm that the following details are correct.

If the details are wrong, please correct them below, and select Update. Otherwise, select Continue to proceed.

Tite: [ |

Forename: [susanna

Surname: ‘ambler

Mobile: ‘554578590234

|
|
Email:laylor@ethitec com |
|
|

Primary Tel: ‘01 17m

[Jcontinue previous session

[ usdne [ Conime | Granae Pasmwors |~ Cuanae e |

Your next screen will set up your referrer details for the session
— which store, staff code, base and budgetholder code will be
used on any orders you place or reports you run. You can change
these if you have more than one active referrer record set up for
you, or have access to stock from more than one store. The blue
typeface indicates a pick list is available — click on the label in
blue to bring up this list.

The first time you log in, the settings may be blank and you will
have to select from the pick list. Toggle on ‘Remember these
settings’ once you have chosen store, base and budgetholder so
you don’t need to enter them again.

[E=RE
e@ & Thelma Online Access Mod... % ' e

[ Bl Edit wiew Faw

Active User: susanna ambler Site: Ethitec Development  Store: Main Community Store
Session Setup
|

Please select the Store, Budget Holder and Base you wish to use during this session.

Toals Help

3ol [Main Community Store |5

Referrer: ambs00
Base: |FARPDW MEDICAL CENTRE [B&3016] V‘

Budget Holder: [otherc [OTHERC] v

Referrer Category: CCARE

[] Remember these settings
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E-Learning

On-line Help

Using the System

Finding a stock item

Please note — if too much time elapses without a keystroke while
using the system you will be required to log in again.

If it is mandatory that you watch e-learning videos before using
the system, and you have not yet done so, these will appear
following successful login. You can toggle to self-certify that
you have watched the clip(s). You can check to see what you
have watched; re-watch the clips; print a certificate to show what
you have watched — use the menu under Utilities (the certificate
option is available under check e-learn status).

8 Watch Elearning Videos

Check Elearn Status

There is on-line help available — click on the ‘i’ symbol at the
top right corner of the window. This will give you information
on how to use the system and will initially take you to
information concerning the screen you are on.

Client Search

Utilities Links

You can now choose what course of action to follow by clicking
on one of the tab folders at the top of the screen.

Click on the stock tab folder. Enter some search criteria and
click on the Search button. Any stock items matching your
selection criteria will be displayed; if too many match, only a
few are shown at once and you can click on Next to see the next
screenful. The item code will be underlined — click on the item
code to see the catalogue details (and possibly images and
documentation) for this item.

The initial stock search screen is a simple screen — using a wide
search on description matches (there is no need to add wild
cards), and with recent and favourites drop down lists. To see
the full range of search criteria toggle on ‘extra options’.

The items displayed may be in ‘grid’ view or ‘list’ view. This
can be changed by toggling on ‘extra options’ (if not already
displayed) and changing the View As. The system will
remember your chosen view.

© Ethitec



ONLINE ORDERING GUIDE

mweb Active Users susanna ambler Sites Ethitec Development  Stores Main Community Store

& Orders Stock Service Reports Session Utilities Links Forms

Working with client: Cookson, Clara. [CO00015]

You can use this screen to shop for items located at Main Community Store
Hint: You can use the * wildcard in the code and description fields below to search for items e.g. “bath*

Search

Extra Options [ w

Active User: susanna ambier Site: Ethitec Development  Store: Main Community Store
Stoc

lients & Orders Stock Service Reports Session Utilities Links Forms
Orders Placed
Autharisation Pending
Reports

Working with client: Cookson, Clara. [C000015]

Daily Print You can use this scraen to shop for items located at Main Community Store
You can use the * wildcard in the code and description fields below to search for items e.g. *bath”
Search
Desc: | Recents: | v| Favourites: v|

Code: Sort: By Value v Wide Search: [7]
Referrer:| All Categories v Special/Standard: | Both v SWL over (kg):

Category:[All Categories v Max Results per Page: 10 v view s tist [

Extra Options (4] m

e@ & htpa/ fwisdorm elmsdemangase fweb/main il e O = & | & Thelma Online Access Mod..

Eile  Edit Wiew Favorites Tools Help

Active User: susanna ambler  Site: Ethitec Development  Store: Main Community Store
Stock Browser

Clients & Orders Stock Service Reports Session Utilities Links

Special Build

You can use this screen to shop for items located at Main Community Store
Hint: You can use the * wildcard in the code and description fields below to search for items e.g. *bath*

Search
Code:l:l Desc: Category: | Mobility w
Referrer:| All Categories ' Sort:| By ltem Code | Wide Search: [
Wt V| Specmsundareeon ] viewacGria FF]

& A Unit 5
SatStore W=t Price Wl

| o 0 okeimsow 1| HEIEIEEN

Code Description Available

ABC3A :mﬁ;em but similar to old item with 50" 9 o 0 Reviews 0.00 l:l
W100  Standard wheelchair with soft seat 15 0 0 Reviews 0.00 l:l
w101 Wheelchair (with extras) 10 0 OReviews 0.00 ]
Wcooo1 I;;]:f wooden walking stick with rubber 49 o 0 Reviews 0.00 l:l
y ws Wheelchair (standard) 10 0 OReviews 0.00 ]
ZIMMER  Zimmer Frame Standard 110 0 OReviews 0.00 1]

Click on Add to Basket (to the right of the stock row in the table
displayed) and you will have this stock item pre-selected ready
for placing on a delivery order for a client.
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Finding a client

For some items there may be additional optional items
associated with the selected item — in which case a popup screen
is displayed when “Add to Basket” is clicked.

Clients B Orders  Stock Service Reporls Session Select Ulilities Links  Forms OEL@ OO0
Cooe: sore: oy nem Logs - wiae searcn:
Referrer: | All Categaries v Special/Standard: ot o SWLover (kg):
Category:| Al Categaries . Max Results per Page: 10 - Agency Al Agencies

1 o e o]

1234512345 Ttem 12345123 0 8 0 0 eviews 0.00

Add o Basket

1234512377 MempMsIZZZ? 0 18 0 DReviews .00 h Add to Basket

HHH H
H H b i

15
1234567 alan tost numberZa 1 0 50 0 Reviews 0.00
%

z
g
i
8
E
g
i
i

The popup (shown above) allows you to enter the desired
quantity of each optional item to be added to basket.

Enter some search criteria — such as first few letters of surname.
This should over-type the asterisk i.e. once you type in a field,
you do not want the asterisk to remain in the field. As an
example, for surname, this should look like ‘brook’ not
‘brook®’. You may enter more than one search criteria e.g.
surname and NHS code, or surname and a specific word from
the address (this does not have to be what the address begins
with but should not be too general like ‘road’ or ‘street’).

Click on Search to display clients matching the criteria. If too
many clients are found, they will be displayed a few at a time
and you can use the Next button to get the next screenful.

© Ethitec
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o@ @ htepi/rwisd [ s fuve b hitrnl#se; O = & || @ Thelma Online Access Mod... % (e

File Edit View Faverites Tocl Help

Active User: susanna ambler Site: Ethitec Development  Store: Main Community Store
Client Search

Clients & Orders Stock Service Reports Session Utilities Links

Enter some search criteria to find a client.
The clients you last viewed are listed below.

Code: H Date Of Birth: l:l +/- l:l
Address: l:l Pastcade:l:l Home Code:
==

[Client Code Surname Forename DateOfBirth Address Pastcode
ADA0002 ADAMSKI MR BRIAN  07/07/2009 BODLEY REHAB CENTRE, VWAYSIDE CRESENT, VWHIPTON, DEVON EX13LF
C000029 ‘Cooper Mrs Ali 01/01/2000 2 Bromley Road WF17 6EH

Click on the blue typeface to the left of the client to see details
for the client. These details may then be updated, or client orders
may be displayed.

& Thelma Online Access Mod.. %

e @ hitpilfwisdom/elmsdev/manyascfweb/main.htmlisessi © » €

Eile  Edit Yiew Favorites Tools  Help
Active User: susanna ambler Site: Ethitec Development  Store: Main Community Store
Client Search
l Clients & Orders Stock Service Reports Session Utilities Links i
Add Client
Search ~
Codes | sumameved | Foreame| | peotwnm| || |
[oenr ]
Client Code Surname Forename DateOfBirth Address Postcode
WARO126 Ward Mr Ada 23/04/1974 115 DOVNHAM ROAD, DOVWNHAM, BILLERICAY, ESSEX AAGT GAA
WAR0103 Ward Mr Canny 24/04/2000 Mary Home, 1 High 5t LET 5JN
V/AROO50 Ward Mr Canny 01/05/1944  Sdf Sdfsd LET 5JN
WARQO85 VW/ARD MR CHARLES 23/08/1950 SOMEVWHERE STREET, ANYTOWN LE
WAR0003 Ward Miss Daisy 01/01/2001 18 Hinckley Road , Leicester LE3 3GH
WAR0081 \WARD MR REFTEST 31/05/2006 PEACEFUL REST HOME, 156 BELGRAVE RD, LEICESTER LE4 5AT
WAR0013 \WARD MR XADAM 24/04/1974 INVOICE ADDRESS W12 6LC
WAR0056 V/ARD (dec) MISS DAISY  23/02/1911 111 SOMEWHERE STREET, ANYTOWN LE30 3PE
WARQQ55 V/ARD (dec) MISS DAISY ~ 23/02/2001 BUTTERPARK IVYERIDGE, IVYERIDGE, DEVON LE2 2RT
WAROO12 V/ARD (dec) MRS MARIE ~ 24/03/1974 1 LE3 35H
WARO122 WARD (dec) MR NEIL 24/04/1974 FAIRFIELD REST HOME, 5 DALTON ROAD, EARLSDON, COVENTRY LET 5JN
WARO0O8 \WARDE MR NEIL 2470471974 WWWWY, WV, WY, W LE1 &
WAR0001 WARDEN MR JOHN 10/02/1978 47 DOWNING DRIVE, LEICESTER, LE5 6LL
WARO146 \WARDFDF MR. ASD 01/01/2000 FAIRFIELD REST HOME, 5, DALTON ROAD, EARLSDON, COVENTRY LE1 5N
WARO134 \Ward_test_test Mr Ernie 24/04/1974 2 CARTS LANE, CITY CENTRE, LEICESTER LE1 5FL
WAR00S3 \WARD MR CHARLES 22/08/1950 SOMEVWHERE STREET, ANYTOWN LE
WARO128 \WARD MR CHARLES 21/08/1950 SOMEV/HERE STREET, ANYTOWN LE
? \WARD MISS DAISY  24/02/1911
? VWARD MISS DAISY  25/02/1911 v
< - D D )

Click on the Client Orders tab to see orders for the selected
client; click on the Client Move to record the client has changed
address or moved into a residential/nursing home. Click on
Other Addresses to see previous or alternative delivery addresses
for this client.
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Adding a Client

Printing Details

122icLZTH: O = C || & Thelma Online Access Mod..

Tools Help

ive User: susanna ambler Site: Ethitec Development  Store: Main Community Stere

Clients & Orders Stock Service Reports Session Utilities Links

Client Orders Other Addresses

Client Code: VWAR008S [

Forename: * |CHARLES
Surname: * |WARD

SOMEWHERE STREET
Address: =
I eSS ANYTOWIN

Postcode: * LE Show Map

SMS Allowed:
Tel No: [239509

Client Email: | |

watedor = [ | Clunkooun

Date of Birth: * (dd/mm/yyyy)
e —

| Dateof Death: [ |

Height: M Eln m

weignt: [122_ g [19 Jst[272 Juo

Ethnic Code: | A1 (from CareFirst) v
NHS Code: |2342424
Deceased:

Referral Date:

I GP Address: ‘46 SOUTHLANDS ROAD. BROMLEY. KENT. BR2 9GP V‘

GP Name/Practice/PCT: 2 / 46 SOUTHLANDS ROAD / 4WWM73

Contact/Availability: |

Sub Area: * |KNARESBO

st T
T — Property Ty

Driver Notes (Printed):

If the client you were searching for is not on the system, use the
Add Client tab from the Client Search results screen. Firstly, you
will be able to choose a residential/nursing home from a pick list
if this is applicable for this client. If not, you may have Quick
Address set up to enable you to quickly and accurately enter
address details. Use the on-line help for more details on adding
new clients to the system.

Once client details have been entered, click on Update to store
them in the database. If any errors occurred e.g. mandatory data
was not filled in, you will see these fields in red and have an
opportunity to re-enter the data.

If you wish to print off details of the client perhaps with details
of their current orders, or labels for file, there are various PDF
layout options available under a Print button that may be enabled
if you have rights to run off these reports. If you do not have this
option please speak to your system administrator.

10
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Choose a template from the drop down; do not toggle on any
other options or the PDF will not immediately generate but will
be run at a scheduled time for notification/emailing later.

Enter Report Criteria

LELEE Client Details (Default PDF) B

Batch mode: 0

Frequency: | One-off v |

Email Report to Me: [

Report Title: | |

Expiry Date:|10,07/15

Print Queue:| Email Only v

When the PDF has generated on screen, use the Print icon (top
right in shot below) and then Finish option (top left) to return to
the client screen.

Finish [ClextInl-]

Ethitec Development
Main Community Store - ’
Client & Order Details

Client Details For [CO00015] Mrs Clara Cookson

Date Of Birth  29/06/1915
Gender Female
Height 1.7m (5ft 6ins)

Displaying Current Orders

Choose the Client Orders tab from the Client Details screen.
Enter selection criteria if specific orders other than current
orders are to be displayed. Click on the item code (blue typeface)
to see catalogue details of the item, click on the order number
(blue typeface) to see further details of the order — referrer, when
delivered, priority, notes etc.

© Ethitec 11
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ZTH: O ~ & || & Thelma Online Access Mod.

File Edit View Favorites Tools Help

Active User: susanna ambler Site: Ethitec Development  Store: Main Community Store
Client Orders
si it = B

Add Delivery | Add Collection

Working with client: WARD, CHARLES. [WAR0085]

Lopenc: EXETY
Client Order Search

trem: Sort By: e e 0 ==
Item Qty Type Order Status

10 A001 This is a chair 1 Detivery inuse BK00010450 complete 20/12/13  AM RICHARDSON, AMANDA
[] A001  This is a chair 1 Delivery inuse BK00010448 complete 20/12/13  BAKDOO1 bak, john
8 A001  This is a chair 1 Delivery i BK00010446 complete 20/12/13  AM RICHARDSON, AMANDA
7 1 BK00010444 complete 20/12/13  AMB400 ambler, susanna
6 1 BK00010442 complete 20/12/13  AMB00 ambler, susanna
5 1 Delivery inuse BHO0010441 complete 20/12/13 112 annette, Claire
4 1 Delivery allocated BK00010296 held 112 annette, Claire

i: 1 Delivery allocated BK00008595 held 000184 Pail
H 1 Delivery allocated BK00008595 held 000184 Pai, |

Adding a Delivery Order

If you have already selected stock, clicking on Add Delivery will
take you to the order header details screen to confirm/enter
details such as assessment date, contact, requisition ID. If you
have not selected stock, you will be taken to the stock screen to
Add Items to Basket, then choose Checkout to accept the items
in your basket and go on to order header details.

Active User: susanna ambler  Site: Ethitec Development  Store: Main Community Store
Delivery Order Checkout
<]

Clients & Orders Stock Service Reports Session Utilities Links
Client Orders
Working with client: WARD, CHARLES. [WAR0085]

You can view and amend the contents of your basket by using the View Basket tink
If you wish to add items to your basket use the Add Items link.

Check Out

Referrer: [ambb00] ambler, susanna
Base: [B83016] FARROV/ MEDICAL CENTRE Order Date: 14/02/2014

Budget Holder: [OTHERC] Date: *
contact: || Referral Date: 14/02/2014
Owner: | v

[ Conine ] Gorce

Click on continue to confirm the chosen stock and from there to
book a journey if the system setup allows this.

Confirming Items for Delivery

The chosen items will appear in a list on the left of the screen.
Elms2 will create an order for each of these if the item is
confirmed and all checks are met (such as height and weight
restrictions). When you click on one of these, the details for that

12
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order will be shown on the right hand side. These details may be
filled in with more information such as priority and notes.

Click on Confirm when you are happy with the details entered

and if all checks are met, the item will show on the left hand side
of the screen as confirmed. When all orders are confirmed, click
on ‘Create Orders and Select Delivery date’.

e@ Sy e/ LZTH: 0 + © || @ Thetma Online Access Mod kR

File Edit Yiew Favorites Tools Help

sctive User: susanna abler  Site: Ethitec Development  Store: Main Community Store
Place Delivery Order
sion  Utiliti inl |

Clients & Orders Stock Service

| Client Orders

Working with client: Ward, Charles. [WAR0085

THIS IS A MESSAGE SET BY sys flag WDELORDMSG

Use this screen to go through and confirm all the orders you wish to place.
i

Unit Sub W100: Standard wheelchair with soft seat
W price Tatal

eelchair with soft seat 1 0.00 0.00 4

Qty Required: 1 (Available 15)

Ll nomal amended [

1 000 0.00
ShortTerm 6 |weeks
1000 000 X Bohange:[ V]
Req For Discharge:

ischarge bate: [

| -

Entering Booking Details

If there are existing bookings, you may be able to include these
orders with those. Existing bookings will show in a list and you
can add to a booking, create a new booking, hold or cancel. To
add to an existing booking, use the toggle to the right of the
booking ID and click on ‘Add to Selected Booking’.

© Ethitec
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Journey Date: Not On Joumney Slots Used: 1
i Journey Types iorml . bro Arranged: o
I Status: hetd: Weld for Tet No: 229508
otes: Nurm staps o daor: N flercn doga: Detiver To: SEEVHETS Strsst Anyon

(LZTHE O = & | @ Theima Online Access Mod,. Rt

Add Orders To Bookings

Stock Service Reports Session

Slots Used: o

Tel No: 239509

somewhere Strast Anytown

joor alansat Deliver To: /2

oL ERED VIHEELCHAIR
Add To Selected Baoking Create New Booking Mold Orders | Cancel |

ne is :
mber was not supplied for item (W100) Standard wheelchair with soft seat

If you choose to create a new booking, you can enter details of
the booking and if permissions allow, choose a journey date.
You will be presented with a booking confirmation screen once
this is done and you can print this out for your records if desired.

[PESEEREEREN)
FTHE S = & ] G Thelma Online Access Mod .., o=t

mon 17/02/14 DAY 25
MONDAY DAY FRED JOLRNEYSSS

Urgent Delivery: [No |
I Pre Arranged: [No |

i Booking Notes: MONDAY DAY ANF NOTES
=S

Thu 20402414 DAY 25
Name: CHARLES VFARD Man 24702714 DAY 25
et s
T

Delay Reason: ~

[ Gorine ] cancet | o oruers ]

Adding a Collection Order

From the order details screen, if a client has items in use for
which there are no collection orders already on the system, you
will be able to click on Add Collection. You will be able to enter
order header details as for delivery orders, then click on continue
to see the list of items in use. You will be able to select some or
all then click on Collect to arrange a collection date.

14
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Rescheduling a Booking

Reviewing an Item

Authorising Orders

Some users may be allowed to change an already arranged
journey date or to take a booking that is on Hold and schedule a
date for delivery. This is done by finding the client, going into
the Orders and clicking on the relevant booking ID. There may
be restrictions or warnings given if the booking is on a journey
that has been printed.

On the stock search screen the user may see how many reviews
for a particular item have been submitted and approved and an
average star rating. If reviews are visible on your system, the
user can click the relevant area and read the reviews and submit
a review with a star rating. (one to five). The submitted review
will need to be approved by a supervisor before it is visible to
other users of the system.

A referrer may be allowed to raise a delivery order for an item
which they are not authorised to order. The order will not have
stock allocated but will remain on a waiting list pending
authorisation. Referrers who are permitted to authorise orders
may do this by selecting the Authorisation Pending option under
the Reports tab.

In order to authorise orders, a referrer must have permission to
order that item and be set up with a referrer record for the same
base as the original referrer, and be set as able to authorise
orders for that base.

© Ethitec
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I am not available for authorisation between these dates:

Erom: [IIEIEE | To: | |

9L Mon powered W heelchair 1 w/lis /027
with =poiler
[[[[[[[

L Mon powered Wheslchair 1 wilis
with apoiter vraraich, {12702/14 )

9L Non powered VWheelchair 1 w/list BKC ~|
with spoiler
9L Hon powersd Whealchalr 1 <
with s poiter
5L Hon powered Wheelchalr 1

~]
with spoiter

]

]

[Ramzia |
G011

[1amzi1a |
@rror/1a)

]

51 bon powered Vhesichalr [102714
wath'spofier ey
1 mon powered whesichsir 1

with spofter ~]

[14@2n1a |
(29/01/14)

SL Hon powered Wheelchair 1
ior

[
[
[ ~
[
[1a0211a | [ ~]
with spot (zwro1/14
9L Mon powered Vheelchair 1 [0z ] [ ~]
with spoller (29/01/14)

98 Mo povered Wheelchair [aens || ~|
with spoilar (@3r01/10) ~

Toggle on the Authorise to set an unauthorised order as
authorised; stock will be allocated at this point if there is
sufficient in the store.

Attaching External Documents and Emailing

The following screens show the method for attaching external
documents to orders and emailing the booking with attached
documents. This might be used for example in the case of
adaptations being requested where extra details need to be sent.

If the user has rights to the ‘external document’ tables
(EXTDOC_ and EXTDOCDAT ) then the Booking Details
Screen will have an ‘attach’ button next to each order. Any
document such as a scanned in document or a photograph or a
Word document many be attached. The user should attach the
document to the order it relates to.

There is a new system flag to support this which must be set if
the user is to be allowed to have the option to email from the
Booking Details screen, attaching any documents which have
been filled in. This new flag, WBkgEmail, should either contain
an email address where the emails must be sent, or an email
address followed by an asterisk * to indicate the user can change
the email address if they wish, or just an asterisk if the user
should type in an email address.

16
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TTHe P+ &

(& Thelma Online Access Mod... %

File Edit \iew Favorites Tools Help

Il Active User: susanna ambler  Site: Ethitec Development  Store: Main Community Store
Details Of Placed Orders

Clients & Orders Stock Service Reports Session Utilities Links

The following Delivery orders were succesfully placed on the system. &
You may wish to print this page out for future reference.

[ Print | Printer Frienaly | Finian |

Name: Mr Charles ard
Elms Code: V/AROOBS
NHS Code: 2342424

Elms Code (CL): CL4381

Elms Code
(Surname):

V/AR0OB4

Tiara Code: 0020091

Booking Details

X0 I T

Booking ID: BK00010296 Status: held: Cust Not In
Delivery Date: Not On Journay Pre Arranged: no
Delivery Type: Normal Part Delivery: yes
Urgent: no

Somewhere Street

Notes: Num steps to door alansat Address: wa’

239509

Order No 13

Item: AA-123: Test Identifiable item Qty: 1
Requested Date: 14/02/14 Contact:
Assessment Date: 14/02/14 Requisition No:
Authorisation: Referral Date: 14702/14

Loan or Hire: Loan
Priority: normal amended Status: allocated
Notes: v

The booking details screen with both Email and Attach buttons
showing.

[t 2222 —

N
I

Fitor Browse.. | IEEEEE
[ 1

The screens used when the Attach button is clicked — use
Browse to find a document. Use Upload to bring the document
into the database.

© Ethitec
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ONLINE ORDERING GUIDE

The screen used when the Email button is clicked — append to
the details as required, and toggle to select which documents
(these may be documents relating to the item filled in on EIms2
or external documents).

Registering as a new user On-line

Where a referrer has not yet been assigned a userid and
password of their own, they can request this on-line, using the
Register New User button.

This will pop up a form for details to be entered. Clicking on
Base will bring up a pick list of bases; this is mandatory — the
referrer must work from a base already valid on EIms2.

Forename: |
i Surname: |
Email: |

Confirm Email: |

The actual form may be site-specific with fields that differ from
the standard one shown. If the submission of this form results in

18
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the user being given a userid and password, this information
may be communicated back to the new user via the email
address provided.

Requesting a new password On-line

Running Reports

An existing user who has forgotten their password may be able
to request a new password on-line. The ‘forgotten Password’
option will appear below the userid and password field on the
Login screen. The new password may be a system-generated
password which is communicated back via the user’s email
address, and will generally have to be changed at first login.

Any of the system reports may be made available via the Reports
tab folder: Please see the Reports guide for more information.

Links to other Web Pages

Logging Off

There may be other links set up e.g. to the Medical Devices
Agency — if so, these will appear under the tab folder Links. You
may click on these to open a new browser window to that web

page.

When you close the window, unless you have chosen to log off
you may still have details of your last session stored in the
database. If you log back in within a short space of time with the
same User ID, you have access to records which you had
selected before (e.g. the selected client code). It is probably best
to log out and in again, unless you specifically want to just close
the window for a few minutes while out of the room but then
continue with your work.

To log out, click on the Logout sysmbol (the green cross in the
white circle) next to the Information button.

© Ethitec
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