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Acronyms

DHD District Health Directorate
PO Purchase Order

RMS Regional Medical Stores
SOP Standard Operating Manual
SDP Service delivery point



Introduction

The procedures described in this manual is for officers at the health facility ordering
commodities from the RMS. The requisition(s) are created for the Head of Facility/Facility In-
Charge/District Health Directorates to review and approve or reject.

Purpose of the Manual

This SOP Manual is intended to simplify and standardize the functions of order creation at the
SDP.

Why should you use this manual?

This manual will enable you to carry out order creation at SDP
Whom to perform this Activity

Customer Order Admin

Customer Order Manager

How to perform this Activity

Log in to the url: www.rtvn9702.onenetwork.com

Type in your username and password to log in

< c & logon.onenetwork.com/sso/logout.sso?_origReqURL=https%3A%2F%2Frtvn9702.onenetwork.com%3A443%2Foms o % o

w One Network Enterprises™

=) SignIn

& Forgot Username?
@ Forgot Password?

& Contact Support



http://www.rtvn9702.onenetwork.com/

Purchase Order (PO) creation

» Log in as a customer order admin at your facility

)
Customer Order Manager

A (@) ABUAKWAUAT Usert
v

JA\

=

( Mgmt  OrderMgmt  Warehouse Mgmt | Replenish Demand Plar ;
R A I v .510mer O Admin (Ghana Ministyof Health Customer Order Admin)-Ghana ity o ealt/Abua,. | ¢ SWchRoe

# Buer SCADashboard ¥ Customer Order Manager (Ghana Minstr of Health Customer Order Manager)- Gana Minstry of Heal. | * SWch Themes

fu By " 1Icer Profi
Inventory Manage (Ghana Ministy of Healt nventory Manager-Ghana Minstry o HealtAbuakwatie,, | UserProfie

Purchase Order Summary Transportation Manager (Ghana Ministry of HealthTransportation Manager) - Ghana Ministry of Healthl... St User
Vendor Suppy Chain Admin Vendor Suppy Chin Adin} - Ghana Ministry of Healt/Abuakwa Health Cent,, |~ Sesson nformaton
Q Fitters (edit): [Creation Date: Jan 3, 2019 12:00 AM - Apr 7, 2019 11:59 P]{Show States With Zero Count: No]

Watehouse Nanager (Ghana Minisry of HealthWarehouse Manage - Ghana Miisty of ealth/Abuakwa ., | ForceRefesh
Command Center Help
33 132 Ashanti Regional Medical i
Draft 2 0 0 G Store- Vendor °

» To create a new purchase order, navigate to Order Management then select New PO

Contract Mgmt ~ Order Mgmt  Warehouse Mgmt  Inventory  Replenishment  Demand Planning  Administration  Reports  Tools  Training Guides  Dashboard Vv

New Sales Order

Purchase Order
Q Filters (edit) r7,2019 11:59 PM][Show States With Zero Count: No] Q Filters (edit): None

Sales Order

» To complete the header, populate the mandatory fields marked with asterisks (*) on the
order header as shown and explained below:

& ~ ) = "\ (@) ABUAKWA UAT Usert
E # * 2 B B . = ~ @ customer Order Manager

ContractMgmt ~ OrderMgmt  Warehouse Mgmt  Inventory  Replenishment ~ Demand Planning ~ Administration  Reports  Tools  Training Guides  Dashboard Mgmt  Command & Control Config

# Buyer SCA Dashboard %

New Order @Default PO_Template » *zT
Order No: State: Drsft
+ Buying Org: | Abuakwa Health Centre *Vendor: Ashanti Regional Medical Sto
*Ship To: My Site v Abuakwa Health Centre - Ship From: Vendor's ntl Reglonal Medical

Ship From Address: U

* Ship To Address: |
s

* Trans Mode: TRCK Parent Order No:
Request Delivery Date: Apr 11,20199.00AM MO Fulfiliment Org:
Request Ship Date: Apr 11,201912:00AM M D OMO Org:

Total Amount: NaN

Currency: v

Owning Site: Abuakwa Health Centre - AbL



*Vendor: Click on the space provided type the name of your RMS. you can also select from the
list that drops down as you type the name of the RMS

*Ship To: Enter the name of your facility

Ship from: Enter the name of the RMS

*Trans Mode: Enter “TRCK” in this space.

*Request Delivery Date: Click on the calendar by the space provided and select the appropriate

Date. Note; this is the date estimated for the RMS to deliver the shipment from the Supplier
(RMS) to your facility.

» To create an emergency order, tick the box by “Emergency”.

‘8 ABUAKWA_UAT User1

Customer Order Manager

ContractMgme ~ Order Mgmr ~ Warehouse Mgmt  Inventory  Replenishment  Demand Planning ~ Administration  Reports  Tools  Training Guides  Dashboard Mgmt  Command & Contral Config

# Buyer SCADashboard % JUETEIVERS

WDefauk PO Template » "3

*Buying Org: Abuakwa Health Centre *Vender: Ashanti Regional Medical Sto .
*shipTe: MySite ¥ Abuakwa Health Centre - Ship From: Vendor's Site ¥ Ashant Reglonal Medical
“3Ship To Address: Unkown, Atwima Mwabiagya Ship From Address: Unknawn, Unknawn
Unknown Abuskwa, Ashant, GH Unknown Unknewn, Unknown,
* Trans Mode: TRCK Parent Order No:
* Request Delivery Date: Apr 11, 2019 9:00 AM Bo Fulfillment Org:
Request Ship Date: 4pr 11,201912004M 0 By oMo Org:
Total Amount: Nal Currency: v

Total Qty / Weight / Velume:
Y/ Weig Owning Site: Abuakwa Health Centre - AbL

Emergency: ¥

Authorization:

» After filling the above information, next is to complete line details,
[ ]

Note that for every line, there are three key requirements,

e populate Item,
¢ Request Quantity
e Program



EIEECCT I

ContractMgmt  Order Mgmt  Warehouse Mgmt  Inventory  Replenishment  Demand Planning

# Buyer SCA Dashboard % New PO %

New Order

Order No:
* Buying Org: Abuakwa Health Centre
* Ship Te: My Site ~  Abuakwa Health Centre -

* Ship To Address: Unkown, twima Mwabiagys
Unknawn Abuakwa, Ashanti, GH

*Trans Mode: TRCK
* Request Delivery Date: Apr11,2019900 M [ @
Request Ship Date: Apr 11,2019 12:00 AM [ @ By
Total Ameunt: 11.20

Total Qty / Weight / Velume:

Biling & Contact  Terms  SAC &Penalty Codes  Tracking  Milestones  Notes And Attachments  Holds  Problems  Other

Item Dese

Amoxigilinilay.
Acid 5001125 mg
Tablet, 14 Tablets

X TempLine-1

18903840000650

Amaxicillin/Clav...
Acid 5000125 mg
Tablet, 14 Tablets

Administration

Fulfillment Org
OMO Org:

o Product.
‘Group Level

Reports  Tools  Training Guides  Dashboard Mgmi  Command & Control Config

L]
e )

@A Default PO_Template » *

State: Draft
*Vendor: Ashanti Regional Medical Sto
Ship From: Vendor's Site ¥ Ashanti Regional Medical

Ship From Address: Unknawn. Unknawn

Unknown Unknown, Unknown,

Parent Order No:

Currency: GHS v

Owning Site: Abuakwa Health Centre - Abu

Links

¥ Promise
Quantity

# ~ Request
Quantity

# Unit Price Line Amount

Viewing 1-10f 1

» Saving the order: Save the order immediately you are done populating the first line. At
the bottom right corner, click on save as shown in the picture below

>

ABUAKWA_UAT User1

ContracMgmt  Order Mgmt  Warehouse Mgmt  Inventory  Replenishment

# Buyer SCA Dashboard %

New Order

Ordar No:
* Buying Org: Abuakwa Health Centre
*ship Te: My Site ~  Abuakwa Health Centre -

* Ship To Address: Unkown, Atwima Mwabiagya
Unknown Abuakwa, Ashanti, GH

*Trans Mode: TRCK
* Request Delivery Date: Apr 11,20199.00 AM 2 @)
Request Ship Date: Apr 11, 201912:00 AV B2 D B
Total Amount: 11 20

Total Oty / Weight / Violume:

Biling & Contact  Terms  SAC &Penalty Codes  Tracking

# Line Type
Desc

#* Line Type

TempLine-
%  Templine-1 18903840000690

Amoxicillin/Clav.

Acid 500125 mg
Tablet, 14 Tablets

Viewing 1-10f 1

Demand Planning

Milestones

Amoxicillin/Clav. 10

Administraton  Reports Tools  Training Guides  Dashboard Mgmt  Command & Control Config

-,
S )

'@ Default_PO_Template

State: Draft
*Vendor: Ashanti Regional Medical Sto
Ship From: Vendor's St ¥ Ashant Regional Medical

Ship From Address: Unknown, Unknewn
Unknewn Unknown, Unknown,
Parent Order No:
Fulfillment Org:
OMO Org:
Currency: GHS i
Owning Site: Abuakwa Health Centre - AbL
Problems  Other  Links

Notes And Attachments  Holds

# Return
Reason Code

# Promise
Quantity

# Product
Group Level

#* Request R -
Ty Line Amount #* Program

# Unit Price L4 5“;:“’-"'

HMCP

1120

Adid 500125 mg
Tablet, 14 Tablets

v
© Add Line




» A “Successfully saved” message will appear on a green band. A new order is created in
Draft state (Status: Draft) with an order number generated

CIETTYY.

ContractMgme  OrderMgmt  Warehouse Mgmt  Inventory  Replenishment  Demand Planning  Administration  Reports  Tools  Training Guides  Dashboard Mgmt  Command & Control Config

uyer SCADashboard % IR LERS AVls =

® Successfully saved x

WDefault_PO_Template ~

* Buying Org: Abuakwa Health Centre *Vender: Ashanti Regional Medical Sto
* Ship To: My Site ~  Abuakwa Health Centre Ship From: Vendor's Site % Ashanti Regional Medical
+ Ship To Address: Unkown, Atwima Mirabisgys Ship From Address: Unknown, Unknown
Unknown Abuakwa, Ashant, GH Unknown Unknown, Unknown,
“Trans Mode: | TRCK Parent Order No:
* Request Dalivery Date: Apr 11, 2019 900 AM 1@ Fulfiliment Org:
Request Ship Date: Apr 11, 2019 12:00 M 1 (D By ©OMO Org: Auwima Mwabiagya
Total Amount: 1590 Currency:| GHS = '
Billing & Contact  Terms  SAC & Penalty Codes  Tracking  Milestones  Notes And Attachments  Holds  Problems  Other  Links &

Y Product Draft 100601001~ Efavirenz/Lamiv 10 159 15.90 NMCP Case
Efavirenz/Lamiv... DF 600/300/300
DF 60043004300 mg Film Coated
mg Film Coated  Tabler, Botle, 30
Tabler, Borle, 30 Tablet (Mylan]
Tablet [Mylan]

Viewing 1-10f 1

Note: Record or mentally note the Order No. This will be required to identify this
transaction when you go to the next stage of Order Review and Submission.

» In cases where you want to add lines in bulk, on the open order screen click on the Add
Line(s) button at the bottom right of the screen

p ABUAKWA_UAT User1

ContractMgmt  Order Mgmt  Warehouse Mgmt  Inventory  Replenishment Demand Planning  Administration  Reports  Tools  Training Guides  Dashboard Mgmt  Command & Control Config

# Buyer SCA Dashboard %

Order : 19825 # efault PO_Template »
Order No: 19825 State: Draft <
* Buying Org: Abuakwa Health Centre * Vendor: Ashanti Regional Medical Sto
*Ship To: My Site | [Abuakwa Health Cantre Ship From: Vendor's Site ¥ Ashanti Reglonal Medical
* Ship To Address: Unkown, Awima Mwabiagya Ship From Address: Unknown, Unknown
Unknown Abuakwa, Ashant, GH Unknown Unknown, Unknown,
* Trans Mode: TRCK Parent Order No:
* Request Delivery Date: Apr 11,20199:00AM MO Fulfillment Org:

Reques Ship Date: Apr 11,2019 1200 AM MO & OMO Org: Atwima Mwabiagya
Total Amount: 15 90 Currency: GHS v

1 Pailet/ 167.50 KILOGRAM /0.7,

Total Qty / Weight / Volume: Owning Site: Abuakwa Health Centre

m Biling& Contact  Terms  SAC&PenaltyCodes  Tracking  Milestones  NotesAnd Attachments  Holds  Problems  Other  Links @)=

# Line Type # Product #* Request # Promise # Return .
i ‘Iunkm« ‘Lh.mmwm ‘ ol #* Program

Group Level Quantity Quantity

| #* LineType

x i = oo Product Draft 100601001 - Efavicenz/Lamiv 10 159 1590 NMCP Case
Efavirenz/Lamiv... DF 600/300/300
DF600/300/300  mg Film Coated
mgFim Coated  Tablet, Bottle, 30
Tabler, Borde, 30 Tablet [Mylan]
Tablet (Mylan]

Viewing 11 of 1




» A pop-up screen will appear as shown below.

e[ % c B2 & -

Contract Mgmt ~ OrderMgmt ~ Warehouse Mgmt  Inventory  Replenishment  Demand Planning ~ Administration  Reports  Tools  Training Guides  Dashboard Mgme  Command & Control Config

d % L

Buyer SCA Dashb

Ll Avis x L))
]

L . £
Order No: 158 State: Draft

* Vendor: Asha

* Buying Org: Abuaky
Ship From:

* ship Te: a Health Centre
* Ship To Address: Ship From Address: U
u
* Trans Mode: TRCK Add Line(s)
* Requess Delivery Date: A ]
Q_Filters
Request Ship Date: A
Buying Org: | Abuakwa Health Centre Item Name:
Total Amount:
Item Type: Item Category:
Total Qry / Weight / Volume: 1 Pallet / 167.50 KILO ype gory .
Description My Items: ~
I ivsecomac Terms  sicare ol
Product Group: Vendor: Ashantl Regional Medical Store - Ve

Ship Te Sice: Abuakwa Health Centre

Queach  +yClear X Close

b

D000 EEE e =,

» On the screen, select the product group to populate the “particular program item” ie.
Essential medicine or Family Planning etc. then click Search.
>

Contract Mgmt  Order Mgt Warehouse MEMmt  Inventory Mgmt  Replenishment  Administration  Reports  Tools  Training Guldes

Hew Order 1B standard Order Ternplate = x
Order io: Stoce: Dralt
* Buying Org: Ho Teaching Hospital vendor: Volta Regional Medical Stor
« Ship Te: My Site Hospital -+ ship From St/ volta Reglonal Medical ¢
* Ship To Address: Lnknowr, Ho Ship From Address:
Voita, GH L aH
Trans bode: TRCK Parant Onder Ne:
Leapmet Add Line(s)
* Request Dellvery Date: | [ '
G Filvars
Request Ship Date: Ma
Buying org: Ho Teaching Hospital
Eut Transaction: O e L
3PLs Order Number: -
Billing & Cor T A Cod 9] =
Vendor: volta Regional hedical Store-Ver
x pLing Y Produa Draft
»
o

Viewing 11 of 1




» A list of commodities will appear as per selected filter criteria. On the list, select items
by ticking in the box next to the item. To add the lines, click on Ok

The selected item(s) will be added as order lines to the order.

CEXTTTELY: o

ContractMgmt  Order Mgmi  Warehouse Mgme  Invertory Mgmt  Replenishment  Administration  Reports  Tools  Training Guides

# Buyer SCM Dashboard %

(s 1B Standard Order Template ¥ T @ %
Order Ho: State: Draft
+ Buying Org: Ho Teaching Hospital = vendor: Volta Regional Medical Stor
* Ship Te: Wiy Site v HoTeaching Hospital -+ Ship From: Vendor's Site v Regional Medical ¢
+ Ship ToAddress: Unimown, Ho Ship From Address: Unknown, Ho
Voita, GH Unknown Ho, Votta, GH

* Trans Mode: TRCK Parent Order No:

Equipment: N Add Line(s)
* Request Dellvery Date: hiar 25, 2020 9.0

Request Ship Date: hiar 24,
L T ~ Jooo32 Albendazole 200 mg Tablet [ N
R e 00033 Albendazole 40 mgfml Oral 0
Billing & Contact ~ Terms  SAC & Penalty Codes Salution o)1=
 Joouzs Albendazcle 40 mgiml Oral 0
Suspension
00035 Albendazcie 400 mg [l
® Templinel Provua Drat Capsule
00036 Albendazcie 400 mg 0
Chewabie Tadlet
 |oou3z Abendazcle 400 mg Tablet [
Page 1 more. Viewing150 Selecesd 3% eate Link | Mew Data cube
»
Viewing 11 of 1 Y

8 | & Foputate currencaon [ acd ners

» After lines are added in bulk, request quantities and programs for each line must still
be added. Add:

¢ Request Quantity for each line
e Program for each line.

10



ContractMgme ~ Order Mgmt  Warehouse Mgmt  Inventory  Replenishment  Demand Planning  Administration  Reports  Tools  Tralning Guides  DashboardMgmt  Command & Control Config

# Buyer SCA Dashboard % Update Order AVLs %

-19825 4 @ Default PO Template
Order No: 19825 State: Drafr
*Buying Org: Abuakwa Health Centre *Vendor: Ashantl Reglonal Medical Sto
*ShipTo: My Site ~  Abuakwa Health Centre Ship From: Vendor's Site ¥ Ashantl Regional Medical
* Ship To Address: Unkown, Atwima Mwabiagya Ship From Address: Linknown, Unknown
Unknown Abuakwa, Ashanti, GH Unkngwn Unknown, Unknown,
# Trans Mode: TRCK Parent Order No:

*Request Delivery Date: Apr11,2019900 M (80 Fulfillment Org:

Request Ship Date: Apr11,201912:00AM MO 55 OMO Org: Arwima Mwabiagya

Total Amount: 135 04 Curreney: GHS bt

Total Oty / Weight / Volume: 1 Pallez/ 167.50 KILOGRAM /0.7.. Owning Site: Abuakwa Health Centre

[y singacontact Terms SAC&PenalyCodes Tracking Miestones NotesAndAmachments  Holds  Problems Other Links

# Lina Type # Product #* Reauast ‘I Promise
Desc

#" Line Type e Quandity ‘ Quansiey # Unit Price Line Amount

¢ Templine1 | Product Draft 100037014- Albendazole 400 10 012, 119 BT Each
Albendazole 400 mg Table, Blister
mg Tablet, Blister  Pack, 10 Tablet
Pack 10Tablet  [Cipla)
[Cipla]

¢ Templine2 | Product Draft 100053001 Amitripiyline 25 15 0.06) 0.95 VT Each
Amitriptyline 25 mg Film Coated
mg Film Coated  Tabler, Blister

Tablet Blisier  Pack, 10x10
Pack. 10X 10 Tablet [ntas]
s
¢ Templine3 | Product Draft 10007010 - Amaxicilin 125 15, 780 117.00 T Bag
h »
Viewing 1-1 of | © ndd Lie

Contract Mgmt  Order Mgmt  Warehouse Mgmt  Inventory  Replenishment  Demand Planning  Administration  Reports  Tools  Training Guides  Dashboard Mgmt  Command & Control Config

# Buyer SCA Dashboard % Update Order % AVLs %

er: 19825 ¥ @ Default PO Template

Order No: 15825 State: Draft

* Buying Org: Abuakwa Health Centre *Vender: Ashantl Reglonal Medical Sto
*ShipTe: My Site v Abuakwa Health Centre Ship From: vendor's Site ¥ Ashanu Reglonal Medical

* Ship To Address: Unkown, ATwima Mwabiagya Ship From Address: Unknawn, Unknown
Unknown Abuakwa, Ashant, GH Unknown Unknown, Unknown,
* Trans Mode: TRCK Parent Order No:
* Request Delivery Date: Apr11,2019900 AM 810

Fulfillment Org:
Request Ship Date: Apr 11,2019 1200 AM (1 (D 8 OMO Org:

Total Amount: 13504

: Awima Mwabiagya
Currency: GHS -
Total Quy / Weight / Volume: 1 Paliet / 157,50 KILOGRAM /0.7 Owning Site: Abuakwa Health Centre
Billing & Contact  Terms  SAC & Penalty Codes  Trackin; Milestones  Notes And Attachments  Holds ~ Problems  Other  Links fe
{4 g

#* Line Type # Unit Price Line Amount

# Line Type # Product #* Request # Promise
[ Group Level Quantity Quantity

¢ Templine1 | Product Draft 100037014- Albendazole 400 10 012, 119 T Each
Albendazole 400  mg Tabler, Blister
mg Tablet, Blister  Pack, 10 Tablet
Pack, 10 Tablet  [Cipla]
[Cipla]

.
¢ Templine2 Y Product Draft 100055001 - Amitripeyline 25 15 008/ 095 AT Each
Amivigiyline 25 mg Film Coated
mg Film Coated  Tabler, Blister

Tabler, Blister Pack, 10%10
Pack, 10x 10 Tablet [intas]
Tablet [intas]
[3 TempLine-3 3 Product Draft 100097010 - N Amoxicillin 125 15 7.80] 117.00 AT Bag
i »
Viewing 11 of | © Add Lir

DRO0 0 C e s

» When all order details have been captured, on the order, save to submit order to the
next user for approval.

Submitting order: To submit the order for approval, navigate to Actions on the bottom right
corner of the screen and click on Submit.

11



o 95 ABUAKWA_UAT User1
25 J =

Contract Mgmt ~ OrderMgmt  Warehouse Mgmt  Inventory  Replenishment  Demand Planning  Administration  Reports  Tools  Training Guides  Dashboard Mgmt  Command & Control Config

# Buyer SCADashboard x [NUSGEUENIEEE Avis x

© Successfully saved x

W Default_PO_Template =

Order No: 19625 State: Drafc
* Buying Org: Abuakwa Health Centre *Vendor: Achanti Regional Medical Sto

“ShinTo: My Sie v Abuakwa Health Centre Ship From: Vendor's Site ¥ Ashanti Regional Medical

Ship From Address: Unknown, Unknawn

* Ship To Address: Unkown, Awima Muwsbisgys
Unknown Unknown, Unknown,

Unknown Abuakwa, Ashanti, GH
*Trans Mode: TRCK
: Apr11,20199.00AM MO
Request Ship Date: Apr 11, 20191200AM B @ B

Parent Order No:

* Request Delivery Das

Fulfillment Org:

OMO Org: Atwima Mwabiagya
Total Amount: 135.05

Currency: GHS - .
Biling & Contact  Terms  SAC &Penalty Codes  Tracking  Milestones  Notes And Attachments  Holds  Problems  Other  Links [l
. # Line Type # Product #* Request # Promise # Return
Line Type = S Quntity Quantity # Unit Price Line Amount s
¢ ~ Product Draft 100601001 Efavirenz/Lamiv. 10 159 1590 NMCP case -
EfavirenziLamiv... DF 600/3001300
DF 600/300/300  mg Fim Coated
mg Film Coated  Tablet, Bottle, 30
Tablet, Bottle, 30 Tablet {Mylan]
Tablet [Mytan]
¢ i =m0 ¥ Product Draft 100037014- Albendazole 400 10 012 120 T Each
Albendazole 400  mg Tablet, Blister
mg Tabler, Biister  Pack, 10 Tablex
Pack, 10Tablet  [Cipla]
ICipia]
t @ @@ oo Y Product Draft 100059001- ¥ Amitriptyline 25 15 006 095 T

Viewing 1-4 of 4 Submit

2-uat2.onenetwork.c 2FDefauliThemedcls=0MS.enhancedOrder.OrderViewCe

‘oms/public/renderPaneljs

» Once the order has been submitted for approval, a Successfully created message will
appear on a green band.

NB: the order status changes from Draft to Awaiting Approval.

ontractMgmt  OrderMgmt  Warehouse Mgmt  Inventory  Replenishment ~ Demand Planning ~ Administration  Reports  Tools  Training Guides  Dashboard Mgmt  Command & Control Co

Buyer SCADashboard » [NIBGERNCIGIUEEN  Avis *

@ Successfully created

veraun_ru_lempiate v
Order No; 19625 ]
* Buying Org: Abuakwa Health Centre = Ashanti Regional Medical Sto

-5 Ship From: Vendor's Site ™  Ashanti Reglonal Medical

My Site ~ | Abuakwa Health Centre

Ship From Address: Unknown, Unknown
Unknown Unknown, Unknown,

* Ship To Address: Unkown, Atwima Mwabiagya
Unknown Abuzkwa, Ashant, GH

* Tranz Mode: TRCK Parent Order No:
* Request Delivery Date: Apr11,20199:00AM M@

Request Ship Date: Apr 11,2019 1200 AM O %5

Fulfiliment Org:

OMO Org: Atwima Mwabiagya
Tatal Amount: 135 05

B s conac

Currency: GHS - i

Terms  SAC & Penalty Codes  Tracking  Milestones  Notes And Attachments  Holds ~ Problems  Other  Links

# Line Type # Product #* Request # Promise
Desc Group Level Quantity Quantity # unie price

#* Line Type

ECLIED Product Awaiting Approval | 100601001 - Efavirenz/Lamiv... 10 158 1550 NMCP Case -
Efavirenzilamiv.. OF 600/300/300
DF 600/300/300  mg Film Coated
mg Film Coated  Tabler, Bortle, 30
Tablet. Bottle. 30 Tablet IMylan]
Tablet (Mylan]
LS * product Awaitng Approval 100037012 Albendazole 400 10 012 120 T £acn
Albendazole 400  mg Tablet, Blister
mg Tablet Biister  Pack, 10 Tablet
Pack 10 Tabler  (Ciplal
[Ciplal
B Am 00 * Product Awalting Approval 100055001 Amiuiptyline 25 15 0.06 095 T Each =
»

Viewing 1-4 of 4

Purchase Order (PO) Review and Submission.

» Log in as a customer order manager at your facility or DHD

12



(@) ABUAKWA UAT User1

Customer Order Manager

4 Switch Role

Switch Themes

ContractMgmt  OrderMgmt ~ Warehouse Mgmt  Inventory  Replenishment  Demand Planning

# Buyer SCADashboard X

Manager (Ghana M 0Ty Manager] - Ghana WISty o Healh/AGuakwa User Profile

e T o A T A o s e e s ey Switch User
Purchase Order Summary Transportation Manager (Ghana Ministry of Health.Transportation Manager) - Ghana Ministry of Health/... i

Vendor Supply Chain Admin (Vendor Supply Chain Admin) - Ghana Ministry of Health/Abuakwa Health Cent.. Session Information
Q Filters (edit): [Creztio

te: Jan 4, 2019 12:00 AM - Apr 7, X

Zero Count: Noj o Fro
th/Abuakwa He... | Force Refresh

Warehouse Manager (Ghana Ministry of Health Warehouse Manager) - Ghana Ministry of
Command Center Help
39432 39432 Ashanti Regional Medical

Draft 2% Store - Vendor

Logout

» To review an order for submission, search for the order using the order number
e There are multiple ways to search for a Purchase Order that requires approval.

a) Searching for Purchase Order via the Portlet

To create a portlet, navigate to options on your dashboard, select Add portlet

ﬁ * 20 ra E.{ « T 'Y eéhi\m rBFuyemi.

CortraccMgmt  Order Mgrmt Transpertation  Warehouse Mgmt  Inwentory Mgmt  Replenishment  Administration  Reperts  Tools  Training Guides

# Buyer SCM Dashboard % Q
I+ Add Portlet
D Reseral

# Customize Layout

13



e An add portlet windows opens, select the purchase order summary portlet and
click on Add

ﬁ-*sm::g_‘ﬂ = Q

CorractMgmi  Orcer Mgt Transportation  Warenouse Mgt Inwentory Mgmt  Replenishmert  Administration  Reports  Tools  Training Guidles

Buyer SCM Dast

-]

Add Portlet X

Purchase Order Summary
Shows state summary infarmation across purchase erders

Purchase Orders Awsiting Approval
B | Shows purchase orders awaiting buyer's approval

My New Purchase Orders
B | Shows purchase orders awaiting vendor s accegtance

Order Lines Promised Short
B Shows purchase order lines with a prormise quantity less then request quantity

Purchase Order Schedules Promised Late
B | Shows Purchase Order Scheculeswhose prormise delivery date is later than requasted

Order Lines Missing ASN
B Shows purchase order lines in the past accepted by vender and ready 1o be shipped but missing ASN

Order Lines Shipped Short
B Shows purchase order lines with shipped guantity lessthan agresd guantiy

Projected Late Deliveries
B | Shows purchase orders those estimated delivery date is laver than promised -

e On the Purchase Order Summary portlet, click on the number next to the
Awaiting Approval in the count column .

ABUAKWA_UAT User1

Customer Order Manager

ContractMgmt ~ Order Mgmt ~ Warehouse Mgmt  Inventory  Replenishment  Demand Planning ~ Administration  Reports  Tools  Training Guides  Dashboard Mgmt  Command & Control Config

yer SCA Dashboard X

Options
Purchase Order Summary a T & M Purchase Orders Awaiting Approval al 8
Q Filters {edit): [Creation Date: Jan 4, 201% 1200 AM - Apr 7, 2019 11:5% PM][Show States With Zero Count: No] Q Filters (edit): Mons
39432 39432 Ashanti Regional Medical Mar 12~
Draft 26 0 0 = Store - Vendor
| Awaiting Approval | 0 0 17403 17403 Ashanti Regional Medical Mar 1%
New 1 N B Store - Vendor
Vendor Confirmed g b 1 40318 40318 Ashanti Regional Medical Mar 1€
With Changes Store - Vendor
g
~ _ 40343 40343 Ashanti Regional Medical Mar 18
In Promising 3 0 0
Store - Vendor
Open 64 0 0
PO40443 P040443 Ashanti Regional Medical Mar 1€
Vendor Change 2 0 0 Store - Vendor
Requested
PO40447 POADA4T7 Ashanti Regional Medical Mar 1¢
In Fulfillment 42 0 0 Store - Vendor
Partially Shipped 1 0 0 176ns 174N8 Achanti Daminnal Madieal wae1c )
- 4 »
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e Alist of all orders that are in Awaiting Approval State will appear.

A (@) ABUAKWA UAT Userl
AR

Customer Order Manager

ContractMgmt ~ Order Mgmt ~ Warehouse Mgmt  Inventory  Replenishment ~ Demand Planning ~ Administration  Reports  Tools  Training Guides  Dashboard Mgmt

L RTTERNGENWEIGEE Search POs X 9

Q, Filters (edit): [Outbound: Yes][Creation Date: Jan 8, 2019 12:00 AM - Apr 14, 2019 11:59 PM]finbound: Yes][State: Awaiting Approval]

Purchase Order No Line/ Schedule Fulfillment Org Ship From

Fﬁ 17403 17403 4 Ashanti Regional Medical  Abuakwa Health Centre-  Ashanti Regional *
Store - Vendor - Ashanti  Abuakwa Health Centre  Store
Regional Medical Store

tﬁ 17404 17404 Ashanti Regional Medical ~ Abuakwa Health Centre-  Ashanti Regional
Store-Vendor-Ashanti  Abuakwa Health Centre  Store
Regional Medical Store

m 39432 39432 ; Ashanti Regional Medical  Abuakwa Health Centre-  Ashanti Regional
Store- Vendor - Ashanti  Abuakwa Health Centre ~ Store
Regional Medical Store

m 17602 17602 Ashanti Regional Medical ~ Abuakwa Health Centre-  Ashanti Regional
Store-Vendor-Ashanti  Abuakwa Health Centre  Store

»
Viewing 1-30 of 30 New Data Cube | Exportto CSV

b) Searching for orders using the Search engine.

{

¢ In the Search bar, type in the order number that must be approved. Ensure that the
Search By filter is selected as “Orders: PO by Order No”. If not, use the drop down to
select the correct filter option. Furthermore, ensure that the order being searched is
within the selected Retrieve for period.
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@) ABUAKWA UAT User
istomer Order M e

Contract Mgmt ~ Order Mgmt  Warehouse Mgmt  Inventory  Replenishment uides  Dashboard Mgmt  Command & Control Config

| Retrieve For: | Last 30 Days v | Options

Purchase Order Summary Awaiting Approval azo WS
Save a3 default

Q Filers {edit): [Creation Dave: Jan 4, 2013 12:00 AM - Apr 7, 2013 11.59 PM][Show States W

*Search By: Orders: PO by OrderNo v

# Buyer SCA Dashboard x EEEFTEITZe IS

39432 39432 Ashant Regional Medical Mar 12~
Draft 26 o 0 - Store - Vendor
Awaiting Approval 17 [ ] 7403 17403 Ashanti Regional Medical Mar 1
New " o o Store - Vendor
Vendor Confirmed s o 40318 40318 A—sh‘annREglal‘.a\ Medical Mar 1
With Changes Store - Vendor
4034
In Promising - 5 5 0343 40343 Ashanti Regional Medical Mar 1
Store - Vendor
Open 64 [ o
PO40443 PO40443 ‘Ashanti Regional Medical Mar 1
Vendor Change 2 0 o Store.- Vendor
Requested
PO40447 PO40447 ‘Ashanti Regional Medical Mar 1
In Fuffillment 42 o 0 Store - Vendor
Partially shipped 1 1] [] ene. 17ene Achanei Deainns! kiadirsl [YET
- ‘ »

Viewing 114 of 14

Return Ordi

tate Summary azo

Q Filcers (edit): [Show States With Zero Count: No]

Draft a [ 0
Awaiting Approval [ o
Open 5 o
In Futillment 2 [ ]
In Transit [ ]

e A search order window will open as below with searched order line.

ABUAKWA _UAT User1

Contract Mgmt ~ Order Mgmt ~ Warehouse Mgmt  Inventory  Replenishment  Demand Planning ~ Administration  Reports  Tools  Training Guides  Dashboard Mgmt  Command & Control Config

# Buyer SCA Dashboard % Search Purchase O x

Q Filters (editk: [Outbound: Yes)[Retrieve For: Last 30 Days](Inbound: Yes)[Order Number: 17404]

Purchase Order No Line/ Schedule Fulfillment Org ‘ Vendor ‘ ‘Customer ‘ Ship From Addr

-] 17404 Ashantl Regional Medical  Abuakwa Health Centre - Ashantl Reglonal Medical  Ashant Regional Medical  Abuakwa Health Cer
Store-Vendor - Ashant  Abuakwa Health Centre  Store Store
Regional Medical Store Unknown
Unknawn
Unknown Unknown
Unknown
GH

Viewing 1-1 of 1

you can add * (known as wild card search) to facilitate your search

for example, if you were searching for an order with number 4572, you can enter 457* if you
have forgotten the last digit or *572 if you have forgotten the first digit, you can also enter *57*
if you do not remember the first and last digits

16



With * at the beginning:

& . e E = " a g.gm.\mlwsElFs e“m:.m .

Cortract Mgt Order Mgmt  Transportation  Warehouse Mgmt  Inventory Mgme  Replenishment =001 ses

Search Purchase Orders %

Q Filters (editk [Outhound Yes)[Crestion Date. Mar 27, 2019541 PM - Mar 26, 2020 5:41 PM)Retrieve For: Last 30 Days)inbaund Ves][Order Number *0%)

Purchase Order No Line/ Schedule Fulfillment Org Customer ship From Ship From Addr

29204 29204 Eastern Regional Medical Asamankese Government  Eastern Regional Medical  Eastern Reglonal Medical  Assmankese Goverr =
Storevendor -RMS Hospital -Ghana Health  Store tore Hospital
Service Asamankese EN-D78-6865
Government Hospital- New Juaben
Eastern unknown koforidua
Eastern
GH
29205 29205 N Eastern Regional Medical  Asamankese Gowernment  Eastern Regional Medical  Eastern Regional Medical ~ Asamankese Gover:
Store-vendor - AMS Hospital - Ghana Health  Store store Hospital
Service Asamankese EN 0786865
Government Haspital- New juaben
Eastern uUnknown koforidua
Eastern
GH
30182 30182 ' Temporary Central Eastern Regional Medical  Temporary Central Temporary Central Eastern Regional M
Medical Storevendor - Store - Ghana Health Medical Store Medical Store Store
TEMS Service Eastern Regional Unknown
Medical Store astern Ledzakisky
Unknown Accra
Greater Accra
GH
=2 30303 30303 U Temporary Central Eastern Regional Medical  Temporary Central Ternparary Central Eastern Regional M
Medical Storevendor - Store - Ghana Health Medical Store Medical Store Store
TEMS Service Eastern Regional Unknown
Medical Store£astern Ledzokuku
Unknown Accra
Greater Accra
GH
£ 30611 30811 ' Temporary Central Eastern Reglonal Medical  Temparary Central Temporary Central Eastern Reglonal M »

:
[ e e oy

With * at the end

2 N - S~ a Qghllvms‘ﬂf‘nv‘un’v‘w

Transportation  Warehouse Mgmt  Inventory Mgme  Replenishment  Administration  Reports  Tools  Training Guides

Contract Mgt Order Mgt

arch Purchas

| Line/ Schedule Fulfiliment Org Customer ship From Ship From Addr ship To

Eastern Regional Medical  Asamankese Government  Eastern Reglonal Medical  Eastern Reglonal Medical ~ Asamankese Govert *
Storevendor - RMS Hospital - Ghana Health  Store store Hospital
Service Asamankese EN078:6865
Government Hospital - New Juaben
Eastern Unknown koforidua
Eastern
GH
£ 29205 29205 y €astern Regional Medical  Asamankese Government  Eastern Reglonal Medical ~ Eastern Reglonal Medical  Asamankese Gover
Storevendor - RMS Hospital - Ghana Health  Store Store Hospital
Service Asamankese EN078-6865
Government Hospital New Juaben
Eastern Unknown koforidua
Eastern
GH
£ 30182 30182 ‘ Temporary Central Eastern Reglonal Medical  Temporary Central Temporary Central Eastern Regional M
Medical Store-vendor Store - Ghana Health Medical Store Medical Store Store
TCMS Service Eastern Reglonal Unknown
Medical Store£astern Ledzokuku
Unknown Accra
Greater Accra
GH
£ 20303 30303 ¥ Temporary Central Eastern Regional Medical  Temporary Central Temporary Central Eastern Regional M
Medical Store.vendor Store - Ghana Health Medical Store Medical Store Store
TCMS Service Eastern Reglonal Unknown
Medical Store-£astern Ledzokuky
Unknown Accra
Greater Accra
GH
30611 30611 » Temporary Central Eastern Reglonal Medical  Temporary Central Tempocary Central Eastern Regional M«

.
- Y ) [

c) The last alternative is to select Order Management then select Purchase Order
and click on Search PO.
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ABUAKWA_UAT User1

Contract Mgemt Replenishment ~ Demand Planning  Administration  Reports  Tools  Training Guides  Dashboard Mgmt  Command & Control Config

Warehouse Mgmt  Inventory

QFikers fedith [ Cinbound: Yes][Order Number: 17404]

hboard

Abuakwa Health Cer

. Ashanti Regional Medical Abuakwa Ith Centre - Ashanti Regional Medical  Ashanti Regional Medical
Order-Shipment Schedule Dashboard N
Store - Vengor - Ashant Abuakwa Health Centre  Store Store

Return Order Regional Medical Store Unkncwn
Unknown
Order Revision Search PO Schedul Unknown Unknown
. Unknown
Upload PO State Summary GH
Policies

PO Schedule Summary
Combine Orders

Search Pending

pproval Schedules
Ceruficate Of Non Avallability Search Backordered Schedules
Order Hold Report
Authorization

Exception Reports

https://rtvnd702-uat2 onenetwork

A Search PO window will open. Any of the fields can be used to filter for the purchase order
we want to search. Populate any of the fields and click on Search.

1 (@) ABUAKWA UATUserl

[\ @
& % (usomer Order Manager

ContractMgmt  Order Mgmt  Warehouse Mgmt  Inventory  Replenishment  Demand Planning  Administration  Reports  Tools  Training Guides  Dashboard Mgmt ~ Command & Control Config

() Filters
State: E

Vendor: Customer:

Quthound: ¥ Order Number:

Ship To Site: Retrieve For:
Creation Date: Jan 4,2019 1200 A B D © Apr7, 20191159 P1 B O I Inbound:

Ship Date: BOo B0 feem:

Delivery Date: F—‘O 0 E' O Emergency:

Cloned From Order: X
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A list of order lines within the selected filtered criteria will appear.

ABUAKWA _UAT User1
r Mar

ContractMgmt  Order Mgmet  Warehouse Mgmt  Inventory  Replenishment  Demand Planning ~ Administration  Reports Tools  Training Guides  Dashboard Mgmt  Command & Control Config

# Buyer SCA Dashboard % earchPOs X

Q Filters (edit): [Outbound: Yes][Creation Date: Jan 4, 2013 M - Apr 7, 2019 11:59 PMIlInbound: Yes]

Fulfillment Org Ship From Addr
"] 17063 17063 ' Ashanti Regional Medical  Abuakwa Health Centre - Ashanti Regional Medical  Ashanti Regional Medical  Abuakwa Health ¢ *
Store-Vendor-Ashand  Abuakwa Health Cenre  Store Store
Regicnal Medical Store Unknown
Unknown
Unknown Unknown
unknown
GH
m 17103 17103 ' Ashanti Regional Medical  Abuakwa Health Centre Ashanti Regional Medical  Ashanti Regional Medical  Abuakwa Health ¢
Store-Vendor-Ashand  Abuakwa Health Cenre  Store Store
Regional Medical Store Unknown
unknown
Unknown Unknown
Unknown
GH
"] mas s ' Ashanti Regional Medical  Abuakwa Health Centre - Ashanti Regional Medical  Ashanti Regional Medical  Abuakwa Health ¢
Store-Vendor-Ashand  Abuakwa Health Cenre  Store Store
Regionsl Medical Store Unknown
Unknown
Unknown Unknown
unknown
GH
m 1726 172 " Ashanti Regional Medical ~ Abuakwa Health Centre - Ashanti Regional Medical  Ashanti Regional Medical  Abuakwa Health ¢
Store-Vendor-Ashand  Abuakwa Health Cenre  Store Store
Regional Medical Store Unknown
unknown
Unknown Unknown
unknown
GH
n 17127 17127 C Ashanti Regional Medicsl  Abuakwa Health Centre - Ashanti Regional Medical  Ashanti Regional Medical  Abuskwa Health ¢
store- vendor - Ashanti  Abuakwa Health Centre  Store Store
Regional Medical Store Unknown
unknown =

=] Page: 1 more.. Viewing 150

To review an order for completeness, submission and approval, click on the order number that
you want to review and submit from the list of retrieved orders after the search

ABUAKWA_UAT User1

stomer Order Mar

Contract Mgmt ~ Order Mgmt  Warehouse Mgmt  Inventory  Replenishment ~ Demand Planning ~ Administration  Reports  Tools  Training Guides  Dashboard Mgmt  Command & Control Config

# Buyer 5C

hboard ¥ earch POs X

Q Fileers (editk: [Outbound: Yes][Creation Dare: Jan 4, 2013 12:00 AM - Apr 7, 2015 11:59 PM)[Inbound: Yes]

Fulfiliment Org Ship From Addr
m 17063 17063 " Ashanti Regional Medical  Abuakwa Health Centre - Ashanti Regional Medical ~ Ashanti Regional Medical ~ Abuakwa Health ( ~
Store-vendor - Ashanu  Abuakwa Health Centre  Store Store
Regionsl Medical Store Unknown
Unknown
Unknown Unknown
Unknown
GH
m mo3 17103 " Ashanti Regional Medical  Abuakwa Health Centre - Ashanti Regional Medical  Ashanti Regional Medical  Abuakwa Health ¢
Store-vendor - Ashant  Abuakwa Health Centre  Store Store
Regional Medical Store Unknown
Unknown
Unknown Unknown
unknown
GH
m 17125 17125 " Ashanti Regional Medical Abuakwa Health Centre - Ashanti Regional Medical ~ Ashanti Regional Medical ~ Abuakwa Health ¢
Store-vendor - Ashanu  Abuakwa Health Centre  Store Store
Regional Medical Store unknown
unknown
Unkngwn Unknown
Unknown
GH
E 1726 17126 ' Ashanti Regional Medical ~ Abuakwa Health Centre Ashanti Regional Medical ~ Ashanti Regional Medical ~ Abuakwa Health (
Store-vendor - Ashan  Abuakwa Health Centre  Store Store
Regional Medical Store Unknown
Unknown
Unknown Unknown
Unknown
GH
4] mar M2 ' Ashanti Regional Medical  Abuakwa Health Centre - Ashanti Regional Medical  Ashanti Regional Medical  Abuakwa Health
Store-Vendor - Ashanti  Abuakwa Health Centre  Store Store
Regional Medical Store Unknown
Unkniown =

%] Page: 1 more.. Viewing 150

Review the following:
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e lItem
e Request Quantity
e Program

If changes are made on the relevant fields on the order, click the update button to save the

changes.

(@) ABUAKWA UAT User1

]
Customer Order Manager

Contract Mgmt ~ Order Mgmt ~ Warehouse Mgmt

# Buyer SCADashboard % Search POs %

Order No: 39432

*Buying Org: Abuakwa Health Centre
*ShipTo: My Site ¥ Abuakwa Health Centre

*Ship To Address: Unkown, Atwima Mwabiagya
Unknown Abuakwa, Ashanti, GH

*Trans Mode: TRCK

* Request Dellvery Date: Mar 12,20194:45PM B0

Promise Deliverv Date:

(iR Biling & Contact  Terms  SAC& Penalty Codes  Tracking

# Line Type
Desc

State 4 item

#* Line Type

Inventory  Replenishment

Search Purchase Orders %

Demand Planning ~ Administration  Reports  Tools  Training Guides  Dashboard Mgmt =

39432 x

State: Awaiting Approval

*Vendor: Ashanti Regional Medical Sto
ShipFrom: Vendor's Site ¥ Ashanti Regional Medical

Ship From Address: Unknown, Unknown
Unknown Unknown, Unknown, ...

Parent Order No:

Fulfillment Org:

Milestones  Notes And Attachments ~ Holds ~ Problems ~ Other  Links  Documents  Authorization

# Promise
Quantity

#* Request

# Product # Ext Promise
# Promise ltem Quantity

*
Group Level Item L

Item Desc

A
Product Awaiting Approval | 100367003 -

Chloramphenical 5% Ear Drops, 10
5% Ear Drops, 10 mL Dropper

mL Dropper
Bottle
[Shreachem]

b Chloramphenicol 100367003 - EM 0
Chloramphenicol
5% Ear Drops, 10
Bottle mL Dropper
[Shreechem] Bottle
[Shraechem]

Viewing 1-1 of 1
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» To approve the order, navigate to the bottom right corner of the screen and select
Actions then click Approve

ABUAKWA UAT 1
one BU. UAT User’

er Manager

Contract Mgmt ~ Order Mgmt ~ Warehouse Mgmt  Inventory  Replenishment  Demand Planning ~ Administration ~ Reports  Tools  Training Guides  Dashboard Mgmt

Dashboard % arch POs Search Purchase Orders %

tandard Order

Order No: 39432 State: Awaiting Approval
*Buylng Org: Abuakwa Health Centre *Vendor: Ashanti Regional Medical Sto
*Ship To: My Site ¥  Abuakwa Health Centre Ship From: Vendor's Site ¥  Ashanti Regional Medical
*Ship To Address: Unkown, Atwima Mwabiagya Ship From Address: Unknown, Unknown
Unknown Abuakwa, Ashanti, GH Unknown Unknown, Unknown,
*Trans Mode: TRCK Parent Order No:
*Request Dellvery Date: Mar 12,2019 4:45PM 10 Fulfillment Org:

Promise Dellverv Date: e T
Billing & Contact ~ Terms  SAC & Penalty Codes  Tracking  Milestones  Notes And Attachments ~ Holds ~ Problems  Other  Links  Documents  Authorization @&

Line Type # Product # Ext Promise #* Request # Promise
* Line Type 4 Item Desc Promise ltem * Program
’ Desc srouptevel |7 Item #* progr Quantity Quantity
™ Product Awaiting Approval 100367003 - ™ Chioramphenicol 100367003 - EM 0
Chloramphenicol 5% Ear Drops, 10 Chloramphenical
5% Ear Drops, 10 mL Dropper 5% Ear Drops, 10
mL Dropper Bottle mL Dropper
Bottle [Shreechem] Bottle
[Shreechem] [Shreechem]
3 Delete
Viewing 1-10f 1 Approve '

02-uat2.onenetwork com/oms/public/renderPanel jsp7theme=modulethemes%2F Default Themegcls=One.ext. page. DetailPageSelectorPanele . E u u n ﬂ E E ﬁ

» The order state will change from Awaiting Approval to New.
» A Successfully Approved messages will appear on the green band.

https://rh

Contract Mgmt  Order Mgmt ~ Warehouse Mgmt  Inventory  Replenishment  Demand Planning  Administration  Reports  Tools  Training Guides  Dashboard Mgmt =

# Buyer SCA Dashboard % Search POs % Search Purchase Orders % Update Order x

@ Successfully approved

W Standarad Urder lemplate

Order No: 39432

* Buying Org: Abuakwa Health Centre *Vendor: Ashanti Regional Medical Sto
* ship To: My Site % Abuakwa Health Centre ship From: Vendor's Site ¥  Ashanti Regional Medical
*Ship To Address: Unkown, Atwima Mwabiagya Ship From Address: Unknown, Unknown
Unknown Abuakwa, Ashanti, GH Unknown Unknown, Unknown, ...
*Trans Mode: TRCK Parent Order No:

* Request Dellvery Date: Mar 12, 2019 4:45PM [ (D Fulfillment Ore:

(ILTTE  Billing & Contact  Terms  SAC & Penalty Codes  Tracking  Milestones  Notes And Attachments  Holds ~ Problems — Other  Links Documents  Authorization @

#* Line Type 4 :;:':cm' State Item Desc ' ::Z::Te«al # Promise Item s 'E:::mm'“ #* pProgram
% ME 001 Y Product New 100367003 - h Chloramphenicol 100367003 - EM
Chloramphenical 5% Ear Drops, 10 Chloramphenicol
50 Ear Drops, 10 mL Dropper 566 Ear Drops, 10
mL Dropper Bottle mL Dropper
Bottle [shreechem] Bottle
[Shreechem] [Shreechem]

Viewing 1-10f 1

NB: The order has been submitted to the Supplier and the Supplier is now able to action the
order.
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System Roles and Responsibilities (Health Centre)
Below is a list of key personnel and their key responsibilities.

Org Personnel | Roles and Responsibilities
a Customer | ® The officer at the Health facility that is ordering stock from the next
Q Order higher-level facility such as Regional Medical Store
“ Admin
Customer | ® The manager reviews the order that has been prepared by the customer
[ % order order admin at the facility and approves the order which is submitted
8 manager to the Regional Medical Stores to action the order.

System Roles and Responsibilities (CHPS)

Below is a list of key personnel and their key responsibilities.

Org Personnel | Roles and Responsibilities
a Customer | ® The officer at the CHPs that is ordering stock from the next higher-
[a) Order level facility such as Regional Medical Store
@ Admin
Customer | ® The officer at the Directorate responsible for approving and submitting
% order PO to the next higher-level facility such as Regional Medical Store
o manager
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2262020

Purchase

Ghimis Flow Chant

Order (PO) Review and Submission

Loginasa
customer order

START manager at your

facility or DHD

To review an order
for submission,
msearch for the order

The order state will change from Awaiting
Approval to Mew.

A Successfully Approved messages will
appear on the green band.

number that you
want to review

Open the order to review
ftem,
Request Quantity and
Program

If changes are made on the relevant fields
on
the order click Save button to save the

changes

F

To approve the order. navigate to
the bottom right corner of
the screen and select Actions then
click Approve
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