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Ordering Client Supplies
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Category: [ALL =] search |
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Client # [Medical Associates (271) |
5 Compments:
|
» submt | query | Reset |<‘— 3d
ITEM# _DESCRIPTION UNITS ary
BANDAGES AND DRESSINGS
105471 CURAD FLEX FAB 344 50/PK S0PK -t 4
112345 QUEST ASSTD NOVELTY BDGS, 30/PK, 24PK/CA
118357 MICROPORE TAPE 3M CORP 1 INCH, 12/PK
BEAKERS
50071  STRLLBLD NAT CAP 30ML 300/CA
BLOOD
17490 NO REPLACEMENT - RED/YELLOW TUBE-SEROTONIN BLOOD
37729 INFANT HEEL WARMER. 26/PK
38416 TUBE VACUTAINER R BLUE TRAGE WINA HEP, TN
ORDER# 6111755214285034
The following items will be ordered for Medical Associates (271)
[1mems DESCRIPTION unmsar |
CYTOLOGY & HISTOLOGY
129834 Prostate Kit each=1_10
[ commenTs: ‘
[Meed as soon s possible ]
order iow_| << pack | <f——— 7

Navigate to the page for ordering client supplies.

2. At Client #, click the client for which you are ordering

supplies.

To find the item that you want to order, do one or more of
the following:

a. Browse through the supply list. The numbers at the top of
the page indicate the total number of available supplies
and the number of supplies currently displayed. Do one
or more of the following:

o To go to the next page, click the right arrow ( ).

o To go to the previous page, click the left arrow (4).

o To go to the beginning of the list, click the left arrow
and bar (|{).

o To go to the end of the list, click the right arrow and
bar (p]).

If you are already at the specified location, the arrow

appears dimmed. For example, if you are at the

beginning of the list, the left arrow appears dimmed.

b. Go to aspecific category of supplies. At Category, click the
appropriate category. The bottom of the page displays
only the items in the selected category, and you can
browse through the supply list as described previously.

c. Search for a specific supply. At Search, type one or more
characters of the name of the supply that you want to
order, and then click Query |. The bottom of the page
displays all of the items that match the specified text, and
you can browse through the supply list as described
previously.

d. Return to the original supply list. To restore the list of
client supplies that originally appeared when you
accessed this page, click  Resst |.

In the QTY column, type the quantity of each item that you
want to order. (To remove an item from the order, select and
delete the quantity.)

Be sure to note the units in the UNITS column. For example,
alcohol preps are packaged 200 per box. If you want 200
alcohol preps, you should type 1 in the Q7Y column rather
than 200; otherwise, you would receive 200 boxes of 200
each.

At Comments, type any appropriate comments.

For example, you can request an item that you cannot find
in the list, or bring attention to items that you need
immediately.

Click Submit |,

The Client Supplies - Order Confirmation page appears,
displaying the order number, the list of items ordered and
their quantities, and any comments you provided.

If you want to return to the Client Supplies - Order Form page
to add or remove items in the order or change your
comments, click <= Back | and repeat steps 3-6.

Otherwise, click to submit the order.

When you click , an e-mail is automatically sent

to Quest Diagnostics®, and the Client Supplies - Order Form
page reappears.

Viewing or Printing Previously Placed Supply Orders

4

[JEC | Order History

3a Start Date (mm/dd/yyyy): |02/24/2008

Client #:IMEd\ca\Assuc\ales (271) j

End Date (mm/ddfyyyy): Submitted By:
Total # orders =1 Query 3b

SUBMITTED BY
03/25/2008 04-:59PM Usert

DATE / TIME

6108075451882

Order Display
ORDER#: 6108075451882 Ordered: 03/25/2008 04:59PM
Qrdered by: User,Application (User1) Client: Medical Associates 271
Perf Site: TMP 123 Main 5t.
Mason, OH 45040
513.555.5555
ITEM#  DESCRIPTION UNITS Qty
BLOOD COLLECTION
56308 BLOOD CULT BOTTLE PINK TOP (PEDI) 50
[ comments: |

|Need as soon as possible |

[punt| _e<Bac | <—5

Navigate to the page for ordering client supplies.
Click the Order History tab.

The page automatically displays all of the orders placed for
the default client in the last 30 days.

If you want to search for orders other than the ones
displayed, follow these steps:
a. Do one or more of the following:

o Specify a different client. At Client #, click the client
whose order history you want to view.

o Specify a different date range. At Start Date and End
Date, type the appropriate date range. For example, to
retrieve a list of supply orders that were placed in the
previous month, you would type the beginning and
ending dates of the previous month at Start Date and
End Date.



Viewing or Printing Previously Placed Supply Orders,continued

You can also omit either the start date or end date. If
you provide only a start date, you will retrieve all
orders placed between that date and today. If you
provide only an end date, you will retrieve all orders
placed prior to that date.

The date format is MM/ DD/ YYYY.

Tip: You can use any of the following shortcuts to

specify the date:

o Type t for today’s date.
Type vy for yesterday’s date.

o Type t-# (where #is the number of days prior to
today). For example, type t-7 to specify one week
prior to today.

o Specify a particular user. At Submitted by, type the user
name of the person who placed the order.

b. Click Query |
All orders that match the specified criteria appear at the
bottom of the page.
4. Ifyou would like to view any of the listed orders, click the
order number.

The Client Supplies - Order Detail page appears.

5. Do either of the following:

e To print the order, click Priﬂtl, make any appropriate
changes on the Print dialog box, and then click Priﬂtl.

e To return to the Order History tab, click =< Back |

For assistance, contact the Help Desk at 602.685.5465,
or toll-free at 800.766.6721, ext. 5465.

Sm bﬁ Sonora Quest © 2008 Quest Diagnostics Incorporated.

All rights reserved.

5q lhs LabOratorie S MI2399-1  9/2008

A Subsidiary of Laboratory Sciences of Arizona



