Placing an order through VOMS
Login to IWeb

Under Menu click Orders/Transfers
Click Create/View Orders
When the next screen appears click Create Order
This will bring up the Inventory Reconciliation Page.

You must reconcile your inventory before you will be allowed to place an order.

Once you have reconciled your inventory click Save your order form will appear

Be sure all the contact information is correct and if not correct at this time as well as add any comments you need to.  If you make any changes click the “Save” bar next to Instructions.
	Create Order


	IRMS:   CLIENT_SERVER_INTERNAL_IRMS_ID 

	Contact Name:
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Jane Doe



	Facility:   WEST BATON ROUGE PARISH HEALTH 

	Address:
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685 LOUISIANA ST.



		City:
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PORT ALLEN



		State:
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LA



		Zip:
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70767



								
	Monday:  
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	VFC PIN:  610000

	Instructions:   [image: image21.wmf]

MONDAY - FRIDA

  


	Order Date:  10/13/2010

	Order Status:  In Progress


	Submitter:  JUDI GREENE (JGREENE) 


	Comments:  
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Next under Order Details:

Select the vaccines you wish to order

Under Description click in the drop-down box and select the type of vaccine you prefer.

VERY IMPORTANT:  You must select a description for each vaccine you order.   Any vaccine you do not select a description for will not be seen by the VFC approver and you will not get the vaccine.
Under Order quantity indicate the number of doses ordering.
If needed place comments under the Comments field.

Once you have completed these steps, click on Save.  You will be back to a screen titled: Current Order/Transfer List (shown below)  Find the order you just place and click on the Select button.

It will bring your order back up and at this time re-check to be sure your order is correct to what you want and if so, click Submit Order at the bottom right of the screen.  
Once you do this you will again be back to the Current Order/Transfer Page and the Status of your order will show “Pending State Approval”.  Your order is complete.

	Current Order/Transfer List


	 Inbound Orders

	Select
	Order Number
	PIN
	Submit Date
	Approval Date
	Status
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	19 
	070000 
	06/09/2010 
	
	Pending State Approval 
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	 Backordered Orders

	Select
	Order Number
	PIN
	Submit Date
	Backorder Date

	 
	


	 Denied Orders

	Select
	Order Number
	PIN
	Submit Date
	Denial Date

	 
	


	 Inbound Transfers

	Select
	Transfer Number
	PIN
	Submit Date
	Sending Irms/Facility

	 
	


	 Outbound Transfers

	Select
	Transfer Number
	PIN
	Submit Date
	Receiving IRMS/Facility

	 
	


	 Rejected Transfers

	Select
	Transfer Number
	PIN
	Submit Date
	Receiving IRMS/Facility
	Reject Date

	 
	
	

	



Bottom of Form

	Top of Form
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Bottom of Form

	You can check the status of your order at any time by selecting

Under Menu Orders/Transfers
Create/View Orders
Once your order has been approved and sent to McKesson the Status will show “Approved”



	Inbound Orders

	Select
	Order Number
	PIN
	Submit Date
	Approval Date
	Status
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	Approved 
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	Pending State Approval
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