J JUVARE

EMSupply™ Training Guide

Regional Administrator Training

Interactive Training

To log in to EMSupply for training

1. Through your internet browser, go to: https://EMSupply.juvare.com. The Log In page opens.
2. Enter the Username and Password on the provided training business card, and click Log In.

Note: For training, use the identity on the business card you received from your instructor.
Afterwards, you will create your own credentials for daily use.

Working with Locations

To add a location

1. Onthe Settings tab, click Domains. The Domains page opens.

EENGEN SNS Incidents  Requests and Shipments

My Profile Users Domains Categories Funding Sources

2. Expand the top level of the hierarchy in the left pane. The left pane shows the existing
regions.

i 48 Sim Training

4 )y East Coast Training Coalition

- § Brayden Heights High School (Open POD)
+ ? DNR Pharmacy

. i @ EM Cache Storeroom

A ? East Coast Department of Health

. L. @ warehouse

9 East Coast EMS

- § Medical College Trama Center

- § Rural Medical Center

- § Shady Acres Assisted Living (Open POD)
- § SIMRSS

- @ The Burn Center

Q West Coast Training Coalition

Add Location

3. Locate, expand, and select the appropriate region.

4. Click Add Location. The right pane shows the fields to complete.

5. Enter the location's Name.
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6. Enter its Description.

7. Select Contact 1 and Contact 2.

8. Enter the Agency Number and select the Location Type.
9. Enter the location's primary address.

10. Enter the location's Phone 1 and Phone 2.

11. Enter the Fax number.

12. Click Save.

To add a sublocation
1. Onthe Settings tab, click Domains. The Domains page opens.

2. Expand the top level of the hierarchy in the left pane. The left pane shows the existing
regions.

3. Locate, expand, and select the appropriate region and location. The left pane shows the
existing sublocations.

4. Click Add Sublocation. The right pane shows the fields to complete.

4. Oy East Coast Training Coalition

4- @ Brayden Heights High School (Open POD)
i i @ EM Cache

- § DNR Pharmacy

- § East Coast Department of Health

- @ East Coast EMS

-~ § Medical College Trama Center

-~ § Rural Medical Center

- § SIMRSS

- § Shady Acres Assisted Living (Open POD)
‘- § The Burn Center

4 QWest Coast Training Coalition

- § DNW Pharmacy

- § Preston Academy (Open POD)

- § Shady Meadows Assisted Living (Open POD)
- § Surgical Specialties

- § Tne Trauma Center

- § West Coast Department of Health

- @ West Coast EMS

i @ Westem Critical Care Center

Add Sublocation

= ——

5. Enter the sublocation's Name.
6. Enter its Description.
7. Click Save.
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Working with Inventory

To view inventory

1. Onthe Inventory tab click Manage Inventory. The Manage Inventory page opens.

IWEIN GO Settings  Incidents Requests and Shipments

Notifications = Manage Inventory  Move Inventory  Maintenance

2. Click change location. The domain hierarchy window opens.

[ m:
East Coast Training Coalition >= Brayden Heights High School (Open P%D) (change Iocation}
Add Line ltem

Category: [l |~ |searcn:

3. Click the domain, region, location, or sublocation you want to review. The page shows all
inventory belonging to the selected level.

4. To refine your list of inventory, in the Category list, click a single category. To clear the
selection, click All.

;—‘_

East Coast Training Coalition == DNR Pharmacy => EM Cache Storeroom (change location)

Add Line ltem
Category: [All ————pp | [Search: A —
Line Item ~ Category

ACETAMINOPHEN, 160MG/3ML CUP, SUSPENSION, box@30 30/Box ~ MEDICATIONS = ORAL -Oral g

ACETAMINOPHEN,500mg, tablet, blister pak, 2/pk 2/Pack IMEDICATIONS = ORAL - Oral
ACETAMINOPHEN,500mg, tablet, blister pak, 2/pk 2/Pack MEDICATIONS > ORAL - Oral
ACTIDOSE Aqua, 25gm / 120ml, 40z tube MEDICATIONS = ORAL - Oral
ACYCLOVIR, 400G TABLET ANTIBIOTICS = QRAL2 - Oral Solid

5. Inthe Search, enter all or part of the category, item, or kit name. To view all items, clear your
entry.

6. To sort the inventory list, click a column header once for alphabetic or numeric order or twice
for the reverse order.

7. At a location or sublocation, you can view the details for a line item by clicking it in the list.
8. To view images, click the Images Drawers.

9. To view documents and notes, click the Documents Drawer.
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10. To view item history, click the History Drawer.
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ACETAMINOPHEN, 160MG/5ML CUP, SUSPENSION, box@30 in EM Cache Storeroom

Description

On Hand 1 In Kits 0
Reorder At @ Par 3
On Hold - On Order
Pack Level Box M
Pack Quantity 30

No attributes for this Inventory Item.

(Inventory

Quantity 1
Purchase Date 10/04/2019 mm/dd/yyyy
Cost @
PO Number
Received Date 10/05/2019 mm/dd/yyyy
Expiration Date 03/19/2021 mm/dd/yyyy
NDC 123456-789
Save and Add | Save | Cancel | Delete |
3 Images <t
» Documents/Notes
-
» History -

To add attributes to items

1. On the Settings tab, click Categories. The Categories page opens.

2. Locate and select the appropriate category folder.

- [ Categories -
4 [[1Custom Categories

4- [ AIRWAY

4. ] GEN - General

4 [F AIR - Airway Devices

- 58 Aero Chamber Plus, wilarge mask(Sim 7
- 58 Aero Chamber Plus, wimed mask(Sim T
;':!].Aero Chamber Plus, wfo mask(Sim Trair
h!' Aero Chamber Plus, w/small mask(Sim
- I8 Airway, Supraglottic, King, size 4(Sim Tr
- 8 Airway, Supraglottic, King, size 3(Sim Tr
- 58 cO2 detector, Easy Cap Il, adult(Sim Tr:
- 58 CO2 detector, Pedi Cap, pediatric(Sim T

3. Inthe Optional Attributes section, click Add Attribute. The Attribute window opens.
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4. Click each attribute you want to add to this type.
5. When you are done, click Close. To make an attribute required, select its Required check

box.
6. Click Save.
Optional Attributes
Attribute Required
CUSTOMER
Expiration Date O g Remove
Attribute -
Dimension
Add Attribute ltem 1D
Lot #
(| save ) cancel | Move Item |
Manufacturer
Model #
NDC .
lgese| 2

To add inventory

1. Onthe Inventory tab, click Manage Inventory. The Manage Inventory page opens.
2. Click change location. The domain hierarchy window opens.

3. Locate and click the sublocation.

E #ing Coalition == DNR Pharmacy == EM Cache Storeroom (change location]
dd Line ltem

Ca - |-

4. Click Add Line Item. The Select Item list opens.
5. Search for the name of the item and click on the item.

6. On the lower right, click Add Inventory.

Add Stapier, skin, disposabie, 35W 10 EM Cache Stororoom

Mame  Stapler, skin, disposablo, 15W
Description

on Hand In Kits
Reorder At Far

an Hald an oraer
Fack Level

Pack Quanry

Mo attributes for this Inventosy item.

Add baventory

7. Enter the relevant information.

8. Click Save. The Manage Inventory page opens.
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To update Inventory
1. Inthe inventory list, locate and click the existing item. The line item detail page opens.
2. Inthe Inventory batch, for Quantity, enter or change the number.

3. Click Save. The Manage Inventory page opens.

To add a new batch to an existing item
1. Inthe inventory list, locate and click the existing item. The line item detail page opens.
2. On the lower right, click Add Inventory.

3. Enter or change the information in the new batch.

Name Sutures, Nylon 3-0
Description

On Hand | CInkits | |
Reorder AU ———tipe | Par = |
On Hold | ‘ On Order | ‘

cloel 7]
Pack Quantity -_E

No attributes for this Inventory ltem.

S
Purchase Date |:| mm/dd/yyyy
costo I

Received Date [ | mmddyyyyy

£
| Save and Addﬂ Save nCanceI ‘

4. Click Save. The Manage Inventory page opens.

To create a new ltem

1. Onthe Inventory tab, click Manage Inventory. The Manage Inventory page opens.
2. Click change location. The domain hierarchy window opens.

3. Locate and click the sublocation.

E ining Coalition == DNR Pharmacy »> EM Cache Storeroom (change location)
dd Line ltem
ca . |-

4. Click Add Line Item. The Select Item list opens.
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5. Click request a new item. The Request New Item window opens.

East Coast Training Coalition >> DNR Pharmacy >> EM Cache Sto

Select an Item from the list©r request a new Item

6. Enter a description of the requested item, along with your Email and Phone.
7. Click Submit. A message is sent to your administrator requesting the item. After the item is
added to your domain and region, you can add it to your location.
To change the availability status of items
1. On the Inventory tab, click Manage Inventory. The Manage Inventory page opens.
2. Click change location. The domain hierarchy window opens.
3. Locate and click the location or sublocation.
4. Locate and click the item or kit you want to update. The item's page opens.
5

On the appropriate inventory batch, in the Availability Status list, click the new status.

Pack Quantity
Mo attributes for this Inventory Item. |
.

Quanriry 28 Funding Source

Purchase Date mm/dd/yyyy —e Availability Status | In Service

Cost O —. SdlUS Reasen Code |Broken
Status Reason

PO Number Pl

Received Date mm;/dd yyyy

Save and Add @ Cancel | Delete |

6. Click Save.

To add images
1. On the Inventory tab, click Manage Inventory. The Manage Inventory page opens.
Click change location. The domain hierarchy window opens.
Locate and select the sublocation.
Locate and click the item or kit you want to update. The item’s page opens.
Click the Images drawer.

Click Add.

No Images Found.

_ Make Default |

o o M w N
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7. Click Select files. Your browser’'s Open window opens.

8. Navigate to and click the images you want to upload Click Open. The window closes, and the
name of the image appears in the drawer. If you selected the wrong image, click Clear to
remove it.

9. Click Upload. A thumbnail of the image appears. If this is the only image for this item, it is
automatically the default image.

10. If you have multiple images, under the appropriate image, click Default.

To add documents

=

On the Inventory tab, click Manage Inventory. The Manage Inventory page opens.
Click change location. The domain hierarchy window opens.

Locate and select the sublocation.

Locate and click the item or kit you want to update. The item’s page opens.

Click the Documents/Notes drawer.

Click Add.

Click Select files. Your browser’'s Open window opens.

Navigate to and click the documents and notes you want to upload.

© © N o g bk~ WD

Click Open. The window closes, and the name of the document appears in the drawer.
10. Tip: If you selected the wrong document, click Clear to remove it.

11. Click Upload. The name of the document appears in the list.

To add a note
1. On the Inventory tab, click Manage Inventory. The Manage Inventory page opens.
Click change location. The domain hierarchy window opens.
Locate and select the sublocation.
Locate and click the item or kit you want to update. The item’s page opens.
Click the Documents/Notes drawer.
In the Notes area, enter your note or comment.

Click Save.

N oo o M 0w DN

To generate a report
1. On the Inventory tab, click Manage Inventory. The Manage Inventory page opens.
2. Click change location. The domain hierarchy window opens.

3. Locate and select the domain, region, location, or sublocation for which you want to generate
the report.
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As appropriate, select the Category or use the Search to locate the correct inventory.
Click the table headings to sort or re-order the list of inventory.

Click Report. The file is downloaded through your browser.

N o A

Go to your downloads folder to open and view the file.

Eatt Coats Traming Coalfion »> DNR Pramacy »» EM Cachs Sioressom
AN Lo et
Categery. aa

<»
w
[d
o
=rd
[ =}
n
L4

To move inventory
1. On the Inventory tab, click Manage Inventory. The Manage Inventory page opens.
2. Click change location the domain hierarchy window opens.

3. Locate and click the sublocation.

WELIGWY Settings  Incidents  Requests and Shipments

Motifications Manage Inventory  Move Inventory  Maintenance

Inventory Location: East Coast Training Coalition >> DNR Pharmacy == EM Cache Storerooi (change location)

Inventory Destination: East Coast Training Cealition => Brayden Heights High School (Open POD) >> EM Cache

4. Click change destination to choose the new sublocation for the items.

5. To move inventory, select Move All Inventory.

6. To move one inventory item at a time, enter the Quantity you want to move and click the
item's move link. A note indicates the item has been moved.

Quantity =
—_—
1 o move
149 2 move
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Working with Kits

To add kits

1. On the Inventory tab, click Manage Inventory. The Manage Inventory page opens.

2. Select the sublocation where you want to build the kit (change location). The domain
hierarchy drop-down list opens. Search for the kit in the sublocation or add a kit as a new
line item.

3. Select the kit template.
4. When the kit opens select to Build Kit.

-

How many kits do you want to create?

L |
Cancel

P

5. Enter the number of kits you want to create and Select to create.

6. Select an item in the list and click the right arrow to move it to the Kit ltems. The Amount
Added defaults to the number needed for the kits you are building.

Bateng 11V San KIT
A puanilod T eraing 40¢ SO0 eveniyy d deniayed o unts of Tech”
- — oescpuen
Fam - ki = Tewl ¥ pinvemiory Attritutes
TV she transpanens dressing 263" 1 Arlabiity Stgtus I Service
VT Connecior Fiush 521 1 1 Stahus Reason Code
Staus Reason

Ery Tesichiore:adine 3 15% 1
Frep pads, sopropyi &
Tourniquet Biev-ree, 757X 18" 1 1
e —___________|
Eas! Coast o ¥ 3 EM G i e a 2 At P
o 2 Gy ot Prep pads, isoprepyl To%ichiomexading 315%  Et Coast Traning Coaltien >» DR Paamacy 1
Frip pads. sopopy Titidhorexane 3.15% L] 23 EM Cate Sionefoon
1V 508 transpaient dreseing 7 @ IV 8¢ Wansparent dresing, 7T E21 Coast Traning Coaiton »» DAL PRarmacy 1

33 EM
VT Connecaor Flush Set 5 EM Cacre Stevemer

= VT Conneckr Flush Sel Ean Coas! Training Coaklion »» DNR Pharmady
Tourniquet @ex-reg, 7571 18" 196 5 EMCane &
Towmigue!, laizx-free, 75"x 16" East Coast Training Coaiition =» DN Paanmacy 1 %
»» EM Caxtwe Stovercon
E=1C0)

7. If appropriate, change the Amount Added.
8. Repeat these steps to add additional quantities of an item or a different item.

9. When you are done, click Save.
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To disassemble a kit

© © N o 0 MW

10.
11.
12.
13.
14.
15.
16.

On the Inventory tab, click Manage Inventory. The Manage Inventory page opens.

Locate and select the sublocation where the kit resides. The page shows all items in all
categories at this sublocation.

Click the kit you want to update. The line item's page opens.
Make sure the main drawer is open.

Locate the correct inventory tile.

Click Disassemble. The solution asks you to confirm this action.
Click Disassemble.

Click Save. The Manage Inventory page re-opens.

On the Inventory page, locate the disassembled kit's item that has expired or is otherwise
unavailable.

Click the line item. The line item's page opens.
Make sure the main drawer is open.

Locate the appropriate tile.

Select an appropriate Availability Status.

Select the appropriate Status Reason Code.
Enter a comment in Status Reason Comments.

Click Save. The Manage Inventory page re-opens.

Inventory Maintenance

To record maintenance

1.

On the Inventory tab, click Maintenance. The Maintenance page opens. If appropriate, select
a location (change location).

Select Scheduled Inventory or Nonscheduled Inventory.
Locate and select the item.
Tip: Use the Search field at the top of the table to locate the item.

Click the Maintenance button.

Scheduled Inventory ; m
S

Select the Action: Scheduled Maintenance or Unscheduled Maintenance.

Accept the default Maintenance Date or select a different date.
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7. Accept the default Maintained By or enter a different name.

* Action Scheduled Maintenance v
* Maintenance Date 10/21/2019

mm/dd/yyyy
* Interval 12

months

Generate Next Maintenance Date ¥
Maintained By Brieanna Deas

Comments

Cost of Maintenance

Sent For Maintenance #

Sent To Phillips
Expected Return 10/23/2019
mm/dd/yyyy

Actual Return

mm/dd/yyyy

Cancel

8. If appropriate, enter related Comments.

9. Click Save.

To sending inventory for repair

1. On the Inventory tab, click Maintenance. The Maintenance page opens.

2. If appropriate, select a location (change location).

3. Select Scheduled Inventory or Nonscheduled Inventory as the view.
4. Locate and select the item.

5. Click the Maintenance button. The Maintenance Record window opens.
6. Select the Action: Scheduled Maintenance or Unscheduled Maintenance.
7. If appropriate, change the Maintenance Date.

8. Forthe Availability Status, select Out of Service.

9. Accept the default Maintained By or enter a different name.

10. If appropriate, enter Comments.

11. If appropriate, enter the Cost of Maintenance.

12. Select Sent for Maintenance.

13. Enter Sent To.

14. Enter or select the Expected Return date.
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15. Click Save.
* Action |scheduled Maintenance v |
* Maintenance Date 10/21/2019 |
mm/dd/yyyy
* Interval 12 |
months

Generate Next Maintenance Date ¥

Maintained By Brieanna Deas |

Comments

Cost of Maintenance | |

Sent For Maintenance [«

Sent To Phillips |

Expected Return 10/23/2019 |
mm/dd/yyyy
Actual Return | |

mm/dd/yyyy
® Cancel

To record and update return dates
1. On the Inventory tab, click Maintenance. The Maintenance page opens.
2. If appropriate, select a location (change location).

Select Out for Service Items as the view.

Locate and select the item.

Click the Maintenance button.

In Action, select Inventory Returned.

Accept the default Maintained By or enter a different name.

If appropriate, enter Comments.

© © N o g > W

Enter or change the Cost of Maintenance.

10. Enter or select the Actual Return date. The Availability Status field appears.
11. Select the appropriate Availability Status.

12. Click Save.
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To schedule initial maintenance
1. On the Inventory tab, click Maintenance. The Maintenance page opens.
If appropriate, select a location (change location).
Select Nonscheduled Inventory.
Locate and select the items.

Click Maintenance. The Maintenance Record window opens.

o o M w N

In Action, select Create Initial Schedule.

* Action Create Initial Schedule v a—
* Maintenance Date 10/21/2019

mm/dd/yyyy
* Interval 12

months

Generate Next Maintenance Date ¥

Availability Status In Service v
Maintained By Brieanna Deas
Comments

Cost of Maintenance

Sent For Maintenance

({;D Cancel

7. Accept the default Maintenance Date or select another date.

8. Enter the Interval.

9. Select or clear the Generate Next Maintenance Date check box.

10. If you clear the Generate Next Maintenance check box, enter a date for Next Maintenance.
11. Select the Availability Status.

12. Accept the default Maintained By or enter a different name.

13. If appropriate, enter Comments.

14. Click Save. The item is moved to the Scheduled Inventory view.

15. When you are done, click Close.
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To change maintenance
1. On the Inventory tab, click Maintenance. The Maintenance page opens.
If appropriate, select a location (change location).

Select Scheduled Inventory.

A w0

Locate and select the item.

Tip: Use the Search field at the top of the table to locate the item.
5. Click Maintenance. The Maintenance Record window opens.

6. In Action, select Scheduled Maintenance.

7. If appropriate, change the Maintenance Date.

8. If appropriate, change the Interval.

9. If appropriate, enter Comments.

10. Click Save.

Working with Incidents

To create incidents
1. On the Incidents tab, click Create Incident. The Create Incident window opens.
2. For Name, enter the name of the incident.

3. For Description, enter basic information about the incident to help other people better
understand the situation.

4. For Type, click either Actual Incident or SNS Incident.
5. Enter the Start Date and Time.
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6. If you are creating an SNS incident, in the Facility Settings area, select the RSS or POD

check box.

Create Incident

Incident Name ==

POD holding Facility Settings

DesCription g O
SIM RSS Ce—
0
Brayden Heights High School (Open POD) O

Incident Settings

Shady Acres Assisted Living (Open POD) D

Incident Type

(O Actual Incident (@) SNS Incident

Start Time *

10/20/2019 04:50 PM m

CANCEL

7. Click Save. The incident appears on the page.
To edit incidents

1. On the Incidents tab, locate the incident and click Edit Incident. The Edit Incident window
opens.

2. Update the Name, Description, Type, Start Date and Time, and/or Facility Settings.
3. Click Save.
To end incidents

1. On the Incidents tab, locate the incident and click End Incident. The End Incident window
opens.

2. Click End. The incident is removed from the page.

Working with Resource Requests and Shipments

To create a resource request

1. On the Requests and Shipments tab, click Resource Requests.

Inventory  Settings  Incidents [EE{=IEEE alo BTl aloy =ty =00 ™)

Resource Requests  Incoming Shipments

CREATE NEW RESOURCE REQUEST .

2. Click Create Resource Request. The New Resource Request page opens.
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3. On the upper left, for Domain Type,

Request Form

Domain Type
(O Customer (® Region (0) Location
Request From

East Coast Training Coalition

click Region or Location.

J JUVARE

Delivery Location

Shady Acres Assisted Living (Open POD)

1235 Brentowwd Drive

Name™*

Brieanna Deas Waynesboro
Description State

Warehouse GA -

S ZIP Code

New 30803

Priority Receiver Contact Name
Not Defined Brieanna Deas
Incident Receiver Contact Phone
POD holding 555-555-1234

4. In the Request From list, click the Region or Location from whom you want to make the

request.

5. Enterin the Name, Description, Status, Priority, Incident, and Deliver Information.

6. Inthe Inventory list, locate and click the plus icon for the items you want to include in the
request. These items appear on the right, in the Selected Inventory list

Item

ACETAMINOPHEN, 160MG/5ML CUP, SUSPENSION, box@30

ACETAMINOPHEN, 500mg, tablets, bottle

ACETAMINOPHEN, 650mg, 20ml|

ACETAMINOPHEN,500mg, tablet, blister pak, 2/pk
ACTIDOSE Aqua, 25gm / 120ml, 40z tube
ACYCLOVIR, 400MG, TABLET

ADEMOSINE, 2ml, smg/ml Single Dose Vial

ADEMOSINE, 4ml, 12mg/ml Single Dose Vial

Category

MEDICATIONS = ORAL - Oral
MEDICATIONS = ORAL - Oral

MEDICATIONS = ORAL - Oral

Quantity

Category Actions
MEDICATIONS = ORAL - Oral —_— s
MEDICATIONS = ORAL - Oral —
MEDICATIONS = ORAL - Oral -+
MEDICATIONS = ORAL - Oral -+
MEDICATIONS = ORAL - Oral -+
ANTIBIOTICS = ORALZ - Oral Solid -+
MEDICATIONS = INJ - Injectable -+
MEDICATIONS = INJ - Injectable -+

Actions

O OF O

7. On the lower right, in Selected Inventory Update the quantity of the item requested.

8. Click the Edit Icon.

9. For Quantity, enter the appropriate number.
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10. Click the checkmark icon to save or the X icon to cancel the quantity update.

Quantity Actions

O &3

11. After you have added all items to the request, on the upper right, click Save.

To respond to a resource request

1. On the Requests and Shipments tab, click Resource Requests.

REATE NEW RESOURCE REQUEST

Order# Resource Request Change Status Status

s Debrine Rosier REJECT CONFIRM

New

2. Locate the request.
3. On that row, click Confirm. The Change Status window opens.

4. On the Inventory List at the bottom approve the inventory number you are approving to send.

Requested quantity Available quantity Approved quantity
1 1
Sub Location Name Available guantity Pick quantity
EM Cache Storeroom 1 ( )
APPROVE 1
1 0
1 52
Sub Location Name Available quantity Pick quantity
EM Cache Storeroom 52 Q
APPROVE 10

5. Then click at the top to Save.
6. Click Pick. The Change Status window opens.
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7. Click Save.

8. Click QC. The Change Status window opens. Click Save.
9. Click Ship. The Change Status window opens. Click Save.
10. Click Load. The Change Status window opens. Click Save.

11. The Resource Request page opens, and the request status is Loading for Transportation.

Change Status
Are you sure you want to Transport Debrine Rosier?

Create Incoming shipment to "Brayden Heights High School (Open
POD)"

CANCEL
12. Click Transport. The Change Status window opens.
13. Click Save. The Resource Request page opens, and the request status is Transporting.
14. Click Complete. The Change Status window opens.

15. Click Save. The Resource Request page opens, and the request status is Complete.

To reject a resource request
1. On the Requests and Shipments tab, locate the request.
2. On that row, click Reject. The Change Status window opens.

3. Click Save. The Resource Request page opens, and the request status is Rejected.
To create new shipments
1. On the Requests and Shipments tab, click Incoming Shipments.

Inventory  Settings Incidents [EGEWIEEEERG RS EGE]

Resource Requests  Incoming Shipments

CREATE NEW SHIPMENT ’

2. Click Create Shipment. A window opens.

3. Click New Shipment. The New Shipment Page Opens.

Create New Shipment

@ IMPORT SHIPMENT
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In the Shipment Location list, click the location where the shipment is currently located.

For Shipment Name, enter a brief description of the shipment contents or purpose.

For Shipment Status, click the status that reflects the current stage of the receiving process.
In the Incident list, click the incident with which this shipment is associated.

Click the QC Date and The Received Date Icon to update.

© © N o g &

On the lower left, in the Inventory List, locate and click the plus icon for the items in the
request. These items appear on the right, in the Selected Inventory list.

DNR Pharmacy - 100 Date e ]

++++®-

10. On the lower right, in the Selected Inventory list, Update the quantity of the items received.
11. Click the edit icon.
12. For Quantity, enter the appropriate number.

13. Click the checkmark icon to save or the X icon to cancel the quantity update.

To import a shipment

On the Requests and Shipments tab, click Incoming Shipments.

Click Create Shipment. A window opens.

Click Import Shipment. The Import Shipment window opens.

For Name, enter a brief description of the shipment contents or purpose.

In the Location list, click the location where the shipment is currently located.
In the Sub Location list, click the sublocation where the shipment will be stored.
In the Incident list, click the incident with which this shipment is associated.

For Shipment Import, click Choose File. Your browser’s select file window opens.
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Navigate to and select the shipment file, then click Open.
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. Click Import.
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. If applicable, select the Shipment Checked check box and enter the date and time the
shipment was inspected.
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To process an incoming shipment

1. On the Requests and Shipments tab, click Incoming Shipments.
Locate the request and, on that row, click Unload. The Change Status window opens.
Click OK. The Incoming Shipments page opens, and the request status is Unloading.
Click Stage. The Change Status window opens.
Click OK. The Incoming Shipments page opens, and the request status is Staging.
Click Store. The Change Status window opens.

Click OK. The Resource Request page opens, and the request status is Stored.
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Click Save. The Resource Request page opens, and the request status is Complete.

Configure your account

To update your account
1. Log out of the EMSupply application on the web and mobile application.
2. Log into the application using your real username and password.
3. Enter or update your e-mail address, phone number, and text pager address.
4. Log in to the mobile application using your real username and password.
5. Add the EMSupply phone numbers as contacts in your phone:
e 470-260-9760
e 916-640-1307

6. Please complete the Juvare Training Evaluation Survey: https://learning.juvare.com. Thank
you for participating in today’s training!
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