




Guidance Notes for Ordering from Supply Chain On-line
Full guidance to on line ordering can be obtained by accessing the pdf files on the home page of the Supply Chain On-line website.  lol.logistics.nhs.uk


The topics covered are as follows:-

1
General principles
1.1
User roles


1.2
System conventions


1.3
Key to system icons

2.
Logging-on

2.1
Logging on to Supply Chain Online


2.2
The Supply Chain Online home page

 
2.3
Passwords and login

3.
The Supply Chain On-line home page

4.
Roles and menu options

5.
Creating a new order

5.1
Selecting your Trust and requisition point


5.2
The order screen


5.3
Adding lines to a new order


5.4
Adding lines using a National Product Code (NPC)


5.5
Adding lines using a local product code


5.6
Adding lines using and ad-hoc product code


5.7
Adding lines using the search facility from the catalogue menu option


5.8
Adding lines using the browse facility from the catalogue menu option


5.9
Adding e-direct lines to an order


5.10
Viewing detail lines in the order


5.11
Amending, and deleting lines from the current order


5.12
Saving the current order and using saved orders


5.13
Checkout – submitting a complete order


5.14
Delete order


5.15
Show / hide quick add

6.
Creating a quick order

7.
Authorising orders

8
Order status

8.1 Awaiting authorisation

8.2 For authorisation

8.3 Saved orders

8.4 Latest orders

8.5 Latest external orders

8.6 Latest non-stock prders

8.7 Order status messages

8.7.1 Trust status messages

8.7.2 Logistics status messages

8.8 Unsatisfied lines

9 Favourite lists

9.1 Favourite lists and their uses

9.2 The favourite screen

9.3 Creating new favourite lists

9.4 Creating favourites with zero quantities

9.5 Copying favourites to other requisition points

9.6 Creating orders using favourites lists

9.7 Automatic advice of changes to favourites

9.8 Printing favourites list

10 Standing orders

10.1 Creating a standing order

10.2 Auto send

10.3 Authorised

10.4 One-off post-dated orders

10.5 Saving and changing standing orders

10.6 Setting a manual date

10.7 Automatic advice of standing orders affected by a bank holiday

11 Reports

11.1 User report – viewing your own user roles

11.2 Mask report – viewing masked items

12 User maintenance

12.1 Access to user maintenance functions

12.2 User maintenance

12.2.1 User details

12.2.2 Roles

12.2.3 Trusts

12.2.4  Requisition points

12.2.5 Information

12.3 Creating a new user

12.4 Deleting a user

12.5 Setting up the user hierarchy

13 Masking

13.1 Excluding catalogue items at Trust level

13.2 Creating masks for requisition point level

13.3 Allocating requisition point masks

13.4 Mask report

14 Requisition point maintenance

14.1 Creating a new requisition point

14.2 Amending a requisition point

15
Help
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