DH Y Department
m OmmFurm )of Health

ImmForm Helpsheet 16 — Vaccine ordering
quick start guide

This helpsheet shows you how to start placing vaccine orders on ImmForm,
once you have registered. b

D
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1. Log intowww.immform.dh.gov.uk (using your login and passwor@f.g

How to order

2. Click on the Vaccine Supply tab at the top of the screen. @
)
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news Homse

Welcome to the ImmForm Website

e HPV March Survey {and

Tip: You can go straight to the v&ine supply home page using the following
link www.vaccinesupply.dh.g@uk (you may wish to save to your favourites).

3. Click on Add New er (in the green box or from the order tab).
.AO
Q Vaccine Supply System

Home | | Contact Maintenance | Support | About this Site
m
Weldd| add New Order ae Supply

Add New Order
This site enables NHS organi ler childhood vaccines that are purc]

Vaccine Efficiency

Introduction to VNNs for g

Ordering Shortcuts

Review of your Pediacel Of
The fatest report for the quarter
section will be updated as soon ag

National Vaccine Managemy
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4. You will then come to the Select An Account screen below.

>

5.

Note: If you only have one distributor account you will go straight to the order
page — see point 6.

S

Click the Select button for the account number you need to order f@&l\lote:
The ‘Distributor Account Name’ will have the name of the organision that the
distributor account belongs to — so for those that can order f ore than one
organisation, select the organisation you wish to order fo N

You will then be taken to the Vaccine Ordering pag%%w. Please tick the
box saying Show All Brands — this will bring up he vaccines on one page.

Alternatively, use the drop down box to select tﬁéwaccine you want to order
(You can also type the vaccine name you ree@}re directly into this box).

A
Home | Order | ContactMaintenance | Support | About this Site
Brand Selection | Order Details
7 show All Brands
| = S Order Ref ‘ To Be Allocated
Vaccine Sea
| - ‘ Order Status | Draft
| u |
Vz‘ (Al AT | Placed By ‘ Atcount:i 900000000000 -
BCG - BCG SSI
e E ‘ Delivery Point | Account: 00000000000
L = A R
/) -
E?z”/:ﬂtﬂp:w;f:;f:\t [ Delvery Address Your GP address should appear hear.
al 2
HIB/MEN C - MENITORIX
HP\./ CER\ARDE Scheduled Dispatch Date \ To bejdlsed
1 T Addto Ofder [12/04/2011 B
Submission Date
Vaccine dTaP / 1PV - REPEVAX ‘
Links Green Book Customer Reference |
SPC o e
Pack List Price £18.85 Contact [ Setect your name from the drop down box
— Pack Dosage 1| |
sy 5 Quantity [ -“‘ Delivery Instructions
(Packs) b &2 —
Add to Order
Total Pack
Vaccine DTaP/ Hib/ TPV - PEDIACEL ‘, $ad= y I‘B'a“rd == i gizkeses [Prﬁz

.%V

&@Go through the list of vaccines choosing the amount you want, putting the
number you would like into the Quantity (Packs) box, The default value is 1 —
you can highlight the 1 and delete or type over it, or use the up and down
arrows to enter the quantity of packs you want. Then click Add to Order.
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Brand Selection

[ showe All Brands

EI |

|¥accine BCG - BCG 5S1

Links Green Book | ‘O
Pack List Price £58.75 Q

Pack Dosage

Quantity
(Packs)

Add to Order

Please be aware some pack sizes are 1 dose, some are 10 00, this is shown

inred. %

If a product comes in a pack size of 10 or 100 doses yegwill get a popup to confirm
e

your quantity ordered when you click Add as showgﬁ W.
Confirmation

Please confirm you wish to add 100 doses to your
order?

Doses Warning

Yes No

8. If you order o@of the unlicensed products e.g. PPD or Viper Venom you will
get a po,pejbﬁox that will ask for the name of the prescriber or pharmacist
takin ?@ponsibility for the product. Once this information is entered, click Yes

to ck to ordering. If you click No it will remove the unlicensed product
fr@ your order.
-\C‘g r— = |
(@ Enter Practitioner Detalls
FPD - ITU s currpntly uwebcansed B the UL Please enter the names of e
pharmacists of proscr Bers taling respoositiity for he product & your
ergarmsation
Dr Amber
Yau o
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,QQ

9. Once you have chosen your vaccines and clicked on the Add to Order button,
they will appear in the box on the right hand side under 'Packs, Brand, Total
Doses' etc.

Too=—

et Quantity 1
f. t lj (Packs) ' Scheduled Dispatch Date lTn be advised ‘
_ Add to Order
Subrmission Date [ 13/04/2011 E
Vaccine dTaP / IPY - REPEVAX
Links Green Book Customner Reference \ |
7 Pack List Price £15.85 Contact [Mone Selected E
o
ﬁ! Pack Dosage 1
] Quantity 4 [~] Delivery Instructions »
= (Packs) 48
Add to Order
¥ ine DTaP/Hib/IPV - PEDIACEL B UDs) Ebc
aCCHIE BT b/ TRV = PEDIAG Pake  |Brand R | e | o it
Links Green Book ‘,n e — !g g—q o s— o 41 }M&«‘ . '!! - EW' : - l‘
SEC! || | = = = /|
Pack List Price £10.04 4 | REPEVAX 4 £7540 [ Edit ][ Detete
- 1 BCGSSI 100 £58.75 Edit || Delete
Quantity |
|
(Packs) [ 15 | PEDIACEL 15| £299.10 Edt || Delete |
Add to Order
The value of your order is £433.25
Page 1 of 5 (14 items) " NHS customers:The maoney to pay for these vaccines comes from central health funds,
All prices shown are indicative list prices for illustrative purposes only and are not the contract prices paid by

the Department of Health.

Cancel Cancel Save as Confirm
Order Changes Draft Ordler

4
10. You can add all vaccines you require onto o@order by moving down through
the vaccines and inputting the amount rs?@d and then clicking the Add to
Order button for each vaccine. )

.\

11. Please then check your list of vz;\(gqes is correct. If not, you can edit or delete
each vaccine order line. O

12.You then need to select yod’bcontact name from the Contact drop down box
just above your order ( e it says 'None Selected'). You can’t confirm your
order without selectingsa contact.

13.Then click on th 'Ct)nfirm Order button
Note: you ¢ 2 cel the order in progress (click on the Cancel Changes
button) or s&e it as a draft for further amendment later (click on the Save as

Draft N ).

14.Cli e Yes button on the confirmation pop-up.

: This pop-up includes the value of your order just to make you aware of
'\ e cost of vaccines — you will NOT be charged for the order if you are an NHS
organisation ordering for the national immunisation programme, as the money
is paid centrally. Private orders, or vaccines ordered by the NHS for travel or
occupational health use should be placed directly with manufacturers — see
ImmForm Helpsheet 13 — Vaccines on ImmForm, for more details.
If you click the ‘No’ button, you will be returned to the previous screen and can
amend your order — the order will NOT have been submitted to the distributor.
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Confirmation

Confirm Order?

The value of your order is £433.25

NHS customers: The money to pay for this vaccine comes from
central health funds.

Your order will be saved and sent to the distributor.

15.You will then be taken to the Order Confirmation page. u wish, you can
print the order confirmation (via the Print Confirma button), but please
note that the Order Confirmation will automatlc?ﬂgbe sent via email to the
selected contact (see step 12).

Order Confirmation

Order Ref: [ To Be allocated ‘
Placed By: [Account: 0o |

Delivery Point: [Account: 00 |

Delivery Address:

Scheduled Dispatch Date: ‘ To Be Advised ‘

Submission Date: 13/04/2011 E

Customer Reference: ‘ ‘

Contact: ‘ ‘

Delivery Instructions:

Items Ordered:

4 | REPEVAX 4 £75.40
1 BCGSSI 100 £33.75
15  PEDIACEL 15 £299.10

The value of your order is F433.25

HS customers: The money to pay for these vaccines comes from central health funds.
Al prices shown are indicative list prices for llustrative purposes only and are not the contract prices paid by the Department of Health.

©Cuﬂtlnug

16%1\;6333 you have reached this stage, the order will not have been placed

(QQ successfully.
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17.You can always check your order by clicking View Order History in the green
box or from the order tab as shown in step 3. The page below will open:

Vaccine Supply System m
IMMFORH1GDH GSLGOV UK | San Dot

Search Order History

Select Search Criteria | Current Orders hd Add New Order

Order History Results O
Scheduled ] Contact
=

‘ Date Created ~ | Order Ref ‘ Customer Reference Order Status Date

@ccount Info: Sold To:Movianto Account  00111111111-IMMFORM — Shipped To:Movianto Account  001111111111-IMMFORM (

Open Order - Watting to be '
/ - I
12/04/2011 12:34 0002 Dispatched 20/04/2011 12/04/2011

Submission

Time

| select |

18.You will need to click on the + to expand the view and your or ould
appear. You can view the details of the order if you click Se utton on the

right hand side.
Vaccine delivery queries

b

Movianto deliveries q/

Movianto remain responsible for the delivery o ofsred vaccines.

For any queries about Movianto deliveries, pi@ase contact Movianto customer
services with your Movianto account nurﬁlge at hand on 01234 248632 or email them
on customercare.uk@movianto.com 3

Tip: Please check your order hisQMy (see step 17) to review the status of the
order before contacting Movj@o.

Problems accessing Im 1§rm

If you have a problq@gcessing the ImmForm website, then please check the
appropriate ImmE&DN helpsheet in the first instance, as many of the common
problems and@dto resolve them are covered in the helpsheets.

Tip: Imml@ﬂ Helpsheets are published on the DH website at
WWW. in@unisation dh.gov.uk/immform-helpsheets

T@gfpsheets cover items such as:

recommended minimum system requirements for ImmForm

= troubleshooting
* how to register for ImmForm
= contact points.

If you cannot find the solution to your problem, please email the ImmForm Helpdesk
at helpdesk@immform.org.uk or call 0844 376 0040.
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