Sefton Stores — Referrer’s guide to placing a special orders onto elms. Special order
equipment — non-catalogue items.

Funding for specialist (non-core stock) equipment is not guaranteed as there is a great
deal of pressure on the equipment budget. It is therefore essential that you provide as
much information as you can. If insufficient information is supplied the panel will not be
able to decide and this may result in a delay for your client.

All special orders are reviewed by special panel members. As soon as a decision has been
made our finance team will inform the referrer of the outcome of their special order.

If your special order is urgent, please let us know on your special-order form.

Quotations & recycled stock Information: -

If you need help to find out if we have any recycled stock or help to find a supplier who
manufactures your requested equipment. Please contact our finance team on 0151 288
6210 0r 07811 712 993

Recycled Stock

If there is an item available in recycled stock, please take a note of the elms item code for
the item of equipment.

Quotations

Once you have clinically assessed that your client needs a specialist piece of equipment, that
isn’t available in recycled stock, you will need to provide up to 3 official quotations. (We are
not able to accept internet pages as quotations).

If your special order is for a bespoke piece of equipment or you have completed a joint visit
with a rep from a company, then please ask the rep to provide you with a quotation for your
order. If only one company sell this type of equipment, then we will be happy to accept 1
guotation. Please make this clear in your request.

The onus is on the referrer to check the quotations for any errors and make sure that the
company has quoted for the correct equipment. Our finance team will only order what is
quoted for.

IMPORTANT save an electronic version (scanned or as sent as an attachment) of your
guotations for your special order on your PC ready to attach to your order.
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Adult Or Child’s Special- Order Process.

Log into the system. — Click Continue

®
tample, Referrer  Elms2
Confirm Your Details 4 [SEFTON] South Sefton Store (SEFTON) (S
Please confirm that the following details are correft. If the details are wrong, please correct them below, and select Update
Title
Forename Referrer
Surname Example
Email Byrbara jones@sefton.gov.uk
Mobile
Landline
how Other Contact Numbers ¥
. . . ¢ - )
Check your information and click ‘Continue’.
NI L SOl LA WL S5 U LS W U 0
Example, Referrer  Elms2
Session Setup - [SEFTON] South Sefton Store (SEFTON) (S
Please kelect the settings you wish to use for this session
Store Sefton Store (SEFTON) (S
Referrer exa0001
Base University\Hospital Aintree [UHA]
Budget Holder Faz Hospital JUHA]
Category Nurse
Remember theseygettings
. . (1 »
Search for your client. Click ‘Clients & Orders
Clients & Ord®#&~ Stock > Session Select~ Utilities v Links A=) @ ]

Example, Referrer  Elms2

Welcome To South Sefton Store (SEFTON) (S - [SEFTON] South Sefton Store (SEFTON) (S

ywelcome to the Serton Communi guipment >ervice VIS ordering system.|

Continue



Click “Client Search’

Clients & Ordgrs v Stock~ S

sion Select~ Utilities~ Links G e
Example, Referrer  Elms2

Client Search Welcome To South Sefton Store (SEFTON) (S - [SEFTON] South Sefton Store (SEFTON) (S

vvelcome to the Setton Communi gquipment >ervice VIS ordering system,|

Enter client’s details. Click ‘Search’

(Siaa by Clients B Orders ~ Stock~ Session Select~  Utilities Links

Client Search - [SEFTON] Sofith Sefton Store (SEFTON) (S
Please enter some searkh criteria to find a client.

Code Surname Forenanje Date Of Birth
test o

Address IMPORTANT if the client is resident inGehdene please apply the home code by clicking here ar

€710 Ut 4G Bachas D Livirpost, Wi, 9. -

TSt TEsTER
23 STREET LE1 SN

S e

Select your client from the list below. Click ‘Client code’ to open their record.

Or add a new client. (If unsure see ‘How to Add New Client’).
Clients & Orders = Stock * Session Select= Utilities * Links

| Add Client |

AN =NON=NO)

Client Search - [SEFTON] South Sefton Store (SEFTON) (S

Code Surname Forename Date Of Birth
test +f-

Address IMPORTANT if the client is resident irGehdene please apply_the home code by clicking here a

Client Ce Surname Forename  DateOfBirth Address Postcode

TES0004 TEST MR TEST 01/01/2000  SEFTON COMMUNITY EQUIPMENT STORE, UNIT 2C, BECHERS DRIVE, L9 5AY
LIVERPOOL

TES0002 TESTER MR 07/07/1919 49 NORTHWAY. MAGHULL. LIVERPOOL. 42 ES 131 78G

Make sure that all the client’s details are correct if not please change and click
‘Update’ to record any changes.

Update Client Details - [SEFTON] South Sefton Store (SEFTON) (S

Have you cheded that all of the clent details are correct? Remember weight, GP, height (children) phone number can change

Main Details
Client Code
Title Gender Male
Forename Sumame TEST
Address SEFTON COMMUNITY EQUMENT STORE Postcode L9 5AY
UNIT 2€, BECHERS DRIVE
LIVERPOOL
Mobile No o777 SMS Allowed No

Unke

(oY o T

Continue



This will show you all the items of equipment that are out with your client.

To add a new order, click ‘Create Delivery Order.’

[ o Devery o | R

Client Orders - [SEFTON] South Sefton Stare (SEFTON) (S

Working with client: TEST, TEST. [TES0004]

Order Search
Order No Requisition No Order Status
Current
Item Code Sort By Current Store Only
Order No Ascending -
Show 50 ~ entries Search
Order  Item = Description Qty | Type  Priority Order Status Booking Status Referrer/User
N 1 BOO7A  SURE FOOT BATH BOARD 1 Delivery Within 7 Allocated. BK0O9 2 on jny Example,
\ X Days 06/07/23(AM) Referrer

To expand your search, Click ‘Extra Options’

Clients & Orders v Stock ¥ Session Select v Utilities ~

ample, Referrer  Elms2

Stock Catalogue - [SE N] South Sefton Store (SEFTON) (S

South Sefton Store (SEFTON) (S - Stock Catalogue

Working with client: TEST, TEST. [TES0004]

Search Criteria (4] View As

Extra Options []

Description Recents Favourites

You can search by Item Code (SPAO1 — Adult or SPCO1 - Child) or by Category —
Adult special order. Click ‘Search’

@ DD x| 0 H o wose [

« O 0w sefton.ethiteconiine com/wet

Clients & Orders » Stock > Session Select~ Utilities = Links

Stock Catalogue - [SEFT

rrer  Elms2

South Sefton Store (SEFTON) (S

South Sefton Stére (SEFTON) (S - Stock Catalogue

ing with cliept: TEST, TEST. [TES0004]

fch Criteria[a] Vjew As #f Extra @ptions

Description Recents Favourites

Item Code Sort Order Wide Search:
SPAD1 v

Referrer

SWL over (kg)
All Categories
Category Max Page Results

All Categories 50

Continue



Scroll down the page.

Description

Item Code
spa01
Referrer
All Categories
Category

All Categories

Code

SPAD1

You will find the item ‘listed’ or in a ‘box’. Required is 1 and click gZAt[si

All Categories

SPAO1 Adult Special Order
Needs Approval Prior To

Ordering

Search Criteria[4] View A

Recents

Sort Order
By Item Code
Special/Standard
v Both
Max Page Results

> 50

Description

Adult Special Order Needs Approval Prior To Ordering

Available: 85

0 Reviews

Page 1 of 1. Go to page: 1

Click ‘View Basket’

Description

Item Code
spa01

Referrer

fents & Orders ¥ Stock ¥ Session ect »  Utilities »  Links

Checkout

Example, Refer

Extra Options

Available

85

rer  Elms2

Favourites

Wide Search:
iz

SWL over (kg)

Reviews Required

0 Reviews

Stock Catalogue - [SEFTON] South Sefton Store (SEFTON) (S

South Sefton Store (SEFTON) (S - Stock Catalogue

Working with client: TEST, TEST. [TES0004]

Your shopping basket was updated. x

Search Criteria[4] View Asf Extra Options

Recents

Sort Order
By Item Code

Special/Standard

Page 10of 1. Go to page: 1

Continue

Favourites

Wide Search:
.

SWL over (kg)

1

=
Y &



Make sure you only have your special order in the basket.

Click’ Checkou

Cliefits & Orders » Stock * Session Select~ Utilities* Links

Basket - [SEFTON] South Sefton Store (SEFTON) (S

Woerking with client: TEST, TEST. [TES0004]

The following items are currently in your shapping basket. If you wish, you can madify the Quantity Ordered from here

Item Quantity

SPAOT Adult Special Order Needs Approval Prior To Ordering 1 Bemove

Enter all the order details on this page. Click ‘Continue’

0 0|0 s 5|t x| ) st

€ C R O Hipss/sehonetiteconinecom/iet

Ztestwsciwen/mobiletr

IR LE  Clients & Orders~ Stock~ Session Select~ Utilities~ Links e ®=20

Client Orders || View Basket l Add Items

Example, Referrer  Elms2
Delivery Order Checkout - [SEFTON] South Sefton Store (SEFTOI) (S

Working with client: TEST, TEST. [TES0004]
Checkout Details

Referrer [EXA0001] Example, Referrer Order Date 10/08/2023
Base/Budget [UHA] Faz Hospital Date of Decision to
[UHA] University Hospital Aintree Provide *
Referral Date * To/08/2023
Requisition
Client Type * v Client Subtype * i
—
Emergency EOL No v Plapined End Of Life No v
Pressure Relief None v elivery Options * v

Deliver and Fit

Delivery only

Continue Cancel

Continue



All adult special orders must be priority ‘Adult Special Order’.

It is very important you select this priority - as this\is what will inform us that
an order has been placed.

m Clients & Orders» St v Session Select~ tilities ¥  Links e @ X

Client Orders || Add Items
Eims2
Place Delivery Order - [SEFTON] South Sefton Store (SEFTON) (S

Use this screen to go through and confirm all the orders you wish to place. Only those orders that have keen confirmed will be created. x

Working with client: TEST, TEST. [TES0004]

Select Item [SPAO1] Adult Special Order Need) Approval Prior To Ordering (3]
Item Qty @ This item cannot be booked onto\a journey.
[SPAQ1]_ Adult Special Order Needs Approval Prior To 1
Ordering

Qty Required 1
(Available 85)

Priority * Within 7 Days v

Short Term (weeks) Adult Special Order

Children Special Order
Within 7 Days

Click ‘Confirm Order’

Working with client: TEST, TEST. [TES0004]

Select Item

Item Qty D This item is already issued / allocated

1) This item cannot be booked onto a journey
1 a8 s

Qty Required 1

(Available 84

Priority Within 7 Day v
Short Term (weeks) 0

Req For Discharge Yes -
Discharge Date No

Equipment notes

please read tooltip.

Confirm Order

Continue



Once you have the green tick click ‘Continue’

Utilities v  Links

Client rsv Stock~ Sessior

Client Orders || Add Items
Example, Referrer

Phace Delivery Order - [SEFTON] South Kefton Store (SEFTON) (S

Use this screen to go through and confirm /I the orders you wish to place. Only| those orders that have been confirmed will be created. x

Order confirmed successfull

Select Item [SPA01] Adult Special Order Needs Approval Prior To Ordering [7)
Item @ This iteln cannot be booked onto a journey.
[SPAO1) Adult Special Order Needs Approval Prior To 1 /]
Qrdering Qty Required 1

(Available 85)

Priority * Adult Special Order v

For Adult special orders onlv

From the drop down box click ‘Add/Update details’ to open.

‘Special Order Equipment document’

AN NON=NE
Example, Referrer  Elms2

Order Document Entry

To add/edit/view the documents choose Add/Update Details. To upload a file click on the butign below.

Working with client: TEST, TEST. [TES0004]

Item Document Status
Adult Special Order Needs Approval Prior To SPECIAL ORDER ADULT EQUIPMENT - Non- Required "
Ordering catalogue

Add/Update Details

External Docs

Continue



Parts of the form will auto fill.

Please complete the form, providing special panel with as much information as
possible. Giving full explanations as to why our client needs this special
equipment.

Nobody can change the form once it has been saved and closed.

€ C a efton ethteconiine cor ot Q@ -

mple, ¢
SPECIAL ORDER ADULT EQUIPMENT - Non-catalogue Test TEST (Mr) Born: 01-Jan-2000 (23y) Ref no: TEsooos [N ESTINEENY

SPECIAL ORDER ADULT EQUIPMENT - Non-catalogue

Funding for specialist (non stock) equipment is not guaranteed as there is a great deal of pressure on the
equipment budget. It is therefore essential that you provide as much information as you can. If insufficient
information is supplied the panel will be unable to make a decision and this may result in delay for the
client

Service User Details

Line Manager Details

test

0151 288 6208

Y Oime

Priority

Risk Assessment Details

10/08/2023

test

f YES what was the cutcoms of your application?

Reduction or prevention of care package?

"edUCE B Care package? w0 Mo g
0 Mol

T0ns, Please Can you test

Delivery Details

test

Seveand e

Once your form has been completed press ‘Save and Close’

Continue



The status will state

c/ms
_—
Order Document Entry

To add/edit/view the documents choase Add/Update Details. To upload a file cii

on the button below.

Working with client: TEST, TEST. [TES0004]

Item Document
Adult Special Order Needs Approval Prior To SPECIAL ORDER ADULT EQUIPMENT - Non Completed View/Update Deta
Ordering catalogue

To add your quotations to the order, click ’External Docs’.

Click ‘Add Document’

RO -=ROR=RO,

External Docuients Test TEST (Mr) Born: 01-Jan-2000 (23y) Ref no: TEsoo04 [N (RN ol

A Documen

Click ‘Choose File’ to find the quotations for this special order.

xample, Referrer  Eims2
Load Exdgnal Document Test TEST (Mr) Born: 01-Jan-2000 (23y) Ref no: TEsooos [ENEY VNN

Comment

Type

File ChooseFile | No file chosen

Continue



Search your PC for the saved quotes, click on the first one that you want to
attach.

(2 Choose File to Upload

T « Scan » Personal v U Search Personal £
Organise ~ New folder = - ﬂ
~
~ Name Date modified
7 Quick access
I Desktop test quote 2.docx 05/06/2020 11:49

= Test quotation.docx 05/06/2020 11:46

¥ Downloads

All attached quotes will show here on the order.

Load External Document Test TEST (Mr) Born: 01-Jan-2000 (23y) Ref y

Comment
Type

Flle Choose File  No file chosen

The file has been uploa

server

Submitted,
’ Trainee Five.docx

As
Comment

oo v\
Once you have attached all the quotations click ‘DONE’

This screen shows what external documents you have added to your special
order. Click ‘Next’.

B erer
External Document Test TEST (Mr) Born: 01-Jan-2000 (23y) Ref no: TEs0004 RN R anand

Created Type Added By Commeqt File Name Profession Select
10/08/2023 EXA0001 [Trainee Fiwy docx] Trainee Five.docx View
11:09

A Domen

Continue



Click ‘Continue’.

Order Document Entry

To add/edit/view the documents chaose Add/Update Detals. To upload a file click an the button below,
Working with client: TEST, TEST. [TES0004]

Document Status

Adult Special Order Needs Approval Priox To SPECIAL ORDER ADULT EQUIPMENT - Nan: Completed

View/Update Deta ~
catalogue

Ordering

Where are we delivering the goods too. Does the delivery address need to be
changed? If so, click ‘Change Booking Address’

PEVRRRE  Clients & Orders = Stock= Session Select~ Utilities = Links S @ ¢
Eln
Hold Orders - [SEFTON] South Sefton Spére (SEFTON) (S
Working with client: TEST, PEST. [TES0004]
Please enter any’notes below.

Address Type Elms Delivery Address

Property Type Owner Occupier

Address SEFTON COMMUNITY EQRIPMENT STORE, UNIT 2C, BECHERS DRIVE, LIVERPOOL. L9 5AY

Change Booking Address

Subarea Aintree

Mobile No

Journey Type Normal -

Hold Reasan Restricted item on booking

Booking notes please read tooltip

. \m

If there is any information that you think our drivers will need to know please
enter them in the ‘Booking Notes’. EG. Client is slow to answer the door.
Please deliver to back door not front\door.

To complete this booking click ‘Continue’.

Continue



All special orders are automatically placed on hold awaiting the outcome of the
special panel decision.

This page also tells you what documents have been attached to the order.

If you have missed an external document, you can still add it from here just
click ‘Attach File.

When you reach this page, you have completed your special order and panel
will consider it.

This page is printable for your records.

RLAIS UI FIacea UTueTs - [SEF TUIN] SUUL SE1L0M SLUTE [3EFTUI (3
Working with client: TEST, TEST. [TES0004]
The D ully placed on the system. You may wish to print this page out for future reference
Client Codes
Eims Code NHS Code 212121212
1AS/ICS

Booking Details - BK00930287

Status Held: Restricted Item On

Delivery Date

Pre Arranged Delivery Type Nox
Part Delivery Urgent no
Notes
Bddrecs N COMMIINITY FOLIPMENT STORF 1INIT ¢ RFCHFRS NRIVF
c
Order No 114
Item SPAOT: Adult Special Order Qty 1
Needs Approval Prior To
Ordering
Requested Date 10/08/23 Contact
Date of Decision to Provide 10/08/23 Referral Date 10/08/23
Authorised
Loan or Hire Loan
Priority Adult Special Order Status Allocated
Referrer Example Referrer
Documents SPECIAL ORDER ADULT

Attach File

EQUIPMENT - Non-catalogue
[Trainee Five.docx]

Please click Finish.

Continue




This is what your special order looks like on your client’s home page.

Urue siyfor ivo Uruer st
Current v
Item Code

Current Store Only

rder No Ascending

Show 50 v entries Search
Order  Item Description Qty  Type Priority Order Status Booking Status Referrer/User
5 1 BOO7A  SURE FOOT BATH/BOARD 1 Delivery Within 7 Days  Allocated BK00930282 on jny Example,
\ \ 06/07/23(AM) Referrer
12 HOO5  Trolley SWL 77.8kg 1 Delivery Within 7 Days  In Use. Completed:  BK00930284 complete Mills, Sharon
ii ' 13/07/23 13/07/23
r 113 H002  Standard Perching Stool Adjustable 1 Delivery Within 7 Days  Allocated BK00930285 held Mills, Sharon
Height
B 14 SPAO1  Adult Special Order Needs Approval 1 Delivery Adult Special  Allocated BK00930287 held Example,
Prior To Ordering Order Referrer
Showing 1 to 4 of 4 entries Previol - Next
e ..

Please note: - you could be emailed for more information to support your
application for specialist equipment.

Please can you send your email response to all email recipients as soon as
possible. To help stop any delays for our clients.

Continue



