
1. Placing an order – this is done whilst you are in the client’s 

record. 

When you are in the client’s record there is a tab ‘client orders,’ click 

on this. 

 

You then have the option via tabs to, add delivery, add collection (if 

the client has equipment already), add visit. 

A delivery is the issue of new equipment. 

A collection is the collection back to the store of equipment in use. 

A visit is a call by one of our drivers to adjust or troubleshoot a 

problem with existing provision. 

 
In this case as the client has no equipment in use, add collection is not an available option 

Select add delivery. 



The following screen appears, click in the extra options field. 

 

This opens the stock catalogue search fields. 

 

If you know the item code for the equipment you need enter it in the 

‘code’ field, if not use the drop down for ‘category.’ Items are 

categorised according to type of equipment.  For example, mobility 

aids. 



 

Remember the more fields you fill in the more restricted your search 

becomes, for example if you selected mobility and then used a 

description *bed* in the description field, there would be nothing 

that satisfies these two requirements. 

If your search results in a list of items, then the list may extend to 

more than one page.  There are arrows at the bottom of the screen 

to move from page to page. 

 

Here the search is for mobility aids. 

 

You will note that some items, here the H005A have a small ‘?’ next 

to the code.  This is called a tool tip, providing further information 

about ordering this equipment. 



Clicking on the item code will open another window giving more 

detail about the equipment including user weight restrictions or links 

to suppliers’ websites. 

  

To order the equipment select ‘add to basket’ on the right hand side.  

When there is no stock of an item, alternatives may be suggested by 

the system.  You can still order an item even though stock is not 

available, it will go to a waiting list, stock is being replenished 

constantly and when th item is in stock your order will be processed. 

Once you have placed the item(s) you need into the shopping basket 

select ‘Checkout’ at the top of the screen. 

This brings you to the details of your referral. 

 



Click on the link ‘date of decision to provide’ to open a calendar to 

select the appropriate date. 

‘Client type’ and ‘delivery options’ are drop down mandatory fields. 

When complete, press continue. 

The following screen appears 

  

Move down the list of equipment confirming the required detail (on 

the right) for each item ordered.  Notes here are about the 

equipment itself for example ‘set to its highest setting.’  These notes 

are not seen until the day of delivery and should not be used for 

messages about the delivery journey. 

Remember to get the order priority right, urgent deliveries are 48-

hour priority, others are 7 day.  Please only use 48-hour priority 

where the urgency relates to the client’s needs. 

Required for discharge relates to hospital discharge, not discharge 

from your caseload. 

As you complete the detail on the right-hand side the red X will 

change to a green tick after you have pressed confirm.  Confirm each 

item in turn. 

When all ticks are green press continue. 

 


