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Westminster Integrated Community Equipment Service

Medequip On-line Ordering
Guidance / Help Document

Welcome to the Medequip On-line Ordering System.
This document provides you with some basic information and guidance on the on-line ordering system.  These details are based on the ‘Help’ pages on the On-line Ordering website but have been modified to be Westminster specific.  Any feedback you can provide on their helpfulness or possible changes you feel would be beneficial would be appreciated.
1. Log In

Website Address: https://www.onlinemedequip.com/medequiponline/  
Enter Your Pin Code and Password which you will receive from Westminster Contracts Department.  If you are both a prescriber and an authoriser of orders for other staff in your team, then you will receive two pin references. 

Please ensure that you only use the authoriser pin reference to log on to authorise orders for other staff. 
On your first visit to the site you will be using a temporary password and you will then be required to change this to your own individual password. Your pin code is unique to you and should not be used by any other prescriber.

You will also be asked to provide your full contact details and it is important that you do this fully and correctly to ensure that necessary liaison can take place as necessary.

The On-line ordering system is a live database of service user information and therefore your password should be treated with the same level of confidentiality and security precautions as for any other service user details.
When recommending equipment for a service user, you must also ensure that you give then a copy of the Community Equipment Service User Fact Sheet and explain this to the individual, including the fact that information is shared with Medequip. 

Click “Enter our Secure Site”

The screen changes to the “Home Page”

Here you are presented with the main screen area, which displays statistics on “Delivery and Collection Requests”, the “Authorisations” required against your account, and “Custom Links”, to other relevant documents and internet sites. Clicking on the associated hyperlinks under each category will bring up further detailed information about item.

Subject to user login permissions, the left hand vertical bar displays the functions that can be performed, these are:
· Home Page – the current page after logging on, click this to return here, when you are anywhere else in the site. This page has details of your orders (outstanding deliveries and collections, authorisations) and Custom Links to useful documents and links. 
· Add New Order – used to enter new orders and to search for and set up new users (clients).

· View Catalogue – for viewing the Medequip catalogue, complete with images. Make sure that you click the ‘turn on images’ box to see the catalogue product details. You will at this time need to refer to the main catalogue for details of prescriber guidance.
· Specials Catalogue – this includes the items within the Westminster re-cycled specials store. You can search on a variety of categories of items and should do this before ordering any item. 
· Service User History – used to search for “Service Users” and display their service history. Items can be “ticked” for collection and those items then collected.

· Authorisations – some items will require further authorisation/approval, these are displayed here, and can be selected as: “Authorised” or “Rejected”. Further notes as to why can be entered.

· Activity Report – Displays transactions (deliveries and collections) that have taken place on the account within a chosen date window.

· My Account – Here details of the logged in user can be changed; including password

· Email Local Depot – Send an email to your local depot (this will open your email program)
· Help – This help file

· Log Out – Takes the user back to the logon page.

2. Add New Order

Add Order Step 1 – Find a Service User

Finding Service Users - Either enter the “Service User Number” if you know it, or fill in as much informational detail as you have in the remaining fields, then click search, you will be presented with a list of possible “Service Users” that match your search criteria, select the one you require.

Ensure that you check against a variety of fields (e.g. name, postcode) as some service users may have more than one spelling of their name. It is important to avoid duplication of records for one individual.
If you find details that are duplicates, or your service user’s details need updating, please contact Medequip to update the information as prescribers do not have direct access to this facility.
If you cannot find the service user you can at this point – “Add a Service User”.

Add Service User – Click “Add User”

The screen changes to – “Add a New Service User”.

Fill in all pertinent details on the screen except for “Service User Id”. It is important to be both comprehensive and accurate in your data entry so check details are correct and completed. When you have entered all the Service User details, click “Generate ID” and the “Service User Id” will be filled in for you. Having added the service user you require, click “Save Service User” to continue.
Having now selected the service user you require, click on their account details.

The screen changes to – “Add Order Step 2 – Select Products”.

Select a product category from the dropdown list or enter a stock code or partial description, and carry out a search to find the item(s) you wish to select from, then select the: “Delivery Speed”, Qty” and “Order Type” – before selecting the hyperlink of the item from the list, the item will then be added to the (shopping) “Basket”. If you change your mind or simply make a mistake, clicking on the item in the basket will delete it.
Delivery Speed: there are a number of different options for speed of delivery but you should usually only use the standard delivery speed. Urgent and Emergency orders should only be made in exceptional circumstances and you should discuss the need for these with your manager wherever possible before ordering.
Standard – 3 day

Urgent – same day

Emergency – next day

5 day – standard for collections

6 day – for non stock specials as these have to be ordered via the manufacturer

Weekend – normally only used by Medequip to document out of hours.

Delivery speed should be entered before any products are selected.
Order type: this field provides information about the nature of the service user in relation to care group. You should select the most appropriate from the following options:

Older People 65+ (the default)

Physical Disability 18-64 years

Learning Disability 65+ years

Learning Disability 18-64 years

Mental Health 65+ years

Mental Health 18-64 years      

Paediatrics

Other  
Continue this process until all items have been added to the order; check the details, and then click “Next Step” to continue.

Specials 

Re-cycled specials must always be checked before placing an order for a specific service user and you will need to order these by going to the Specials Catalogue first to select the item. At present, only one item can be selected per order, so if you wish to order more than one re-cycled special at one time, you will be required to make 2 orders, The ability to order more than one re-cycled item will be available in the next upgrade of the system.  You can click from the specials catalogue screen once you have identified a product you want to place an order.
Non Stock Orders can be made online – click on Add Special Item.  The 6 day delivery time should be used as these items take longer to supply as they have to be purchased from the relevant manufacturer. When ordering a non-stock special, it is essential to include all relevant product details (cost, code, description, supplier details) in the box on the order page.

All specials must be accompanied by a specials form. Catalogue, recycled specials need to be authorised by your manager and non stock items by a Specials Panel member. There are two relevant template forms, one for Stock / Re-cycled specials and one for Non Stock Specials. These can be found on the Custom Links page and can be saved locally on your computer for completion and the case records, and then uploaded as an attachment to the relevant order. Ensure that you discuss if possible with the relevant manager first. Without full justification and all relevant information, the order cannot be approved by the manager who will be notified by email of an authorisation to be made. Please note that at this time only one document can be attached per item ordered.
As the system does not allow a 2 stage authorisation process for non stock specials (orders for which should be relatively infrequent), then it is recommended that prescribers discuss non stock specials requests with their immediate line manager and obtain their agreement and record this on the specials form via email correspondence and documentation in the case file for audit purposes. It can then be electronically to the appropriate Specials Panel member for authorisation. 

The screen changes to – “Add Order Step 3 – Review Products and Check Authorisation”.

All the items from the previous step are displayed.

No CTE = No Close technical equivalent – if you tick this box, then if the exact item is not in stock but an agreed close technical equivalent product is available, it will not be supplied (exact product only will be supplied). 

Keep boxed = if you tick this box, the technician will not install the item. This may be relevant if you do not want the service user to attempt to use the equipment prior to your follow up visit. However note that you will then be required to fit the equipment.
It may at this point be necessary to get some or all of the items authorised, if this is the case select an authoriser from the drop down menu, and click next to continue.

Authorising managers: all authorising managers will be listed in the drop down menu. Ensure that you select your own line manager or an alternative from your service if they are not available. The selected manager will be notified by email that they need to log on to authorise an order. Inappropriate selection may result in delay to an order being progressed.  Non stock specials require a specials panel member authorisation. Discuss the order first with your manager and obtain their agreement.
The screen changes to – “Add Order Step 4 – Delivery/Assessment Information”.

Select the relevant dates from the pop-up calendar, enter a property type from the drop down list and enter any delivery notes as relevant. Click “Next Step” to continue.
Please note at this time a forward discharge date will not be accepted so current date must be used and information re discharge date where applicable in free text information boxes. 
The ‘delivery information’ box information you enter will be visible on the service user’s delivery note when their equipment is delivered. The ‘internal notes’ are only visible to Medequip on-line.  Please double check to ensure that any sensitive information is only entered into the ‘internal notes’ box.
The screen changes to – “Add Order Step 5 – Review Order and Provide Information”.

Here you can review your order, fill in any “Further Contract (Specific) Questions” as required and attach associated files. Click “Attach Files”.
The screen changes to – “Add Order Step 5 – Attach Documents”.

From the “Select Stock Item” drop down list select the stock item that you wish to attach a file to. Next click “browse” and search for the location where the file you want to attach is located. Once you have found the file, click it and then click “Attach File”. Continue this process until you have attached files to all items on the order that are required. then click “Exit” 
Template diagrams should be used for minor adaptations (grab rails, bath rails etc). These are available on the custom links page. Each template should be saved locally on your computer for completion, and for the case records, and then uploaded as an attachment to the relevant order as above. 

Please note that at this time only one document can be attached per item ordered. (You should also ensure that you select the relevant item ‘Select Stock Item’ as above, to which the document needs to be attached from the drop down list.)
The screen changes to – “Add Order Step 5 – Review Order and Provide Information”.

You have now completed raising the order. Click “Send Order” to confirm it or click “Previous Step” to review and make changes.

Checking orders

Prescribers should check their home page regularly following submitting any orders that need authorisation. Check if the order has been accepted or rejected and action as relevant. 
3. View Catalogue 

This provides information on all the Westminster catalogue stock items. 

Select a Product Category from the drop down list or enter a partial description and perform a search. The list of items you selected will be displayed. Clicking on any one of the hyperlinks will display further details and an item image (if available).

· Repairs (WOR855) are found under Miscellaneous section

· Miscellaneous Adaptations (WOR850) under Rails and Minor Adaptations section.

· Chair and bed raiser requests when uncertain of exact raisers required, use TEC105 or TEC110 found under seating or bedroom categories respectively.
· Joint visits – can be found under Miscellaneous with the code TEC400. 

4. Specials Catalogue
This catalogue includes the re-furbished/re-cycled specials in storage at Medequip warehouse. These items have already been paid for by Westminster and can be issued at delivery cost only and should always be considered for any order. 

Due to difficulties classifying some items, it is worth checking more that the ‘obvious’ equipment category, and searching with key words. Items can only be ordered by going through the Specials catalogue first. 

Items with no photograph available are not in stock. 

5. Service User History
Type in the “Service User Number” or partially fill in the remaining fields and click search, select the user from the list presented, scroll to the bottom of the screen (if necessary) and mark items for collection if appropriate. Once you have finished marking items for collection, click “Collect All Ticked”
Service user history details can be useful to see what equipment has previously been ordered / collected, by whom and how recently.
The screen changes to – Please Enter the Collection Details for These Items

Select the “Collection Speed” from the drop down list; enter any pertinent “Collection Notes”. Click “Send Collection Request” to continue or “Cancel” to go back. Items that you have processed will have their status changed to “Awaiting collection”.
It is not possible to add a new order to be delivered using this screen.
6. Authorisations

Here you see a list of current authorisations with their associated status clicking on any that are highlighted will present you with further information; for example, if an item has been rejected you have the opportunity to “Accept Decision” or “Resubmit Order” – its status will then change to “Waiting Authorisation”.

It should be noted however, that accepting or rejecting authorisations is a managerial function and as such, can only be completed when a user with sufficient rights, logs on to the system and audits their outstanding authorisations, approving or rejecting accordingly.

Approving or Rejecting Items for Authorisation

Log on to the system as a manager using your specific authorising code where appropriate and click “Authorisation” 

The screen changes to – Authorisations to Review
A list of items for review are presented, click on each one in turn, either accepting or rejecting it (if you reject it you must provide a reason). When complete, click “Exit”.
If required it is also possible to authorise orders on other managers behalf. Click on the “Authorise Other Users Requests” drop down and select another manager from the list, and repeat the authorisation process for that user.
7. Activity Report
Display all Delivery and Collection activity that has taken place under that users login between a start and end date. Enter Dates, click search to display list.
8. My Account
Used to change your current log in details:

Change “Password” – Click “Save New Password”.

Change “Contact Details” – Click the “Disk Icon” to save for each respective field that you change.

Change “Current Email” - Click the “Disk Icon” to save.

Or Click “View and Edit Full Contact Information

The screen changes to – “Please Supply Your Personal Details”
Modify or complete your personal details here accordingly. Click “Save Changes” to continue or “Cancel” to exit. “Change Password” takes you back to the previous screen to modify your password.
9. Email Local Depot

Click this to call your email product. (In this case Outlook Express).The “To” address will already be filled in with the appropriate depot email address for your convenience. 

10. Help

Calls basic version of this document – Read as required.
11. Custom Links
A number of forms and links are available On-line. 

Minor Adaptation Templates

1. Bath rails

2. Bed Lever

3. Blank / Miscellaneous

4. Doorway

5. Drop Down Toilet Rail

6. Stairs Fan Landing

7. Stairs Square Landing

8. Straight Stairs

9. Toilet Rails
Assessments

1. Risk Assessment Form

2. Bed Rail Assessment Form
Specials Justification Forms

1. Non - Stock Specials Justification Form

2. Stock – Re-cycled Specials Justification Form

Service user information sheet

Service Feedback Form
Online Ordering Flow Chart
Forms can be saved locally, completed and then uploaded as an attachment as appropriate.
Prescriber Bulletins and other information will also be made available.
12. Log Out

Click this to leave the system and return to your log in screen.

More questions?

If you have any questions or queries regarding orders made using the on-line ordering process, or logging in / Password access, please contact either:

Shenaz Munogee, Contracts Officer
Email:
smunogee@westminster.gov.uk     Tel: 
020 7641 3455
Lisa Haynes, Customer Services, Medequip    Tel:  020 8750 1580

Further details on the roll-out of on-line ordering or general enquiries, please contact: 

Mandy Sainty, Disability Policy Officer, Westminster Adults Services msainty@westminster.gov.uk or 
Louise Maile, Service Development Manager, NHS Westminster louise.maile@westminster-pct.nhs.uk 
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