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 Open the form 
Brian will send an email letting you know if either of the forms has been updated.  You can always access the forms on the 
ClinicSource or at the following addresses (these are great links to bookmark): 

Meds & Vaccines: 
http://www.minneapolismn.gov/sbc_medsvaccines  

Clinic Supply: 
http://www.minneapolismn.gov/sbc_clinicsupply  

 Save the form 

When a new version of a form comes out, you will want to save it to your computer. 

In Internet Explorer, select File from the Menu Bar.  Then select Save As. 

 
Save the form to a convenient folder on your computer. 
You may want to create a special folder just for orders. 

Whenever you want to submit an order, use this file you just saved onto your computer. 
Make sure to delete any old versions. 

http://www.minneapolismn.gov/sbc
http://www.facebook.com/mplssbc
http://www.minneapolismn.gov/sbc_medsvaccines
http://www.minneapolismn.gov/sbc_clinicsupply
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 Fill out the form 

When you are ready to submit an order, find the form you saved to your computer and open it. 

Select your school, your name and the order and delivery dates. 

 
Enter the quantities of the items you need and enter any special instructions. 

Click the Submit by Email button. 
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Select Internet Mail. 

 
Choose a folder to save the data file.  The file name should look something like this: 
SupplyRequest_ClinicSupply_031412.xml. 

Click on Save. 
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 Send the Data File 

Now go into your email account and create an email to minneapolissbc@minneapolismn.gov. 

Click on the Paperclip (Add Attachment) button. 

 
Click on Browse and locate the data file you just saved.  Click on Open. 

 
Click on Attach.  You may select additional files to attach. 

http://www.minneapolismn.gov/sbc
http://www.facebook.com/mplssbc
mailto:minneapolissbc@minneapolismn.gov


 

Supply Request Forms User Guide 
Clinic Supply and Meds & Vaccines 

A program of the 

 
 

www.minneapolismn.gov/sbc  www.facebook.com/mplssbc  Version: 03/12 Page 5 of 5  
 

5 

Click on Close when you’re done. 

 
Click Send when you’re ready to send the email. 

 

Your order is now sent and will be filled on your scheduled delivery date! 
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