MINNEAPOLIS A program of the
SCHOOL BASED 3% Supply Request Forms User Guide ’
CLINICS : Clinic Supply and Meds & Vaccines == Dyt ot om

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_clinicsuppl

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.
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CLINIC

[ School Based Clinics

e Supply Request Form SUPPLY

Version 1.0:05/17

Sehool Based Clinic Requestor Date of Order Date for Delivery

|<Select> I I-:Sele-:l> I I(Seletu [ If‘SeIetu I
Please submit arder no later than 24 hours prior to delivery time.

General Medical Supplies

Ammania Inhalant itemis) Syringes: Vanishing Point, box|es) of 100

Alcohol Ispropyl. 70% (Rubbing) btlis), 160z 23x17 23 % 1-1/27 25 % 5/87 25% 17

Alcohol Prep Pads boxies) of 200 25x 1-1/27 26 x 3/87 2712

Applicator: N5, Cotton-tipped bag(s) of 100 Table/Exam Paper casels) of 12 rolls

Applicator: Sterile, Cotton-tipped boxies) of 100 Test Tubes with Tops® item(s)

Applicator, Ob/Gyn Rayon Tipped itemis) Thermometer, Digital* item(s)

Asthma Inhaler Extenticn Tubes boxies) of 32 Thermometer Probe Covers item(s)

Cotton Balls, bag(s) of 100 Sm Med Tangue Blades, Non-Sterile baox(es) of 100

Dental Dam itemis) Tongue Blades, Sterile baox(es) of 100
- Distillied Water Aallantel Tevwiel 2-nlw Plastic Rack cazalel n‘!‘:'m!" 1=
e oae an3aa0 XA

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.
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9 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.
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ety I Supply Request Form SUPPLY
Version 1.0:05/11
School Based Clinic ' Requestor Date of Order Date for Delivery
|<Se|l.'(l> .I |<59|E(:, I I<$elecl> I I<Se|ecl> I

Please submit order no later than 24 hours prior to delivery time,

General Medical Supplies

Ammonia Inhalant item(s) Syringes: Vanishing Point, box(es) of 100

Alcohol Ispropyl, 70% (Rubbing) . .bll{s}. 160z 2317 23x1-1/2" 25 ¥ 5/87 25x% 1"

Alcohol Prep Pads [ ] box{es) of 200 1z | 2exye | 27xu2]

Applicator: NS, Cotton-tipped . .baglsi of 100 Table/Exam Paper case(s) of 12 ralls

Applicator: Sterile, Cotton-tipped .bo;g[es] of 100 Test Tubes with Tops* .i@mm

Applicator, Ob/Gyn Rayon Tipped [ ] item(s) Thermometer, Digital* [ itemts)

Asthma Inhaler Fxtention Tubes 1 boxles) of 32 Thermometer Probe Covers _itE mis)

Cotton Balls, bag(s) of 100 sm | Med | Tangue Blades, Non-Sterile " boxles) of 100

Dental Dam [ ] item(s) Tongue Blades, Sterile " boxes) of 100

Distilled Water —gallon[5| Towel, 2-ply Plastic Back _cag_-(g] of 500

Draw/Drape Sheets, 48" _casels] of 100 Towelette, Banzalkonium Chloride _box[Es] of 100

Eyewash Kit .kit(s] Toumniguet, Latex-free .hm:[esl of 25 -
ey o | Brumnae. [P | e
et rer 3=

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

Click the Submit by Email button.
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Request #8  <Select> 5 Oy Sheet Pratectors boxies) of 100 3
Request #9 <Select> = Qty Stamps sheet(s) of XX
Request #10 <Select= i Qty Stapler ftemis)
Staple Remover itemis)
Staples |boxles) of 5000
Tape
Packing Tape | lrollis)
Scotch Tape rellish
Scotch Tape Dispenser ftemis)
Shipping Tape with dispenser rollis)

*while supplies last

Special Instructions/Comments
Click "Submit by Email” to submit form.
Then select "Internet Mail” & save the data file to your computer.

Email the data file a5 an attachment to
i Lminneapolis. mn.us.

[ submitbyEmail | [ PrintForm |
2
Sl ke T ;
[T TR e e [ % Lo
fQoooocodd S EHEEES 1 smee

www.minneapolismn.gov/sbc ®* www.facebook.com/mplssbc Version: 03/12 | Page 2 of 5 -I



http://www.minneapolismn.gov/sbc
http://www.facebook.com/mplssbc

MINNEAPOLIS A program of the
SCHOOL BASED Supply Request Forms User Guide ’

CLINICS Clinic Supply and Meds & Vaccines R

Minneapolis
City of Lakes
Select Internet Mail.
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Request #4 |<Select> " Qty — =
= Scissors itemis)
Request #5 | <Select> g Qty o — r
- Sharpie: Fine, individual black red
fequest #6 | <Select> 1 Quy '
= Sheet Protectors box(es) of 100
Request #7 | <Select> 7 Qty
— Stamps sheet(s) of XX
Request #8  <Select> 1 Quy
—_ Stapler item(s)
Request #9 | <Select> = O =
— item(s)
Request #10 <Select> —

box(es) of 5000

Piereselt Outtek Erprass, Meroizt Outioc, Eutes, o Mo

2 Intermet Ervd
rollis)
Vit 1 Pt e, ¥ ol L ave o R o3
1y e s e 48 G 0 roll{s)
[a e r— penser itemi(s)
= Coxd_|
S vith dispenser roll(s)

“while supplies last

Special Instructions/Comments
Click "Submit by Email” to submit form.
Then select "Internet Mail” & save the data file to your computer,
Email the data file as an attachment to
brian may@ci.minneapolis.mn.us.

[ submitbyEmail | [ PrintForm
2
[T [T I ... oo ] %,
SEEEEEETENE T EER | sma
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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Request #4 | <Select> j Quy ) |
Scissors itemi(s)
Request #5 |<Select> j Qty o |
Sharpie: Fine, individual black red
Request #6  <Select> 7 Qty — —
= — Sheet Protectors box(es) of 100
Request #7 |<Select> | Qty 1
= — Stamps X sheet(s) of XX
Request #8 |<Select> [Send P tara a B %]
Savin [ Hory ¥ o D ' item(s)
Request #9 |<Select> I =
itern(s)
Request #10 <Select> -
Documanty box(es) of 5000
@
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) .o (s}
s - rollfs)
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ey —
q e SupolyFoganst i Supol, 0511 o S roll(s)
Myl Savm st |0, Fies el gl Cancel_
*while supplies last
Special Instructions/Comments
Click "Submit by Email" to submit form.
Then select "Internet Mail" & save the data file to your computer.
Email the data file as an attachment to
brianmay@ciminneapolis.mn.us.
[ submitbyEmail | [ PrintForm |
2
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e 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.
%.'... £ s DR M "..-_‘
‘“:M;::«: es FEmete droers | doe Coechnstty 3t 1106305 e .1....“..‘: '|munw

22/ |_{ Mt b imprespstain... | 88 =
. ek 2 L 18 o |

| bt
1| catendar
b Contants
%i_‘?__..—_—..
.3&- (g ot & resre A 10
] oy I
e rewmal.
r F = @ beere: amm -
Bl 2w s b [ Brammnmor T L saw e | ot {2 :::-
Fuocuoood I 8E0EE0 L s
Click on Browse and locate the data file you just saved. Click on Open.
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Click on Attach. You may select additional files to attach.
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Click on Close when you’re done.
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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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