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PURPOSE:

This procedure will allow the user to add new items to the ORMED system to provide
consistency in ordering and allow the user to efficiently communicate the correct item

information to the Materials Management Department.

POLICY:

e QUA50100 Purchasing and Inventory Policy

PROCEDURE INSTRUCTIONS:

Step Action
Once the appropriate item has been established (see QUA50200 Selection Based on
the Ability to Meet Requirements), gather all of the item details and enter them in the
1 ORMED system.

NOTE: Only the Manager of Diagnostic Services, the Laboratory Supervisor and

the Tech lls have been granted access to the ORMED ordering system.

If: Then:

The vendor already exists in ORMED Proceed to Step 3.

Set up the vendor as described in
QUAS0220 Adding and Removing
Vendors from ORMED. Proceed to Step
7.

The vendor does NOT exist in ORMED
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From the desktop, click on the Supply Chain icon. —":‘
3 B
Supply Chain
Click on the Materials Management icon. =)
4 =& 1| Materials Management
i L-B

1 KB

Click on the MM Manager icon. MM Manager
5 - Shorkout

Fill in the User ID and Password

_ _ MM Manager
fields. Ensure the Schema is
LabMaint. User ID [CRUSSELL |
Password || ‘
6 Schema LabMaint ~|
oK Cancel ‘
Builck: 8000
Revizion 2013.2
Click OK.
Click on the Item Catalog icon. a@
7

Click on the Create New icon.

° [

In the General tab, fill in as much information as is available. The fields with the

pointing finger next to them are

required. The most difficult field ftem #: o |004142 ORMED X Catalog &
9 | tofill outis the Iltem # field. If you  Desc1: # |Dura Therm 3 Barcode Labels

inadvertently select a number that ~ Desc 2 2.5x1.25

has already been used, it will let Comimon Mame: LIS Trisl Labels

you know when you try to save.

NOTE: Thisis a CONTROLLED document for internal use only. Any documents appearing in paper form are
not controlled and should be checked against electronic version prior to use.

FILENAME: QUA50230AddingandRemovingltemsfromORMEDPRO.doc | PRINT DATE: 14 July 2014




TITLE: Revision Date: Issue Date:
Adding and Removing Items from ORMED 14-July-2016 14-July-2014
Document Number: QUA50230 Status: Approved

Distribution: Laboratory Quality Manual Page: 3 of 7

The Commodity and Category fields are for the Finance Codes. If you are unsure of
which codes to select, consult
_ _ _ Commodity: = [1.11570 = | |Lag meveEnTory
QUAS0240 Diagnostic Services
Category: & (41020 = | [papEr sTOCKS
Finance Codes and QUA50250
Secondary Code Descriptions.
10
NOTE: Finance has not yet updated the codes in the ORMED
system. If you cannot find the correct codes in ORMED, pick the
best one available and add the correct code to the Notes tab for
this item. Report this to the Manager of Diagnostic Services for
follow up with the Finance Department.
In the Status box on the General tab, check the applicable boxes Status
. [ Stock
for the item. vV Active
NOTE: If the Stock box is not checked (non-stock item), you ; ga_:-ﬁ':'”ds
FILICa
11 | will not have access to the Inventory tab and can skip to Step [ Expiry Date
[ Reusahle
14. [ Latex-Free
[ HsT
[T
In the Inventory tab, select the Inventory and Account fields as shown. These are
the only choices available that are applicable to the Laboratory.
12
Iwverntary: - |LAEI.IMTCE ﬂ |GENER.2-.L INWEMTORY
Account @ [1.11570INVENT = | [GENERAL INVENTORY
The ROP field is for our minimum volume of stock on ROP: Ii':'
hand. b2 0
13 | The MAX field is for our maximum level of inventory. By N
The Location fields are to indicate where the items are  Lacation #1:
stored in the laboratory. Location #2:
14 | Inthe Vendor tab, click on the Add button. T
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Use the Search feature to Yendor Selection X
find the correct vendor for Bile Edt View Help
. T . ¢ Search ad d u
the item. Highlight that item, &)| @ seorch [ advances Uso
Find recards where “endor Code -
15 | then press Enter. | =l
starts with |saf Find
“Wendaor Code | Wendor Mame Address 1 ‘
SAF SAFETY SUPPLY CAMADA 14345-123 AVE. i
SAFETY SAFETY SUPFLT LTD G120 - 99TH ST f
SAFPRP ;
In the Item Vendor window, fill in as much [ &R,
. . . . “endor Code: & |SAFPPP
information as possible, then click OK. vercin TR
Cotalog #: [
ORMED ¥ Catalog # m
Lead Time(days): |D
Contract #: ﬂ
Cortract Price |D ann
Expires: | J
16 Manufacturer: |
Manufacturer Catalog # |
MDL: [
DiN: [
GTI: UPC:
Unitz of Order: = |EA ‘ |
Units of lssue #1: = [EA [ [
Units of lssue #2: | ‘ |
Units of lzsue #3: | ‘ |
Last Order Date: |
oK Cancel |
In the Hazardous Goods General l ] ‘endor l activity H l Motes l Packaging
tab, enter any applicable MSDS Location: |
MSDS information. MSDS Expiry Date: | [~
17 M=DS Reguired On: | |
MS0S Doc Link: J
Open Doc
Issued To:
Department | Description
- Once all of the information has been added, click Save.
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Step Action

Removing Items from ORMED

Once it has been determined that an item is no longer required in the ORMED system

because we no longer require the item, we have an agreement with another vendor, or

1 . : :
it is no longer used as the result of poor quality or service (see QUA50400 Supplier,
Contractor and Consultant Evaluation) they may be inactivated in the system.
To inactivate an item, it has to have a zero quantity.
If: Then:
2 . .
The item has a zero quantity Proceed to Step 8.
Does NOT have a zero quantity Proceed to Step 3.
Log in to the Inventory Control module.
Irvenkary Cantral
3 Shortcut
1KE
Click on the Qty. Cost Adjustment icon. .
4
Use the Search or Advanced feature tem Selection =
f' d h ) i h ) i File Edit Wwiew Help
to find the item you wish to inactivate. & [ seorch | B rdvanced
ngh“ght |t in the I|St then preSS Entel’. Define additional criteria:
Description = |antain3 jl
Add to List
Find records that match the following criteria:
Description contains VENC
5
Remove Find
ftem # Description Catalog #
0000335 MM ARCE D-DIMER: REAGEMT 104459749
000057 INCA ANCE D-DIMER: LEVEL1+2 CTRS CRCYO3
o007 Yancamycin E-Test 525515

Sancamycin (Y ANC) E50-1709

4 record(=) found. 0 record(s) selected.

NOTE: Thisis a CONTROLLED document for internal use only. Any documents appearing in paper form are
not controlled and should be checked against electronic version prior to use.

FILENAME: QUA50230AddingandRemovingltemsfromORMEDPRO.doc | PRINT DATE: 14 July 2014




TITLE: Revision Date: Issue Date:
Adding and Removing Items from ORMED 14-July-2016 14-July-2014
Document Number: QUA50230 Status: Approved

Distribution: Laboratory Quality Manual Page: 6 of 7

In the Quantity on B Quantity/Average Cost Adjustment: Vancomycin E-Test in GENERAL INVENTORY
Hand row, enter O Inventory Code: LABMTCE = tem # noa7a1 =]
. . Invertory Desc.: |GENERAL INWYEMTORY Descriptions: |Vancomycwn E-Test
|n the AdeSted v Only use tems in the sbove inventory |
D I I Comman Mame: |
ata column. In Units of Issue: |PK ROP: [0 max: o Eog o Units of Orcler:  |PKM 00
the Reason field, /
6 Current Data Adjiusted Data
type in the reason Quartity On Hanct | 1m | 101 Last Inveice Cost: 43262
. Average Price: | 43270 | 4.3270 ]
for the adJUStment' Total Amourt: [ 4370270 | 437.0270 Ecalculste Prices
HSTAUnit: [ 00000 | 0.0000
Adjustment Drate: 31032012 -
Reaszon: s |
- Once all of the information has been added, click Save.
Log into the MM Manager module. MM Manager
8 - Shorbouk
1KE
Click on the Iltem Catalog icon.
9
Use the Navigation Options to find the item. Mavigation Cptions ==
|Descriptij |star‘ts weith j
|van|: Firnd | |
10 Advanced ==
Description Ci
Yancomycin E-Test 52
Yancomycin [y ARC) i
When your item is displayed, uncheck the Active and Stock Status
11 b inthe S field [ Stock
oxes in the Status field. W Active
12 | Click Save. E
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RELATED DOCUMENTS:

e QUA50100 Purchasing and Inventory Policy

e QUAS50200 Selection Based on the Ability to Meet Requirements
e QUA50220 Adding and Removing Vendors from ORMED.

e QUA50240 Diagnostic Services Finance Codes
e QUA50250 Secondary Code Descriptions
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