


SUPPLY DEPARTMENT WEB ORDERING INSTRUCTION

CLICK ON CATEGORY TO
ORDER SUPPLIES

To return to Categories, use your Back button or
click on Categories in the top left corner.

Hover over icon to view item

Samples of printed materials
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B Enter quantity needed

B Item listed is the lowest UOM available
(i.e. Vacutainer Tubes 1 EA.; to receive 100 tubes, enter 100)

The quantity in stock, max allowable for ordering,
quantity ordered already, remaining quantity, and unit
of measure are visible for each item on the order form.
Remaining quantity resets monthly.

M Add to order

4 « If you don't select “Add to order” it will not be added
to your cart. “Item added to cart” will appear in red on
the bottom of the screen and the quantity number will
disappear.

If the quantity needed is more than Max or Remaining
quantity, a request to override the limit populates and
must be submitted with justification for additional
quantity of supply. Customer Service reviews before
fulfillment.

5. VIEW ORDER

M Remove ltems - Select the items you want to remove,
then click on “Remove items”

W Delete Order - Deletes the complete order
M Printable Version - Prints a version prior to shipping
W Continue Ordering - Returns to the Category screen

W Update quantities - Change quantities, then select
“Update Quantities”

6. CHECKOUT

W Special Instructions - Provide any information
necessary to process your order. Unnecessary comments
may cause a delay in processing. Toxicology accounts
must enter account number and name to print on
requisitions, the ship-to information, and email address
for confirmation in this field.

m Ordered by - Please insert first and last name
(Required field, in case we need to contact you)

= Select “Submit Order”

m Alist of items you ordered will be sent to
the email address in your account set-up

7. ORDER COMPLETED

M An acknowledgment email is sent to the
email address in your web account. If you
do not receive an email and would like
one, please email Supply Customer Service
at supply@paml.com
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Order History

A listing of all completed and saved orders within the last 90 days.

Date Ordered By Items
View Order 10/22/2013 Sherrie 1
View Order 7/29/2013 sherrie 1

Track Order

Please enter your Order Number:

[ Tac

TS
FedEtx Ship Track  Menage  Leam FedEx Office” Search fadex com
. PrintecF: Get Link
Detailed Results Diseflesch Qutn e
[Entac vading number
Tracking no.: 12345678910 Select tme format: 12H | 244 E-mait
netficatisng
Delivered u—-c_.)
ehvered
Delivered
Signed for by: M.LOVE
Shipmant Oates Cesinaticn
Shp date @ LEXNGTON, KY
Detvery date @ Sianature Pract of Oativery @
Shipment Options Help
Hold at FedEx Location
Hoid at FedEx Location service is not avalabie for this shpment.

Shipment Facts Help
Service type Fectx 200y Service Delvered to ShppngRecenng —
Vieight 1.0 b/Skg Reference 123456-7 o

Purchase order numder 123456 0

Invoice number 123456-0 st

Oepartmentnumber  1234.56789.123 -
Status

Track Order

Please enter your Order Number:

faarast | (a0
Order Status:  Shipped via Internal Courier

Shipping Date: 8/25/2011 3:47:58 PM

Track Order:  Tracking not available. Order should arrive within 24-36 hours.

ORDER HISTORY

You may view orders submitted by performing the
following:

m Click on “Order History” to see previous orders
m Click “View Order” to display details of order

B Tip: Use Order History to quickly create new orders

TRACK ORDER

You may track orders submitted by performing the
following:

W Enter the order number received from Supply
Customer Service
m Click on “Track”

I If your order was shipped via Fed Ex a link will be
provided that takes you to the website

FEDEX SAMPLE TRACKING

INTERNAL COURIER SHIPPING

If your order is being delivered via our courier, you are
provided with the date shipped. If more information is
needed, please contact Supply Customer Service

QUESTIONS

Any questions/problems, please contact
Supply Customer Service, supply@paml.com or
800-541-7891, Opt. 3




