State Government Department of Education and
Victoria Early Childhood Development

Maternal and Child I—!ealth Service
Nursery Equipment Program

Guidelines for Ordering

May 2013




Published by the Programs and Partnerships Division
Department of Education and

Early Childhood Development

Melbourne

15 February 2011 (1% edition)

1 March 2011 (2™ edition)

12 May 2011 (3" edition)

1 January 2013 (4" edition)

28 May 2013 (5" edition)

© State of Victoria (Department of Education
and Early Childhood Development) 2011

The copyright in this document is owned by the

State of Victoria (Department of Education and Early Childhood
Development), or in the case of some materials, by third parties
(third party materials). No part may be reproduced by any process
except in accordance with the provisions of the Copyright Act 1968
the National Education Access Licence for Schools (NEALS)

(see below) or with permission.

NEALS is an educational institution situated in Australia which is
not conducted for profit, or a body responsible for administering
such an institution may copy and communicate the materials, other
than third party materials, for the educational purposes of the
institution.

Authorised by the Department of Education
and Early Childhood Development,
2 Treasury Place, East Melbourne, Victoria, 3002.

Page | 2



Contents

[SF=Tod 1Co 1 o] 012 o H PP PP UPPPPPRPRNt 4
1. The Nursery EQUIPMENT PrOGIam . ...cuuviiiirieeiiiie ettt 5
(O] 01T o | PO PSPPI 5
OWNEIShIP OF ITBMS .. e e e e e e e 5
[ o] a1 (o] (T aTo o) 1 =] o 4 SRRSO 5
DIV Y e 7
[ ol 1113 €1 (=] = SRR 7
Families with more than one child requiring Nursery Equipment Program support..... 8
Purchasing child restraints for families who dontownacar.................cooooiiiiin.n. 8
Requests to purchase items NOt lIStEA ........c.vviiiiiiiiiiiiie e 9
Process for return of faulty @qUIPMENT .......ccuiiiiiiiiii e 9
Helpful telephone NUMDETS .......oooiiiiii e 9
USING RIS . e 9
Entering client information (IRIS) ........oviiiiiiiiii e 10
Completing the Case DetailS SCrEEN .........oouiiiiiiie e 10
Completing the ISSUES SCIEEIMN .....ccciiiiiiiiii ettt 10
Completing the SEIVICES SCIEEM........uiiiiiii ittt e 10
Entering order and delivery information (EACH) ........coooiiiiiiiiiiiiieeceeieee 15
(oo o[ a o 1 o IR PRSP PP PR PP 15
Navigating to the purchase POrtal............cccoouviiiiiiiiiii e 16
ENering detallS ... 18
OFAEING TEEIMS ...ttt e e s 22
SUDMIE PUICR@SE ... 25
RequIisition / order CRAaNQES .........eiiiiiiiiiii e 26

Page | 3



Background

The Maternal and Child Health (MCH) service is a free, universal primary health service for all Victorian families
with children from birth to school age. The service is provided in partnership with the Municipal Association of
Victoria, local government and the Department of Education and Early Childhood Development (DEECD). The
service aims to promote healthy outcomes for children and their families through a comprehensive and focused
approach to managing the physical, emotional or social factors affecting young children and their families in
contemporary communities.

The Nursery Equipment Program has been established to provide safe nursery equipment for vulnerable
Victorian families where a safety concern has been identified by a maternal and child health nurse on the MCH
Safe Sleeping Checklist. The program is open to all clients of the MCH service, both universal and enhanced,
who meet the eligibility criteria.

The Nursery Equipment Program builds on the development of the MCH Safe Sleeping Checklist, which was
driven by the landmark 2005 report by the Child Safety Commissioner, Tackling SIDS — a community
responsibility. This report concluded that in complex family circumstances there are a number of obstacles in the
way of providing a safe sleeping environment, some of which are practical in nature, such as the cost of the
equipment. To date, there has been no or limited access to safe equipment for those families who are unable to
purchase equipment themselves. The purchase of cot ensembles and car restraints through the Nursery
Equipment Program has the potential to make a significant difference to the health and wellbeing of children and
their families.
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1. The Nursery Equipment Program

The Nursery Equipment Program is designed to allow families who present with risk factors such as
unemployment, low household income, disability, drug, alcohol or mental health issues to improve the health and
wellbeing of their child through the provision of a safer physical environment. Please note that there are strict
eligibility criteria for the program and a limited budget that will be closely monitored by representatives of DEECD.

The available nursery equipment is a cot ensemble including a cot, mattress and mattress protector and car
restraints.

Equipment has been carefully chosen to meet Australian Standards and will be delivered directly to clients.

Ordering of equipment through the program is a two-step process to protect confidential client information.
Firstly, client information is completed on IRIS, the software used to collect information from the Enhanced MCH
service. Information includes client demographic details, the reason the client needs the equipment and
verification by the MCH nurse that they meet eligibility requirements. Secondly, a web portal is accessed to place
the actual order. Collecting appropriately detailed client information will be essential to report back on the
program, to fully evaluate its effectiveness, and to put forward a case to enable the program to be extended in the
future.

The administration associated with ordering and delivering the equipment was tendered out and has been
awarded to Eastern Access Community Health (EACH). They have developed a web-portal that is simple and
easy to use. Regular email and phone services will also be available for those MCH centres without access to a
computer or the internet.

Consent

MCH nurses are required to discuss the program with the family and gain their consent to participate, either
verbally or via existing local government consent forms. Consent should specifically include the use of
information - the family should understand that their name, address and contact telephone number will be
provided to a third party with the order and that the supplier will get in contact with them to arrange a suitable
delivery time.

Ownership of items

All items that are purchased through the Nursery Equipment Program become the property of the family for
whom they were purchased. No approach is to be made to retrieve the items at any point. The program has no
facility to have items returned.

Monitoring of items

All items that are purchased through the Nursery Equipment Program will be closely monitored by the DEECD
central office for budget and data reporting purposes via monthly reports from EACH. The nominated
representatives from each MCH service will be kept informed of any potential program changes.

All cots purchased through the Nursery Equipment Program should be installed by a local government
recognised service provider, according to assembly instructions. Incorrectly installed cots may present a danger
to the child. Following advice from the MAV and local government areas, MCH services are asked to activate
one of the following options when a cot is ordered:

e Refer to council’'s HACC home maintenance service

o Refer to contractor list used by council’s home maintenance service
e Refer to agency which provides HACC home maintenance (if not provided through local government).
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Local councils, contracted agencies or other home maintenance providers, then invoice EACH for up to one hour
of service plus additional travel time if warranted in rural areas. This process is intended to be cost neutral for the
council / HACC/service provider. If HACC services are outsourced, contact should be made prior to the first order
to ensure suitable installation procedures are available.

It is recommended that the MCH nurse has a discussion about cot safety and its position in a room at the next
visit. The MCH nurse should sight the new cot if at a home visit, or engage in a discussion using the MCH Safe
Sleeping checklist if at a centre visit. A recently revised MCH Safe Sleeping checklist should be provided to the
client if they no longer have their original copy.

Installation

It is a requirement that all car seats are installed by a Restraint Fitting Station. All costs associated with fitting will
be invoiced to EACH. For clients who have had child restraints supplied by Baby Bunting and live near a Baby
Bunting store the fitting will occur there. For clients who do not live close to a Baby Bunting store, EACH will
deliver the car seat to the client and provide details of the nearest possible Restraint Fitting Station location. The
client will need to take their car and the car seat to that Restraint Fitting Station.

The following web sites list current car restraint fitters in Victoria:
VicRoads:

Child Restraint Fitting Stations : VicRoads

Australian Child Restraint Resource Initiative:

http://www.acri.com.au/

All cots purchased through the Nursery Equipment Program should be installed by a local government
recognised service provider, according to assembly instructions. Incorrectly installed cots may present a danger
to the child. All cots should initially be delivered to a central local government venue for assembly. The
assembled cot is then delivered to the family. Following advice from the MAV and local government areas, MCH
services are asked to activate one of the following options when a cot is ordered:

e Refer to council's HACC home maintenance service

e Refer to contractor list used by council’s home maintenance service

¢ Refer to agency which provides HACC home maintenance (if not provided through local government)

e Refer to private company who assembles nursery furniture if HACC home maintenance service not
available

Local councils, or other home maintenance provider, then invoice EACH for up to one hour of service plus
additional travel time if warranted in rural areas. This process is intended to be cost neutral for the council /
HACC provider. If HACC services are outsourced, contact should be made prior to the first order to ensure
suitable installation procedures are available.

It is recommended that the MCH nurse has a discussion about cot safety and its position in a room at the next
visit. The MCH nurse should sight the new cot if at a home visit, or engage in a discussion using the MCH Safe
Sleeping checklist if at a centre visit. An MCH Safe Sleeping checklist should be provided to the client if they no
longer have their original copy.

Delivery

In the past it has been difficult at times to contact clients to arrange delivery of nursery equipment. Provided
below is information on the processes followed once an order has been received. The information has been
provided so that MCH nurses will understand if they are contacted by EACH to follow up with clients.

e On receipt of an order from an MCH nurse EACH forwards a purchase order to the supplier e.g. Baby
Bunting by the following business day.
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If the supplier is unable to contact the person nominated in the purchase order within three working

days they will notify EACH.

e EACH will contact the MCH nurse via email and phone. A voice mail message is left if phone contact
cannot be made.

e The MCH nurse is asked to contact the client confirming the contact details and/or organise a possible
alternate delivery point and time.

e The MCH nurse forwards these details to EACH who will inform the supplier by email with the required
details.

e Time allowed for the MCH nurse to contact EACH is 10 working days from the date of the contact email.

If there is a failure to respond then EACH will have to cancel the order.

Delivery to an alternative address for installation purposes

Some local government areas have requested that cots or car seats be delivered directly to the installer rather
than to the client to reduce the risk that clients may attempt to install cots themselves or open the boxes. This
can be achieved by entering the required address as a care of (c/-) in the address field. Please note that if other
items are also ordered for the same family either all items need to be delivered to that one address, or a separate
order placed for the items going directly to the client. The same IRIS reference number would be entered for
each order in this case.

Eligibility criteria
All families who receive nursery products through the Nursery Equipment Program must meet ALL of the
following criteria:

e have a child under the age of 12 months enrolled in the Victorian Maternal and Child Health Service

e not be a recipient of any other government funding that has been provided specifically to purchase
nursery equipment, e.g. program or brokerage funds from Child Protection

e have an identified safety concern on the revised Safe Sleeping Checklist that requires the purchase of
new equipment

e have low income, mental health issues, drug or alcohol dependency or family violence issues, which
adversely impact on their ability to provide safe nursery equipment.

Low income eligibility is demonstrated by possession of a concession card, including a Health Care Card,
Pensioner Concession Card, Department of Veterans Affairs Gold Card, or a Temporary
Protection/Humanitarian Visa 447, 451, 785 or 786, Asylum Seeker Bridging Visa A-F, or Refugee and Special
Humanitarian Visa 200-217.

Safety concerns on the revised Safe Sleeping Checklist include the following:

e Unsafe nursery furniture that doesn’t meet the Australian Safety Standard AS2172
e The baby is co-sleeping with an adult.

Overseas students

Overseas students are not eligible to receive nursery equipment through this program.

A Student visa is subject to a number of visa conditions. Two of these conditions are that adequate health
insurance is maintained for the duration of the visa and that the visa holder can demonstrate sufficient funds to
reside in Australia. The following paragraphs were taken directly from the Australian Government website.

e International students must have appropriate health cover while in Australia. Students can ask their
education provider to organise Overseas Student Health Cover (OSHC) for them or they can select an
approved OSHC provider and pay the insurance themselves. OSHC assists international students to
meet the costs of medical and hospital care if needed when in Australia. Student visas are only valid for
the same period as the OSHC policy. There are options available for single and family cover. If a
student has a child while residing in Australia it is a condition of their visa that they change to a family

policy.
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e International students are required to demonstrate and/or declare that they have genuine access to
sufficient funds to be granted a Student visa. This includes funds to cover travel, tuition and living
expenses. Applicants may have to demonstrate sufficient funds to cover these expenses for the first
one, two or three years in Australia, depending on their Assessment Level (AL). Living costs were
updated from 1 January 2010.

Further information is available at:

http://www.immi.gov.au/students/student-information.htm

Temporary Business (Long Stay) — Standard Business Sponsorship

Clients sponsored to come to Australia on work visas are not eligible to receive nursery equipment through this
program.

The visa conditions state that the person entering Australia is responsible for all health costs for themselves and
their family. They are required by law to maintain adequate insurance for these health costs for the length of their
visa. Evidence must be provided that adequate insurance has been purchased before the working visa can be
granted.

If the client was approved for this visa prior to 14 September 2009, their sponsor is still responsible for all medical
or hospital expenses arising from treatment administered in a public hospital for the duration of the visa (other
than expenses that are met by health insurance or reciprocal health care arrangements).

Further information is available at:

http://www.immi.gov.au/skilled/skilled-workers/sbs/obligations-employee.htm

Purchasing car seats for families that do not own a car

Purchase of car seats for families that do not own a car needs to be authorised by DEECD as it comes with a
number of difficulties, most importantly about the fitting of the car seat and ensuring the safety of the child. The
guidelines for the MCH Nursery Equipment Program require all car seats are fitted by a recognised car seat fitter,
as research consistently shows a significant proportion of car seats are incorrectly fited and not safe. This
requirement must still be met for families that do not own the car themselves.

If you are considering ordering a car seat for a family that don’t own a car, please discuss the following points
with your client:

e Does the client have a valid license?
e Will the car seat be staying in one car or being taken in and out when needed?

e Does the client always put the car seat in the same car or in a number of different cars? Do they all
have anchor points?

e Is she (or he) prepared to attend the car seat fitting to learn and observe so that they know how to
correctly install a car seat in the future?

Clients must be prepared to attend the fitting for DEECD to give approval for this order. Approval can be done
very quickly via email (assuming they meet all other eligibility requirements).

Families with more than one child requiring Nursery Equipment Program support

Where there is more than one child in the same family requiring cot ensembles, they can be ordered at the same
time up to a maximum of four items in one transaction for the one family. For example, a family might require
multiple cots for multiple births.
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Requests to purchase items not listed

The equipment available under this program has been chosen to respond to recognised safety needs on the Safe
Sleeping Checklist and meet Australian Safety Standards AS2172 for cots and the Australian/New Zealand
Standard 1754 for car seats and are marked accordingly. Variations from this list are not possible except in
exceptional circumstances. In all instances of ordering outside the standard list EACH will check with the
Program Manager, DEECD to confirm support for the item.

Please consider the timing of product delivery when making your order and ensure a mobile phone number is
provided where possible as someone needs to be at the home address to receive the goods.

Process for return of faulty equipment

Please contact EACH immediately if any piece of equipment is found to be faulty. They will organise an
appropriate replacement with the supplier. EACH can be contacted on (03) 8720 2700.

Helpful telephone numbers and email addresses

IRIS: Al queries regarding IRIS data entry to be directed to the IRIS Helpline on Email:
IRIS.helpdesk@dhs.vic.gov.au or Ph: (03) 9096 6919.

EACH: All queries regarding web-based ordering to be directed to EACH on Email: orders@eachmch.com.au
(03) 8720 2700.

DEECD: All queries regarding the program to be directed to the MCH team on mch@edumail.vic.gov.au

2. Using IRIS

Quarterly Data Collection (IRIS)

As you are aware we have been requesting when ordering nursery equipment for a family you enter the client
information on the IRIS system.

In order for the Department to now receive this data we require the following:
e Ensure the new version of IRIS version 1-7-0 has been loaded onto your system
o Please select <all data> when forwarding electronically enhanced MCH data to the Department
e The next export of data is due in to the Department by 15" March 2013 and quarterly thereafter.

For assistance contact the IRIS HELP DESK at: iris.helpdesk@dhs.vic.gov.au or phone 03 9616 6919
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Entering client information (IRIS)

The IRIS upgrade for the MCH Nursery Equipment Program has been posted on the IRIS website, which has a
new web address. The MCH upgrade is on a separate page; the address is: www.irissoftware.com.au/MCHE
(please note that capitals are required when typing MCHE into the web address).

The page contains the upgrade as a .zip file for down loading. There are specific instructions that cover all
computer operating systems that agencies may have in place. Agencies are asked to contact the IRIS Helpdesk
if advice or assistance is required with the down load and upgrading processes. The IRIS Helpdesk is open
Monday-Friday 8:00 am to 4:30 pm, except for public holidays, on Email: IRIS.helpdesk@dhs.vic.gov.au or Ph:
(03) 9096 6919.

All local government areas have been asked to provide two contacts who will be responsible for ensuring the
correct data for the Nursery Equipment Program is entered on to IRIS and ordered through EACH. Some
councils use appropriately trained administrative staff to enter demographic details of new clients onto the IRIS
system. This arrangement can continue for new clients added for the Nursery Equipment Program. However, an
MCH nurse must enter the information on the Services screen that details how the client meets eligibility
requirements and the equipment required.

To start ordering from the Nursery Equipment Program, open an MCH Enhanced Home Visiting case in IRIS,
either for an existing client or a new case. For new clients, details will need to be entered on the ‘Case Details’,
‘Issues’ and ‘Services’ screens. For existing Enhanced clients, new information is only required on the ‘Services’
screen.

Please note that universal MCH clients receiving equipment from the Nursery Equipment Program will not be

counted as a client in the Enhanced service.

Completing the Case Details screen

For new clients, enter details on the ‘Case Details’ screen as you would for any client of the Enhanced MCH
Service. Complete details for both the mother/carer and the child. For existing Enhanced MCH clients this
information will already be entered, however you may wish to update some details. This information can be
entered by appropriately trained administrative staff.

Completing the Issues screen

For new clients, enter details on the ‘Issues’ screen as you would for any client of the Enhanced MCH Service.
Please note that an issue must be selected. For clients from the Universal service who are only being entered for
the purposes of the Nursery Equipment Program, please select the following issue:

¢ Housing: home safety.
Any other relevant issues can be selected in addition to home safety.

For existing Enhanced MCH clients this information will already be entered, however you may wish to update
some details. This information can be entered by appropriately trained administrative staff.

Completing the Services screen

Changes have been made to the type Service Details Screen. This section must be completed by a MCH nurse.

Step 1. Service Screen : Click on New to start creating a new service

Figure 1
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TS IRIS 1.7.0.11220

File Lists Report Agency Help

Cligrt List
Test ABC

Aidminiztrator 000003-000 _ Training Agency - Central outlet

MCH Enhanced Home Visiting - DEECD e | o @)
Projects Client |Tesl AEC Statuz: | Open [Incomplete] ca00
Case Details] Related Persons ] lssues  Services ] Closure ] Caze Notes ]
Mon-Sub Cases call-4
Service Type | Date | Location | Service Provider |
Initial assessment meeting(s) to set up service plan  07/04/2011 Administrator
Clients Case work: MCH nurse consultation O7/04/2011 Administrator
Groups B
TRAINING
DATABASE
Open windows

=

=00 08412/20011 03:12 pm

RS Select Type for New Service

EOX

+- Referral and |ntake
Outreach to engage client/family
k aintenance - active holding; client/family o waiting lisk
Imitial azseszment meetinglz)] to zet up zervice plan
Caze planning/resiew
Caze work,

+- Group wark

—I- Indirect service

caze conf. [without client)]

- erz e client [without client]

ather

[3=E cloaune
+- Mo show

o 0K

x Cancel |

2. Select "Indirect service -> Other" as shown above,

Figure 2

Page | 11



TeiS IRIS 1.7.0.11220
Eile Lists Report Agency Help

MCH Enhanced Home Visiting - DEECD Frinit Preview H Apply I f (] I @_I

Frojects Client JTest.t‘-\BC Status: | Open (Incomplate] calll

Case Details] Related F‘ersons] lssues  Services ] Elosure] Case Notes]

MNon-5ub Cazes cali-4
Service Type | Date I Location | Service Provider
Initial assessment meeting(s) to setup service plan 07042011 Administrator
Cliznts Case work: MCH nurse consultation 07042011 Administrator
Indirect service: ather 08/12/2011 Administrator
Groups B

Service Details

[TR”NIHG Service Type |Indilect service: other a4 L] Mew... ‘

DATABASE Date @12;2011 e Age & Stage EHaminationI j x Delcte
| Open Windows Lacation ] J Immunization - Q

Client List i i =
T;Z?ABISE : oiRlinEualoikss ] J Thiz service does not have Mursery Equipment
| i | Duration 0 minutes Praogram data

Trawel Time iD mirtes Mursery Equiprment Pragram |
i| | Service Provider  |Administrator |
o |Subub |WiC = ||Melboume CED WIC3000 =
Theze notes are limited to 2000 characters.
: fdd Nate A2 HBmpe Spell Checker - Use client or caze notes if more space iz required.
Ll
&5 Administrator 000009-000 _ Training Agency - Central autlet =00 0812720171 03:09 pm

Step 3: To access the program, click on the ‘Nursery Equipment Program’ button underneath the immunisation
area, as shown on Figure 3 above. Clicking on this button takes you to the screen where you can enter
data for the program. A statement appears above the button indicating whether or not the button has
been pressed and data entered.
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@E MCH Nursery Equipment Program ;Iglﬂ

Eligibility criteria
These are the criteria for a family to be eligible for the

Mursery Equipment Program
(Refer to step by step guide for further details)

. Reference pDDDDg-DDD-B?lg-DBC?

| Order Date

Delivery Date

Lo |

1. Family has a child under 1 year of age, enrolled in the Victarian MCH service. |
2. Safety concern identified on MCH Safe Sleeping checklist.
3. Mo other nursery equipment funding received.

4, Atleast one of the following:

. Goods Description (At least 1 required)

to

Lefle]

! : | Low incame [ Tick one or more boxes
3 ot and matir Mental health issues r
ot and mattress
3 Car Seat Drug or Qlcnhul fjependency I
. Booster seat Family violence issues
PR
Egaunglés;'ﬂﬁ{' By pressing the CK button you acknowledge all the eligibility criteria are met
High chair

9 Clear | Clear will remove all Mursery Equipment Program data from this service Q/;f (0] 4 I x Cancel |

Figure 4: The MCH Nursery Equipment Program screen. Mandatory fields are highlighted in yellow.

Step 4: A Reference code is automatically generated by IRIS. Clicking the copy button to the right of the
reference code enables you to copy the reference number to the computer’s clipboard and then easily
paste it into the EACH system at the ordering stage. This number links the IRIS and EACH web portal
systems for data and reporting purposes.

Step 5: The Order Date is mandatory and must be entered before the OK button becomes active at the bottom of
the screen.

Step 6: Enter the nursery item or items required in the Goods Description field and tick at least one box against
eligibility criterion number 4. If more than one of a particular item is required, for example two cots for
twins, this can be ordered by selecting ‘cot and mattress’ in the first and second drop down box. A
maximum of five items can be ordered at one time for one family.

Step 7: You will not be able to enter a delivery date at this stage but the information will be saved when you press
‘OK’ and this information can be entered later. Enter the delivery date only when delivery is confirmed by
the client. The case will not be able to be closed in IRIS until the delivery date is entered.

When one or more, but not all the mandatory fields in the program screen are entered and OK clicked, the
statement above the program button will confirm that there is incomplete data, as shown in figure 4.

Thiz zervice haz incomplete Murzery Equiprent
Frogram data

MHurzery Equipment Program

Figure 5: Incomplete Nursery Equipment Program data

Step 8: When delivery is confirmed and the date entered, and all the mandatory fields in the program screen are
completed and OK clicked, the statement above program button will confirm that data is complete, as
shown in figure 6. At this stage the case can be closed, if the client will not require ongoing Enhanced
MCH services.
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Thiz zervice haz complete Murzery Equiprment
Frogram data

Figure 5: Complete Nursery Equipment Program data

Step 9: If the ‘Clear’ button on the program screen is clicked at any time, the following pop-up screen shown at
figure 7 will appear. If the OK button is clicked on this pop-up, the nursery equipment program screen
(and all the data it contains) will be deleted. The statement above the Nursery Equipment Program

button will revert to ‘This service does not have Nursery Equipment Program data’.

\i}/-' Delete Mursery Equipment Program data for this service?
-

Cancel |

X

Figure 7: Deleting data.

Page | 14



3. Entering order and delivery information (EACH)

Logging in

1. Open the following web site, making sure you bookmark it or save to your ‘favourites’ for future use:
https://www.eachmch.com.au.

2. If a security warning as below appears go to step 3, if no security warning go to step 4.

3. A certificate warning may appear, click ‘Continue to this website’

& Certificate Error: Navigation|Blocked - Windows Intemet Explorer Type to search the web (Ciri+E)

) [0 tossmn dachmen.com.aus =] 4[| F¥ Google e

o

i Favorites |3 @ Suggestd Sites v ] Get More Add-ons +
%3 ~ B - O @ v Pagelr Ssfetyv Toolsv @+ O

e
|@ There is a prblem with this website's security certificate.

The security certijcate presented by this website was not issued by a trusted certificate authority.
The security certiffate presented by this website was issued for a different website's address.

Security certificatefproblems may indicate an attempt to fool you or intercept any data you send to the
server,

We recommend ¥at you close this webpage and do not continue to this website.

@ Click here to dose this webpage.
&) Continue to this website (not recommended).

@ More information

4.  Alog in window will appear on top of your internet browser scene, similar to one of the below. Enter the
User Name and Password (provided by EACH) and click OK to login.

A
each

We aim to improve the physical.
mental and social well-being of
individuals, families and communitie:

Employment at EACH

If you have a ‘pop up blocker’ turned on, the log in window may not appear, and you will need to check the
settings of your internet browser.
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Navigating to the purchase portal

5.  You are now logged into the Enterprise Portal. To begin the Purchase Requisition (ordering) process
click on the Purchase tab. This will load a new menu.

|
] =& |[#2][ ] [ive searen
Fe Edt vew Favopbs Toos Hep

w ok M- B - rage - (Gock - @0 &
19 This webste wagito run the foloning acd-on: ame ctiveX Contral fram Microsoft Corporation’ If you trust the ebsite and the adekon and want to alow it torun, cick here..
]

EACH Enterps | Wekcome deecd - | @ @ ||
&4 EACH Enterprise Portal [Oynamics ax =1 D]

Purchase actus

x

Home > Role Centre

EACH Enterprise Portal
Cues Quick Links
5 Purchass requisitions
© AddLiks & Manage Links

work list

Subject Record Type ol Due date From Creation date Company.

6. Inthe Main Lists column, on the left hand side of the page, click the Purchase requisitions to open the
Purchase requisition form.

e
G - e oy T — T2 ][4 ] e seorch 2]
Fle Edt Vew Favertes Toos Hep _—

W e k- @ 6 _—
EACH Enterprise Portal | welcome deecd - | (3
&4 Purchase [oynamics ax =] 2]

Home > Pugher®

Purchase
< o

= Purchass requistions

Page | 16



The Purchase Requisition screen will now load, to create a new requisition, click t

New > (Screen 1)

@ ~ [ httpssfommn eachmeh,com.aufPurchassjEnterprise s 20Portal[EPPurchiaqTableList, aspixWCHP—sarh =108 |[#2] 3¢ | [uve search
Fle Edt Wiew Fevortes Took Help

v g ) - B - - (s Page - (GhTook - @ &
EACH Enterprise Fortal

4 Purchase

Home E Contact us

_Home = Burchass > Purchass requisitions

| welcome deecd + | [F @ =

[Eynamics ax =]

Purchase Q P— M m@. —
o et ¥ Items in PRO00D1L A
» Purchase requistions -
PUFERage requisition [0 IRIS reference MCH NUrse’s narme Lines Created date and time  Requisitioner Submitted Status I R mp— Quantity
PROOOO11 12341734123412341234 Example 4 1&/02/2011 4:3%:08 PM DEECDOOL Draft He High Chair 1.00
BO Booster 1.00
CNM ok and mattress 1.00
M ok and mattress 1.00

New purchase requisition (screen 2).

/2 Enterprise Portal - EPPurchReqTableList - Windows Internet Explorer

q@ - [e https:tfwww‘eachmth‘cn‘\‘au/PurchasetEr\terpr\se%ZDPnrta\fEPPurchReqTahlaUst‘aspx?WCMP:Each =& [[#s] x| [uve searcn
File Edit view Favorites Tools HE‘)

G5 f - B - - P o| G ook - @

EACH Enterprise Portal

&4 Purchase

Horme. ﬁ Contact us
h A

Home > Purchase > Purchase requisitions

| welrome descd + | [ @ =

[Bynamics ax =] Il

Purchase e —— .
PRETmIEE A New purchase requisition ¥ Itemsin PROODO1L N
« Purchase requistions Create 2 new purchase requisition
Gree'sname  Lines Crested dete andtine  Requisttioner Submitted  Status Lo uber Thern name uantity
FRODOO11 12341234123412341234 Example 4 18/02/2011 4:33:08 PM DEECDOO1 Draft e Fich char Lo
B0 Boaster 100
fav Cot and mattress 1.00

- CHM Cat and mattress 1.00
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Entering details

8. Complete all the remaining fields in the requisition section.

{ZEnterprise Portal - EPPurchReqTableCreate - Windows Internet Explorer [_[5]x]

hinch, com.auiPur hReqTableCreate, aspx?W/CMP=sach =l 8 |[#2]| x| [uive searcn Pl

File Edit ‘Miew Favortes Tools  Help
o b - B - - e - G Tods - @ £

EACH Enterprise Portal

| Welcomedeecd + | (3 @ =)
4 purchase Dynamics AxX ¥ L

Home | Purchase | Contactus

Home > Purchase > Mew purchase requisition

Purchase - .

== Identification Attention
Main Lists Purchase requisition 1D PRODOOC? Carer's name
= Purchase requisitions MCH nurse's name | * Street name

IRIS reference

Type General purchase Posteade 5
Requested date 18/0ziz011 |

it
Fund.Program DEECDOOL i
Administration Suburb 23
oOn behalf of DEECDOOL
Requisiioner DEECD Central Cffice (DEECDO01) 5'® i
Submitted by Countryregion 0
Status Draft Attention ot
- oA entian information

Delivery contact
Delivery contact rumber

Cancel

a) ldentification section

e MCH nurse’s name* - Enter the name of the nurse placing the order. This must be one of the
designated contacts as nominated to DEECD.

¢ |RIS Reference* - Enter the IRIS reference number *(unique identification number of each parent/carer,
which is automatically generated in the IRIS software). IRIS allows you to copy this number to a
clipboard so that it can be pasted into the web portal here.

e Requested date* — Enter the date the requisition/order is made. This will default to the current date.
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b)

Address section
Carer’s Name — Enter the name of the person that will be receiving the delivery. E.g. The carer/parent.

Address fields- Enter the delivery details such as street and postcode. This cannot be a post office box
address.

o Note: The system will automatically complete the city, suburb and state based on the selected
postcode.

If the postcode is known, type the postcode number directly into the field. The system wiill
automatically update the city, suburb and state.

For postcodes with multiple suburbs for the one postcode please use the search function
below to find and select the suburb’s correct name. The system will automatically update
the city, suburb and state.

To search for a postcode click onto the arrow next to the postcode field.

30040 2

=  Tofilter the list, click on Edit Filter.

‘
Posicode Search name

0200 AUSTRALIAN MATIOMAL UNIVERSITY
0221 BARTON

0800 DARWIN

0801 DARWIN

0804 PARAP

0810 ALAWA

010 BRINKIM

0810 CASUARINA

0810 COCOMUT GROVE

0810 JINGILI

12345678910...
( oK ][ cancel |

= Click the select field hyperlink and choose to filter by postcode or suburb name.
The search function will not work unless a filter is chosen.

K“" Apply filter %7 Reset Filter #

Flm b [ ]
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= Click the arrow next to ‘is’ to change the search option and select a criteria from the
list. E.g. ‘Contains’, ‘Does not contain’ etc.

K}; Apply fiter  ®z Reset Filter #

X Searchname = Is ™ | |

¥ _Add filter
Postcode
0200

0221

0300

0501

Is

S —

Is empty _ LUMIVERSITY
Is not empty

Starts with

Ends with

Iz between

I= not between

) ) m e

= Insert the value of the criteria. E.g. Melb

Kb Apply filter  *F Reset Filter

Search )
x -

hame Contains |IT|E||:I|
+ Add filter

= Press enter on your keyboard to filter the list.

Kb Apply filter %7 Reset Filter A
X g:ranr;h . Contains ™ |I‘I'IE||:| |
F Add filter %
Postcode Search name
2615 MELEA
2669 MELBERGEN
3000 MELEQURMNE
3001 MELECLIRME
3002 EAST MELEOLIRME
3003 WEST MELBOILIRNE
3004 MELBOLIRME
3010 UMIVERSITY OF MELEQURME
3045 MELBEOLURME AIRPORT
3050 ROYAL MELBOURNE HOSPITAL

12545
( oK ][ cancel |

= Click onto the required postcode or scroll through to other results pages, click onto the
ok button to accept the postcode.

= Note: The suburb name and state will only be updated on the form after the new
requisition is saved.

c) Attention information

A free text field is available to enter any specific information relating to the delivery of the items. For

example, ‘Beware of dog’ or ‘Client only available Mondays and Wednesdays to receive order.’
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9. Once the details are complete click the OK button to view the requisition line section and begin entering
specific items on the purchase requisition.

Portal - EPPurchReqTableCreate - Windows Internet Explorer

@ < I_E hitps:  fussw. eachmch. com, aufPurchase/Enterprise%20Portal[EPPUrchReqTableCreate. aspxPWCMP=each =& @ [ive search -

Fil= Edit view Faworites Toals  Help
Ty gy - B - o= - [rPage - (0 Tools -
EACH Enterprise Fortal | Welcome deecd ~ | (3 @ =

ﬂ Purchase Dynamics A% v L

Home » Purchase > New purchase requisition

Purchase N
Identification Attention

Main List iti £

Ful=e Purchase requisition 10 PRODD0L1 Carer's name
rampe Strest name 46 Warrandyate Road|
IRIS reference 1234123412341234 1230
Type General purchase — 134
Requested date [CCTE e
city RINGWOOD

Fund.Frogram DEECDOOL
Administration Suburb RINGWOOD
Cn behalf of DEECOONL
Requistioner DEECD Central Offics (DEECDO0L) 03
Submitted by Countryfregion HUs
Status Draft Aateron nformat
i o om A ention nformation

Delivery contact

O

oK Cancel

10. The lines section is then added to the bottom of the requisition page.

Lines

Mew - | Actions -

Child first name chid ast name Chidbirth date  Itemnumber  Item name Type Quantty Unit Netamount  Curency  Vendoraccount  Item details

Text

G
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Ordering Items

11. To select the items you want to select, click New > New lines. This will open the catalogue of items to
choose from.

12. Click on the’ Add item’

G- a 7 SR o]

Flo B e Fovoes Tods b /

G B e G- @0 /

[£ACH Enterpise Putal | Wekc deeca + | (8 @ 2]

#4 Purchase / [oomom el | 5
Cantactus

» Purhsss roquskions

et
Punchase

Trpe

st
Total

1015 refarence

Raquistiner
Crested date and tine  10/UZI01L 4:33(
e ate arel bme:

Submbted by

Delvery corkact rumber

Home > Purchase » Edit purchase raqusitian

ification
e aston [0 PROO001 |
Mok name  Examcle

Raquestad date (LTI |
Fund Program TEECO001
Adminsstration

cantact

1M

180242011 4:35

Caver's name Samgle
Strest nana 48 Warrardysta Boad

Prstece e n
cay AINAWO0D
Suburts NSO | 1

" Cownryregon s n
Aitsrbon sk

Dewmsber  ltemname  Tipe  Qudy LW Metamaum  Comency  Vendorscowrt  Item details "
Toxt -
ok | cnd |

to place an item on the requisition.

EACH Enterprise Portal

| Wekcome deecd + | 18

[oynamics ax =] 2

= Purchase requisitions

@ Purchase
Home > Purchase > New lines
Purchase
Purchase requision 1D PRO00033.
Main Lists

Catalogue items #
E-Purchase Requisition Fiter [Item number - o Bapply fiter  “VReset fiter
~MCH Ttem number Ttem name Purchase price Category
80 Booster 165,00 Maternal and chid health Add item
M Cotand matiress. 330,00 Matemal and child health Add item
s Car Seat 190,00 Maternal and chid health Add item
DPR Double pram 235,00 Matemal and child health Add item
HC Figh Chair 120,00 Maternal and chid health Add item
MPR Matiress Protector 17.00 Maternal and chid health Add item
PR Pram 330,00 Matemal and child health Add item
Ttem detals
Non items ¥
Items to be added to purchase requisition A
Child first name Child last name Child birth date: Quantity  Unit  Ttem number Itemname  Unitprice  Category  Netamount  Currency Vendor account

Important note: A separate line will be created for each item to be ordered, for each child in

the family.
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Home Finance Saks “ Shop Floor Control  Employee Services »  Human Resources  Projet  Compliance

Home > Purchase > New lines

New lines
Purchase
Purchase requisition 1D 00000052_161
Main Lists
* Purchase orders
e Catalogue items A
= Vendors
» Inems #-Purchase Requisition Fize | Item number M1 n Camyer Vet
= Orces Item rumbsr Item name Purchase price Category
e 5004 Char, Executive, Leather, Black 555 Crars Add tem
= Invoice journsl 5005 Char, Executive. Leather, Brown 345.00 Crars Add item
» Price sgreaments
= 9006 Char, Task, Black, Arms 215.85 Chars Add tem
* Delivery note journal ) .
9007 Char, Task, Black, No Arms. 107.85 Chars Add item
* Purchase order journsl
9008 Char, Reception. Taupe. Arms 385.85 Chars Add item
Account o i
9009 Char, Reception. Blue, Arms 415.85 Chars Add item
* View account
9001 Lamp, Dask, Stationary, Bankess shade 4565 Lamps Add tem
Reports 5002 Lamp, Dask, Adjustabl, Black Shade 46.57 Lamps Add em
» Top fem by quandcy 5003 Lamp, Standing, Siver, Florescent 5§7.34 Lamps Add itam
u Top em by sales Jm0coT Cor §0.00 MCH Mat Acj zem
= Top nem by tme ‘iﬁL
123
o Delivary date excaadad L ‘
emcetals
= Supply performancs
o Supply capacty -
Vander Non-catalogue items ¥
Items to be added to purchase requisition ”
Child first name Surname ooe Item Item name Type Quantity Unit Net amount Currency Vendor account

13. The sysfem will insert the item into a new line in the requisition. The following fields in the line are auto
populated by the system;

e Item - Item code.

e Item name — Item description.

e Type — This will be catalogue item.

e Quantity — A default, read only, value of one item will be entered.
e Unit — The purchase unit of the item. E.g. Pieces or each

e Net amount — The purchase price of the selected item.

e Currency — Default of AUD.

e Vendor Account — Supplier of the item i.e. Baby Bunting

Items to bg¢ added to purchase requisition A

Child first n¥me Child last name Child birth date Quantity Unil tem number Item name Unit price Category Met amount Currency Vendor account
1 1 ] BO Sooster 165.00 MCH 165.00 AUD  MCHBBU v 9%

14. For each item ordered, enter the child’s name and date of birth. This links the item to an individual as
multiple family members may receive goods in the one order. Do not leave these fields blank.
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15. Enter the date of birth manually by typing DD/MM/YYYY or use the calendar provided.

= Purchase requisitions

#4# rurchase [Dynamics A% =] Fal
Home E Colact us
\\ume > Purchase > Mew lines I
Furchase
Pichase requisition 1D PRODO011
Main Lists

E
Item name Purchase price Category
Booster 165,00 Maternal and child health Add item
Cot and mattress 330,00 Makernal and child health Add itemn
Car Seat 190,00 Maternal and child health Add ikern
Double pram 235.00 Maternal and child health Add item
High Chair 120,00 Maternal and child health Add item
Pram 330,00 Maternal and child health Add tem
Trem diails
Items to be added to purchase reqiysition &
Child first name Child last namx f Unic  Ttemrumber Ttem narne Unit price Cakegory et amounk Currency Yendor account
Sample Order j0 EA CHM Cot and maktress 330,00 MCH 330,00 AUD BEYOOL v x
<
Mon Tue
Done | Back
7
14
21 24 25 26 27
28
Today is
18/02{2011

16. When all items have been entered, click the Done button in the bottom right hand corner to save the

purchase requisition.
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Submit Purchase

17. Check the purchase requisition details and if all details and items are correct, click the Submit button.

{ EPPurchReqTableEdit - Windows Internet Explorer
G@ - [el hench bleEdt. aspx?WTID=6197 [ & J[¢][x] [uve searcn
Fle Edt Vew Fsvortes Tools Help
Wt ) - B) - # - |5y Pags - (GiTook - @ &
EACH Enterprise Portal | welcome dee(\
@ Purchase [Dvnamics ax =]
ﬂﬁ Contact us
Home > Purchase > Edit purchase requisition
Purchase ‘ ST+ o - e
Main Lists ‘[&Pur:hase requisition approval (@ St |
= Purchase requistions
Identification Attention

.
Purchase requisition 1D PRODO0LL

MCH nurse's name
IRIS reference

1234123412341 234125

General purchase

lomaro |2

DEECDO0T

Type
Requested date

Fund Frogram
ration

Imiinis|
Requisitioner
Created date and time
Modified date and time
Submitted

Submitted by

DEECD central office (D
18/02/2011 4:33:08 PM
18/02/2011 4:33:08 PM

Draft
945,00 ALD

o
Cebery centact ot ||

o

EECDOD1)

Carer's name

Strest name

Postcode
City
Suburb
State

Country/region

Attention information

46 Warrandyate Road

3134
RINGU/OOD:
RINGWOOD

IC

aus

Lines #
Mew = | Actions -
Chid first name Child last name: hid birth date Ttem number Ttern name Type Quantky Unit Net amount Currency Vendor account  Ttem details #
Sample Order l4f0zfaoll HC High Chair Catalogue tem 1.00 EA 120,00 AUD BEYO01 Disc. pet .00
Sample Crder z6fo2fa0ll  BO Booster Catalogue kem 1,00 EA 165.00 ALD BEYOOL Discount 0.00
Example Crder 1efo2fe0tt il Cot and mattress Catalbgusitem 1,00 EA 330,00 AUD  BBYODD 3 Furchassmisc. charges 0.00
Sample Order 22f02/2001 M Cot and mattress Catdoguetem  1.00 EA 330,00 AUD  BBYOD!

Text A

Cot and mattress
Sussex Cat in White (includes

mattress 25891)

oK Cancel e
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Requisition / order changes

Important: A purchase requisition that has been submitted cannot be deleted or edited. Please contact EACH to

rectify issues on (03) 8720 27

1.

00.

From the purchase requisition main page, select a requisition and click Actions to view

or edit a requisition and to see to the requisition details.

EACH Enterprise Portal

each Purchase

Purchase

EACH Enterprise Portal

Caomp

Dyn

Home = Purchase > Purchase requisitions

Deleting a requisi

tion

Purchase New ~ [ Actions ~ | View =
Main Lists Ty Edit Filt View selected item ¥
* Purchase requisitions Purchase r Edit@lected item Created date and time Requisitioner Submitted Status Project ’
PRO0D020 Delel selected item B/10/2010 11:28:50 AM BSWDOD2  8/10/2010 ::56:08PM  Pending completion
PRO0OOZS Copy 11/10/2010 10:14:05 AM BSW002 11/10/2010 10:14:57 AM Pending completion
creates a copy of the purchase
PROGOOZ7 requisition 11/10/2010 11:27:08 AM BSWO02 11/10/2010 11:28:0% AM Approved - Cancelled
PRO0OOZE Sam Smith 2 11/10/2010 12:12:29 PM BSW002 11/1042010 12:22:33 PM Approved - Received
FROD00249 Tony Smith 1 12/10/2010 2:35:46 PM BSWOO2 12/10/2010 3:01:23 M Approved - Ordered
PROOOO3D Fred Smith 1 12/10/2010 3:44%:96PM  BSW002 Draft

1.To delete an entire purchase requisition that has not yet been submitted, click onto Actions >
Delete purchase requisition in the requisition header at the top of the page.

\

t=a T3 |

%
himch Nom. au/Pur
\

PXWTID=s

seaatbbir]| G |[ 2] %] [ive seorch

File Edt View Favortes Tools H\F

o g far - ) - = - oPese -\ ook - @ £

EACH Enterprise Partal
&4 Purchase

Home  Purehases] Contact us
RS

Home > Purchase X Edit purchase requisition

| swekcome deecd + | @ @

Diynamics AX =] P

Upload Document:

Purchase I
Main Lists
[5Purcha
= Purchase requistions
Identific

Delete purchase requisition
Delete the selected purchase
requisiion I

(55 Submit

Purchass requistion ID

PROOOOL1 Carer's narme. sample

WCH nurse's name
Example Street name 46 Warrandyate Road
RIS reference 1239123412341 2341234
Trpe Generdl purchase J— i o
Requested date. iefnzizonn 5
Gity RINGWOOD
Fund.Frogram DEECDOD!
Administration Suburb RINGWOOD | R
Reqistioner DEECD Central Office (DEECDOOL
Created date and time 18/02/2011 4:33:08 P state vic lid
Modified date and time  18/02/2011 4:33:08 PM Countryfregion s n
aubmited Attention nformation
Submitted by
Status oraft
Tatal 945,00 AUD
Delivery contact
Delivery contact nunber
Lines A
New * | Actions ~
hild first name. Child last name hild birth date Item number Itern name Type Quantity Unit Net amount Currency Vendor account  Item details A
Semple Crder jozfeon1 MO High Chair Catlogue ftem  1.00 B4 120,00 AUD  BBYOD! Dist, pet. 0.00
Semple Crder 26i0zf2011 B0 Booster Catlogue tem  1.00 B4 165.00 AUD  BBYOD! Discount 0.00
Example: Oncler i6i0zz011  ChM ot and mattress Catslogueitem 1.0 EA 330,00 AUD  BBYODL Purchasemisc, charges 0.00
Sample Onder 2zjozfzons ot and mattress Catdlogue ftem  1.00 B4 330.00 AD  BBYOD!

Text A

Cot and mattress
Sussex Cot in White (includes
mattress 25891}

Ok Cancel
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b) Adding additional items

1. From the purchase requisition details click onto the New > New lines button to open the item
catalogue and add additional Items.

7= Enterprise Portal - EPPurchReqTableEdit - Windows Internet Explorer

Sea1bb7(7]| & | (42 % ) [ove Search

At G Gmo Gowes  wEb  GER /
T g B - - Page v (G Tods + @ G /
EACH Enterprise Portal | welcome deecd + | ([F | |

&l Purchase Cynamics A% ] »

Home > Purchase > Edit purchase requisition /
Purchase | Mew > | Actions ~ | Upload Document: /
Main Lists ~

| ZPurchase requisition approval & Submit
» Purchase requistions

Identification
Purchase requisition ID PROODL1

MCH nurse's name

IRIS reference

Type General purchase Postcode
Requested date 15022011 |E

it
Fund.Program DEECDO01 v
Administration Suburb
Requisitionsr
Created date and tine state
Modfied date and tine Courtryfregion

Subrmitted
Subrmitted by
Status

Attention information

945.00 ALD

otal
Delivery contacl

vabvery comagflnter ||

&
Actians *
Order information hid birth date Ttem rumber Item name Type Quantity Uit Net amount Currency Vendor account  Ttem details ~
Add new ines £ the purchase —_ =
requistion azion W High Char Cataloguetem 10D EA  120.00 AD  EBYODL Disc. pet .00
Sample Crder Zefazfett  BO Booster Cataloguetem 10D EA L6500 AUD  BBYODL Diseount 000
Example Ordler 18j0zf2011  CHM ot and mattress Catlogue kem  1.00 EA 330,00 AUD  BEVOD! 5 Purchase nist. charges .00
Sample Order 2zjozfzo1l Chi Cot and mattress Cotdloguetem 10D EA  330.00 AD  BBYODL

Text A

Cot and mattress
Sussex Cot in White (includes
mattress 258911

oK Cancel .

¢) Editing incorrect lines
Use the editing functions to change errors in the child name, last name or date of birth fields.

Note: The item, quantity and vendor accounts will default and should not be changed. If the family
requires 2 cots, two lines will be created and the name of each child that is receiving the cot must be
entered.

=l @l x

EACH Erterprne Portal | Wekome deecd + | J§ W 2
#8 Purchase [Cynamics ax =) 2|
e Comact s
Home > Purchase > E84 purchase raguiition
Purchase Mew + | Actons > | Upload Document
Main Lists. r
s Purchase requisiton approval
* Prchass requeiions L i
 Tdentification Attention
Purchase req e 1 PRODCOIL Carer's name Surche
M messname  [Example * Sreet oo (46 Werrandyats Road
— L2MZMIZMI231250
Trpe mﬂwmm-' baskcode 313 n
Requseddste 1000212011
Fund Program DEECDOOY i sid
Administy ation Sutwr RINGWOOD 1
Raquakire: DEECD Central Offce (CEECOO0L)
Crostod dote and e 10/02/2011 4:33:08 PM Rike L]
Mokied date andtime 100212011 4133:00 P Cortryeson  [aus n
atmeted bkl PPt
il A
Status. trafe
Tt 45,00 40
contact
Doty contact rumbar
Lines "
Mo = | Actone =
oWty View selected item Mo dtom v (tam narme. Tyoe Guantty Unk Mot amourt. Currency Vendor accourt 1t dotas "
Sanche | it selected tem He Hgh Char Cotokouebem  LODEA 120,00 MO B5Y00F % o et 000
Sonpl Delete selected item | o Booster Catskgun tem 100 EA 165,00 MO BEVOOL Coscount 000
Euanpe Onder 80RA0N O ot and mattress Coakgmten  10DEA 39000 MO B8VOOL Nrhmuie. gl 080
Sangle Crder 2 M Condmatiess  Coskombes  LOOEA  I0OMO o8O0
Text "
P Char
Vako Astro Conpac Greghte
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1. Highlight the line you would like to edit by clicking on the information, it will turn blue Click onto
Actions > Edit selected item.

Lines A

New ~ Actions ~

Child first nl View selected item g Item number Item name Type Quantity Unit Netamount Currency Vendor account Item details Y
\ Edit selectgH,item BO Booster Catalogue item 1,00 EA 165.00 AUD MCHEBUNTING Disc. pet. 0.00

Delete sele%tfed item a1 Cot and Mattress Catalogue item 1.00 EA 330.00 AUD MCHBBUNTING g% Discount 0.00

Purchase misc. charges 0.00

2. This will take you to a new screen where you can edit the information you entered. Edit /insert the
child name, child last name or child birth date only.

EACH Enterprise Portal Company:EACH = | Welcome Ax2 Training ~ | (@] &
ﬂ Purchase Dynamics X [ | 2|
EACH Enterpris= Fortal_ uRurchases]

Home > Purchase > Edit line details
Purchase Actions * | Upload Document
Main Lists
an Item &

= Purchase requisitions
Child info
chid birth date [13i0s/2010 5
Item number M
Item name Cot and Mattress
Type Catalogue item
Text Cot and Mattress

Sussex Cot in White (indudes |
matiress 25821)

Category MCH

unit ERL

Quantity 1.00 %

currency [ap [m e

Vendor account

Proposed vendor

- lagene 1 ™)

3. Click the OK button at the bottom of the page to save the change.

d) Deleting requisition lines

Incorrect purchase requisition lines can be deleted if the purchase order has not yet been
submitted.

Lines can be deleted in one of two ways;
1. Click onto the incorrect line and then click the black cross.

Lines

MNew - Actions ~

Child first name Child last name Child birth date Item number Item name Type Quantity Unit Met amount Currency Vender account
BO Booster Catalogue item 1,00 EA 165.00 ALD MCHBBUNTING
Fred Smith 13f05/2010 CNM Cot and Mattress Catalogue item 1.00 EA 330,00 AUD MCHEBLINTING %

2.Click onto the incorrect line then click onto Actions > Delete selected item

Lines £l

New ~ Actions +

Child first r| View selected item E Itemnumber Item name Type Quantity Unit Net amount Currency Vendor account  Item details #
Edit selected item BO Booster Catalogue item 1.00 EA 165.00 AUD MCHEBUNTING Disc. pet. 0.00

Fred [ Dejete selected item CNM Cot and Mattress Catalogueitem  1.00 EA 330.00 AUD  MCHEBUNTING 2§ Discount 0.00
St Purchase misc, charges 0.00
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