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Notes

Some important notes before you continue

* Users will need an Aspen Medical email account and an IDCS account in order to be able to log into OrderMate
* These can be requested via the Zendesk link below.

* Some screenshots may look different to those shown in the user guide. This is due to both OrderMate and Oracle updates that occur continuously.
» Should you as a user notice any information that is out-dated, incomplete or incorrect — please log a ticket in Zendesk with the details:

https://aspenmedical.zendesk.com/
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Sign in for the first time

Set up your account Account Setup Account Setup

A confirmation of email validation will be
displayed. Click “Click here to continue”

You will receive an email link from
no-reply@oracle.com. Click “Email
Verification” and follow the prompts for

Now that your email has been verified, you
will need to set up a password for your
account. To do this click the “Forgot
Password?” link

account setup

ORACLE’

Hello TST (¢ 1,

Please verify your email address for your aspenmedical account on ihe verification page.

Details

If the verification page link doesn't work, please copy and paste the following URL into the address bar of your

browser:
nitps://idcs-7d487645C 04a06ch97e84 identity. IS 1/verify ?token=auD9gBIfS%
2FZ56161Q%2BDECESIUBTW. D

Important: This link will expire on Thursday, February 23, 2023 10:07:50 PM CST.

If you don't recognize this message, contact your system at ical com

About Oracle Cloud | Legal Notices and Terms of Use | Privacy Statement

This is a system generated message. Do not reply to this message. You are receiving this e-mail as a result of your current relafionship with Oracle
Cloud. General marketing opt-out preferences have been over-ridden 1o ensure that you receive this e-mail

Copyright @ 2020, Oracle and/or its affiliates. All rights reserved.

Email Validation

24 Your email has been verified.

Click here to continue

L R e e i N e e

ORACLE Cloud

aspenmedicaloci
Oracle Cloud Account Sign In

Identity domain @
OracleldentityCloudService

User Name

IIUsEr name or email @ ‘

Password

| Password ‘

Forgot Password?

SignIn

Need help signing in?

aspenmedical
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Sign in for the first time

Account set up

ORACLE Cloud

aspenmedical

Enter full email mep 00"
address and T,
click “Next”

ORACLE

Hello TEST "

On Manday, March 1.

Cancel
13, 2023, 8t 6:29:49 PM COT, you 18quastad 10 18851 your paBEWORd. You Must reset your pi

on the Password Rasst pags.

4= Another email will be sent

Details .
; v  tOyou with a Password
et Reset option. Click

(B0 GabsKeoF 1

Important: This ink
message, contact your system adrminist

“Password Reset”

e vl exgire on Tussds 28:52 PA COT. Also, if you don't recogrizs this
medclcon

1 T of Use |

oo ORACLE Cloud
Gl
aspenmedical
Capyright © 2024, Cracle andor its afliatos. Al ights reserved. e saspenmedicalcom

Enter password q Reset your password
details and click

“Reset Password”

Set s password for your user account,

New Password

Confirm Mew Password

ORACLE Cloud

Congratulations!

Log into your account. Go to the Aspen
Medical Portal, scroll to bottom and

select the Aspen Application Hub tile

ORACLE Cloud

aspenmedicaloci

The log in screen
will look like this.
Use your email

address for User

Oracle Cloud Account Sign In

Identity domain ©
OracleldentityCloudService

Name and the (o e o e o]
Password you fo |
chose when ST —

setting up your T

account.

Need help signing in?

& Click Allow

AMGADW  Applications

e ponmedicalcom

The Application AMG ADW ™ Applications would like to

access ©
profile L]
groups o

You should accept this anly if you trust the publisher. Ask your admin if you are nat

Select the OrderMate tile

Once logged in you will be presented with
tiles of applications that you have access to.
Select the OrderMate tile.

= aspenmedical- application Hub

OrderMate

Your password has been reset. Please fogin using your new password.

Continue to Sign In

aspenmedical
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Workforce Coordinator (WFC) Users

WFC users will be able to perform the following actions:
v’ Create Order (add items to an order)
v Submit Order
v View Orders Actioned By Me

v Resubmit Orders (when amendment is requested)

wherever we’re needed




WFC Users - Navigating the App

Once logged into the application you will be
presented with your home page. To view

details of an order, click the blue title

Detailed view of order

As a WFC user, your home page will show orders
that require resubmission after it was rejected
along the approval process. These orders will
require actioning for them to get approved and

completed.
(= aspenmedical- ordermate
B create New Order

Order Resuits By
9= My Resubmissions

15 Crested e ASC
IR Orders Actioned By Me

Order Number

Project Name

rign Eneray - Reedy Creek (1

Order Status

Order Crated 1

Last Updated By

[T

Ralease 1.0

Origin Energy - Reedy Creek (Order Number: 1263)
(Created o 141052023 10,0220 Requestedby: . Order Crested

Total 1

Filter options will be available on the left and on
the right will be a list of all the related orders. Click
the blue title to view details of the order.

aspenmedical

Once the blue
title is clicked a
screen will be
presented with a
detailed view of
the order.
Details on
navigating this
page to follow in
subsequent
slides.

[=) aspenmedical- ordermate

Order Header
Order Id: 1263
Order Date:  14/06/2023
Project Details

Project

Natnct  Origin Energy - Reedy Creek

Supplier Global Medical Supplies
Address: 203 Lavarack Avenue
Eagle Farm Qid 4009

B instructions

Order Details

Category
Medical Consumables

Pharmaceuticals

Cancel Order

Project
Number:

Bill To
Address:

Taxable

8~ upenmedical.com

Order Status:  Order Created

Requestor Details

100203 L5 e
Emall. . i@aspenmedical com

Aspen Medical
Suite 17C 2 King Street Role: -
Deakin ACT 2600

Edit '!I ’ -
Item ey Unit of
Number =t Measure w7
AMG_100006 Bag, Drainage, Urine Meter, 2L Capacity, Sampling Port fa 1
AMG_100020 Acetylsalicylic Ackd, 300mg. Tablet Solprin 896 Box 10
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WFC Users - Navigating the App

Navigation Pane

To view the Navigation Menu: Click on the
three horizontal lines in the top left hand
corner.

'= aspenmedical- ordermate

D Create New Order

Order Results By
JZ My Resubmissions

1= Created Date ASC ~
f'q Orders Actioned By Me

Order Number

This will allow you to navigate to other pages
within the application.

Navigation Option:
Create New Order

Create New Order will allow you to create
and submit new orders.

Details on how to create an order to follow in
subsequent slides.

Navigation Option:
My Resubmissions

My Resubmissions will show orders that
require resubmission after it was rejected in
the approval process and an amendment is
required. Details of the amendment required
can be viewed within the detailed view of the
order.

= aspenmedical- ordermate [— o

mmmmmmmmmm

aspenmedical
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WFC Users - Navigating the App

Navigation Option:
Orders Actioned By Me

have created and submitted an order.

Orders Actioned By Me will list all the orders where you as a
user have had a touch point (submit, approve, quote, etc).
For WFC users, this will show all orders where WFC users

= aspenmedical- ordermate

O Create New Order

Order Results By Origin Energy - Bungaree (Order Number: 1182)
2= My Resubmissions Greated on: 20103/2023 09:54:43 - Requested by: |
L= Crested Date ASC v 165722
(2 Orders Actioned By Me
Order Number Origin Energy - Bungaroo (Order Number: 1222)

Created on: 31/03/2023 16:27:54 - Requested by:
D Last Updated: 31/03/2023 163122 - Last Updated by: |

Project Name H Origin Energy - Bungaroo (Order Number: 1194)
Created on: 23/03/2023 100391 - Requested by: [~ ©
Last Updated: 22/03/2023 122523 - Last Updated by |

Origin Energy - Bungaroo (Order Number: 1231)
Created on: 27/04/2023 051652 - Requested by:
Last Updated: 27/04/2023051511 - Last Updated bys

Show Al Origin Energy - Bungaroo (Order Number: 1143)
Created on: 15/03/2023 103701 - Requested by: © **
Last Updated: 25/03/2023 1711607 - ast Updated by~
Order Status

Order updated by GMS for Client
Origin Energy - Bungareo (Order Number: 1199)
jent - Oracle Created on: 23/03/2023 10:12:26 - Requested by:

Last Updated: 24/03/2023 130449  Last Updated by

Origin Energy - Bungaroe (Order Number: 1208)
Created on: 27/03/2023 05:56:59  Requested by
Last Updated: 27/03/2023 144517 - Last Updated by: |

Origin Energy - Reedy Creek (Order Number: 1264)
Created on: 14/06/2023 10:13:47 - Requested bv: |

At - nmedicalom v

Order updated by GMS for Client Approval

Order Approved by Client - Oracle Requisition Created

Order updated by GMS for Client Approval

Order Approved by Cantract/Project Manager

‘Order updated by GMS for Client Approval

Order updated by GMS for Client Approval

Order Cancelled

Order Approved by Client - Oracle Requisition Created

Using the filter options

Results can be ordered by Date
Created/Last Updated and Order Status.
Users can search by Order Number by
using the provided search box and clicking
the magnifying glass. Project Name, Order
Status, Last Updated By and Contains
Pharmaceuticals are all checkboxes and

will automatically filter results when clicked.

Order Results By

LT Created Date ASC

Order Number

Project Name

Origin Energy - Beetaloo (10)
Origin Energy - Condabri (8)
Origin Energy - Bungaroo (6)
Crigin Energy - Peat (4)

Origin Energy - Pony Plains (4)
Origin Energy - Spring Gully (3)
Origin Energy - Talinga (3)

Show All

Order Status

Order updated by GMS for Client Approval (28)
Order Approved by Client - Oracle Requisition Created (19)

Last Updated By

Mg 2o g (19)

Contains Pharmaceuticals

Yes (28)

No (19)

aspenmedical
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Sign out and Application Support

Sign out

Click the user name in the top right hand
corner of the page and select Sign Out

[ 8, 1.7 sspenmedical.com ¥ ] 1

[=* Sign Out

e Lo Tl e, Order updated by GMS for Client Approval

Application Support

Should you require any application related support. New users, sign in issues, broken
functionality/bugs. Please log a ticket within our Zendesk system.

https://aspenmedical.zendesk.com/

Or alternatively send an email to Zendesk Support at support@aspenmedical.zendesk.com
with details of the request.

aspenmedical
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WFC Users — Create New Order

Click Create New Order. Select Confirm compliance with poisons Order has been created.

Project Name. Click Create permit/approvals in accordance with

State and Territory Regulations

Select the Project Name from the drop This mainly applies to site users who need The order has been created and you will be
down list. to order pharmaceuticals, but is active for all presented with a view where you can add
- ‘ users who create orders. items to the order.
i . & 25penmedical- omemas - 208 P— ¢

D) Croste How Oriter * Plaasr sedict an cppun
Oucr Headder

2T My Reubmissons

(2 Orders actoned By me Ondar i 477 Order Status: Order Create

Warning!

By submitting this order, you
confirm that it has been
made according to the
relevant poisons permit or
approvals provided to my
clinical areas in accordance
with State and Territory
Regulations. Dot thi st reqes 08 "o
Uniform Belwers? .

NOTE: If you are unaware or

= unclear of the related IR i Hor o s
. . . poisons permits assigned to
The Project Number will automatically be Rk Cancel ondl conkacs =
populated upon selection of the Project s oo .: —— —
Name and the Create button will appear.

Note that you will be required to select an
option for “Does this order require Uniform

Enter Project Details . . . . ; ”
J Click Create to continue with the ordering Delivery?
Project Name (Origin Energy - Reedy Creekc proceSS

Project Number 100203

Click Create.

aspenmedical - wherever we're needed




WFC Users — Enter Uniform Detalls

Click Yes to enter Uniform

Details

comments/instructions.

Enter all Uniform Details and make use of the Comments box for additional

Enter Uniform Delivery Details

First Name
Jane

Phone
0412345678

Requested Delivery Date
17/11/2023

Deliver Address
123 This Street
That Town
1234

Last Name
Doe

Comments
Some comments and instructions can go herd

Click Save

Editing Uniform Details

Click Edit, make changes and click Save.

Does this order require o Yes No
Uniform Delivery?

Uniform Details m

Requested Friday, 17 November 2023 Comments:
Delivery Some comments and instructions can go here
Date:
First Jane Last Doe
Name: Name:
Phone 0412345678 Delivery 123 This Street
(incl. area Address:  That Town
code): 1234
%

u Instructions - How to Add Items

aspenmedical
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WFC Users — Adding Items to Order

Click Add Items.

A pop up window will allow you to select
and add items to the order

Add Items to Order

D) instructions

‘Search Fields

Goun clazon Thu

mbs U e 75

Use the Search Fields to filter results by
Category. Alternatively, use the “Search: All
Text Columns” box to search for key words.
Double click Qty column to enter quantity
and click Save. Use Instructions drop down
for further assistance.

View added items and Submit

Order Header

Order Id: 379

Order Date: 15/06/2023

Close the Add Items
window to review added Project Details

items. Amend quantities

required by double clicking e
the Qty column or clicking ST
Edit. Click Save. Address: _ supplies

203 Lavarack Avenue
Eagle Farm QId 4009

Repeat previous steps to
Add Items if any items are [ instructions

missing.

=3
Note: Ad Hoc items can
only be added by the Order Details
Project Manager (PM). (o R
Please contact them to
discuss. e

Medical Consumables

Pharmaceuticals

Once satisfied with the
order, Click Submit Order e
and confirm submission.

Pharmaceuticals

Medical Consumables

aspenmedical

Cancel Order

Project
Number:

Bill To
Address:

100203

Aspen Medical
Suite 17C 2 King

Street

Deakin ACT 2600

Order Status:  Order Created

Requestor Details

Name: [_.l. ...
Email: ... @aspenmedical.com
Role: <, ... ...

Are you sure you want to

submit the order?
Ones

amended. The P
Manager will spprcve
et step

Click Cancel to go back. Click Submit
Order to proceed

Taxable

Item
Number

AMG_100038
AMG_100071
AMG_100079
AMG_100157
AMG_100169

AMG_100200

Alcomoter Mouthpieces Lion SD400/5300 PK150
Doxycycline Tab 100mg Blst 21

Gown Isolation Thumbs Up Impervious 75
Benadryl Original 200ml

Disposable Razor 12PK

Bupivacaine 0.5% 20ml x 5

Measure aty
Pkt 1
Box 2
Ea 3
Bot 4
Pht 5
Box 6

1-6

Submit Order

wherever we’re needed



WFC Users — Removing ltems from Order

Click Add Items.

Order Details
Category Taxable :‘:ﬂha Description :::m aty
Medical Consumables Yes, AMG_100038 Alcomoter Mouthpieces Lion SD400/5300 PK150 Pkt 1
i . . i i i Pharmaceuticals Yes AMG_100071 Doxycycline Tab 100mg Blst 21 Box 2
Click the three horizontal lines to the left of the item in the list. N . - o o T U b 15 . ,
Click Delete Row. Yes AMG 100157 Benadiyl Criginal 200mI ot "
W Delete Row
and Equipment  Yes AMG_100169 Disposable Razor 12PK Pkt 5
~
= Refresh Row Yes AMG_100200 Bupivacaine 0.5% 20ml x 5 Box ]
1-6
Order Details
coar me oo = o
Medical Consumables Yes AMG_100038 ‘Alcomoter Mouthpieces Lion SD400/5300 PK150 Pkt 1 H - - M
i - e § . - Note that the item will now be greyed out with a strikethrough
WedkalConpembles Vo AMGANTS  Gownbobion Tumbstp nperices7S = s appearance. Click Save to remove the item.
Pharmaceuticals Yes AMG_100157 Benadryl Original 200ml Bot a
General Consumables and Equipment  Yes AMG_100169 Disposable Razor 12PK Plt 5
Pharmaceuticals Yes AMG_100200 Bupivacaine 0.5% 20mlx 5 Box 6
1-6
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WFC Users = View Submitted Orders

Orders Actioned By Me To view order: Click the blue title of the order in the list

Orders Actioned By Me will list all the orders
where you as a user have had a touch point
(submit, approve, quote, etc). For WFC users,
this will show all orders where WFC users have
created and submitted an order.

(= aspenmedical- ordermate P

[ Create New Orer

Order Results By
2= My Resubmissions

17 Comted Onte ASC
(R Orders Actioned 8y Me

Order Number

Project N

Order updated by GV for Client Approvs
Order Status

Order updated by GV for Clent Approws

order Cancled

Once submitted, no changes can be made to
the order by the site user. The PM can make
any necessary changes during the approval

process as well as add Ad Hoc items if required.

Each order will have two sections at the bottom:

Order History will show any changes to the order items post submission. These changes can only be
made by the PM or GMS users.

Approval History will show the approval status of the order. An order will require additional Clinical
Approval if it contains pharmaceuticals.

n Order History

n Approval History

Approval Status Updated Date Person Role Email Reject Action Comments
Order Created 30/03/2023 12:33:36 e ey - -.. Daspenmedical.com
Order Submitted 30/03/2023 12:46:52 Tl [V “_, 7 @aspenmedical.com

Order Approved by Contract/Project Manager
Order Approved by Clinical Team
Order Appproved by Medical Officer

Order updated by GMS for Client Approval

aspenmedical
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WFC Users - Resubmitting an order

My Resubmissions Amend Order

My Resubmissions will show orders that require resubmission after it was rejected in the

. . . ) Follow steps in slides 9 and 10 to amend the order as
approval process and an amendment is required. Details of the amendment required can be requested. Once satisfied the order is complete, Click
viewed within the Approval History section at the bottom of the order (see insert below) or at the Submit Order ’

top of the order near the order status. ’

= aspenmedical- ordermate Ri. 7 redalomv

Site Users — Adding Items to Order

[ Create New Order

Order Results By Origin Energy - Reedy Creek (Order Number: 1263)
2 My Resubmissions Created on: 14/06/2023 10:02 30 . Requested by ... ... Order Created
1= Created Date ASC v Last Updated: 15/05/2025 093410 - Last Updated by: 1_,.._._ __..,
[R Orders Actioned By Me
Total 1

Order Number

Project Name

Qrigin Energy - Reedy Creek (1)

u Order History

ﬂ Approval History

Approval Status Updated Date Persan Role Email Reject Action

Comments
Order Created 15/06/2023 10:14:53 - S ——. e Baspenmedical com
Order Submitted 15/06/2023 12:03:18 I S — e Daspenmedical com
Order Rejected - Amandment Requirad 15/06/2023 12:14:47 Frpirmi ooy Frpoee vl evesonsy o -3pEnmedical.com [ Amend Please remove all pharmaceuticals. ]
pay )

aspenmedical . wherever we're needed
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