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User Guide for Workforce Coordinator 

(WFC) users



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/

https://aspenmedical.zendesk.com/


Sign in for the first time

Set up your account Account Setup Account Setup

You will receive an email link from 

no-reply@oracle.com. Click “Email 

Verification” and follow the prompts for 

account setup

A confirmation of email validation will be 

displayed. Click “Click here to continue”
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



Sign in for the first time

Account set up Log into your account. Go to the Aspen 

Medical Portal, scroll to bottom and 

select the Aspen Application Hub tile

Select the OrderMate tile 

Enter full email 

address and 

click “Next”

The log in screen 

will look like this. 

Use your email 

address for User 

Name and the 

Password you 

chose when 

setting up your 

account. 

Once logged in you will be presented with 

tiles of applications that you have access to. 

Select the OrderMate tile.

Another email will be sent 

to you with a Password 

Reset option. Click 

“Password Reset”

Enter password 

details and click 

“Reset Password”

Click Allow



Workforce Coordinator (WFC) Users

WFC users will be able to perform the following actions:

✓Create Order (add items to an order)

✓Submit Order

✓View Orders Actioned By Me

✓Resubmit Orders (when amendment is requested)



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

Click on Resources to view, download 

and upload files
Click on Profile to view and edit any 

data fields in your profile  

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.

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.

Detailed view of order

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. 



WFC Users - Navigating the App

Navigation Pane Navigation Option:

Create New Order

Navigation Option:

My Resubmissions

To view the Navigation Menu: Click on the 

three horizontal lines in the top left hand 

corner.

Create New Order will allow you to create 

and submit new orders.
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.

This will allow you to navigate to other pages 

within the application. 

Details on how to create an order to follow in 

subsequent slides.



WFC Users - Navigating the App

View All OrdersNavigation Option:

Orders Actioned By Me

Using the filter options

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.

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.



Sign out and Application Support

Sign out Application Support

Click the user name in the top right hand 

corner of the page and select Sign Out
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.

https://aspenmedical.zendesk.com/
mailto:support@aspenmedical.zendesk.com


WFC Users – Create New Order

Select the Project Name from the drop 

down list. 

Click Create New Order. Select 

Project Name. Click Create

The Project Number will automatically be 

populated upon selection of the Project 

Name and the Create button will appear. 

Click Create.

Order has been created.

The order has been created and you will be 

presented with a view where you can add 

items to the order.

Confirm compliance with poisons 

permit/approvals in accordance with 

State and Territory Regulations

This mainly applies to site users who need 

to order pharmaceuticals, but is active for all 

users who create orders.

Click Create to continue with the ordering 

process

Note that you will be required to select an 

option for “Does this order require Uniform 

Delivery?”



WFC Users – Enter Uniform Details

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

comments/instructions.

Click Yes to enter Uniform 

Details
Editing Uniform Details

Click Edit, make changes and click Save.

Click Save



WFC Users – Adding Items to Order

A pop up window will allow you to select 

and add items to the order

Click Add Items.

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

Close the Add Items 

window to review added 

items. Amend quantities 

required by double clicking 

the Qty column or clicking 

Edit. Click Save. 

Repeat previous steps to 

Add Items if any items are 

missing. 

Note: Ad Hoc items can 

only be added by the 

Project Manager (PM). 

Please contact them to 

discuss.

Once satisfied with the 

order, Click Submit Order 

and confirm submission.



WFC Users – Removing Items from Order

Click the three horizontal lines to the left of the item in the list. 

Click Delete Row. 

Click Add Items.

Note that the item will now be greyed out with a strikethrough 

appearance. Click Save to remove the item.



WFC Users – View Submitted Orders

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

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. 

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.

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. 



WFC Users - Resubmitting an order

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 Approval History section at the bottom of the order (see insert below) or at the 

top of the order near the order status.

Follow steps in slides 9 and 10 to amend the order as 

requested. Once satisfied the order is complete, Click 

Submit Order.

Amend Order
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