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Preface

Preface

This preface contains the following sections:

e Documentation accessibility

e Diversity and Inclusion

Documentation accessibility

For information about Oracle's commitment to accessibility, visit the Oracle
Accessibility Program website at http://www.oracle.com/pls/topic/lookup?
ctx=acc&id=docacc.

Diversity and Inclusion

Oracle is fully committed to diversity and inclusion. Oracle respects and values having
a diverse workforce that increases thought leadership and innovation. As part of our
initiative to build a more inclusive culture that positively impacts our employees,
customers, and partners, we are working to remove insensitive terms from our
products and documentation. We are also mindful of the necessity to maintain
compatibility with our customers' existing technologies and the need to ensure
continuity of service as Oracle's offerings and industry standards evolve. Because of
these technical constraints, our effort to remove insensitive terms is ongoing and will
take time and external cooperation.
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Introduction to Oracle Health Response
Readiness

Learn about the Oracle Health Response Readiness product suite, its portals, users, and
security features.

Caution:

Your implementation of Oracle Health Response Readiness may use a custom
name for use in the banner that appears at the top of every page. For more
information, contact your Oracle Customer Success managetr.

What is Oracle Health Response Readiness?

Oracle Health Response Readiness is a suite of web-based portals that enable large
organizations (for example, government agencies) that own stockpiles of critical supplies
to push the critical or limited resources from a central location to many different end sites.

What are the Oracle Health Response Readiness portals?
Oracle Health Response Readiness consists of six integrated portals, each with a
different purpose and different users.

Who are the Oracle Health Response Readiness users?
There are multiple users of the Oracle Health Response Readiness portals. The users
have different responsibilities and access to the portals and their features.

Multi-factor authentication

To ensure security, Oracle Health Response Readiness requires multi-factor
authentication (MFA) codes when you sign in to any of the portals. MFA ensures the
security of the portals by requiring all users to enter something they know (their
password) and something they have (an MFA code) before they can access the system.

Oracle Health Response Readiness Launchpad

The Launchpad, which opens automatically after you sign in to Oracle Health Response
Readiness, provides links to the portals you have rights to access. You can also open the
Launchpad from within a portal at any time.

What is Oracle Health Response Readiness?

ORACLE

Oracle Health Response Readiness is a suite of web-based portals that enable large
organizations (for example, government agencies) that own stockpiles of critical supplies to
push the critical or limited resources from a central location to many different end sites.

A large organization receives order requests for those supplies from smaller organizations.
The large organizations approve requests based on thresholds and prioritization, and then
begin the distribution processes.

You can use Oracle Health Response Readiness to manage:
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What are the Oracle Health Response Readiness portals?

» Urgent and emergency situations (such as public health emergencies)

*  Scenarios when supplies may be limited (such as limited water after a hurricane)

» Circumstances where new receiving sites are actively being created and
organized. Oracle Health Response Readiness includes the ability to transfer

resources between sites.

You can access the Oracle Health Response Readiness portals on your computer,

mobile phone, or tablet.

Caution:

Your implementation of Oracle Health Response Readiness may use a
custom name for use in the banner that appears at the top of every page. For
more information, contact your Oracle Customer Success manager.

What are the Oracle Health Response Readiness portals?

Oracle Health Response Readiness consists of six integrated portals, each with a
different purpose and different users.

You can access the Oracle Health Response Readiness portals on your computer,

mobile phone, or tablet.

Portal

Purpose

Self-Service Request Portal

Submit an application to become an approved site that
can order and manage response products.

Requests are sent to Self-Service Approval Portal for
review and approval.

Self-Service Approval Portal

Review, approve, and activate requests sent from Self-
Service Request Portal.

After requests are approved and activated, users can sign
in to Site Portal to order and manage response products.

Site Portal

Create response product orders for delivery and manage
the inventory.

Site Portal sends all orders to Partner Portal for
approval and processing.

Partner Portal

Approve and process orders for response products sent
from Site Portal and create new orders, if needed.

Distributor Portal

Pick up orders ready for distribution and upload shipping
information.

Administrator Portal

Set up partner, responses, and products for users to
order and process in Site Portal and Partner Portal.

Who are the Oracle Health Response Readiness users?

There are multiple users of the Oracle Health Response Readiness portals. The users
have different responsibilities and access to the portals and their features.

ORACLE
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Who are the Oracle Health Response Readiness users?

User Description
Administrators Users who set up and maintain products, responses, and
partners.

e Setup and maintain products
—  Configure product details, requirements, and options,
such as apportionment (a partner places orders for a
site)
—  Set product ordering thresholds and distribution rules
e Set up and maintain responses

e Setup and maintain partners
— Input partner information, permissions, and ordering
rules

*  Review operational dashboards

*  Manage enhancement requests from users

e Push on-screen notifications to users
Administrator users can access Administrator Portal.

Partners (and Organizations) Users who manage the allocation, distribution, and inventory
within their area of responsibility. Partners include jurisdictions
(states and territories), federal agencies, large healthcare/
pharmacy organizations, and independent pharmacies.

e Setup and manage sites and organizations
— Input site and organization information, permissions,
and ordering rules

e Manage orders
— Process and approve direct orders from sites (sites
place their own orders)
—  Process orders for sites (apportionment)
e Update inventory details
—  Transfers, dispositions (wastages and returns), stock
on hand, and stock administered

e Update inventory details (for example, transfers,
dispositions, stock on hand, and stock administered)

e« Communicate to their sites

*  Review operational dashboards for their sites only

Partner users can access Partner Portal.

Sites / site users Businesses or associations that administer or distribute
response products to patients and customers. Sites include
chain or independent pharmacies and organizations such as
hospitals, clinics, doctors’ offices, or dialysis centers.

Site users:

e Order and request response products according to rules/
permissions (may include ancillary kits)

e Set contact and logistical information

e Update inventory (transfers, dispositions, stock on hand)

e View shipment statuses

*  Receive communication

e Provide system feedback

Approved site users can access Site Portal.
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Multi-factor authentication

User Description
Distributors Users who manage warehouse inventory and shipping
information.

e Access orders
e Update distribution information
Distributor users can access Distributor Portal.

Multi-factor authentication

To ensure security, Oracle Health Response Readiness requires multi-factor
authentication (MFA) codes when you sign in to any of the portals. MFA ensures the
security of the portals by requiring all users to enter something they know (their
password) and something they have (an MFA code) before they can access the
system.

An MFA code is also known as a one-time code because it changes or expires within a
set amount of time to ensure no one can guess it.

You can access your MFA code for Oracle Health Response Readiness in an email or
by scanning a QR code with an authentication app (such as Oracle Mobile
Authenticator, Google Authenticator, or Microsoft Authenticator) on your mobile device.
You can use either method to receive an MFA code, but you must use an MFA code to
activate your account and each time you sign in to an Oracle Health Response
Readiness portal.

Oracle Health Response Readiness Launchpad

ORACLE

The Launchpad, which opens automatically after you sign in to Oracle Health
Response Readiness, provides links to the portals you have rights to access. You can
also open the Launchpad from within a portal at any time.

To open the Launchpad from within a portal:

1. Locate your user name (initials) on the right side of the banner and select
Launchpad from the drop-down menu. For example:

FEEns IE?:' Help =

o  Profile

Ll Launchpad

[+ SignOut

2. In the Launchpad panel, select a link to open a Oracle Health Response
Readiness portal. Only the portals you have access to appear in the Launchpad
panel. For example:
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Oracle Health Response Readiness Launchpad

Launchpad *

Launchpad

& Administrator Portal

[L Distributor Portal

#q Partner Portal

Self-Service Approval Portal

ol Self-Service Request Portal

g Site Portal

3. If you don't want to select a portal, at the top right select the X to close the Launchpad
panel.
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Self-Service Approval Portal overview

Self-Service Approval Portal is one of the portals in the Oracle Health Response Readiness
product suite. Administrators use Self-Service Approval Portal to review, approve, and
activate requests created in Self-Service Request Portal.

After requests are approved and activated, users can sign in to Site Portal to create response
product orders for delivery and manage the inventory.

» Self-Service Approval Portal menus
The Self-Service Approval Portal opens after you sign in to Oracle Health Response
Readiness and select Self-Service Approval Portal from the Launchpad. The Self-Service
Approval Portal menus provide access to menus you use to review statistics on the
requests, prepare requests for approval, and approve the requests.

* Navigation and search
Oracle Health Response Readiness provides multiple options for navigating through the
features of each portal including menu buttons, breadcrumb trails, and an optional text
navigation pane.

e Site map
The site map provides a list of all the Self-Service Approval Portal menus as links.

»  Self-Service Approval Portal workflow
Use the workflow steps to guide you through working in Self-Service Approval Portal.

Self-Service Approval Portal menus

The Self-Service Approval Portal opens after you sign in to Oracle Health Response
Readiness and select Self-Service Approval Portal from the Launchpad. The Self-Service
Approval Portal menus provide access to menus you use to review statistics on the requests,
prepare requests for approval, and approve the requests.

After you approve and activate requests, the system activates the site and sends an email
message to the request contact. That person can then follow the steps to sign in to Site
Portal and order and manage response products.

@ Dashboard

Dashboard

MNumber of Requests Per Status Average Number of days from Partner Review to Activate /Rejected

Item Description

Dashboard Provides statistics that track how quickly requests move
through the approval process. See View the dashboard.
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Chapter 2
Navigation and search

Item

Description

Requests

Use to:

*  View the requests submitted for approval by Self-Service
Request Portal, view the request details, and view and
modify the site details for a request, view the requested
sites, and view the deleted sites. See Manage requests.

*  Open the approval wizard to help you approve a request
as quickly as possible. See Review and approve a
request with the wizard.

e Access the Actions menu and options if you want to
perform the actions required for approval manually. See
Perform the actions required for approval.

*  Access the Reviews menu and options if you want to
perform the reviews required for approval manually. See
Perform the reviews required for approval.

Registrants

Assess the registrants submitted by Self-Service Request
Portal to identify users who submitted their site information,
who need self-service site email messages sent again, or
appear as duplicates or invalid users in the system. See
Manage registrants.

Documents

Manage common and partner documents along with upload
instructions, whether to automatically upload them with new
site records, if they are mandatory, and if they are active. The
system automatically lists the documents the organization
associated with a site wants to review. See Manage
documents.

Reviewers

View, add, and modify the types of reviewers (administration
reviewers or partner reviewers) and their role (self-service
administrator or self-service reviewer). See Manage reviewers.

Statuses

View descriptions for the request, review, document, and
verification statuses that appear in Self-Service Approval
Portal to track the approval process for each request. See
View descriptions of the request statuses.

Oracle Health Response Readiness provides multiple options for navigating through
the features of each portal including menu buttons, breadcrumb trails, and an optional

text navigation pane.

Oracle Health Response Readiness also provides a sophisticated search feature on
most list pages that is specific to the page. Next to the search feature, there is a option
to download the page data in CSV format so you can review it. On pages with a large
number of columns there is an option to customize the page if you want to view (and

download) fewer columns.

Caution:

Your implementation of Oracle Health Response Readiness may use a
custom name for use in the banner that appears at the top of every page. For
more information, contact your Oracle Customer Success manager.
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Navigation and search

Item

Description Details

Navigation icon

Appears at the top left of the banner. The navigation icon is also known
Opens and closes the navigation pane  as the hamburger icon.

that appears to the left of the main user

interface window.

Navigation pane

Shows a selectable text list of the portal To open the navigation pane:
menus in a panel that appears to the left
of the main user interface window. For
example:

Select the Navigation icon on
the left side of the banner.

2. Select the Navigation icon
again to close the navigation
pane.

(=) Dashboard
2F Requests

2. Repistrants
EYy Documents

= Reviewers

A, Statuses

Tabs

Represent submenus within a menu. Select the name to open the
Tabs appear on some list pages below submenu.

the page title. An underline appears

below the active tab. For example:

Statuses

Request Statuses  Review Statuses  Document Statuses  Verify Statuses
I
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Site map

Item

Description

Details

Search field

A detailed search feature is available on In the Search field, do one or both

many list pages. The Search field

of the following, and then select

appears below the page title or below Enter:

the tabs. For example: .

All Requests

Enter text or numbers.
Select in the field and then
choose one or more criteria
from the drop-down options
and provide any required
details. The criteria options
are specific to the page you
are working in.

Search page download

On every page with the search feature, To download the data:

a Download icon appears to the right of
the Search field so that you can
download and review the data on the

page in CSV format. For example: 2.

&

L

The CSV data files are for review only.
Do not use these files to upload data
into Oracle Health Response Readiness
as they are not in the required format.

Select the Download icon to
the right of the Search field.

In the Downloading panel,
select OK.

Search page column

selector

On many pages with the search feature, To customize the page columns:

a Column selector icon appears to the
right of the Download icon so that you
can customize the page columns. For
example:

2.

The column selector only appears if the
page includes a large number of
columns. The columns you select
appear on the page and in the Search
page download.

Select the Column Selector
icon to the right of the Search
field.

In the Column Selector
panel, select the columns to
show on the page.

Select Save.

Site map

The site map provides a list of all the Self-Service Approval Portal menus as links.

To open the site map:

1. Atthe top right of the banner, select Site Map from the Help menu. For example:

= Site Map

ORACLE

2-4



2.

Chapter 2
Self-Service Approval Portal workflow

The Site Map page opens. For example:

Self-Service Approval Portal Site Map

s & Dashboard
= A" Requests
= B Documents
= Fa Reviewers

n v Statuses

In the Self-Service Approval Portal Site Map page, select the text link for any menu to
open the user interface page. The navigation pane opens on the left.

Self-Service Approval Portal workflow

Use the workflow steps to guide you through working in Self-Service Approval Portal.

ORACLE

To work in Self-Service Approval Portal:

1.

Activate your account using multi-factor authentication as described in Activate your
account. You only have to activate your account one time.

Sign in to Oracle Health Response Readiness and open Self-Service Approval Portal as
described in Sign in to Oracle Health Response Readiness.

The Dashboad page opens by default. To open the navigation pane, which provides a
text list of the menus you use to perform the tasks available in the portal, select the

Navigation icon = on the left side of the banner.

# Note:

Select the Navigation icon again to close the navigation pane.

Review the information submitted by the site as described in Prepare for approval.

» If you are an administration user, you can, depending on your role as self-service
administrator or self-service reviewer, manage the administration and partner
reviewers, registrants, and documentation uploaded for inclusion with each request.

* If you are a partner reviewer, you can, depending on your role as self-service
administrator or self-service reviewer, manage the reviewers for the sites you are
associated with, and manage the documentation uploaded for inclusion with each
partner request.

Approve the requests by performing a series of actions and reviews on the information in
the request. The available actions depend on your role. The reviews are the same
regardless of your role as an administration user (self-service administrator or self-
service reviewer) or partner user (self-service administrator or self-service reviewer). You
can:

*  Approve requests with a wizard as described in Review and approve a request
with the wizard.
The wizard, which is only available to administration users, guides you through the
actions and reviews required to help you approve a request as quickly as possible.
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Self-Service Approval Portal workflow

Perform the actions required for approval manually as described in
Perform the actions required for approval.

The actions available to perform on a request depend on your role and the
status of the request. You can perform the actions in any order and at any
time.

Perform the reviews required for approval manually as described in
Perform the reviews required for approval.

The reviews available to perform on a request are the same regardless of your
role. They are, however, dependent on the status of the request. You can
perform the reviews in any order and at any time.

# Note:

After a request is approved and activated, you can no longer change
any of its details. You can, however, continue to view the request
details, as needed. See View the details for a request.

5. At any time after you sign in, you can:

Review and update the date, time, and language details that appear in the
portal, as described in Manage your profile.

Reset your password, as described in Reset your password.

Re-open the Launchpad to switch to a different Oracle Health Response
Readiness portal, as described in Oracle Health Response Readiness
Launchpad.
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Activate your account

An administrator creates an account for you that allows you to access Oracle Health
Response Readiness. You then receive an email with instructions for setting your password
and activating your account, which requires a multi-factor authentication (MFA) code. You
only activate your account one time.

You can request to receive the MFA code in an email or through an authentication app on
your mobile device.

Activate your account with email verification

After you receive your Oracle Health Response Readiness Welcome email, you can
choose to activate your account by setting a password and requesting your multi-factor
authentication (MFA) code in an email.

Activate your account with mobile app QR code verification

After you receive your Oracle Health Response Readiness Welcome email, you can
choose to activate your account by setting a password and scanning a QR code one time
with a mobile device using an authentication app. The QR code is associated with your
account and Oracle Health Response Readiness.

Activate your account with email verification

After you receive your Oracle Health Response Readiness Welcome email, you can choose
to activate your account by setting a password and requesting your multi-factor authentication
(MFA) code in an email.

ORACLE

To activate your account with email verification:

1.
2.
3.

Locate the Welcome email message sent to you from Oracle.
In the email message, select Activate Your Account.

In the Reset Your Password dialog box, enter the password you want to use for your
account, confirm it, and select Reset Password.

Your password must be between 8 and 25 characters and must include:
e 1 uppercase letter

* 1 lowercase letter

e 1 number

» 1 special character

Your password cannot:

*  Contain the first name of the user

*  Contain the last name of the user

*  Contain the user name

* Repeat the last four passwords

3-1
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Activate your account with mobile app QR code verification

< Note:
Your password expires after 120 days.
In the Congratulations dialog box, select Continue to Sign In.

In the Login dialog box, enter your user name and password, and select Sign In.

In the Enable Secure Verification dialog box, select Enable Secure Verification.

N o g &

In the Select Your Default Secure Verification Method dialog box, select Email.
An email is sent to you with a one-time verification passcode.

8. Locate the message from Oracle in your email and open it. It contains your Six-
digit MFA code.

" Note:

The MFA code expires in 10 minutes.

9. Inthe refreshed Select Your Default Secure Verification Method dialog box, in
the Code field, enter the six-digit MFA code you see in your email, and then select
Verify Email Address.

10. In the Successfully Enrolled dialog box, select Done.

11. Sign in to Oracle Health Response Readiness.

Activate your account with mobile app QR code verification

ORACLE

After you receive your Oracle Health Response Readiness Welcome email, you can
choose to activate your account by setting a password and scanning a QR code one
time with a mobile device using an authentication app. The QR code is associated with
your account and Oracle Health Response Readiness.

To scan the QR code, you must download an authentication app (such as Oracle
Mobile Authenticator, Google Authenticator, or Microsoft Authenticator) to your phone
or tablet. You only need to scan the QR code one time. From then on, Oracle Mobile
Authenticator, Google Authenticator, or Microsoft Authenticator generates a new MFA
code for your account each time you need it. You must leave the authentication app on
your device to open it and access a new MFA code each time you want to sign in to
Oracle Health Response Readiness.

If you need to install Oracle Mobile Authenticator, Google Authenticator, or Microsoft
Authenticator on the same device again or another device (for example, a new mobile
phone), you need to request that an Oracle Health Response Readiness administrator
resets your MFA. You can then scan a new QR code on your device and sign in to
Oracle Health Response Readiness.

" Note:

If you cannot or do not want to use your mobile device to scan the QR code,
you can skip the scanning step and receive your MFA code through an email
message.
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Activate your account with mobile app QR code verification

To activate your account with mobile application QR code verification:

1.
2.
3.

©® N o o p

10.

Locate the Welcome email message sent to you from Oracle.
In the email message, select Activate Your Account.

In the Reset your Password dialog box, enter the password you want to use for your
account, confirm it, and select Reset Password.

Your password must be between 8 and 25 characters and must include:
* 1 uppercase letter

* 1 lowercase letter

e 1 number

* 1 special character

Your password cannot:

»  Contain the first name of the user

»  Contain the last name of the user

*  Contain the user name

* Repeat the last four passwords

# Note:

Your password expires after 120 days.

In the Congratulations dialog box, select Continue to Sign In.

In the Login dialog box, enter your user name and password, and select Sign In.

In the Enable Secure Verification dialog box, select Enable Secure Verification.

In the Select Your Default Secure Verification Method dialog box, select Mobile App.

On your mobile device, open Oracle Mobile Authenticator, Google Authenticator, or
Microsoft Authenticator.

# Note:

If you need to download the application, open the store used to download
applications on your phone or tablet. Search for the application and download it.
For example, open the App Store for an iPhone or Google Play Store for an
Android phone. After you download the application keep it on your device to
access an MFA code each time you sign in.

In Oracle Mobile Authenticator, Google Authenticator, or Microsoft Authenticator, tap
Scan a QR Code. When prompted, allow access to your camera.

Hold your device up to the QR code on your screen in the Download and Configure the
Mobile App dialog box so the camera can focus and automatically scan the code. (You
do not take a picture.) You should see the QR code come up on your camera screen as it
focuses.
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Chapter 3
Activate your account with mobile app QR code verification

After the authentication app scans the QR code, in the Successfully Enrolled
dialog box, select Done. In Oracle Mobile Authenticator, Google Authenticator, or
Microsoft Authenticator you see an identifier, your user name, and a six-digit code.
" Note:
For security, the MFA code changes approximately every 30 seconds.

Sign in to Oracle Health Response Readiness.
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Access Oracle Health Response Readiness

To sign in to Oracle Health Response Readiness you must enter your user name, password,
and a multi-factor authentication (MFA) code. Once you activate your account, you can use
email or a mobile device to access your MFA code.

At any time after you sign in, you can manage your profile or reset you password. Each portal
automatically signs you out of the system after a set amount of time (for example, 1-8 hours).
But, you can sign out of the system at any time.

e Sign in to Oracle Health Response Readiness
Oracle Health Response Readiness uses multi-factor authentication (MFA) to ensure
secure access to the portals. Once you activate your account, you can use email or a
mobile device to access your MFA code. You enter your user name, password, and the
code to sign in.

e Manage your profile
You can set or update the format for the date, time, time zone, and language that appear
in the portal if necessary. The time zone and language are originally set when your user
account is created.

* Reset your password
You can reset your password if necessary (for example, if you forgot your password or if
you were locked out of your account after five attempts to enter your password when
signing in to Oracle Health Response Readiness). You can also ask an administrator to
reset your password.

e Sign out of Oracle Health Response Readiness
Each Oracle Health Response Readiness portal automatically signs you out of the
system after a set amount of time (for example, 1-8 hours). Once that time expires, you
need to sign in again using multi-factor authentication. But, you can sign out at any time.

Sign in to Oracle Health Response Readiness

ORACLE

Oracle Health Response Readiness uses multi-factor authentication (MFA) to ensure secure
access to the portals. Once you activate your account, you can use email or a mobile device
to access your MFA code. You enter your user name, password, and the code to sign in.

To sign in (after activating your account):

" Note:

If you did not activate your account yet, see Activate your account.

1. Open Oracle Health Response Readiness in a browser to access the Sign In page.

If you do not know the web address for Oracle Health Response Readiness, check the
Welcome email from Oracle. You used that email to set the password for your account. It
includes a web address to Oracle Health Response Readiness. Select that link and
bookmark it for future access.
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< Note:

Oracle Health Response Readiness supports the Google Chrome,
Mozilla Firefox, Microsoft Edge, and Apple Safari browsers. An error
appears if you use Internet Explorer.

2. Inthe Sign In page, enter your user name or email address and password, and
select Sign In.

If you need to reset your password, select the Forgot Password? link and follow
the instructions in Reset your password.

* If you use email to get your MFA code, an email is sent to you with a one-time
verification passcode, and the Email Verification page opens. Proceed to
step 3.

» If you use your mobile device with an authentication app (such as Oracle
Mobile Authenticator, Google Authenticator, or Microsoft Authenticator) to get
your MFA code, the Mobile App Verification page opens. Proceed to step 4.

3. If you use email to get your MFA code, do the following:

a. Locate the email sent to you from Oracle with your six-digit MFA code. The
code expires in 15 minutes.

b. In the Email Verification page, enter the six-digit MFA code in the Passcode
field, and select Verify. The Launchpad opens.

c. Proceed to step 5.
4. If you use your mobile device to get your MFA code, do the following:
a. Open the authentication app to see the six-digit MFA code.

b. Inthe Mobile App Verification page, enter the six-digit MFA code in the
Passcode field, and select Verify. The Launchpad opens.

c. Proceed to step 5.

5. Inthe Launchpad, select a link to open a portal.

# Note:

Only the portals you have access to appear in the Launchpad list.

Optionally, do either of the following:

* Select Profile to open the My Profile panel to view and update your account
preferences, as described in Manage your profile.

*  Select Sign Out to Sign out of Oracle Health Response Readiness.
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Manage your profile

ORACLE

You can set or update the format for the date, time, time zone, and language that appear in

the portal if necessary. The time zone and language are originally set when your user account
is created.

To manage your profile:

1. Locate your user name (initials) on the right side of the banner and select Profile from
the drop-down menu. The My Profile panel opens. For example:
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My Profile

Preferences
Beport Dats Format T
MB/DD Y h
Time Zone / Reghon [UTC offsat]
- \ -
Us/Eastem (-04:00)
US/Eamarn {-0£00), US,/Central {-05:00]. US,Mounsain 0 (0700} Asa Kolata (IS

ourrent Coe2 Langaade (Temmany) 28

5,
English {Linited States) [en-us]

In the My Profile panel, provide the following information:

Report Date Format

Report Time Format

Chapter 4
Manage your profile
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Reset your password

* Time Zone | Region (UTC offset)—Select a time zone format and region.
e Current Core Language (Territory)—Required.

Select Save.

Reset your password

You can reset your password if necessary (for example, if you forgot your password or if you
were locked out of your account after five attempts to enter your password when signing in to
Oracle Health Response Readiness). You can also ask an administrator to reset your
password.

ORACLE

To reset your password:

1.
2.
3.

10.

Open Oracle Health Response Readiness in a browser to access the Sign In page.
In the Sign In page, select Forgot Password?.

In the What's your user hame? field, enter or confirm your user name and select Next.
A password reset notification email is sent to the email address associated with your user
name, and the Password Reset Notification Sent page opens.

In the Password Reset Notification Sent page, select Return to sign in.

Locate the password reset email notification email sent to you from Oracle, and select the
Password Reset link in the email. The Reset your password page opens.

In the Reset your password page, enter and confirm your new password, and select
Reset Password. The Congratulations page opens, and a confirmation message is sent
to your email account.

" Note:

You cannot re-use any of your four previous passwords.

In the Congratulations page, select Continue to Sign In. The Sign In page opens.

In the Sign In page, enter you user name or email and new password, and select Sign
In. The Verification page opens.

In the Verification page, in the Passcode field, enter your MFA code, and select Verify.
The Launchpad opens.

* If you use email to get your MFA code, locate the email sent to you from Oracle with
your six-digit MFA code. The code expires in 15 minutes.

» If you use your mobile device to get your MFA code, open the authentication app to
see the six-digit MFA code.

In the Launchpad, select a link to open a portal.

< Note:

Only the portals you have access to appear in the Launchpad list.
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Sign out of Oracle Health Response Readiness

ORACLE

Each Oracle Health Response Readiness portal automatically signs you out of the
system after a set amount of time (for example, 1-8 hours). Once that time expires,
you need to sign in again using multi-factor authentication. But, you can sign out at
any time.

To sign out of Oracle Health Response Readiness:

» Locate your user name (initials) on the right side of the banner and select Sign
Out from the drop-down menu.
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View the dashboard

When you open Self-Service Approval Portal, you see a dashboard with statistics that track
how quickly requests move through the approval process.

*  View the dashboard statistics on the requests
The dashboard shows bar graphs with statistics on the requests submitted by Self-
Service Request Portal that track how quickly requests move through the approval
process.

View the dashboard statistics on the requests

The dashboard shows bar graphs with statistics on the requests submitted by Self-Service
Request Portal that track how quickly requests move through the approval process.

You can view statistics for a single partner or multiple partners. The statistics include the
number of requests per status, the average number of days from partner review to activate/
rejected, and the average number of days to reach status from request creation.

To view the dashboard statistics:

1. Open the Navigation pane, and select Dashboard. The Dashboard page opens. For
example:

Dashboard

MNumber of Requests Per Status Average Number of days from Partner Review to Activate /Rejected

Average Number of days to reach status from request creation
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At the top of the Dashboard page, in the Partner drop-down menu, select a
partner (or leave the selection blank to show all Partners).

# Note:

The Partner drop-down menu is visible only to administration users and
reviewers; it does not appear on the page if you are a partner reviewer. If
you are a partner reviewer, the Dashboard shows the statistics for your
partner.

In each of the following sections, hover over the bar graph above a status to view
the statistics. For descriptions of the statuses, see View the self-service statuses.

*  Number of Requests per Status
* Average Number of days from Partner Review to Activate/Rejected
* Average Number of days to reach status from request creation

Select a bar graph to open the Requests page to view the list of requests with the
selected status. For more information, see View the details for a request.

Repeat steps 2 to 4, as needed. Selecting a different partner automatically
refreshes the graphs.

# Note:

Select Reset to clear the partner selection and show the graphs with
data for all partners.
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Prepare for approval

Before reviewing and approving requests submitted from Self-Service Request Portal, you
can review the information submitted by the site. The information you can view and modify
depends on your role.

Manage requests

As an approval or partner user, you can view a list of all the requests submitted for
approval by Self-Service Request Portal, view the request details, and view and modify
the site details for a request.

Manage reviewers

Administrators determine whether an approval user or partner user must review a
request. After you open Self-Service Approval Portal, make sure you have enough users
with the correct roles (self-service administrator or self-service reviewer).

Manage registrants

Approval users can, depending on their role as a self-service administrator or self-service
reviewer, review the registrants to identify users who are valid, users who may have had
trouble accessing Self-Service Request Portal due to, for example, a lost self-service site
email, or users who are duplicates or are otherwise invalid.

Manage documents

Administrators can upload common and partner documents along with upload
instructions, whether they will be automatically uploaded when a new site record is
created, if they are mandatory, and if they are active.

Manage requests

As an approval or partner user, you can view a list of all the requests submitted for approval
by Self-Service Request Portal, view the request details, and view and modify the site details
for a request.

ORACLE

View the list of requests submitted for approval

As an approval or partner user, you can view a list of all the requests submitted for
approval by Self-Service Request Portal. For each request, Self-Service Approval Portal
provides many details about the request and its status.

View the details for a request

For each request submitted for approval, you can view the status updates, site details,
primary contact information, and receiving hours provided in Self-Service Request Portal,
and the documents (if any) uploaded by an administrator or partner.

View the status updates for a site request
An approval user or partner user you can review the status updates for a site.

View and modify the site details for a request

An approval user or partner user can review and, if necessary and your role allows it,
modify the self-service site details, primary contact information, and receiving hours
entered for a request to correct any minor mistakes, such as typos, an incorrect address
or telephone number.
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View the primary contact information for a site
An approval user or partner user can view information for the primary contact for a
site.

View the receiving hours for a site
An approval user or partner user can review the receiving hours specified for a
site.

View the documents for a site
An approval user or partner user can view the documents (if any) uploaded by an
administrator or partner for a site.

View the list of requests submitted for approval

As an approval or partner user, you can view a list of all the requests submitted for
approval by Self-Service Request Portal. For each request, Self-Service Approval
Portal provides many details about the request and its status.

To view the list of requests submitted for approval:

1.

Open the Navigation pane, and select Requests. The All Requests page opens.
For example:

All Requests

Status

10/26/2023

1715 E0T Site5 ACTIVATED Belvita Yes Yes Yes Yes Yes | @ View ‘

10/26/2023

07.58 EOT Site2 ACTIVATED BelVita Yes Yes Yes Yes Yes | © View ‘

In the All Requests page, you can do the following:

e To search for a specific request, enter text or numbers in the Search field, or
select in the field, choose one or more criteria from the drop-down options,
and provide any required details. The search results appear as soon as you
enter the criteria.

* To view the details for a request, find the request in the list, and select View in
the Actions column. For more information, see View the details for a request.

View the details for a request

For each request submitted for approval, you can view the status updates, site details,
primary contact information, and receiving hours provided in Self-Service Request
Portal, and the documents (if any) uploaded by an administrator or partner.

ORACLE

To view the details for a request:

1.
2.

Open the Navigation pane, and select Requests. The All Requests page opens.

In the All Requests page, find the request you want to view, and select View in
the Actions column. The Review Self-Service Site - [Site Name] page opens. For
example:
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Site Requests » Review Self-Service Site

Review Self-Service Site - Health Clinic

Status Updates Details Primary Contact Receiving Hours Documents

3. Inthe Review Self-Service Site - [Site Name] page, select the following tabs:

» Status Updates—Shows the requests associated with the site and the status for
each. See View the status updates for a site request.

» Details—Shows the site details; you can modify the details as needed. See View and
modify the site details for a request.

* Primary Contact—Shows information for the primary contact for the site. See View
the primary contact information for a site.

* Receiving Hours—Shows the days and hours the site can receive deliveries. See
View the receiving hours for a site.

» Documents—Shows the documents (if any) uploaded by an administrator or partner.
You can review the document details, and then approve or reject the document as
described in Approve or reject site documents.

View the status updates for a site request

An approval user or partner user you can review the status updates for a site.
To view the status updates for a site:
1. Open the Navigation pane, and select Requests. The All Requests page opens.

2. Inthe All Requests page, find the request associated with the site whose status updates
you want to view, and select View in the Actions column. The Review Self-Service Site -
[Site Name] page opens.

3. Atthe top of the Review Self-Service Site - [Site Name] page, select the Status
Updates tab. For example:

Site Requests » Review Self-Service Site

Review Self-Service Site - Health Clinic

Status Updates Details Primary Contact Receiving Hours Documents

Status Created 1= Justification Creatad By
Submitted 03/01/2023 09:00 EST Completed wizard for Self-Service Site

Requested 03/01/2023 09-00 EST Initial Request for Self Service Site

To view descriptions for each status, see View descriptions of the request statuses.

View and modify the site details for a request

An approval user or partner user can review and, if necessary and your role allows it, modify
the self-service site details, primary contact information, and receiving hours entered for a
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request to correct any minor mistakes, such as typos, an incorrect address or
telephone number.

To view and modify the site details:
1. Open the Navigation pane, and select Requests. The All Requests page opens.

2. In the All Requests page, find the request associated with the site you want to
modify, and select View in the Actions column. The Review Self-Service Site -
[Site Name] page opens.

3. Atthe top of the Review Self-Service Site - [Site Name] page, select the Details
tab. For example:

Scroll down to view all the information on the page.

Requests > Review Sel-Service Site

Review Self-Service Site - Health Clinic

[2) Comection Health Center

4. Atthe top right, select Edit Details. The Maintain Site Details panel opens. For
example:

# Note:

The Maintain Site Details panel includes multiple sections including Site
Details, Physical Address, Primary Contact (Requestor) Details, and
Business Hours. Scroll down to view all the sections. Select a tab at the
top of the panel to show all the sections or just one section.
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Maintain Site Details

Show All  Site Details  Primary Contact Details

| Health Clinic

| | ORA Pharmacy

Partner Group Id

- Partner Organization Id

P ‘ National Provider ID (NPI) O Non-Public
Site Type - Setting(s) where this location will administer products select all that apply) .
[2] Correction Health Center [2] College /University
Dharmacy Ty . Population(s) served by this lacation (select all that apply) .
harmacy Type 2] General AduitPopuiation | X
Physical Address
Adaress Line
‘ Address Line 2 |
| oo 1 |
Loading Dock Pubiic Adaress
SpecraIntauctions - (=)
The Receiving Email and Phone must be monitered for communications from the distribution center
eceiving Emai |

At the top of the Maintain Site Details panel, update the following site details, as
needed:

Site—Required.
Parther—Required.
Partner Group Id

Partner Organization Id
Federal PIN (If known)
State PIN (If known)
National Provider ID (NPI)
Non-Public

Site Type—Required.

Setting(s) where this location will administer products (select all that apply)—
Required.

Pharmacy Type
Population(s) served by this location (select all that apply)—Required.
License

License Expiratrion Date—Select the calendar icon to select a date.

In the Physical Address section, update the following information, as needed:

Address Line 1—Required.
Address Line 2
City
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State

Zip—Required.

Special Instructions

Loading Dock—Select Yes or No.

Public Address—Select Yes or No. You can set one physical address per
site to be a public address (for use by external product tracking applications).
You cannot set a hub address as a public address.

Receiving Email
Receiving Phone
Receiving Extension

Receiving Fax

In the Approximate number of patients/ clients routinely served by this
location section, update the following information, as needed:

Enter a number into the field for each group of patients/clients, or select
Unknown.

Enter a zero "0" if the location does not serve the age group.

Select Not applicable if needed (for example, for commercial vaccination
service sites).

In the Primary Contact Details section, update the following information, as
needed:

First Name—Required.
Last Name—Required.
Email—Required.

Job Title—Required.
Phone

Phone Extension

Fax

Contact Verified

In the Business Hours section, update the days and hours the address can
receive deliveries, as needed:

For each day and in the Holiday row, if the location is open 24 hours, in the 24
Hours field, select the toggle button until the white button appears on the right.
When you select this option, the Opening and Closing drop-down menus are
not available.

For each day and in the Holiday row, if the location is not open 24 hours, in
the 24 Hours field, select the toggle button until the white button appears on
the left. When you select this option, the Opening and Closing drop-down
menus are available.

— Select the opening time from the Opening 1 drop-down menu, and select
the closing time from the Closing 1 drop-down menu.
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— Use the Opening 2 and Closing 2 drop-down menus if the location has separate
opening periods. For example, if your location is open Monday through Friday
with a daily lunch closure.

10. Select Save.

View the primary contact information for a site

An approval user or partner user can view information for the primary contact for a site.
To view the primary contact for a site:
1. Open the Navigation pane, and select Requests. The All Requests page opens.

2. Inthe All Requests page, find the request associated with the site whose primary
contact information you want to view, and select View in the Actions column. The
Review Self-Service Site - [Site Name] page opens.

3. Atthe top of the Review Self-Service Site - [Site Name] page, select the Primary
Contact tab. For example:

Site Requests > Review Self-Service Site

Review Self-Service Site - Health Clinic

Status Updates  Details Primary Contact  Receiving Hours  Documents
—

First Name Last Name

Email Job Title
Doctor

4. If you need to modify the primary contact, see View and modify the site details for a
request.

View the receiving hours for a site

An approval user or partner user can review the receiving hours specified for a site.
To view the receiving hours for a site:
1. Open the Navigation pane, and select Requests. The All Requests page opens.

2. Inthe All Requests page, find the request associated with the site you want to modify,
and select View in the Actions column. The Review Self-Service Site - [Site Name] page
opens.

3. Atthe top of the Review Self-Service Site - [Site Name] page, select the Receiving
Hours tab. For example:
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Health Clinic

Review Self-Service Site -
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Status Updates Details Primary Contact Receiving Hours  Documents

24 Hours
Monday on

Monday Opening 1

24 Hours
Tuesday On

Tuesday Opening 1

Monday Closing 1

Tuesday Closing 1

Monday Closing 1 Monday Closing 2

Tuesdsy Opening 2 Tuesday Closing 2

4. If you need to modify any receiving hours, see View and modify the site details for

a request.

View the documents for a site

An approval user or partner user can view the documents (if any) uploaded by an

administrator or partner for a site.

To view the documents for a site:

1. Open the Navigation pane, and select Requests. The All Requests page opens.

2. In the All Requests page, find the request associated with the site whose
documents you want to view, and select View in the Actions column. The Review
Self-Service Site - [Site Name] page opens.

3. Atthe top of the Review Self-Service Site - [Site Name] page, select the

Documents tab. For example:

Site Requests > Review Self-Service Site

Review Self-Service Site - Health Clinic

Create Documentation

R =n

Documents
—

Status Updates  Details Primary Contact  Receiving Hours

Status = Mandatory Name Description

Testing

REQUESTED  Yes Common

REQUESTED  Yes Test Doc

REQUESTED  Yes STATE DOCUMENT add state document

Document

Upload Comments Actions

Testing
Commen

| ® Review |
| @ Review |

2dd state document

| ® Review |

4. To search for a specific document, enter text or numbers in the Search field, or
select in the field, choose one or more criteria from the drop-down options, and
provide any required details. The search results appear as soon as you enter the

criteria.

5. If you need to modify any documents, see Manage documents or Approve or

reject site documents.

Manage reviewers

Administrators determine whether an approval user or partner user must review a
request. After you open Self-Service Approval Portal, make sure you have enough
users with the correct roles (self-service administrator or self-service reviewer).

ORACLE
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*  View the list of reviewers
As an approval user (self-service administrator or self-service reviewer), you can view the
list of approval users and partner users. As a partner user, you can view only the users
for your partner.

* Add areviewer
As an approval self-service administrator, you can add an administration reviewer to be
available to review any request, and you can add a partner reviewer to be available to
review any request within a partner.

*  Modify an administration reviewer
As an approval self-service administrator, you can modify the settings for an
administration reviewer if necessary.

*  Modify a partner reviewer
As an approval self-service administrator, you can modify the settings for a partner
reviewer if necessary.

* Inactivate a reviewer
As an approval self-service administrator, you can inactivate an administration reviewer
or partner reviewer if necessary. You cannot delete a reviewer.

View the list of reviewers

As an approval user (self-service administrator or self-service reviewer), you can view the list
of approval users and partner users. As a partner user, you can view only the users for your
partner.

For each reviewer, you can view the reviewer type (ADMIN or PARTNER), the partner name
(if applicable), the reviewer's name, email address, and role (self-service administrator or
self-service reviewer), and whether the reviewer is active.

To review the list of reviewers:

1. Open the Navigation pane, and select Reviewers. The Reviewers page opens. For
example:

Create

Reviewers

Reviewers

& s | ]
Reviewsr Type Bartner Hame Email Fole Active Actions
PARTNER LeafyGreens Self-Service Administrator Yes ‘ # Edit ‘
PARTNER LeafyGreens Self-Service Reviewer Yes ‘ raz ‘

2. To search for a specific reviewer, enter text or numbers in the Search field, or select in
the field, choose one or more criteria from the drop-down options, and provide any
required details. The search results appear as soon as you enter the criteria.
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Add a reviewer

As an approval self-service administrator, you can add an administration reviewer to
be available to review any request, and you can add a partner reviewer to be available
to review any request within a partner.

To add a reviewer:

1. Open the Navigation pane, and select Reviewers. The Reviewers page opens.
For example:

Reviewers

Reviewsr Type Partner Name Email

PARTNER LeefyGreens

PARTNER LeafyGreens

2. Inthe Reviewers page, at the top right, select Create. The Maintain Reviewers
panel opens. For example:

Maintain Reviewers

Reviewer Type -

* To add an Administration Reviewer, proceed to step 3.

* To add a Partner Reviewer, proceed to step 4.

" Note:

Different fields show in the panel depending on your selection.

3. In the Maintain Reviewers panel, in the Reviewer Type drop-down menu, select
Administration Reviewer. The Maintain Reviewers panel refreshes. For example:
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Maintain Reviewers

0 Administration Reviewer Instructions

Reviewer: Approver user must already be created as an Administrative Portal User or
Super User.
Roles: Adrninistrators are the only ones who can activate an "Approved” Site.

leviewer Type
Administration Reviewer
Reviewer -

zer Role -

Provide the following information, and then proceed to step 5:

* Reviewer—Required. Select a user from the drop-down menu.

e User Role—Required. Select Self-Service Administrator or Self-Service

Reviewer. Users with either role can activate an approved site request.

In the Maintain Reviewers panel, in the Reviewer Type drop-down menu, select

Partner Reviewer. The Maintain Reviewers panel refreshes. For example:
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Maintain Reviewers

0 Partner Reviewer Instructions

Reviewers: Partner Reviewer must already be created as a Partner Portal User.
Partner: Will be automatically limited to Partners that the Reviewer is assigned 1o
Administration Users can optionally be assigned to any elf-Service Partner. if they
are not assigned to a specific Partner they will be able to review all requests.

Note: Only people not aiready ossigned as reviewers wiil be listed.
If you are @ Partner Administrator only reviewers associgted to your Partner will be

displayed.
Rayiawer T'.-FI-E
Partner Reviewer v
Partner -
Reviewer hd
User Role hd

Provide the following information:
» Partner—Required. Select a partner from the drop-down menu.
* Reviewer—Required. Select a user from the drop-down menu.

* User Role—Required. Select Self-Service Administrator or Self-Service
Reviewer. Users with either role can activate an approved site request.

5. Select Create.

Modify an administration reviewer

As an approval self-service administrator, you can modify the settings for an
administration reviewer if necessary.

To modify an administration reviewer:
1. Open the Navigation pane, and select Reviewers.

2. In the Reviewers page, find the administration reviewer you want to modify, and
select Edit in the Actions column. The Maintain Reviewers panel opens. For
example:
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Maintain Reviewers

B Administration Reviewer Instructions

Reviewer: Approver user must already be created as an Administrative Portal User or
Super Usear.
Roles: Adminisirators are the only ones who can activete an "Approved” Site.

Reviewsr Type
Administration Reviewer

Reviews

User Role
Self-Service Administrator

Active
Yes No

3. Inthe Maintain Reviewers panel, update the following information as needed:

* Reviewer Type—Read-only. Shows Administration Reviewer.
* Reviewer—Read-only. Shows the user name and email of the reviewer.

* User Role—Required. Select Self-Service Administrator or Self-Service
Reviewer. Users with either role can activate an approved site request.

 Active—Select Yes or No.

4. Select Save.

Modify a partner reviewer

As an approval self-service administrator, you can modify the settings for a partner reviewer if
necessary.

To modify a partner reviewer:
1. Open the Navigation pane, and select Reviewers.

2. In the Reviewers page, find the partner reviewer you want to modify, and select Edit in
the Actions column. The Maintain Reviewers panel opens. For example:
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Maintain Reviewers

@ Partner Reviewer Instructions

Reviewers: Partner Reviewer must already be created as a Partner Portal User.
Partner: Will be automatically limited to Partners that the Reviewer is assigned to.
Administration Users can optionally be assigned to any Self-Service Partner. If they
are not assigned to a spedific Partner they will be able to review all requests.

Note: Only people not aiready assigned as reviewers will be listed.
If you are a Partner Administrator only reviewers associated to your Partner will be

displayed.

Reviewer Type
Partner Reviewer

Partner

ORA Pharmacy

Uszr Role
Self-Service Reviewer

Active

Yes Mo

3. In the Maintain Reviewers panel, update the following information as needed:

Reviewer Type—Read-only. Shows Parther Reviewer.

Partner—Read-only. Shows the name of the partner.

Reviewer—Read-only. Shows the user name and email of the reviewer.

User Role—Required. Select Self-Service Administrator or Self-Service
Reviewer. Users with either role can activate an approved site request.

Active—Select Yes or No.

4, Select Save.

Inactivate a reviewer

ORACLE

As an approval self-service administrator, you can inactivate an administration

reviewer or partner reviewer if necessary. You cannot delete a reviewer.

To inactivate a reviewer:

1. Open the Navigation pane, and select Reviewers.
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2. Inthe Reviewers page, find the administration or partner reviewer you want to inactivate,
and select Edit in the Actions column. The Maintain Reviewers panel opens.

3. Inthe Maintain Reviewers panel, in the Active field, select No. For example:

Yes No

4. Select Save.

Manage registrants

Approval users can, depending on their role as a self-service administrator or self-service
reviewer, review the registrants to identify users who are valid, users who may have had
trouble accessing Self-Service Request Portal due to, for example, a lost self-service site
email, or users who are duplicates or are otherwise invalid.

* View the list of registrants
As an approval user (self-service administrator or self-service reviewer), you can assess
the registrants submitted by Self-Service Request Portal to identify users who have
submitted their site information, who need to have their self-service site email re-sent, or
who may be duplicates or are otherwise invalid.

* View the details for a registrant
As an approval self-service administrator, you can view the details for a respondent or
non-respondent registrant.

* Delete a non-respondent registrant
As an approval self-service administrator, you can delete non-respondent registrants who
you determine are not genuine users because they are duplicates or are otherwise
invalid.

*  View the list of deleted registrants
As an approval user, you can view a list of deleted registrants, which is maintained for
auditing purposes.

View the list of registrants

As an approval user (self-service administrator or self-service reviewer), you can assess the
registrants submitted by Self-Service Request Portal to identify users who have submitted
their site information, who need to have their self-service site email re-sent, or who may be
duplicates or are otherwise invalid.

To view a list of all the registrants submitted by Self-Service Request Portal:

1. Open the Navigation pane, and select Registrants. The Registrants page opens. For
example:
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Registrants Deleted Registrants

Registrants

The following users are engaged in the Self-Service Site sign up process

= Respondents: Have submitied their Site information and are visible only to appropriate reviewing commitice.
- Non-Respondents: Have not yet submitted their Site information and are visible ta everyane and may also can be purged if necessary.

If you have contacted a non-r
they are

If you do not befieve u
There are no means to manage Inactivated users.

ndent and determined their smalis incorrect, then plesse inactivate the record and have them reenter their details.
id user then please inactivate them

Created 1+ Emal Respondent Staws FirstName LastName JobTide Bhone Extension Fax

1072672025 17:05 Respondent ACTVATED  SeliService  SteRequester  Director ‘ £ Eat ‘

WZ&"EB? le:25 Respondent ACTIVATED  SelfService  SiteRequester  Director ‘ £ Edt ‘

To search for a specific registrant, enter text or numbers in the Search field, or
select in the field, choose one or more criteria from the drop-down options, and
enter any required details. The search results appear as soon as you enter the
criteria.

In the Respondent column, review whether the registrants are shown as a
Respondent or Non-Respondent.

* Respondent—Users who have submitted their site information.
* Non-Respondent—Users who have not submitted their site information.
For a Non-Respondent user, do one of the following:

» If a non-respondent provided incorrect information, or has trouble accessing
the Self-Service Request Portal, an administrator can re-send their self-service
site email so that they can re-submit their details.

» If you determine that a non-respondent is not a genuine user (they are a
duplicate or are invalid for any reason), you can delete them as described in
Delete a non-respondent registrant.

To view the details for a Respondent or Non-Respondent user, find the person in
the list, and select Edit in the Actions column. The Maintain Registrants panel
opens. For example:
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Maintain Registrants

Respondent
Respondent

Created

26-0CT-2023 05:03PM

Emnai

First Name
Selfservice

Phane Phone Extension

Job Title

Director

Status

ACTIVATED

Last Name
SiteRequester

Fax

Cancel
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6. In the Maintain Registrants panel, you can view details and status for the
registrant.

# Note:

If a non-respondent's email is incorrect or they are not a valid user, you
can delete them as described in Delete a non-respondent registrant.

View the detalils for a registrant

As an approval self-service administrator, you can view the details for a respondent or
non-respondent registrant.

To view the details for a registrant:

1. Open the Navigation pane, and select Registrants. The Registrants page opens.

2. Inthe Registrants page, find the registrant (respondent or non-respondent) you
want to modify, and select Edit in the Actions column. The Maintain Registrants
panel opens.

3. In the Maintain Registrants panel, update the following information as needed:

Respondent—Read-only. Shows Respondent or Non-Respondent.
Created—Read-only.

Status—Read-only.

Email

First Name

Last Name

Phone

Phone Extension

Fax

Job Title

4., Select Save.

Delete a non-respondent registrant

As an approval self-service administrator, you can delete non-respondent registrants
who you determine are not genuine users because they are duplicates or are
otherwise invalid.

ORACLE

To delete a non-respondent registrant:

1. Open the Navigation pane, and select Registrants. The Registrants page opens.

2. In the Registrants page, find the Non-Respondent registrant you want to delete,
and select Edit in the Actions column. The Maintain Registrants panel opens. For
example:
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Maintain Registrants

Respondent
Mon-Respondent

Created Status
26-0CT-2023 04:48PM SIGH-UP

Emai

First Name Last Name
SelfService SiteRequester
Phaone Phone Extension Fax
Job Title

Director

=N -

3. Select Delete.

4. In the confirmation dialog box, select Delete.
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View the list of deleted registrants

As an approval user, you can view a list of deleted registrants, which is maintained for
auditing purposes.

To view the list of deleted registrants:

1.

Open the Navigation pane, and select Registrants. The Registrants page opens.
For example:

Deleted Registrants

Registrants

Registrants

The following users are engaged in the Self-Service Site sign up process

= Respondents: Have submitted their Site information and are visible only to appropriate reviewing committee
N, Have not t Siteinformation and are visible to everyone an:

d may also can be purged if necessary.

If you have contacted a non-respondent and determined their email is incorrect, then plesse inactivate the record and have them reenter their details.
If you do not believe they are 2 valid user then please inactivate them
There are no means to manage Inactivated users.

A s (& |[m]

Phone
Crested 1+ Email Respandent Status FirstName LastName Jo5Tite Bhene Estanzion Esx Aetizn:

107262025 17:0% Respondent ACTIVATED  SelfService  SiteRequester  Director ‘ £ Edt ‘

‘U/Zfﬁlégf 1659 Respondent ACTIVATED  SelfService  SiteRequester  Director ‘ £ et ‘

At the top right, select Deleted Registrants. The Deleted Registrants page opens.
For example:

Registrants » Deleted Registrants

Deleted Registrants

Respondent Status FirstName LastName. Tile Phone PhonsExtension  Fax

10/26/2023 16:36 EDT Non-Respondent INACTIVATED  SelfService  SiteRequester Director

To search for a specific registrant, enter text or numbers in the Search field, or
select in the field, choose one or more criteria from the drop-down options, and
enter any required details. The search results appear as soon as you enter the
criteria.

Manage documents

Administrators can upload common and partner documents along with upload
instructions, whether they will be automatically uploaded when a new site record is
created, if they are mandatory, and if they are active.

ORACLE

View the documents
As an approval user (self-service administrator or self-service reviewer), you can
view the list of common and partner documents uploaded by an administrator.

Add a document
As an approval self-service administrator, you can add a common or partner
document to be added with all new requests.

Modify a document

As an approval self-service administrator, you can modify the settings for a
common document that was uploaded by an administrator, or a partner document
that was uploaded by an administrator or a partner.
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e Inactivate a document

As an approval self-service administrator, you can inactivate (disable) a common or
partner document if necessary. You cannot delete a document.

View the documents

As an approval user (self-service administrator or self-service reviewer), you can view the list
of common and partner documents uploaded by an administrator.

 Common documents are the defaults and are available for any new request.

* Partner documents are available for each partner. Partner reviewers see only the
partner documents specified for their partner; they do not see the common documents.

To view the uploaded common and partner documents:

1. Open the Navigation pane, and select Documents. The Documents page opens. For
example:

Documents

Documents

Q. sezrch

(] [m]

Document Type

12/14/2022 1421 EST PARTNER LeafyGreens DRIVERS LICENCE optional, auto add instructions to upload 2 Yes Yes Yes ‘ £ Edit |

2. To search for a specific document, enter text or numbers in the Search field, or select in
the field, choose one or more criteria from the drop-down options, and provide any
required details. The search results appear as soon as you enter the criteria.

Add a document

As an approval self-service administrator, you can add a common or partner document to be
added with all new requests.

To add a common or partner document to be included with all new requests:
1. Open the Navigation pane, and select Documents.

2. Inthe Documents page, at the top right, select Create. The Maintain Documents panel
opens. For example:
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Maintain Documents

Document Type
COMMON v
Mame
Description

A
Upload Instructions

A

Auto Add

Yes Nao

Mandatory

Yes Na

Active

Yes Na

= -
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3. In the Maintain Documents panel, provide the following information:

Document Type—Required. Select COMMON or PARTNER.

Parther—Required. Appears only if you select PARTNER in the Document Type
drop-down menu.

Name—Required.
Description
Upload Instructions

Auto Add—Select Yes or No to indicate whether the document will be added when a
site request is created. Documents not added automatically can be added manually
at a later time.

Mandatory—Select Yes or No to indicate whether the document is required. All
mandatory documents must be set to Yes before they can be submitted.

Active—Select Yes or No.

4. Select Create.

Modify a document

As an approval self-service administrator, you can modify the settings for a common
document that was uploaded by an administrator, or a partner document that was uploaded
by an administrator or a partner.

ORACLE

To modify the settings for a common or partner document:

1. Open the Navigation pane, and select Documents.

2. In the Documents page, find the document you want to modify, and select Edit in the
Actions column. The Maintain Documents panel opens. For example:
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Maintain Documents

Document Type

PARTNER

Partner

ORA Pharmacy

Namea

STATE DOCUMENT

Description
add state document

Upload Instructions
please upload file

es Mo ‘
Mandatory

Yes No ‘
Yes No

3. In the Maintain Documents panel, update the following information, as needed:
e Document Type—Read-only. Shows COMMON or PARTNER.
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* Partner—Read-only. Shows the name of the partner. Appears only for PARTNER
document types.

*  Name—Read-only.
» Description
* Upload Instructions

* Auto Add—Select Yes or No to indicate whether the document will be added when a
site request is created. Documents not added automatically can be added manually
at a later time.

* Mandatory—Select Yes or No to indicate whether the document is required. All
mandatory documents must be set to Yes before they can be submitted.

 Active—Select Yes or No.

4. Select Save.

Inactivate a document

As an approval self-service administrator, you can inactivate (disable) a common or partner
document if necessary. You cannot delete a document.

To inactivate a document:
1. Open the Navigation pane, and select Documents. The Documents page opens.

2. Inthe Documents page, find the document you want to inactivate, and select Edit in the
Actions column. The Maintain Documents page opens.

3. In the Maintain Documents panel, in the Active field, select No. For example:

Yes No |

4, Select Save.
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Approve requests

For each request submitted by Self-Service Request Portal, there are a series of actions and
reviews that you use to verify the request details before you approve and activate the
request. The actions and reviews available to you depend on your role and the status of the
request.

You can choose to use a one-time wizard to guide you through the approval process. Or, you
can perform the review and approval tasks manually and in any order.

Approval process
To approve a request you perform a series of actions and reviews on the information
submitted with the request.

Review and approve a request with the wizard

Self-Service Approval Portal provides a wizard that guides you through the request
approval process. The wizard is only available for approval users. Use the wizard to
review and approve a request as quickly as possible.

Perform the actions required for approval

The approval process requires that you perform a series of actions on the information
submitted by Self-Service Request Portal. The actions are dependent on whether you are
an administration reviewer or partner reviewer.

Perform the reviews required for approval

The approval process requires that you perform a series of reviews on the information
submitted by Self-Service Request Portal. The reviews are the same regardless of your
role as an administration reviewer or partner reviewer.

Approval process

To approve a request you perform a series of actions and reviews on the information
submitted with the request.

ORACLE

To approve a request:

Open the request—Open a request to view the request details, which include the
actions and reviews available to perform on the request, the information submitted by
Self-Service Request Portal, and access to details on the self-service site. For more
information, see View the details for a request.

Perform the actions required for approval—You must perform a series of actions on
the information submitted in the request. The actions available to you depend on your

role as an approval user (self-service administrator or self-service reviewer) or partner
user (self-service administrator or self-service reviewer). For more information, see:

— Review and approve a request with the wizard—Available for approval users. The
wizard guides you through the required reviews and actions to help you approve a
request as quickly as possible.

— Perform the actions required for approval—Auvailable for approval and partner users.
Perform the actions required for approval manually, one at a time.
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Perform the reviews required for approval—You must perform a series of
reviews on the site details, site address, and the documentation submitted with the
request. The reviews are the same regardless of your role as an approval user
(self-service administrator or self-service reviewer) or partner user (self-service
administrator or self-service reviewer). For more information, see Perform the
reviews required for approval.

# Note:

After a request is approved and activated, you can you can no longer
change it. You can, however, continue to view the request details, as
needed.

Review and approve a request with the wizard

Self-Service Approval Portal provides a wizard that guides you through the request
approval process. The wizard is only available for approval users. Use the wizard to
review and approve a request as quickly as possible.

ORACLE

Alternatively, you can perform all the reviews and actions required to approve a
request manually, as described in Perform the actions required for approval and
Perform the reviews required for approval.

To review and approve a request with the wizard:

1.
2.

Open the Navigation pane, and select Requests.

In the Requests page, find the request you want to approve, and select View in
the Actions column.

In the Review Self-Service Site - [Site Name] page, open the wizard. See Open
the wizard.

In the wizard, perform the following steps:

a. Assign the request to a partner so that reviewers associated with that site can
review the request details. See Step 1: Assign Partner.

b. Review site addresses against the site information in the request. You should
not find a match with the site addresses. See Step 2: Review Site Matches.

c. Review site contacts against the site information in the request. You should
not find a match with the Site Contacts. See Step 3: Review Contact
Matches.

d. Review and confirm the days and business hours when deliveries will be
accepted. See Step 4: Review Receiving Hours.

e. Review the documents that were uploaded by an administrator or partner. See
Step 5: Review Documentation.

f. Complete the request approval processing by placing the request on hold,
assigning the request to a partner for further review, rejecting, approving, or
activating the request. See Step 6: Complete Processing.info

You can also exit the wizard without completing the approval process. You can
complete the request approval and review steps by re-entering the wizard at a
later time, or manually as described in Perform the actions required for approval
and Perform the reviews required for approval.
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Open the wizard
You can use the wizard to review and approve a request as quickly as possible. The
wizard is only available for approval users.

Step 1: Assign Partner
As an approval user, you can use the wizard to assign a self-service site to a partner so
that reviewers associated with that site can review the associated request details.

Step 2: Review Site Matches

As an approval user, you can use the wizard to check for a match between the site
addresses uploaded by an administrator against the site information in the request. You
should not find a match with the site addresses.

Step 3: Review Contact Matches

As an approval user, you can use the wizard to check for a match between the site
contacts uploaded by an administrator and the site information in the request. You
should not find a match with the site contacts.

Step 4: Review Receiving Hours
As an approval user, you can use the wizard to review and confirm the days and
business hours when deliveries will be accepted.

Step 5: Review Documentation
As an approval user, you can use the wizard to review the documents that were uploaded
by an administrator or partner.

Step 6: Complete Processing

As an approval user, you can use the wizard to complete the request approval process by
choosing to assign the request to a partner for further review, approving, activating, or
rejecting the request. You can also exit the wizard without completing the approval
process.

Open the wizard

ORACLE

You can use the wizard to review and approve a request as quickly as possible. The wizard is
only available for approval users.

To open the wizard:

1.
2.

Open the Navigation pane, and select Requests. The All Requests page opens.

In the All Requests page, find the request you want to approve, and select View in the
Actions column.

In the Review Self-Service Site - [Site Name] page, at the top right, select Process
from the Actions drop-down menu. For example:
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Reviews =

Assign Partner

Om Hold

7

[
[

Partner Review

2

%

Request Status

PR

The approval wizard opens, and shows a progress bar at the top of the page that
highlights the steps required to approve the request and where you are in the
process. For example:

Site Requests > Site Details

Site Details - Self Service Site75

4. Do one of the following:
* To continue in the wizard, see Step 1: Assign Partner.

* To leave the wizard, select Exit. You can complete the request approval and
review steps by re-entering the wizard at a later time, or manually as
described in Perform the actions required for approval and Perform the
reviews required for approval.

Step 1: Assign Partner

As an approval user, you can use the wizard to assign a self-service site to a partner
so that reviewers associated with that site can review the associated request details.

To assign a site to a partner:

1. Inthe Assign Partner page, review the details entered by the requestor. For
example:
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Site Requests >  Site Details

Site Details - Self Service Site75

(1] ® 6] @ €] ®

Assign Partner Review Sita Matches Review Contact Matches Review Receiving Hours Review Documentation Complete Processing

@ Information
Assign this Site to & Central Partner. Only Fariners that have Seli-Service selected can be chosen.

Note: Dnce 2szigned 1o 3 Partner then Reviewsrs sssocisted with that Pariner can revisw the Self-Service Site.

Status Status Date
SUBMITTED 11/15/2025 11:18
assignea partner site Parter Organization Fartner Group
BelVita Self Service Site75
Federal PIN State PIN National Faghts
DEFAULT
License Specisl instructions
Please call before delivery.
Site Type

[1] Commercial Provider
o

Location Type
[10] Public Health Clinic

Fopulation
[2] General Adult Population

Fharmacy Type
[COMMUNITY] Community Clinic
NumMmBer of chilaren 16 years of ag= and youngst NUMBEr Of 30U 19 - 64 yESIS of age

MumBer of Baults 65 Number of unique patients clisnts seen per wesk on average

Actions

" Note:

If you need to edit any of the site information, select Exit to leave the wizard
and follow the instructions in View and modify the site details for a request.

2. Scroll to the Actions section. For example:

Actions

Assignad Fariner
BelVita

ey
ﬂ COVID19 / Diagnostic

Note: If you update the Assigned Partner the documents associated with the Site may be changed.

| Assigned Partner Organization - ‘

‘ Assigned Partner Group -

Justification

Asslgned Farter verlfied. Asslgned NEV Serines, Assigned Group

3. Provide the following information:
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Assigned Partner—Required. Select or change the partner to assign to this
self-service site. There is typically one partner per state. If you change the
partner, the reviewers assigned to the existing partner will no longer see this
site request. Also, the documents associated with the site may be changed.
The request is added for the newly selected partner.

Assigned Partner Group—Select or change a partner group, if available.
There may be groups within a partner.

Assigned Partner Organization—Select or change a partner organization, if
available.

In the Site Response Product Types and Programs section, select Add
Response Product Type to add a response product type for the site. The
Maintain Response Product Type panel opens. For example:

Maintain Response Product Type

In the Maintain Response Product Type panel, provide the following information:

Partner—Read-only.
Site—Read-only.
Response Product Type—Required.

Site Programs—Select one or more programs. The options appear after you
select a response product type.

Select Add. The Maintain Response Product Type panel closes. In the Assign
Partner page, the response product type you added appears in the Site
Response Product Types and Programs section.

To add another response product type for the site, repeat steps 4 to 5.

To modify the details for a response product type, find it in the list, and on the
right select the Ellipses and then Edit. The Maintain Response Product Type
panel opens.

— Inthe Add Response Product Type panel, update the information as
described in step 5.

— Select Save.

To delete a response product type, find it in the list, and on the right select the
Ellipses and then Delete.
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7. Inthe required Justification field, enter a description that describes your review of the
entries on this page. You can enter text, or select a quick pick link (for example, Assigned
Partner verified, Assigned NEW Partner, Assigned Group).

8. Select Assign. The wizard automatically advances to the next step.

# Note:

To continue in the wizard, see Step 2: Review Site Matches. To leave the
wizard select Exit.

Step 2: Review Site Matches

ORACLE

As an approval user, you can use the wizard to check for a match between the site addresses
uploaded by an administrator against the site information in the request. You should not find
a match with the site addresses.

To review the site addresses:

1. Inthe Review Site Matches page, in the Site Details section, review the details entered
by the requestor. For example:

Site Requests > Site Details

Site Details- Self Service Site75

po— — — —
Assign Partner Review Sits Matches Review Contact Matches Review Receiving Hours Review Documentation Complete Pracessing

@ Information
Fsvizw sach of the Site Addressas listed below

If none of the Site Addresses are a likely match then click Reviewed.
However, if there s 2 possible match then click Possible Match, and perform appropriste ressarch,

If thare ar2 no records displayed click Reviewed.

Site Details

Status Status Date.
ASSIGHED /15/202317:25

assignen Fartner site Farmer Organizstion Fartner Group
BelVita Self Service Site75
Federal PIN state PIN National Pravider ID (P Rights
DEFAULT
License Licensa Expiration Date Sparial mstructians
10/11/2001 Please call before delivery

Potential Matches with Site Addresses

El

¢ Note:

If you need to edit any of the information in the Site Details section, select Exit
to leave the wizard and follow the instructions in View and modify the site
details for a request.
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Scroll to the Potential Matches with Site Addresses section. For example:

Automated

Address2, .
Phone, Subbu Partrer a1 > SUE atlanta G
fhe Service #111
Sited?
Automated
Address?, .
- . Self Sute L. .
Ehone, Subbu Fartrer I e atants G

Fax

ervice
Sitede

Compare the information in the Site Details section at the top of the page with the
information in the Potential Matches with Site Address section. Possible
address matches appear in the Potential Matches with Site Addresses section.

# Note:

You should not find a match with the site addresses.

Scroll to the Actions section. For example:

Actions

@ Information
It supecred thatyou SHOULD NOT FIND & match with OHRR Site Addressss

ess is NOT verified

eriniea Ao
(e}

O Address is verified

Fossitie Match

In the required Verified Address field, select one of the following options:
* Address is NOT verified

* Address is verified

In the required Justification field, enter a description that describes your review of
the entries on this page. You can enter text, or select a quick pick link (for
example, Possible Site Address match record found, Reviewed against Site
Addresses).

Do one of the following:
e Select Possible Match if one of the site addresses may be a match.

e Select Reviewed if none of the site addresses are a match or a likely match,
or if there are no records.

The wizard automatically advances to the next step.

# Note:

To continue in the wizard, see Step 3: Review Contact Matches. To leave
the wizard select Exit.
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As an approval user, you can use the wizard to check for a match between the site contacts
uploaded by an administrator and the site information in the request. You should not find a

match with the site contacts.

To review the site contacts:

1. Inthe Review Contact Matches page, in the Site Contacts section, review the details

entered by the requestor. For example:

Site Requests >  Site Details

Site Details - Self Service Site75

@ Information
Review each of the Contacts listed below.

If none of the Contacts are a likely match then click Reviewed.
However, if there is a possible match then click Possible Match, and perform appropriate reszarch

If there are no records displayed click Reviewed.

Site Contacts

status Status Date

ASSIGNED 11/15/2023 17:31
assignen Partner site

BelVita Self Service Site75

snone Pnone Extansion Fax

Potential Matches with Existing Site Contacts

First Name Last Name Job Titie
Director

Assign Partner Review Site Matches Review Contact Matches Review Receiving Hours

Review Documentation

User Stats

PENDING

Complete Processing

El

" Note:

details for a request.

If you need to edit any of the information in the Site Contacts section, select
Exit to leave the wizard and follow the instructions in View and modify the site

2. Scroll to the Potential Matches with Existing Site Contacts section. For example:

Potential Matches with Existing Site Contacts | m |

vt aramas Fecers enane
Criteria 1= Partner Code Site. FIN First Mame Last Name Job Title Email Phone Extension Fax Active
First=Last ‘é:‘;"ma‘e‘j
Phane Subbu Partner 781 Director Ne
it Service

Sites3
First=Last é‘:‘;"mm‘j
Phane LeafyGreens T Director Ne
o Service

Sites3
First=Last, é‘:‘;"mm‘j
Phane Belvite =] Director Yes
o Service

Sitel
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Compare the information in the Site Contacts section at the top of the page with
the information in the Potential Matches with Existing Site Contacts section.
Possible contact matches appear in the Potential Matches with Existing Site
Contacts section.

# Note:

You should not find a match with the site contacts.

Scroll to the Actions section. For example:

p——

In the required Contact Verified field, select one of the following options:

*  Primary Contact is NOT Correct
*  Primary Contact is Correct

In the required Justification field, enter a description that describes your review of
the entries on this page. You can enter text, or select a quick pick link (for
example, Possible Contact match record found, Reviewed against Contacts).

Do one of the following:
» Select Possible Match if one of the site contacts may be a match.

» Select Reviewed if none of the site contacts are a match or a likely match, or
if there are no records.

The wizard automatically advances to the next step.

# Note:

To continue in the wizard, see Step 4: Review Receiving Hours. To leave
the wizard select Exit.

Step 4: Review Receiving Hours

ORACLE

As an approval user, you can use the wizard to review and confirm the days and
business hours when deliveries will be accepted.

To review the days and hours for receiving deliveries:

In the Review Receiving Hours page, in the Site Details section, review the
details entered by the requestor. For example:
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Site Requests > Site Details

Site Details - Self Service Site75

Assign Partner Review Site Matches Review Contact Matches Review Recsiving Hours. Review Documentation Complete Processing
Site Details
Staws status Date sie
ASSIGNED 11/15/2023 17:35 Self Service Site75
Business Hours
24 Hours Monaay Opening 1 Monaay Clasing Monday Opening 2 Monigay Closing 2
Monday No 0 7:00
24 Hours Tuesday Opening 1 Tuesday Closing 1 Tuesday Opering 2 Tuesdiay Closing 2
Tuesday No %00 17.00
24 Hours Viednesday Opering 1 Viednesday Closing 1 Viednesday Opening 2 Viednesday Closing 2
Wednesday No 00 17:00
22 Hours Thursaay Opening Thursaay Closing Thursaay Opening 2 Thursaay Closing 2
Thursday No 00 17:00
. 24 Hours Friday Opening Friday Closin Friday Opening 2 Friday Closing 2
Friday No %00 17.00
24 Hours Ssturday Opening Ssturday Closing 1 Saturday Opening 2 Saturday Closing 2
Saturday No
24 Hours. Sund: pening Sume Sun
Sunday No
i 24 Hours Hofiday Opesing 1 Hofiday Closing Hofiday Opening 2 Holiday Clasing 2
Holiday No
Actions

< Note:

If you need to edit any of the receiving hours, select Exit to leave the wizard
and follow the instructions in View and modify the site details for a request.

2. Scroll to the Actions section. For example:

Actions
Verity Receiving Hours
O Receiving Hours are NOT Correct

O Receiving Hours are Correct

Justification

3. Inthe required Verify Receiving Hours field, select one of the following options:
* Receiving Hours are NOT Correct
* Receiving Hours are Correct

4. In the required Justification field, enter a description of your review of the entries on this
page. You can enter text, or select a quick pick link (for example, Receiving hours
reviewed).

5. Select Reviewed. The wizard automatically advances to the next step.
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< Note:

To continue in the wizard, see Step 5: Review Documentation. To leave
the wizard select Exit.

Step 5: Review Documentation

As an approval user, you can use the wizard to review the documents that were
uploaded by an administrator or partner.

ORACLE

To review the documentation:

1. Inthe Review Documentation page, in the Site Details section, review the
details entered by the requestor. For example:

Site Requests ) Site Details

Site Details - Self Service Site75

) ) . o ° [ ®

Assign Partner Review Site Matches Review Contact Matches Review Receiving Hours Review Documentation Complete Processing

@ Information

Review each of the documents listed belaw.

& been approved then dlick Reviewed.
£ cocuments, or documents that have not basn approved then cick Documentation Incomplete, and perform appropriate actions

If there arena dlick documentation is required, o Reviewed if no documentation reguired.

@ Information

This Site hes certified that the required documents have previously besn provided

If you know that the required documentation has been provided then provide a justification and click Reviewed.

2rvice Site and elick Send Documentation Natification.

If you know that the required documentation has NOT been provided then prow on and clck Documentation Incomplete, then proceed to Re.

If you da nat know whether documentation has been provided then provide 8 justificstion and click Documentation Incomplete. then on the next steg of the wizard click Partner Review.

Site Details
stas status Date ste
ASSIGNED 11/15/2023 17:38 Self Service Site75
Documents

Name 1= Mandstary Asto Add Status Document Upload Comments actons

TEST-Common Yes Yes REQUESTED Common
Yes Yes REQUESTED
Test Doc No No REQUESTED Doc
DOCUMENT - PHARMACY Yes No REQUESTED pharmacy document - mandatory, not auto
DRIVERS LICENCE Yes Yes REQUESTED optional, auto add

2. In the Documents section, review the documents uploaded by the requestor and
the status for each.

3. To view the document details, select a status in the Action column in the table (for
example, Review). The Maintain Documents panel opens.

4. In the Maintain Documents panel, review the information in the Status, Name,
Mandatory, Auto Add, Filename, and Document fields, and then do the
following:

Select Download to download and view the document, if needed.

In the required Justification field, enter a description of your review of the
entries on this page. You can enter text, or select a quick pick link (for
example, Not all documents approved, All documents uploaded and approved,
Documents already provided).

If you approved a previous request and already provided the documents by
working directly with an approved partner, you do not need to provide the
requested documents a second time.
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» Select Reject if you do not approve the document.
* Select Approve if you approve the document.
5. Repeat steps 3 to 4 for each document, as needed.

6. Scroll to the Actions section. For example:

Actions

7. Inthe required Justification field, enter a description that describes your review of the
entries on this page. You can enter text, or select a quick pick link (for example, Not all
documents approved, All documents uploaded and approved, Documents already
provided).

If you approved a previous request and already provided the documents by working
directly with an approved partner, you do not need to provide the requested documents a
second time.

8. Do one of the following:

* Select Documentation Incomplete if there are missing documents, there are
documents that are not approved, or documentation is required but no records
appear in the page.

¢ Select Reviewed if all of the documents are reviewed, or if documentation is not
required.

The wizard automatically advances to the next step.

< Note:

To continue in the wizard, see Step 6: Complete Processing. To leave the
wizard select Exit.

Step 6: Complete Processing

As an approval user, you can use the wizard to complete the request approval process by
choosing to assign the request to a partner for further review, approving, activating, or
rejecting the request. You can also exit the wizard without completing the approval process.

To complete the request approval process with the wizard:

1. Inthe Complete Processing page, review the instructions in the Information section.
For example:
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Site Requests > Site Details

Site Details - Self Service Site75

] ] ] ] -] (<]

Assign Partner Review Site Matches Review Contact Matches Review Receiving Hours Review Documentation Complete Processing

® Information

Next Steps
Selact the most apprapriate action based on the informatian below

Partner Review when you want the selected P
Note: An email iewers associoted ta the Partny

Approve - selzct this option when everything has been successful
Activ
Note: An er

-The

Reject - th

Hote: Aner tion for the rejection

Complete Processing - =:it the wizerd without setiing = status.

Self-Service Site Details

Scroll to the Self-Service Site Details section. For example:

Self-Service Site Details

status Status Date
ASSIGNED 11/15/2025 17:41

Assignen partner site Parter Organization Parter Group

Belvita Self Service Site75

Faderal PIN State PN Natianal Pravicder 1D {N® Rights
DEFAULT

License License Expiration Date ecial nstruct

nse Expiation Specil nstructons
10/11,/2001 Please call before delivery,

site Type
[1] Commercial Provider

Location Type
[10] Public Hesitn Clinic

Poputation
[2] General Adult Population

Review the information in the Self-Service Site Details section. This information
was entered by the requestor.

Scroll to and review the information in the Site Address and Site Response
Products Types and Programs sections. This information was entered by the
requestor. For example:

Site Address

Site Response Products Types and Programs

Status Updates

Scroll to and review the information in the Status Updates, Reviews, and
Verifications sections. For example:

" Note:

For descriptions of the statuses, see View the self-service statuses.
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Status Updates

Cresten

11/15/2023 17:25 EST

11/15/2023 11:18 EST

11/15/2023 11:18 EST

11/15/2023 11:18 EST

Reviews

Cresten

11/15/2023 17:31 EST

11/15/2023 17:35 EST

11/15/2023 17:41 EST

11/15/2023 17:38 EST

Verifications

Cresten

11/15/2023 17:35 EST

11/15/2023 17:31 EST

11/15/2023 17:38 EST

Actions

status I-

ASSIGNED

DOCUMENTS PROVIDED CERTIFICATION

REQUESTED

SUBMITTED

staws 1-

ADDRESS REVIEWED

CONTACT REVIEWED

DOCUMENTATION REVIEWED

RECEIVING HOURS REVIEWED

status [-

PRIMARY CONTACT VERIFIED

RECEIVING ADDRESS WERIFIED

RECEIVING HOURS VERIFIED

Justitication

Assigned Partner verified

User certifies that all documents have been provided

Initial Request for Self Service Site

Completed wizard for Seif-Service Site

Justingation

Reviewed against Site Addresses

Reviewed against Contacts
All documents uploaded and approved

Receiving hours revievied

Justitication

Revi

d sgainst Contacts

swed sgainst Site Addresses

Receiving hours reviewed

creszay

creatzay

creatza gy

6. Scroll to the Actions section. For example:

Actions

Justification

A Warning

More: This

eview tequired, Ste review camglete

ion may be displayed 1o the Requestor!

Onbiold  Partner Rview

7. Inthe required Justification field, enter a description of your review of the entries on this
page. You can enter text, or select a quick pick link (for example, Partner review required,
Site review complete).

8. Choose one of the following options to complete the wizard steps:

* Select On Hold if, for example, there will be a delay in processing by the site.

» Select Partner Review if you want the selected partner to review the request before
it is approved and activated. The partners associated with the request will now be

able to see the request.

" Note:

An email is sent to all reviewers associated to the partner for review of the

Self-Service Site request.

e Select Reject if the request is invalid for any reason, the requestor is not responding,
the request is a duplicate of an existing site, or there is incomplete documentation.
The request status changes, but the request is not removed from Self-Service

Approval Portal.
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< Note:

An email is sent to the requestor. When the requestor logs in to Site
Portal they will see the justification for the rejection.

Select Approve if all the information in the request has been successfully
reviewed and verified. After you approve the request it can be activated by an
approval self-service administrator.

Select Activate (if available) to make the site active in Site Portal. The
Activate option is only available to approval self-service administrators for
approved requests. An approval self-service administrator can, however,
activate any request, not only those that are approved.

" Note:

An email is sent to the requestor. The requestor can then sign in to
Site Portal to order response products.

After you activate a request, you can no longer change it. You can, however,
continue to view the request details, as needed, as described in View the
details for a request.

Select Exit at the top right to exit the wizard without completing the
approval process. The wizard closes and the Review Self-Service Site -
[Site Name] page for the request opens.

¢ Note:

You can view and modify the request details, and complete the
approval for the request at a later time, as described in View the
details for a request, Perform the reviews required for approval, and
Perform the actions required for approval.

Perform the actions required for approval

The approval process requires that you perform a series of actions on the information
submitted by Self-Service Request Portal. The actions are dependent on whether you
are an administration reviewer or partner reviewer.

ORACLE

The actions available to you depend on your role.

If you are an administration reviewer, you can use the wizard to help guide you
through the actions and reviews required to approve a request as quickly as
possible. See Review and approve a request with the wizard.

If you are an administration reviewer, the following actions are available for all
requests:

Process

Assign
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— Partner Review
— On Hold

— Approve

— Activate

— Reject

If you are a partner reviewer, the following actions are available for the requests
associated with your site:

— On Hold
— Approve
— Reject

Assign a partner to a site

As an approval user, you can assign or modify the assignment of a partner to a site so
that reviewers associated with that site can review the associated request details. You
can only choose a Self-Service Partner.

Put a request on hold
Reviewers can put requests on hold if, for example, there will be a delay in processing by
the site.

Send a request for partner review
As an approval user, you can choose to have a partner review the request before it is
approved and activated.

Approve a request

As an approval user, you can approve any request after all the information in the request
is successfully reviewed and verified. An approved request can be activated by an
approval administrator.

Activate a request

As an approval self-service administrator, you can activate any request. After a request is
activated, approval or partner users can no longer change it. They can, however,
continue to view the request details, as needed.

Reject a request

Reviewers can reject a request, if it is, for example, invalid for any reason, the requestor
is not responding, the request is a duplicate of an existing site, or there is incomplete
documentation.

Approve or reject site documents

For each request submitted for approval, you can view the site details, primary contact
information, and receiving hours provided in Self-Service Request Portal, and the
documents (if any) uploaded by an administrator or partner provides many details about
the request and its status.

Assign a partner to a site

ORACLE

As an approval user, you can assign or modify the assignment of a partner to a site so that
reviewers associated with that site can review the associated request details. You can only
choose a Self-Service Partner.

To assign or modify the assignment of a partner to a site:
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< Note:

You can perform this action if you are an approval administrator or an
approval reviewer.

1. Open the Navigation pane, and select Requests. The All Requests page opens.

2. Inthe All Requests page, find the request you want to assign a partner to the site
for, and select View in the Actions column. The Review Self-Service Site - [Site
Name] page opens.

3. Inthe Review Self-Service Site - [Site Name] page, at the top right select
Assign Partner from the Actions drop-down menu. The Assign Partner panel
opens. For example:

Assign Partner

@ Information
Assign this Site 1o 2 Central Partner. Only Partners that have Self-Service selected can be chosen.

Mote: Once assigned to & Partner then Reviewers associated with that Partner can review the Self-Service Site.

Site Details

SUBMITTED 05/03/2025 16:47
Assigned Partner Sita et Grous e Crganisetn
ORA Pharmacy Pharmacy LTD
' 2 tional Provider 1D (NPT |
sitz Type

[3] C.c-nrrmu nity Health Center

Licensz Licensa Expiration Data special Instructions

Status Updates

4. Review the information in the Site Details section.

5. Scroll to and review the information in the Status Updates section. For example:
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< Note:

For descriptions of the statuses that appear in the panel, see View the self-
service statuses.

Status Updates
Creatad
Created - Status Justitication EY
22{0352023 524 SUBMITTED Completed wizard for Self-Service Site admin
R -

ggfrm’ Sl SUBMITTED Completed wizard for Seli-Service Site admin
03/03/2025 16:47 DOCUMENTS PROVIDED User certifies that all documents have been admin
EST CERTIFICATION provided
22{0352023 1647 REQUESTED Initial Request for Self Service Site admin

Actions

Scroll to the Actions section. For example:

Actions
Assigned Parmer . - A O ~ .
ORA Pharmacy - Assigned Partner Group i Assigned Partner Organization -

Add Response Product Type

Site Response Product Types and Programs

In the Actions section, provide the following information:

» Assigned Parther—Required. Select or change the partner to assign to this self-
service site. There is typically one partner per state. If you change the partner, the
reviewers assigned to the existing partner will no longer see this site request. Also,
the documents associated with the site may be changed. The request is added for
the newly selected partner.

» Assigned Partner Group—Select or change a partner group, if available. There may
be groups within a partner.

* Assigned Partner Organization—Select or change a partner organization, if
available.

Scroll to the Site Response Product Types and Programs section. For example:
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Add Ry Product T
Site Response Product Types and Programs

Mote: If you update the Assigned Partner the documents associated with the Site may be changed.

COVID19 / Vaccine

Monkeypox / Therapeutic

Justification ‘

Aszigned Partner verified, Assigned NEW Partner, Assigned Group

9. Inthe Site Response Product Types and Programs section, select Add
Response Product Type to add a response product type for the site. The Add
Response Product Type panel opens. For example:

Add Response Product Type

Partner
Bureau of Testers

Site

Test 1010

Response Product Type -

Site Programs

10. In the Add Response Product Type panel, provide the following information:
* Partner—Read-only.
* Site—Read-only.
* Response Product Type—Required.

» Site Programs—Select one or more programs. The options appear after you
select a response product type.
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11. Select Add. In the Assign Partner panel, the response product type you added appears
in the Site Response Product Types and Programs section.

* To add another response product type for the site, select Add Response Product
Type.
— Repeat steps 9 to 10.
— Proceed to step 12.

* To modify the details for a response product type, find it in the list and on the right
select the Ellipses and then Edit.

— Inthe Add Response Product Type panel, update the information as described
in step 10.

— Select Save and proceed to step 12.

» To delete a response product type, find it in the list and on the right select the
Ellipses and then Delete.

— In the Maintain Response Product Type panel, select Delete.
— Proceed to step 12.

12. In the Assign Partner panel, in the required Justification field, enter a description that
describes your review of the entries in the panel. You can enter text, or select a quick pick
link (for example, Assigned Partner verified, Assigned NEW Partner, Assigned Group).

13. Select Assign.

Put a request on hold

Reviewers can put requests on hold if, for example, there will be a delay in processing by the
site.

* As an administration reviewer, you can put any request on hold.

» As a partner reviewer, you can put a request for your partner on hold.

To put a request on hold:

1. Open the Navigation pane, and select Requests. The All Requests page opens.

2. In the All Requests page, find the request you want to want to put on hold, and select
View in the Actions column.

3. Inthe Review Self-Service Site - [Site Name] page, at the top right, select On Hold
from the Actions drop-down menu. The On Hold panel opens. For example:
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On Hold

@ Information

If there is & delay in processing this Provider then click On Held. It is recommended to add the expected date the processing may be
resurmed in the Justification.

Site Details

Status Status Date

SUBMITTED 10/10/2023 10:26

Assigned Partner Site Partner Organization Partner Group
Bureau of Testers Test1010

Federal PIN State PIN Mational Provider ID (MP1) Non Public
License License Expiration Date

Site Type

[1] Commercial Provider

Pharmacy Type

Status Updates

4. Review the information in the Site Details section.

5. Scroll to and review the information in the Status Updates section. For example:

< Note:

For descriptions of the statuses that appear in the panel, see View the
self-service statuses.
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Status Updates
Created = Status Justification Created By
19719/205  proupep docoments have been
CERTIFICATION provided
DO e Sopgent
Actions
Scroll to the Actions section. For example:
Actions
Mote: If you update the Assigned Partner, then Reviewers assigned to the existing Partner will no longer be able to see this Site.

Secondly, the documents associated with the Site may be changed.

Justification

Waiting for additional information, Waiting for Requestor

In the required Justification field, enter a description that describes the status of the
entries in the panel. You can enter text, or select a quick pick link (for example, Waiting
for additional information, Waiting for Requestor).

< Note:

processing to resume.

Select On Hold.

" Note:

approval.

We recommend that in the Justification field you enter the date you expect the

To resume processing, return to the request details for the site and perform the
tasks remaining to approve the request. See Perform the actions required for
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Send a request for partner review

ORACLE

As an approval user, you can choose to have a partner review the request before it is
approved and activated.

" Note:

Partner reviewers cannot send a request for partner review.

To assign a request for partner review:

< Note:

You can perform this action if you are an approval administrator or an
approval reviewer.

1. Open the Navigation pane, and select Requests. The All Requests page opens.

2. Inthe All Requests page, find the request you want to send to a partner for
review, and select View in the Actions column. The Review Self-Service Site -
[Site Name] page opens.

3. Inthe Review Self-Service Site - [Site Name] page, at the top right, select
Partner Review from the Actions drop-down menu. The Partner Review panel
opens. For example:
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Partner Review

Site Details

Status Status Date

SUBMITTED

Aszigned Partner Site
Bureau of Testers Test1010
Federal PIM State PIN
License

Site Type

[1] Commercizal Provider

Pharmacy Type

Status Updates

10/10/2023 10:26

License Expiration Date

Partner Organization Partner Group

National Provider ID (NP1) Rights

DEFAULT

4. Review the information in the Site Details section.

5.

Scroll to the Status Updates section. For example:

< Note:

of the request statuses.

For descriptions of the statuses that appear in the panel, see View descriptions

Status Updates

Created Status [=

0
10/10/2023 EES\JL:IID‘IIEESTS
10:26 EDT

CERTIFICATION

10/10,/2023

10:26 EDT HEQUESIED

10/10/2023

026 ot SUBMITTED
Actions

Justification

User certifies that all
documents have been

provided

Initial Request for Self

Service Site

Completed wizard for
Self-Service Site

Created By
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Scroll to the Actions section. For example:

Actions

Assigned Partner

Bureau of Testers

Maote: If you update the Assigned Partner the documents associated with the Site may be changed.

Justification

Partrier review required

o

In the required Justification field, enter a description that describes the status of
the entries in the panel. You can enter text, or select a quick pick link (for example,
Partner review required, Site review complete).

Select Partner Review. The partners associated with the request will now be able
to see the request.

< Note:

An email is sent to all reviewers associated to the partner for review of
the request.

Approve a request

ORACLE

As an approval user, you can approve any request after all the information in the
request is successfully reviewed and verified. An approved request can be activated
by an approval administrator.

As a partner user, you can approve a request for your partner after all the information
in the request is successfully reviewed and verified. An approved request can be
activated by an approval self-service administrator.

To approve a request:

1.
2.

Open the Navigation pane, and select Requests. The All Requests page opens.

In the All Requests page, find the request you want to approve, and select View
in the Actions column.

In the Review Self-Service Site - [Site Name] page, at the top right, select
Request Status from the Actions drop-down menu. The Process Self-Service
Site Request panel opens. For example:
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Process Self-Service Site Request

@ Information

Mext Steps
Select the most appropriate action based on the information below:

Partner Review
Noge: An email

ew the reques
of the 5&lf-5

elect this option when you want the selected Partner to
be sent to all Reviewers associared to the Partmer forre

Activating.

On Hold- The Site will be On Hold.

Apprave - select this option when everything has been successfully reviswed and verified.

Activate [if
Noge: A em

le) - The Site will be made active.
be sent ta the Reguestor. Once they log back in they will be able to enter orders and mare.

Reject - the

est status will b2 changed, but it will not be removed.
Noge: A em L

be sent ta the Reguestor. Once they log back in they will see the justification for the refection

Site Details

-SLTEFM ITTED -CI;:-’O ;'-;I:23 16:47

Assigned Parner Site Partner Organization Partner Group
ORA Pharmacy

Federal PIN State PIM Hational Prowider 1D [MPI) Non Pullic
License sense Expiration Date Special Instructions

Site Type

[3] Community Health Center

Pharmacy Type

Humiber of children 13 years of age and younger Humber of adults 19 - &4 years of age

Humiber of adults &5 years of age and cldar Humber of unique patients fcients seen per week on average
Site Address

Review the information in the Site Details section.

Scroll to and review the information in the Site Address section. For example:

Site Address

n 125 Main 5t

Site Response Products Types and Programs
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Scroll to and review the information in the Site Response Products Types and
Programs section. For example:

Site Response Products Types and Programs

N COVID? [/ Vaccine
m Monkeypox [/ Therapeutic

Status Updates

Scroll to and review the information in the Status Updates, Reviews, and
Verifications sections. For example:

# Note:

For descriptions of the statuses that appear in the panel, see View the
self-service statuses.

Status Updates
Creatad
Created [- Status Justification By
gg#as;zozs 1647 SUBMITTED Completed wizard for Self-Service Site admin
B
gg_,;as, BB TR SUBMITTED Completed wizard for Self-Sarvice Site admin
03/03,/2023 1647 DOCUMENTS PROVIDED User certifies that all documents have been admin
EST CERTIFICATION providad
gg_,;oa;zozs 1647 pEQUESTED Initial Request for Self Service Site admin
Reviews

Scroll to and review the information in the Reviews section. For example:

7-28



Chapter 7
Perform the actions required for approval

Reviews
. . Created
Created 1= Status Justificatian By
Iéz_,.;'GS,QOZS a7 COMTACT POSSIBLE MATCH Possible OHRR Contact match record found admin
22403’;2023 e47 RECEIVING HOURS REVIEWED admin
22#05;2023 et ADDRESS REVIEWED Reviewsd 2gainst OHRR Site Addressas scmin
g;‘oagzoza et &%%ﬁ?g’:ﬂo“ Mot all documents approved adrmin
22#03;2023 1647 ADDRESS BOSSIELE MATCH f:ussib]e OHRR 5ite Address match record admin
ound

g;‘os;zozs L DOCUMENTATIOMN REVIEWED All documents uploaded and approved admin
g;‘oa;zoza Wz CONTACT REVIEWED Reviewsd against OHRR Contacts sdmin

Verifications

9. Scroll to and review the information in the Verifications section. For example:

Verifications

Created - Status Justification Created By

03/03/2023 1647 EST RECEIVING ADDRESS VERIFIED Reviewed against OHRR Site Addresses admin

03/03/2023 1647 EST PRIMARY COMNTACT VERIFIED Reviewed against OHRR Contacts admin

Actions

10. Scroll to the Actions section. For example:

Actions

Justification

A Wamning

Note: This justification may be dispigyed to the Requestor!

| Cancel | Om Hold Partner Review

11. In the required Justification field, enter a description that describes the status of the
entries in the panel. You can enter text, or select a quick pick link (for example, Partner
review required, Site review complete).
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12. Select Approve.

Activate a request

As an approval self-service administrator, you can activate any request. After a
request is activated, approval or partner users can no longer change it. They can,
however, continue to view the request details, as needed.

ORACLE

# Note:

You can perform this action if you are an approval self-service administrator.
Partner reviewers cannot activate requests.

To activate a request:

1.
2.

Open the Navigation pane, and select Requests. The All Requests page opens.

In the All Requests page, find the request you want to activate, and select View
in the Actions column.

In the Review Self-Service Site - [Site Name] page, at the top right, select
Request Status from the Actions drop-down menu to open the Request Status
panel.

Review the information in the Site Detalils, Site Address, and Site Response
Products Types and Programs sections.

Scroll to and review the information in the Status Updates, Reviews, and
Verifications sections.

¢ Note:

For descriptions of the statuses that appear in the panel, see View
descriptions of the request statuses.

Scroll to the Actions section, and in the required Justification field, enter a
description that describes the status of the entries in the panel. You can enter text,
or select a quick pick link (for example, Partner review required, Site review
complete).

Select Activate to make the site active in Site Portal. An email is sent to the
requestor. The requestor can then sign in to Site Portal to order response
products.

» After you activate a request, you can no longer change it. You can, however,
continue to view the request details, as needed, as described in View the
details for a request.

* The Activate option is only available to approval self-service administrators for
approved requests. An approval self-service administrator can, however,
activate any request, not only those that are approved.
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Reject a request

Reviewers can reject a request, if it is, for example, invalid for any reason, the requestor is
not responding, the request is a duplicate of an existing site, or there is incomplete
documentation.

* As an administration reviewer, you can reject any request.

« As a partner reviewer, you can reject a request for your partner.

To reject a request:

1. Open the Navigation pane, and select Requests. The All Requests page opens.

2. In the All Requests page, find the request you want to reject, and select View in the
Actions column.

3. Inthe Review Self-Service Site - [Site Name] page, at the top right, select Request
Status from the Actions drop-down menu. The Process Self-Service Site Request panel
opens. For example:
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Process Self-Service Site Request

@ Information
Next Steps

Select the most appropriate action based on the information below:

Partner Revie
Note: An email

elect this option when
£ sent to ail Reviewers associ

the selected Partner t
d to the Partner for re

On Hold- The Site will be On Hold.
Approve - sglect this option when everything has been successfully reviewed and verified.

Activate [if
Note: An em

&) - The Site will be made active.
be sent to the Reguestor. O\ they log back in they will be able to enter orders and more.

Reject - the request status will be changed, but it will nat be removed.
i

Note: An email will be sent to the Requestor. Once they log back in they will see the justification for the refection

Site Details

SUBMITTED

Site Address

Assigned Pariner Sitz Partner Organization Partner Gn

ORA Pharmacy ) :‘p
Fedaral PIN Mational Provider 1D [P Mon Public
Licensz License Expiration Date Special Instructions

Site Type

[3] Community Health Center

Pharmacy Type

Numiber of cnildren 13 years of age and younger Humber of 30ults 19 - 54 years of age

Mumiber of aduits 83 years of age and older Humber of unique patients,/clients seen per waek on averag

4. Review the information in the Site Details section.

5. Scroll to and review the information in the Site Address section. For example:

Site Address

n 123 Main St

Site Response Products Types and Programs

6. Scroll to and review the information in the Site Response Products Types and

Programs section. For example:
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Site Response Products Types and Programs

COVIDND / Waccine

Monkeypox / Therapeutic

MPX

Status Updates

Scroll to and review the information in the Status Updates, Reviews, and Verifications

sections. For example:

< Note:

service statuses.

For descriptions of the statuses that appear in the panel, see View the self-

Status Updates

Created = Statis

0370372023 16:47

EaT SUBMITTED

03,/03/2023 16:47

EST SUBMITTED

03/03/2023 16:47

EST CERTIFICATION

Q300372023 1647 . ,

EoT REQUESTED
Reviews

DOCUMEMTS PROVIDED

Justification

Completed wizard for Self-Service Site

Completed wizard for Self-Service Site

User certifies that all documents have been
provided

Initial Request for Self Service Site

Creatad
By

admin

admin

admin

admin

Scroll to and review the information in the Reviews section. For example:
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Reviews
Created I- Status Justitication ;.;aale-:l
22403;2023 U=y COMTACT POSSIBLE MATCH Possible OHRR: Contact match record found admin
o0 et RECEIVING HOURS REVIEWED adin
LR s ADDRESS REVIEWED Reviewed against OHRR Site Addresses admin
22403;2023 &34 &%%%Erg'&éﬂ ZX Mot all documents approved admin
22#03;2023 1647 ADDRESS POSSIBLE MATCH 1I::‘:-s-s.i ble OHRR Site Address match record e
ound
22_";{'3”2023 1 DOCUMENTATION REVIEWED All documenits uploaded and approved admin
22#0352023 &2 CONTACT REVIEWED Reviewed against OHRR Contacts admin
Verifications

9. Scroll to and review the information in the Verifications section. For example:

Verifications

Created :' Status Justification Created By

03/03,/2023 1647 EST RECEIVING ADDRESS WVERIFIED Reviewed against OHRR Site Addresses admin

03/03,/2023 1647 EST PRIMARY CONTACT VERIFIED Reviewed against OHRR Contacts admin

Actions

10. Scroll to the Actions section. For example:

Actions

Justification

Partner review raguired. Site review compiste

A Wamning

Note: This justification may be displayed to the Requestor!

| Cancel | On Hold Partner Review

11. Select Reject to reject the request. The request status changes, but the request is
not removed from Self-Service Approval Portal. The Process Self-Service Site
Request panel closes without requiring a confirmation.
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< Note:

An email is sent to the requestor. When the requestor signs in to Site Portal,
they will see the justification for the rejection.

Approve or reject site documents

ORACLE

For each request submitted for approval, you can view the site details, primary contact
information, and receiving hours provided in Self-Service Request Portal, and the documents
(if any) uploaded by an administrator or partner provides many details about the request and
its status.

To approve or reject site documents:
1. Open the Navigation pane, and select Requests. The All Requests page opens.

2. In the Requests page, find the request whose documents you want to view, and select
View in the Actions column. The Review Self-Service Site - [Site Name] page opens.

3. Atthe top of the Review Self-Service Site - [Site Name] page, select the Documents
tab. For example:

Site Requests > Review Self-Service Site Create Documentation Send Documentation Motification

Review Self-Service Site - Health Clinic

Status Updates Details Primary Contact  Receiving Hours  Documents
—

Q Search | |£‘

Staws 1= Mandatory  Name Description Document Upload Camments Actions

REQUESTED  Yes Jlcsine jlcstiog | @ Feview

Common Commen

REQUESTED Yes Test Doc | @ Review

REQUESTED Yes STATE DOCUMENT add state document add state document | @ Review

4. Find the document in the list, and select Review in the Actions column. The Maintain
Documents panel opens. For example:
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Maintain Documents

Status

REQUESTED

Name

DRIVERS LICENCE

Mandatory Auto Add

fes fes

Filename

Document

Upload Comments
optional, auto add

A Pll Warning
Documentation may contain Pll and must be handled appropriately!

Not all documents approved. All documents uploaded
and approved, Documents already provided

A Warning
Moie: This justification will be displayed to the Regquestor!

Cancel | Reject |
SRS G
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5. In the Maintain Documents panel, review the document details, and in the Review field,
enter a justification for the document. You can enter text, or select a quick pick link (for
example, Not all documents approved, All documents uploaded and approved,
Documents already provided).

6. Do any of the following:

# Note:

The action buttons available in the Maintain Documents panel depend on the
status of the document upload you selected.

e For documents with a status of UPLOADED, the Cancel, Approve, and Reject
buttons appear.

— Select Cancel to close the panel without any changes.

— Select Approve if you approve the document. If you approved a previous request
and already provided the documents by working directly with an approved
partner, you do not need to provide the requested documents a second time.

— Select Reject if you do not approve the document.

e For documents with a status of REQUESTED, the Cancel and Not Applicable
buttons appear. Select a button to close the panel.

— Select Cancel to close the panel without any changes.

— Select Not Applicable.

Perform the reviews required for approval

The approval process requires that you perform a series of reviews on the information
submitted by Self-Service Request Portal. The reviews are the same regardless of your role
as an administration reviewer or partner reviewer.

You perform reviews on the site addresses, site contacts, and documentation submitted with
the request.

e Review the site addresses
You can review the site addresses to check for a match between the site addresses
uploaded by an administrator against the site information in the request. You should not
find a match with the site addresses.

* Review the site contacts
You can review the site contacts to check for a match between the site contacts uploaded
by an administrator and the site information in the request. You should not find a match
with the site contacts.

e Review the completed documentation
Approval users can review the common and partner documents that were uploaded by an
administrator or partner.
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Review the site addresses

ORACLE

You can review the site addresses to check for a match between the site addresses
uploaded by an administrator against the site information in the request. You should
not find a match with the site addresses.

To review the site addresses:
1. Open the Navigation pane, and select Requests. The All Requests page opens.

2. Inthe All Requests page, find the request you want to review site addresses for,
and select View in the Actions column. The Review Self-Service Site - [Site
Name] page opens. Select any tab; the tab selected the last time you navigated
away from the page is selected.

3. Inthe Review Self-Service Site - [Site Name] page, at the top right select
Address from the Reviews drop-down menu. For example:

=] Address

o. torr
~ Contact

[ Documentation

The Review Address panel opens. For example:
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Review Address

© Information

Site Details

Status

SUBMITTED

Assigned Partner

Bureau of Testers

Federal FIN

License

Business Hours

24 Hours
Monday Off

24 Hours
Tuesday Of

Review each of the Site Addresses listed below.

If none of the Site Addresses are a likely match then dick Reviewed.
Howrever, if there is a possible match then click Possible Match, and perform appropriate research.

If there are no records displayed click Reviewed.

Status Date

10/10/2023 10:26

Site Partner Organizati
Test1070
State PIN Nationa

License Expiration Date

Monday Opening 1

9:00 17:00

Tuesday Opening 1

9:00 17:00

on Partner Group
1D (MIPT) Rights
DEFAULT
Monday Closing 1 Monday Closing 2

Monday Closing 1

Tuesday Closin

Tuesday Opening 2 Tuesday Closing 2

Review the information in the Site Details and Business Hours sections. This
information was entered by the requestor.

Scroll to the Potential Matches with Site Addresses and Site Address Reviews

sections. For example:
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Review Address
Potential Matches with Site Addresses
| &
Match Federal Address
Criteria Partner Grantee Site PIN Address 1 2 City County State Zip
Phone  D¥reucf  gry peg
Testers
Phone BelVita Bv3 Test
Phone BelVita BV3 Test
Phone  OFA OR1  Heslth
Pharmacy Clini
inic
Phone SEA _ OR1 Pharmacy
armacy LTD
»
Site Address Reviews
Mo Address reviews performed
Actions

6. Compare the information in the Site Details section at the top of the panel with the
information in the Potential Matches with Site Addresses section.

» Possible address matches appear in the Potential Matches with Site
Addresses section.

* Results from previous reviews appear in the Site Address Reviews section.

# Note:

You should not find a match with the site addresses.

7. Scroll to the Actions section. For example:
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Actions

® Information
Itis expected that you SHOULD NOT FIND a match with Site Addresses.

Verified Address
(O Addressis NOT verified
(O Address is verified

Justification |

Possible Site Address match record found , Reviewed against Site Addresses

| Cancel | Possible Match

In the required Verified Address field, select one of the following options:
* Address is NOT verified
* Address is verified

In the required Justification field, enter a description that describes your review of the
entries in the panel. You can enter text, or select a quick pick link (for example, Possible
Site Address match record found, Reviewed against Site Addresses).

Do one of the following:
» Select Possible Match if one of the site addresses may be a match.

* Select Reviewed if none of the site addresses are a match or a likely a match, or if
there are no records.

Review the site contacts

You can review the site contacts to check for a match between the site contacts uploaded by
an administrator and the site information in the request. You should not find a match with
the site contacts.

ORACLE

To review the site contacts:

1.
2.

Open the Navigation pane, and select Requests. The All Requests page opens.

In the All Requests page, find the request you want to review site contacts for, and
select View in the Actions column. The Review Self-Service Site - [Site Name] page
opens.

In the Review Self-Service Site - [Site Name] page, at the top right select Contact from
the Reviews drop-down menu. For example:
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Actions -

[=] Address

o %
~ Contact

D, Documentation

The Review Contact panel opens. For example:

Site Contacts
Status
SUBMITTED

Assigned Partner

Bureau of Testers

First Hame

Emai

Status Code

PENDING

Review Contact

® Information

Review each of the Contacts listed below.

If none of the Contacts are a likely match then click Reviewed.
However, if there is a possible match then dick Possible Match, and perform appropriate research.

If there are no records displayed click Reviewed.

Status Date

10/10/2023 10:26

Site

Test1010

Last Name Job Title
Mobile

Phone Extension Fax

User Status

PENDING

4. Review the information in the Site Contacts section. This information was entered

by the requestor.

5. Scroll to the Potential Matches with Site Contacts and Contact Reviews
sections. For example:

ORACLE
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Potential Matches with Site Contacts ‘ [ |
Match Federal Phone
Criteria J= Partner Grantee Site PIN Email Phone Extension Fax
Phone ORA - OR1 Health
Pharmacy .
Clinic
Phone Lt N OR1 Health
Pharmacy .
Clinic

Contact Reviews
Mo Primary Contact reviews performed

Actions

Compare the information in the Site Contacts section at the top of the panel with the
information in the Potential Matches with Site Contacts section.

» Possible contact matches appear in the Potential Matches with Site Contacts
section.

* Results from previous reviews appear in the Contact Reviews section.

" Note:

You should not find a match with the site contacts.

Scroll to the Actions section. For example:

Actions

@ Information
It is expected that you SHOULD NOT FIND a match with Site Contacts.

Contact Verified
O Primary Contact is NOT Corract

O Primary Contact is Correct

Justification ‘

Possible Contact match record found, Reviewed against Contacts

| Cancel | Possible Match

In the required Contact Verified field, select one of the following options:

e Primary Contact is NOT Correct
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* Primary Contact is Correct

9. In the required Justification field, enter a description that describes your review of
the entries in the panel. You can enter text, or select a quick pick link (for example,
Possible Contact match record found, Reviewed against Contacts).

10. Do one of the following:
» Select Possible Match if one of the site contacts may be a match.

» Select Reviewed if none of the site contacts are a match or a likely match, or
if there are no records.

Review the completed documentation

Approval users can review the common and partner documents that were uploaded by
an administrator or partner.

However:

e Only approval self-service administrators can modify common documents.

e Only approval self-service administrators and partner self-service administrators
can modify partner documents.

e Partner users can view the partner documents that were uploaded by an
administrator or by a partner for their partner.

To review the documentation:
1. Open the Navigation pane, and select Requests. The All Requests page opens.

2. Inthe All Requests page, find the request you want to review completed
documentation for, and select View in the Actions column. The Review Self-
Service Site - [Site Name] page opens.

3. Inthe Review Self-Service Site - [Site Name] page, at the top right select
Documentation from the Reviews drop-down menu. For example:

[=] Address

o, o
~ Contact

[ Documentation

The Review Documentation panel opens. For example:
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Review Documentation

@ Information
Review each of the documents listed below.
If &ll of the documents have been approved then click Reviewed.
However, if there are any missing documents, or documenits that have not been approved then click Documentation Incomplete, and
perform appropriate actions.

If there are no records displayed dick Documentation Incomplete if documentation is requirad, or Reviewed if no documentation
required.

Site Details

Status Status Date Assigned Partner Site
SUBMITTED 10/10/2023 10:26 Bureau of Testers Test1010
Documents
Auto
Mandatory Add Status Document Upload Comments Actions

4. Review the information in the Site Details section. This information was entered by the
requestor.

5. Scroll to the Documents section. For example:

6. To review the details for a document, find it in the list in the Documents section, and
select Review in the Actions column. The Maintain Documents panel opens. For
example:

# Note:

The Review button only appears for documents that are not reviewed.
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Maintain Documents

Status

UPLOADED

Name

REGISTRATION DOCUMENT

Mandatory Auto Add
Yes Yes
Filename

OHRR_upload txt

Documenit

Upload Comments
Register document to upload

A Pll Warning

Documentation may contain Pl and must be handled appropristely!

Review

Justification

Not all documents approved. All documents uploaded
and approved, Documents already provided

A Warning

Maie: This jusiification will be displayed to the Requestor!
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In the Maintain Documents panel, review the information in the Status, Name,
Mandatory, Auto Add, Filename, and Document fields, and then do the following:

* Select Download to download and view the document, if needed. The download
option appears above the document image for uploaded documents only.

* Inthe required Justification field, enter a description of your review of the entries on
this page. You can enter text, or select a quick pick link (for example, Not all
documents approved, All documents uploaded and approved, Documents already
provided). If you approved a previous request and already provided the documents
by working directly with an approved partner, you do not need to provide the
requested documents a second time. The Maintain Documents panel closes.

» Select Reject if you do not approve the document. The Maintain Documents panel
closes.

» Select Approve if you approve the document. The Maintain Documents panel closes.
Repeat steps 6 to 7 for each document, as needed.

In the Review Documentation panel, scroll to the Documentation Reviews section to
view details for completed reviews. For example:

Documentation Reviews

Created [z Status Justification Created By

03/08/202312:56 DOCUMENTATION Documents already
EST REVIEWED provided

In the Review Documentation panel, scroll to the Actions section. For example:

Actions

Justification |

Mot all documenits approved . All documenis uploaded and approved, Documents already provided

| Cancel | Documentation Incomplete

In the required Justification field, enter a description that describes your review of the
entries on this page. You can enter text, or select the quick pick link (for example, Not all
documents reviewed, All documents uploaded and approved, Documents already
provided).

If you approved a previous request and already provided the documents by working
directly with an approved partner, you do not need to provide the requested documents a
second time.

Do one of the following:

* Select Documentation Incomplete if there are missing documents, there are
documents that are not approved, or documentation is required but no records
appear in the page.
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« Select Reviewed if all of the documents are reviewed, or if documentation is
not required.
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View the self-service statuses

The self-service statuses are reference descriptions for the request, review, document, and
verification statuses that are used in Self-Service Approval Portal to track the approval
process for each request.

View descriptions of the request statuses
The request statuses indicate the status of a request with a unique name, a description of
the status, and whether the status is active.

View descriptions of the review statuses
The review statuses indicate the status of a review with a uniqgue name, a description of
the status, and whether the status is active.

View descriptions of the document statuses
The document statuses indicate the status of a document with a unique name, a
description of the status, and whether the status is active.

View descriptions of the verify statuses
The verify statuses indicate the status of a verification with a unique name, a description
of the verification, and whether the status is active.

View descriptions of the request statuses

The request statuses indicate the status of a request with a unique name, a description of the
status, and whether the status is active.

To view descriptions of the request statuses:

1.
2.

ORACLE

Open the Navigation pane, and select Statuses. The Statuses page opens.

At the top of the Statuses page, select the Request Statuses tab. For example:

Statuses

Request Statuses  Review Statuses  Document Statuses  Verify Statuses

Nams Daseription Dispizy Orcer

Requested A Self-Service user has requested a new Site. 10 Yes

Submitted The Seif-Service Site has completed the wizard and entered all the necessary details. 0 Yes

Assigned The request has been assignad o 3 partner. 30 Vs

Partner Review The request can now b reviewed by the assignad partner 40 ves

On Hold The request has been put on hold, 50 Yes

Approved The request has been approved 60 Yes

Rejectad The request has been rejected 70 Yes

Canceled The request has been Canceled. 0 Yes

Activated All details have been reviewed and verified. The Site is now active. 80 Yes

Documents Provided Certification User certifies that all documents have been provided 90 Yes
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View descriptions of the review statuses

The review statuses indicate the status of a review with a unique name, a description
of the status, and whether the status is active.

To view descriptions of the review statuses:
1. Open the Navigation pane, and select Statuses. The Statuses page opens.

2. Atthe top of the Statuses page, select the Review Statuses tab. For example:

Statuses

Request Statuses  Review Statuses  Document Statuses  Verify Statuses
Name sescrpton DipiayOrcer
Reviewed The Self-Service Site request has been reviewed successfully agsinst similar Site addresses. 230 Yes
Passible Match The Self-Service Site request has been reviewed successfully against similar Site addresses and found possible match. 240 Yes
Primary Reviewed The Self-Service Site request has been reviewed successfully against similar Site Primary contacts. 250 Yes
Primary Possible Match The Self-Service Site request has been reviewed successfully against similar Site Primary contacts and found possible match 260 Yes
Receiving Hours Reviewed The Self-Service Site receiving hours has been successfully reviewed. 265 Yes
Documentation Reviewed All mandatory documents have been uploaded and all documents have been reviewed successfully. 270 Yes
Documentation Incomplete One or more documents are either missing or failed review. 280 Yes

View descriptions of the document statuses

The document statuses indicate the status of a document with a unique name, a
description of the status, and whether the status is active.

To view descriptions of the document statuses:
1. Open the Navigation pane, and select Statuses. The Statuses page opens.

2. Atthe top of the Statuses page, select the Document Statuses tab. For example:

Statuses

Request Statuses  Review Statuses  Document Statuses  Verify Statuses

Hame Description Display Order  Active
Nat Applicable The documnent is not applicable 110 Yes
Uploaded The document has been uplozded by the requester. 150 Yes

View descriptions of the verify statuses

The verify statuses indicate the status of a verification with a unique name, a
description of the verification, and whether the status is active.

To view descriptions of the verify statuses:
1. Open the Navigation pane, and select Statuses. The Statuses page opens.

2. Atthe top of the Statuses page, select the Verify Statuses tab. For example:
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Statuses

Request Statuses  Review Statuses  Document Statuses  Verify Statuses

ame Desar active

Receiving Address Verified The Self-Service Site receiving address has been successfully verified, 10 Yes

Primary Contact Verified The Self-Service Site Primary contact has been successfully verified. 20 Yes
30 Vs

Receiving Hours Verified The Self-Service Site receiving hours has been successfully verified,

ORACLE"
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