Quick Reference Card

Special Trach Order

How to process Special Trach Orders.

Role: Supply Chain Buyer Staff Frequency: As Needed

**There is a pricing file, ask administration for a copy.
**Requests should include the completed trach template indicating desired trach.

**Template is sometimes included on the email request but should also be attached to the
requisition

e Wait for Value Analysis to release the requisition, this is off-formulary
Go into the requisition to confirm it is released

purce of Supply < Status } Contact Person

EL 05 Release Completed !

At the top, click the drop-down box and download the attachment.

¥, Display Purchase Req. 20558828
Document Overview On D E'E’ ﬂ [i] @Per&onal g

ZB Req Healthcare (20558828

" Texts |

Create the Purchase Order according to the request and send to yourself
Reply All to the email chain of the original request with the PO# and PDF copy

CBO RE: Roberts Specialty trach request

RobertsTrachOrderForm8.7.24_20240808140124.955 X .pdf _
| 301 KB

PO 4700955958 issued
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e Create a new email to BCO@icumed.com attaching the trach form and the PO along with
your request

('Bg PO 4700955958 - Custom Trach - Qvernight

ﬂThis message was sent with High importance.

RobertsTrachOrderForm@.7.24_20240808140124.955_X.pdf _ 802123.pdf
" | 301 KB " ] 179KB

Please process the attached order for Overnight delivery.
Please confirm with me.

**You should get an email shortly after like the below showing ICU received your email
request

L Reply 2 Reply All & Forward GE1IM
Bivona Custom Order <BCO@icumed.com: © Chaney, Brandan L.
Po 4700955958 - Custom Trach - Overnight [Interaction: 240808-001890]

ﬂ If there are problems with how this message is displayed, dlick here to view it in a web browser,
Click here to download pictures. To help protect your privacy, Qutlook prevented automatic download of some pictures in this message.

BC

| CAUTION: External Senl:ler|

|Z| Right-click or tap and hold here to
download pictures. To help protect
your privacy, Outlook prevented..

Your request has been received. You should expect a response from us shortly.

We are excited to announce the launch of our new Self-Service Portaland Chat feature! This will prov]
experience, allowing easy access to navigate information and resources. With the addition of the cha



mailto:BCO@icumed.com
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**You should then receive an email later on confirming your order was processed

Bivona Custom Order <BCO@icumed.com> @ Chaney, Brandan L.
Po 4700955958 - Custom Trach - Overnight [Interaction: 240808-001890]

o If there are problems with how this message is displayed, dick here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

CAUTION: External Sender

BC

E| Right-click or tap and hold here o
download pictures. To help protact
your privacy, Outiook prevented...

Recently you requested personal assistance from our on-line support center. Below is a summary of your request and our respon
issue is not resolved to your satisfaction, you may reopen it within the next 10 days. Thank you for allowing us to be of service to

Subject
PO 4700955958 - Custem Trach - Overnight

To update your request with additional information, click here or reply back to this e-mail.

08 Aug 2024 11:41 AM: Stefanie Kotys
Good morning,
Confirming that your order has been received and is currently in process to ship today for Delivery tomerrow on 09-August-2024.

Thank you,
Stefanie

e Attach the email confirmation to the PO and make note that it is confirmed

**If there were any issues causing the supplier not to process the order, work with the team
to resolve



