U.S. Department of Health & Human Services
Administration for Strategic Preparedness & Response

Health Partner Order Portal (HPOP)
Partner Portal User Guide

Version 1.4

November 1, 2023

aspr.hhs.gov



ASPR HPOP Partner Portal User Guide v1.4 Table of Contents

Table of Contents

RECENT CANGES ... ettt e et e e et e e e e enne e e e e annees 1
About the Partner POral ..............eiiii e e e 1
Logging into the Partner POrtal .............oooo e 1
Portal Navigation BasICS ...........uuiiiiiiiiiiie e 3
LIS O PP PP PPRP 3
HaMBDUIGEI IMIENU ...t e e e e e e e e e e e e e neeee s 4
T =To (ol 10 0] o1 S PP PP PRPP PP 4
BUHIONS ..o e e e e e e 4
LI oL PP PPPP PP PPRP 4
Partner Portal HOMEPAGE .......cooiiiiieieeee et e e 5
PeNAING ACHONS ..ottt e e e e e e e e e e e e e e e e e e e e nnneeees 7
(D= 5] o] oo =1 o PP PP ERPP PP 8
UL T =T o o PP PRPPT P 12
Manage Email PreferenCes ... . ..o 13
RS M A et e ettt e e oo et e e e e e e e e e e e e e e 15
RESEE PASSWOIT ..ottt e e e et e e e e e e e e e e e e e e e e e nnneees 15
INACHIVALE USEIS.....o ittt e e e e e e s e e e e e e e e anne s 16
R (= PP PEPPPPP 16
Maintain Site INfOrmMatioN...........oooiiiiii e 17
SIte Orders/INVENTONY .....ooieieeeieee ettt e et e e e e e e et e e e e e e e e aaes 23
[ o TeT TSI @ ] o [T PSPPI 27
View Orders Ready to be Processed .............ooiiiiiiiiiiiiiiiiie e 27
ProCESSING OFAEIS. ...ttt e e e e e et e e e e e e e s e e e e e e e e e e nnnneees 28
=101 Q@ o =T =1 (o] o PR PPR 30
Vo 10 o (o =T PP PRPRT 31
BUIK DOWRNIOGUAS......ceeeeiiiite ettt e ettt e e e e e st e e e e e e s bbbt e e e e e e e e e nnnneees 31
=101 L0 o] (o =T <P PP PRRRT 33
View the Bulk Upload HISTOMY ..........cooiiiiiiiiie et 35
COVID VacCCiNg VTICKS ...ttt e e ettt e e e e e e e s e e e e e e e e e nneeees 35
Diagnostics — Self Service POrtal...........ooo i 36



ASPR HPOP Partner Portal User Guide v1.4 Table of Contents

Self-Service Sit€ APPrOVAL ........ooiiii it e e e e e e e e e e e e eeeaaeeaaas 37
ACHVALING SIEE.....eeeiie et e e e e e e e e eas 44
ReSPONSES AN PrOAUCES ...ttt e e ee e eeeeeeeeeeeeees 45
View Response Details .......ccooiiiiii ettt eeeeeeeeees 45
View ReSPONSE ProAUCT Ty DS ...ttt e e e e e e eeeeeeeeeas 45
VIEW ProduCt DELAIIS .......cooiiiiiiiie et 46
VieWw ReSPONSE PrOAUCES ...ttt e e e eeeeeeeeeeees 47
View Response Product PrereqUISItES ..... ... ...ttt eeeeeeeeeeeeeeeeeeees 48
View Response Product AnCillary KitS ...........oeeooiiiiii e 49
View Response ProdUC LOTS .. ...ttt eeeeeeeeees 50
View Response Product AUthOFZations ...........ccccoiiiiiiiiiiiii e 50
I 0 PRSPPI 51
View the List of Partner Order LimitS.........c.uuiiieiiiiii e 51
Create a Partner Order LiMit........oooo e 51
Modify @ Partner Order LimMit ... 52
THreShOId TrANSTEIS .....eeiiiii et e e e e as 53
71 (=Y D= Te (] o] o= 1 1 o o USRS 54
S T=T o g ST (= PP PP P PUPPPPPPPPR 54
Zip Codes with Multiple Sites (Reference ONly)...........ueeiiiiiiiiiiii e 54
(70T 0 410 01U g1 Te7= 11 T0] 1S PP PPPPPT P 54
View Partner Portal NEWS ...t 55
Create a Partner NEWS [HeM .......coo e 55
Modify @ Partner NeWS [emM ... 55
Delete @ NEWS ITEIM ... e e e e e 56
DisSmISS @ NEWS HEM ... e e e e e e e e 57
Manage Project Features and Sprint Details.............oooiiiiiiiiii e 57
Manage FEEADACK ..........eeiiiiiiei e 59
VIEW USEI FEEADACK .......eeeiiiii it e e e s e e e e e e e e s eeeeeeas 60
View and Modify Feedback DetailS ...........cc.uueiiiiiiiiii e 60
Add a comment on user feedback eNntry...........cccccuuiiiiiiiiiiiiiiii e 61
Modify support details ...........ooo i ———————— 62



ASPR HPOP Partner Portal User Guide v1.4 List of Figures

Partner AdmMINISTrAtioN ..o e e e e 62
PartNer USEIS ...ttt e e e e e e e e e e e e e e e e e e e e 63
Partner CONTACES .......coiiiiieiii e e e e e e e e e e 65

F Y o 01T gL bt €1 o 13- PP 70
(@0 [T S]] (0 B T=TTor o] (o] o E= 3OS 74
L@ o [=T g Y o TN B L=l o) o] 1 RS 75

List of Figures

Figure 1: Oracle Health Response Readiness Password Reset ............ccccoooiiiiiiiiiiiien e, 2
Figure 2: Secure VErifiCation ...........oooiiiiii e 2
Figure 3: Select default secure verification method ... 3
Figure 4: HambuUuIrger MENU...........ueiiiiiiiiiiie et e e e e e e e e e e e e aanes 4
Figure 5: BreadCrumb eXamPIe..........oooiiiiiiiiiiiie e 4
Figure 6: Tabs @XamIPIE ......cooiiiieiiei et e e e e e e e e e e 5
Figure 7: Partner Portal NOMEePAagE. ...........uuiiiiiiiiiiie e 5
Figure 8: REVIEW OPLIONS ..ottt e e e e e e e e e e e e annee 7
Figure 9: Pending ACtiONS OPLIONS .....cooiiiiiiiiiiieee e 8
Figure 10: Dashboard OPLIONS. ........couiiiiiiiiiiieie e e e 8
FIGUIE 117 Orders 1D .......ooi oot e e e e e e e e e e anes 9
Figure 12: Units Ordered graph @Xample............oooiiiiiiiiiiiiiiie e 9
Figure 13: User Search OPLIONS .........ooiiiiiiiiiiieee e 12
FIgure 14: ACHIONS MENU ..ottt e e e e e e e e e e e et e e e e e e e e anes 13
Figure 15: Email Search fIeld ..........oooo e 13
FIgure 16: ACHIONS MENU ..ottt e ettt e e e e e s et e e e e e e e e anes 14
Figure 17: Manage Email Preferences options...........cccuuiiiiiiiiiiiiiiie e 14
Figure 18: Reset MFA coNfirMation ............ouuuiiiiiiii e 15
Figure 19: Reset Password Confirmation ... 16
FIgure 20: SIHES OPLIONS ....eeiiiiiiiee et e e e e e e e e e e e e e as 17
Figure 21: Maintain Site INnformation ..............oeeiiiii e 17
Figure 22: Site DetailS OPHONS ........uuiiiiiiiii e 18
Figure 23: Response Product Types tab ..........coooiiiiiiiiiii e 19



ASPR HPOP Partner Portal User Guide v1.4 List of Figures

Figure 24:
Figure 25:
Figure 26:
Figure 27:
Figure 28:
Figure 29:
Figure 30:
Figure 31:
Figure 32:
Figure 33:
Figure 34:
Figure 35:
Figure 36:
Figure 37:
Figure 38:
Figure 39:
Figure 40:
Figure 41:
Figure 42:
Figure 43:
Figure 44:
Figure 45:
Figure 46:
Figure 47:
Figure 48:
Figure 49:
Figure 50:
Figure 51:
Figure 52:
Figure 53:
Figure 54:

AQArESSES TAD ... 20
Address and hours VEIfIEd .........ooiiiiiiiiiee e 20
Site CoNtaCtS OPLIONS.....ooiiiiiiee e e e e 21
Maintain Site Orders/INVENTOrY ............oooi i 23
Site Orders/Inventory STOCK tab........c..uiiiiiiiii e 23
Maintain Orders/Inventory Stock tab ... 24
Stock ON HaNd HISTOrY ......oooeiieeeeee e 24
Stock On Hand History liSt............cooo e 24
Maintain STOCK ON HaNd...........oooiiiiii e 25
Maintain Orders/Inventory Administered tab ..............ccccoiiiii e 25
Maintain Orders/Inventory Dispositions tab..............ueeviiiiiiiiiiiiieeeee e 26
Maintain Orders/Inventory Transfers tab ... 26
Process Orders PAge ........ccceuiiiiiiiiiiii ettt 27
Start Processing Orders BUttON ..o 28
Processing TYPE OPLIONS ......uuiiiiiiiiiiie e 28
Response Product Type OptioNS.........coovvviiiiiiiiii, 29
L8] 011 3o 110 o 1< PR 29
Submitted Orders OPtiONS ...........uuuiiiiiiiiiiiiiie e 29
AdJUSt Orders OPHIONS ........uiiiiiiiiiiie e e 30
Bulk Operations OptioNS..........covvviiiiiiiiiie e, 31
My DOWNIOAAS OPLIONS. .. ...t e e e e e e e e 31
Site INformation tab...........ooo e 32
Downloading processing NOtification ... 33
Bulk Uploads Orders and INVENTOIY ...........couiiiiiiiiiiiieieee e 34
Partner Orders UpPIOads...........coiii it e e e e 35
Download orders for VTICKS..... ..o 35
VTECKS 1AD ... e e e e e 36
Self Service Approval Portal..........coooiiiiiiii e 37
Requests per status graph...........ooo e 37
Select requested SItES t0 PrOCESS.....uviiiiiiiiiieieeeeieeeeeeeeeeeee e 38
Site Details WOrKFIOW. ........uuiiiiiic e 38



ASPR HPOP Partner Portal User Guide v1.4 List of Tables

Figure 55: ASSIgNING @ PAINET........ooiiiiiiiiiiii et e e e e e e e e e e eaans 39
Figure 56: Maintaining Response Product TYPES ..........coiiiiiiiiiiiiiiiiieeeeeiiiie e 39
Figure 57: ASSIgNINg @ SIt€ PrOGIram ......ouuuiiiiiieeee ettt e e e e e e e e e 40
Figure 58: Reviewing Site MatCNeS ............uiiiiiiiiii e 40
Figure 59: Potential matches with site addresses............cccoiiiiiiiiiiiie e 41
Figure 60: Review Contact Matches OptioNnS ...........c..uuiiiiiiiiiii e 41
Figure 61: Assigning possible match and reviewed statuses ............cccoiiiiiiiiiiiiniiiiiee 42
Figure 62: Review ReCeiVING HOUIS..........ooiiiiiiiii et 42
Figure 63: Confirming reCeiVINg NOUIS ...........uiiiiiiiiei e 42
Figure 64: Approving or rejecting dOCUMENTS ........coiiiiiiiiiiiie e 43
Figure 65: Verification OPLIONS .........eeiiiiii e 43
Figure 66: ACtivating @ SIte........oeiiieeeee e 44
Figure 67: Request Status OptioNS.......oooi oo 44
Figure 68: Maintain Threshold TranSfers ......... . 53
Figure 69: Site DedupliCatioN.............oui e 54
Figure 70: Partner Administration OPtioNS.........ccoooiiiiiiiiiiiie e 63
Figure 71: Creating @ Partner USET ..........ouiuiiiiieiie ettt e e e e e e 64
Figure 72: Partner Default Rights/Default tab............ccuviiiiiiii e 67
Figure 73: Partner Response TYPES PANEL .........uiee e eeeeneeennees 68
List of Tables

Table 1: Recent changes to the appliCation........... ... 1
Table 2: Tile deSCHPHONS ........ueiiiiii ettt ettt et e e e e e e e e e e e e eeeeeeeeeeeeeeeeeeeeeeeees 6
Table 3: Health Partner Ordering Portal (HPOP) glossary of terms ...........cccccciiiiiiniiiiiieeeeee 70
Table 4: Order status types and desCriptions .............uoiiiiiiiiiiiiee e 74
Table 5: Order types and deSCriptioNS ......c..coiviiiiiiiiiiiie e 75



ASPR HPOP Partner Portal User Guide v1.4 Recent Changes

Recent Changes

Table 1: Recent changes to the application

Section Type of Change Date

Maintain Site Orders and Inventory Addition July 2023
Bulk Upload Stock and Stock Administered Data Addition July 2023
Partner Default Rights Addition July 2023
Manage Groups Addition July 2023
Responses and Products Addition August 2023
Site Deduplication Addition October 2023
External Partners Addition November 2023
Viewing Orders to be Processed Update November 2023

About the Partner Portal

The version of the Administration for Strategic Preparedness and Response (ASPR) Health
Partner Ordering Portal (HPOP), first released on April 17, 2023, includes changes in response
structures so the system can flexibly and rapidly respond to a wider variety of events. The
Partner portal is used to manage partner, site, and user data. This User Guide will provide
screen captures of the portal and provide instructions on how to accomplish each task.

Note: This will be a living document. The version available upon release focuses on ordering,
inventory, and managing sites; future versions will add other features. As the portal is updated,
this User Guide will be as well.

Logging into the Partner Portal

When you open the registration link to the Health Partner Ordering Portal (HPOP), you will be
taken to a screen to set your password and two-factor authentication. To ensure security,
Health Partner Ordering Portal (HPOP) requires multi-factor authentication (MFA) codes when
you sign in. Multi-factor authentication (MFA) ensures the security of the applications by
requiring all users to enter something they know (their passwords) and something they have
(MFA codes) before they can access the system.
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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.

1. Set your password.

Figure 1: Oracle Health Response Readiness Password Reset

ORACLE

Health Response Readiness Password Reset

Enter Password

Password © ‘
Required

Confirm Password

Password ®© ‘
Required

2. Configure your two-factor authentication.

Figure 2: Secure verification

%sp Administration for Strategic
Preparedness & Response

Health Partner Order Portal

UAT
test435@mailinator.com

Identity domain ®
ohrr-uat-ext

Enable Secure Verification

Secure verification methods prove who you are. Two types of
verification methods are passwordless and multi-factor
authentication (MFA). Passwordless verification allows you to
verify your identity without requiring you to remember a
password. MFA is an extra security step to the authentication
process. Your administrator might have set up one or both
verification methods and require that you enroll in them before
accessing your account.

Password Proof Secure Access

Click below to enable secure verification methods for your account.

Enable Secure Verification

What is Secure Verification?
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3. Select Enable Secure Verification.

Figure 3: Select default secure verification method

Administration for Strategic
Preparedness & Response

Health Partner Order Portal
UAT
test435@mailinator.com
dentity domain ®

ohrr-uat-ext

Select Your Default Secure Verification Method

You have already set up one or more recovery methods. We will
use these same methods for Secure Verification.

Email

Or, setup a new Secure Verification method to be added as a
default method.

Mobile App | | v Phone Number

What is Secure Verification?

You can access your MFA code for Health Partner Ordering Portal (HPOP) in an email,
by scanning a QR code with an authentication app on your mobile device, or through a
phone number as a text message or call. You can use any method to receive an MFA
code, but you must use an MFA code to activate your account and each time you sign
into HPOP.

4. If you run into errors, contact the helpdesk:

e For COVID Vaccines or COVID Diagnostics email cars_helpdesk@cdc.gov.

e For COVID Therapeutics or Mpox email hpop.support@hhs.gov.

Portal Navigation Basics

Tiles

The main screen of the Partner Portal displays large square “tiles” that can be clicked to access
a page with the related information. Images and descriptions of tiles can be found in the Partner
Portal Homepage section and in Table 2: Tile descriptions.
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Hamburger Menu

From all screens, users can select the “hamburger” menu in the top left, next to the ASPR logo,
to open the Navigation Pane. The Navigation Pane displays an outline of the website structure
on the left, allowing quick access to all pages.

Figure 4: Hamburger menu

MPR Administration
Preparedness §

Health Partner Orde
() Home
=g Review
Sites
H External Partners
[-_:-'f] Process Orders

T, Bulk Operations

& site Deduplication

Responses and
& Products

@ Limits
('A" Communications

3% Partner Administration >

Breadcrumbs

Once users navigate into the site (away from the home page), a series of “breadcrumbs” will
display in the upper left in the grey indicating the user’s current location in the website structure,
orienting users, and allowing them to easily move back up the pages by clicking on a higher
level’'s name.

Figure 5: Breadcrumb example

Home > Partner Administration >

Buttons

Buttons are located on action and information pages, found in the upper right. These buttons
are typically used to edit information, create users or orders, or complete steps.

Tabs

On information pages below the header, users will find a series of tabs that will display
information about different aspects of the site.
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Figure 6: Tabs example
Y A RIS, AR T eaaram TR LA T A& W]

Details Response Product Types Authorizations Addresses Users Contacts External Partners Notes

Partner Portal Homepage

When users log into the system, they will be greeted by the Partner Portal Homepage. From
here, they can select tiles or the hamburger menu to navigate.

The user’s initials (top right) allow the user to edit their profile, logout, and completed other
tasks.

Figure 7: Partner Portal homepage

— ASPR imoimion orsomesi
= Preparedness & Response | Partner Portal UAT I_Eh Demo Partner g-)\ All Organizations a Feedback @ Help v M

Health Partner Order Portal

Partner Portal

— —— A — w—— A -
1 Order(s) Submitted 2 Order Line(s) 1 Outstanding
Processing Approval(s)

£

Review Sites External Partners Process Orders Bulk Operations

& @ H

Responses and
Products Limits Site Deduplication Communications Partner Administration

P
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Table 2: Tile descriptions

Tile name Description

Review View detailed reports on all pending actions, orders, dispositions
(wastage or returns), transfers, replacements, stock on hand,
stock administered, shipping details, and partner and site change
logs. Search for users and contacts and view attestations.

Sites Create and manage sites and site inventory and create and

manage orders.

External Partners

Manage external partners including approved external partners
and external partner requests.

Process Orders

View orders ready to be processed and manage direct and
apportionment orders.

Bulk Operations

Perform bulk downloads and uploads and view all upload history.

Responses and Products

View the responses, response product types, products, response
products, prerequisites, ancillary kits, lots, and authorization
information.

Limits

Manage partner order limits, partner thresholds, and partner site
limits.

Site Deduplication

Search for sites, search for and merge duplicate sites, and
search for duplicate site addresses.

Communications

Manage portal news, project features and sprint details, and
feedback.

Administration

Manage partner users, partner contacts, hub addresses, partner
default rights, groups, organizations, authorizations, and support
details.

View detailed reports on all pending actions, orders, dispositions (wastage or returns), transfers,
replacements, stock on hand, stock administered, shipping details, and partner and site change
logs. Search for users and contacts and view attestations.
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Figure 8: Review options

%sPR Administration for Strategic
E Preparedness & Response

Health Partner Order Portal

Partner Portal

Pending Actions

Dashboard

User Search

Contact Search

Site Users

Stock On Hand

Stock Administered

Shipping

(LB Attestations

Change Logs

JoBEBE

On-Hold Orders

Pending Actions

Partner Portal Homepage

You can view details for all submitted orders and orders processing, and you can search for

orders based on specific criteria.

To view the submitted orders:

i

Select Review from the Partner Portal Home page.
On the Review page, select Pending Actions.

At the top of the Pending Actions page, select the Orders Submitted tab.

To search for a specific order, select the criteria you need from the Search dropdown menu

and provide any required details. The search results appear as soon as you enter the

criteria.
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To view the orders being processed:

Select Review from the Partner Portal Home page.
On the Review page, select Pending Actions.

At the top of the Pending Actions page, select the Orders Processing tab.

rw DN

To search for a specific order, select the criteria you need from the Search dropdown menu
and provide any required details. The search results appear as soon as you enter the
criteria.

5. To view the details for a specific order, find the order in the list and select the View icon.
Figure 9: Pending Actions options

Home > Review >

Pending Actions

Y A I S

Orders Submitted  Orders Processing
Q  Search

Dashboard

The Dashboard provides detailed reports on orders, dispositions (wastage or returns), transfers,
and replacements. You can view the data in different formats (totals or charts), and you can
search for data using specific criteria.

Figure 10: Dashboard options

Home > Review >

Dashboard

AT SN S . A .

Orders Thresholds Dispositions Transfers Replacements

View the dashboard report on orders
You can view the dashboard report on orders. To view the dashboard report on orders:
Select Review from the Partner Portal Home page.

On the Review page, select Dashboard.

At the top of the Dashboard page, select the Orders tab.

N~

On the Dashboard - Orders page, provide the following information to filter the data.



ASPR HPOP Partner Portal User Guide v1.4 Partner Portal Homepage

Figure 11: Orders tab

Orders Thresholds Dispositions Transfers Replacements

v Filters

v |

Product

4

i Response
i covipi

Response Product Type -
COVID19 / Therapt

Period

4 From Date To Date .
Last 30 days v 08/07/2023 ‘ ‘09/06/2023 ‘ Order Type v Processing Type  ~

‘ Reset

= Response—Select All or a specific response (e.g., COVID-19, Monkeypox,
Seasonal flu, Baby Formula Shortage, or Hurricane).

» Response Product Type—Select All or a specific response product type.
* Product—Select All or a specific product type.

= Order Type—Select All or a specific order type (e.g., Internal, External,
Replacement, Special Event, Program, Administrator, or Open).

* Processing Type—Select All or a specific processing type (e.g., Direct,
Apportionment, Administrator, Bulk, Replacement, or Open).

» Period—Select Last 7 Days, Last 30 Days, Last 60 Days, Last 90 Days, Last year,
or Custom.

=  From Date—On the right, select the calendar icon and then select a start date.

» To Date—On the right, select the calendar icon and then select an end date.
5. Select Go.

» The page refreshes and shows the data that meets the filter criteria.

= Select the format for the data you want to view.

Figure 12: Units Ordered graph example

» Totals—View the total numbers of units, packages, orders, order lines, and sites
with orders.

= Charts—View charts of Units Ordered, Completed Orders Timeline (select Daily,
Weekly, or Monthly), Order Status Types, Order Types, and Processing Types.
Hover over the graphs to display statistic details.

= All Orders—Search for a specific order by selecting the criteria you need from the
Search drop-down menu and providing any required details. The search results
appear as soon as you enter the criteria.

» Descriptions—View descriptions of the statuses for the Order Status Types, Order
Types, and Processing Types.
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View the dashboard report on dispositions

You can view a dashboard report on all dispositions, which include wastage and returns. To
view the dashboard report on dispositions:

Select Review from the Partner Portal Home page.

On the Review page, select Dashboard.

At the top of the Dashboard page, select the Dispositions tab.

A e

Provide the following information to filter the data.

= Response—Select All or a specific response (e.g., COVID-19, Monkeypox,
Seasonal Flu, Baby Formula shortage, or Hurricane).

*» Response Product Type—Select All or a specific response product type.
* Product—Select All or a specific product type.

= Period—Select Last 7 Days, Last 30 Days, Last 60 Days, Last 90 Days, Last year,
or Custom.

=  From Date—On the right, select the calendar icon and then select a start date.
» To Date—On the right, select the calendar icon and then select an end date.
5. Select Go. The page refreshes and shows the data that meet the filter criteria.

= On the lower half of the Dashboard - Dispositions page, select the format for the
data you want to view.

= Totals—View the total numbers of units and total disposition lines.

= Charts—View charts of Units Dispositioned and Dispositions Timeline (select a
timeline: Daily, Weekly, or Monthly). Hover over the graphs to display statistic details.

= All Dispositions—Search for a specific disposition by selecting the criteria you need
from the Search drop-down menu and providing any required details. The search
results appear as soon as you enter the criteria.

View the dashboard report on transfers

You can view summary statistics for all order transfers. To view the dashboard report on
transfers:

Select Review from the Partner Portal Home page.

On the Review page, select Dashboard.

At the top of the Dashboard page, select the Transfers tab.

i

Provide the following information to filter the data.

= Response—Select All or a specific response (e.g., COVID-19, Monkeypox,
Seasonal flu, Baby Formula Shortage, or Hurricane).

= Response Product Type—Select All or a specific response product type.
= Product—Select All or a specific product type.

10
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» Period—Select Last 7 Days, Last 30 Days, Last 60 Days, Last 90 Days, Last year,
or Custom.

* From Date—On the right, select the calendar icon and then select a start date.
» To Date—On the right, select the calendar icon and then select an end date.
5. Select Go.

The page refreshes and shows the data that meet the filter criteria.

Select the format for the data you want to view on the lower half of the Dashboard -
Transfers page.

=  Totals—View the total numbers of units transferred.

» Charts—View charts of Units Transferred and Transfers Timeline. (Select a timeline:
Daily, Weekly, or Monthly.) Hover over the graphs to display statistic details.

= All Transfers—Search for a specific transfer by selecting the criteria you need from
the Search drop-down menu and providing any required details. The search results
appear as soon as you enter the criteria.

View the dashboard report on replacements

You can view summary statistics for all order replacements. To view the dashboard report on
order replacements:

Select Review from the Partner Portal Home page.

On the Review page, select Dashboard.

At the top of the Dashboard page, select the Replacements tab.

A e

Provide the following information to filter the data.

= Response—Select All or a specific response (e.g., COVID-19, Monkeypox,
Seasonal flu, Baby Formula Shortage, or Hurricane.

= Response Product Type—Select All or a specific response product type.
= Product—Select All or a specific product type.

» Period—Select Last 7 Days, Last 30 Days, Last 60 Days, Last 90 Days, Last year,
or Custom.

* From Date—On the right, select the calendar icon and then select a start date.
= To Date—On the right, select the calendar icon and then select an end date.
5. Select Go. The page refreshes and shows the data that meet the filter criteria.

6. On the lower half of the Dashboard - Replacements page, select the format for the data
you want to view.

= Totals—View the total numbers of units replaced.

= Charts—View charts of Units Replaced and Replacements Timeline. (Select a
timeline: Daily, Weekly, or Monthly,) Hover over the graphs to display statistic details.

11
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= All Replacements—Search for a specific replacement by selecting the criteria you
need from the Search drop-down menu and providing any required details. The
search results appear as soon as you enter the criteria.
User Search

You can search for any user and view their account details and usage activity. If you don't know
a user's email address or if it was entered incorrectly, you can use a wild card search to find the
user using a partial name or email address.

You can search for active and inactive users.

The read-only user details include the user's name and email, whether the user's account is
enabled, and information on logins and account creation and updates.

Figure 13: User Search options

Administration for Strategic

— mp Preparedness & Response | Partner Portal UAT Eh Demo Partner ,o\)\ All Organizations E] Feedback ® Help ~ M

Health Partner Order Portal

Home > Review >

User Search

—— -_ OOy A T -_—
Email

Q demopartneruserimi@email.com Wild Card Search

User Details
First Name Demo
Last Name Partneruser IM1
Email demopartnerusenmil@email.com
Account Enabled Yes
New Account Email Sent 08/24/2023 09:58 EDT
Created 08/24/20235 09:58 ED1
Created by jessica.marks@hhs.gov
Updated 0872472023 09:58 EDT
updated by jessica.marks@hhs.gov

Partner Portal
Partner Organization Response Product Type Role Active Updated 17
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Figure 14: Actions menu

Actions ~
msm
Manage Email Preferences

View Contact Details

Reset MFA

g ® R

')

Reset Password

Inactivate User

S
»x©

To search for a user:

1. Select Review from the Partner Portal Home page.
2. On the Review page, select User Search.
3. Complete the search criteria.
» If you know the email address of the user you are searching for, enter the address in
the Email field and select Go. Proceed to step 4.

Figure 15: Email search field

A& Wi SRS USRS & B WA T

Emai
\
Q muntaha. hpop@mailinator.com ‘ ﬂ ‘ Wild Card Search

» If you don't know the email address of the user you are searching for,
i. Select Wild Card Search.

ii. On the Wild Card User Search panel, enter at least three characters in the
Email field, and select Go. The search results appear in the panel.

iii. Find the user whose details you want to view and select View in the Actions
column.

4. On the User Search page, in the User Details section, view a summary of the user's
account information.

On the lower part of the page, in the Partner Portal section, view the user's portal details
including the response product type, partner organization, role, active status, and date
last updated.

Manage Email Preferences

As a Partner Administrator you can set whether a user receives an email notification when
orders are completed or shipped, when the user is added to a new provider, when the user's
permissions are updated, or when one of the user's feedback entries is updated.
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To reset a user's email preferences:
1. Open the details for the user whose email preferences you want to reset as described
below.
Search for a user and view account details.

On the User Search page, at the top right, select Manage Email Preferences from the
Actions drop-down menu.

Figure 16: Actions menu

1
A TS

E Mznage Email Preferences

n ‘

4. On the Manage Email Preferences panel, select Yes or No for each notification, as
needed.

Figure 17: Manage Email Preferences options

Manage Email Preferences

leceive an email when an order is completed using Partner Apportionment

| 1
| Yes [ No
Receive an email when one of your orders has shipped
Yes No ’
Receive an email when you are added to a new Site or your permissions are updated
Yes No ’
Receive an email when your permissions have been updated
Yes No ’
Receive an email when one of your feedback entries has been updated
Yes No ’

= Receive an email when an order is completed using Partner Apportionment
» Receive an email when one of your orders has shipped
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= Receive an email when you are added to a new site, or your permissions are
updated

= Receive an email when your permissions have been updated
» Receive an email when one of your feedback entries has been updated

5. Select Save.

Reset MFA

When users activate their accounts with a mobile application, each account is associated with a
QR code and the device. If a user has a new device or if the user’s authentication app was
deleted from the device, the multi-factor authentication (MFA) must be reset.

Figure 18: Reset MFA confirmation

nasun

cars hnAanMmailinstar FAm

Reset MFA

Are you sure you want to reset MFA this user?

03/01/2023 11:57 EST

To reset an MFA:
1. Open the details for the user whose MFA you need to reset as described in User Search
and view account details.

2. On the User Search page, at the top right, select Reset MFA from the Actions drop-
down menu.

3. Select Save.

At the next sign in, the user is prompted to activate their account again.

Reset Password

As a Partner administrator you can reset user’s password. The user will receive an email
notification that their password has been reset.
Open the details for the user whose email you want to reset as described in User Search.

2. On the User Search page, at the top right, select Reset Password from the Actions
drop-down menu.

3. On the Reset Password panel, select Cancel or Reset Password.
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Figure 19: Reset Password confirmation

ASPR Administration for Strategic
= Preparedness & Response | Partner Portal UAT [fh ohic [E] Feedback (?) Help ¥  MH

Health Partner Order Portal

Home > Review >

User Search

Q Email
sara.hpop@mailinator.com

Reset Password

Are you sure you want to send a password reset email to this user?

Reset Password

User Details

‘ Cancel
First Name

Last Name Rasuli

Email sara.hpop@mailinator.com

Inactivate Users

As a Partner administrator you can inactivate a user’s account. The user will receive an email
notification that their password has been reset.
Open the details for the user whose email you want to reset as described in User Search.

2. On the User Search page, at the top right, select Inactivate User from the Actions
drop-down menu.

3. On the Inactivate User panel, select Cancel or Inactivate User.

Sites

You can view the list of sites. To view the list of sites, select Sites from the Partner Portal
homepage.

1. On the Sites page, for each site, you can view the Federal PIN, State PIN, NPI, partner
organization, partner group, address, and the response product types.

2. To search for a specific site, select the criteria you need from the Search drop-down
menu and provide any required details. The search results appear as soon as you enter
the criteria.
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Figure 20: Sites options

—_ A Administration for Strategic
= SPR Preparedness & Re Partner Portal UAT [th pemoPartner [E] Feedback (2 Help ~ |

Health Partner Order Portal

— —n —va Wy - ——— T SowA W W —S

Q Searc ‘ & ‘ m ‘

site 1= Federal PIN State PIN Organization Group NPl Address Response Product Types Actions
3456 demo lane

Demostez  Tese  TeseEs 8989 test lne

emo site Columbia, MD 21045 / / / o/

5566 demo site rd

Demosies  Teause  Tesewe

Maintain Site Information
Site Details

You can view the details for a site, which include identification information, response product
types, authorizations, addresses and business hours, users, contact, and notes. From the site
details page, you can access site inventory information, which includes details on orders, stock
on hand, stock administered, dispositions, transfers, replacements, and reconciliations.

To view the details for a site:
1. Select Sites from the Partner Portal homepage.

Figure 21: Maintain Site Information

¢ | Partner Portal UAT [Eh Demopartner [E] Feedback (D Help +  MH

Home >
— ———a — — e — amas
Q & ||
o Q
Site J: Federal PIN State PN Organization Group Nt Responae Product Types. : 5
,
\ '
Demo Site 1 TP1234 TP34567 covio /ox | Mpx/Tx JET o
@ Maintain Site Information t
Demo Site 2 TP3456 TP37889 [ Vo /
@ Maintain Site Orders / Inventory
Demo Site 3 TP2456 TP39876 covio /v | covio / 7x

2. On the Sites page, find the site of interest, select the ellipsis in the Action column to
open the menu and then select Maintain Site Information.
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Figure 22: Site Details options

Ad ion for St

iministration for Strategic f ;
Preparedness & Response | Partner Portal UAT [th pemoPartner [E] Feedback (D Help ~ | MH |
Health Partner Order Portal { i

Home > Sites >

Demo Site 1 Information @ site Orders / Inventory Actions ~ m

Federal P ate PIN
TP1234 TP34567

— ——— e Sove w— — TR e oA W — S —

Details Response Product Types  Authorizations Addresses Users Contacts External Partners

Rights Type
Default

taType Location Type:
[9] Hospital [6] Hospital

Populations Pharmacy Type

3. Atthe top of the [Site Name] Information page, select the following tabs to view, add, or
modify the details.

a. Details—Shows the rights, site, location, and pharmacy types, associated
populations, and the rights set for signing in and for editing site details, addresses,
users, and contacts

You can modify the site details, inactivate the site, view the site history, and access
the site inventory.

— To modify any of the site details, select the Details tab, and select Edit Details.
— To inactivate the site, select Inactivate Site from the Actions drop-down menu.
— To view site history, select Site History from the Actions drop-down menu.

— To view the inventory for the site, select Site Inventory at the top center of the
page. The inventory page provides links to information on orders, stock on hand,
stock administered, dispositions, transfers, replacements, and reconciliations. To
return to the site information page, select Site Information at the top center of
the page.

b. Users—For each site user, shows the title, first and last name, email address,
associated response product types, and whether they are active.

You can search for, add, and modify users.
— To add a user, select the Users tab, and at the top right select Create User.

— To modify a user, select the Users tab, find the user you want to modify, and
select Edit in the Actions column.

c. Contacts—For each contact, shows the title, first and last name, email address,
contact role, associated response product types, and whether they are active.
Ordering is disabled until you add one primary contact.

You can search for, add, and modify contacts.

— To add a contact, select the Contacts tab, and at the top right select Create
Contact. See Add a contact for an existing site.
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— To modify a contact, select the Contacts tab, find the contact you want to
modify, and select Edit in the Actions column. See Modify a contact for an
existing site.

d. Notes—Shows the notes associated with the site, the date of entry, and whether they
are active.

You can add a new note and modify existing notes.
— To add a note, select the Notes tab, and at the top right select Create Note.

— To modify a note, select the Notes tab, find the note you want to modify, and on
the right, select the ellipsis, and choose Edit.

Response Product Type

Figure 23: Response Product Types tab

— Administration for Strategic
= ASPR Preparedness & Response | Partner Portal UAT % Demo Partner g{ All Organizations |§| Feedback @ Help v M

Health Partner Order Portal

Home > Sites > & Site Orders / Inventory Response Product Types History Add Response Product Type

Demo Site JM1 Information

)23 11:38 EDT
2023 13:58 EDT

ederal PIN State PIN Created by jessica.marks@

123451 Updated by muntaha.hpop@

w. A — —

Details Response Product Types Addresses Users Contacts External Partners Notes

Response Product Verified Primary Allow Allow Allow Allow Allow Allow

Type Address Contact Rights Type Ordering Stock Administered Disposition Transfers Replacement Active [7 Actions
Response

Yes Yes Product Yes No No No Yes No Yes A Edit
Types

Yes Yes Default Yes Yes Yes No Yes Yes Yes / Edit

Yes Yes Default Yes Yes Yes No Yes Yes Yes / Edit

Mpox / Therapeutic Yes Yes Default Yes Yes Yes No Yes Yes Yes S/ Edit

Response Product Types—Displays the response product types available at the site, the
rights for managing ordering, stock on hand, stock administered, dispositions, transfers, and
replacements, and whether the response product type is active.

You can search for, add, and modify response product types.

» To add a response product type, select the Response Product Types tab, and at the
top right select Add Response Product Type.

*» To modify a response product type, select the Response Product Types tab, find the
response product type you want to modify, and select Edit in the Actions column.
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Site Address

Figure 24: Addresses tab

Administration for Strategic
= ASPR Preparedness & Response | Partner Portal UAT | [fh DemoPartner 2 All Organizations [S] Feedback (2 Help ~  IM

Health Partner Order Portal

Demo Site JM1 Information

Federal IN  StatePIN  Group
123451 Demo Group JM1

— = -_— oA —

Details Response Product Types Addressesf Users Contacts External Partners Notes

‘ Q Search

Physic

San Francisco, CA 94116

Addresses—For each site address, shows the type of address (physical or hub), verification
status, location, and the response product type for the address. Ordering is disabled until you
verify at least one address.

You can search for, add, modify, and verify addresses.
» To add an address, select the Addresses tab, and at the top right select Create
Address.

= To modify an address, select the Addresses tab, find the address you want to modify,
and on the right select Edit in the Actions column.

= To verify an address, click on Edit on the Address you are trying to Verify, scroll to the
bottom on the Maintain Address window that will pop up, select Yes for Address and
Hours Verified field, and then select Save.

Figure 25: Address and hours verified

Maintain Address
Wednesday » weanescay upening | v weanesaay LIosINg | - weanesaay Upeningz v weanesaay Liosing 2 -
Thursday ) : Thursday Opening 1 - Thursday Closing 1 - Thursday Opening 2 - Thursday Closing 2 -
Friday ) Friday Opening 1 - Friday Closing 1 - Friday Opening 2 - Friday Closing 2 -
Saturday ) Saturday Opening 1 - Saturday Closing 1 - Saturday Opening 2 - Saturday Closing 2 -
Sunday i : Sunday Opening 1 - Sunday Closing 1 - Sunday Opening 2 - Sunday Closing 2 -
Holiday - " B Opening 1 - Closing 1 - Opening 2 - Closing 2 -
Verification
Carlos Moreno 08/21/2023 13:44 EDT
Yes | No
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Site Contacts

Figure 26: Site Contacts options

_ ASPR Administration for Strategic
= Preparedness & Response | Partner Portal UAT Eb Demo Partner g—’\ All Organizations @ Feedback @ Help ¥ M

Health Partner Order Portal

Home > Sites > @ Site Orders / Inventory
Demo Site JIM1 Information

Federal PIN State PIN reated b ica.marks@hhs.gov on 07/12/2023 11:38 EDT
123451 Updated by muntaha.hpop@mailinator.com on 09/01/2023 13:58 EDT

— a— T OwA T — —— A -

Details Response Product Types Addresses Users Contacts External Partners Notes

Q searct K2
First Name Last Name Email 1= Job Title Contact Role Response Product Types Actions
Demosite IM1User2 demositejm Tuser2@email.com Other
Demosite IM1user demositejm Tuser@email.com Primary

Contacts—For each contact, shows the title, first and last name, email address, contact role,
associated response product types, and whether they are active. Ordering is disabled until you
add one primary contact.

You can search for, add, and modify contacts.
» Add a contact for an existing site — select the Contacts tab, and at the top right select
Create Contact.

* Modify a contact for an existing site — select the Contacts tab, find the contact you
want to modify, and select Edit in the Actions column.

External Partners
External Contacts —You can add an external partner for an Existing Site individually.

Note If you need to add multiple external partners for a site, you can save time by using a
template and bulk uploading it into Partner Portal.

To add an external partner to an existing site:

1. At the top right, select Create External Partner Request.

2. In the Maintain External Partner Request page, provide the following information:
* Owning Partner—Read-only
= Actual Site—Read-only
= External Partner

3. Inthe Response Product Types section, select Add Response Product Type.

In the Maintain Site Response panel, select a response product type. The panel
refreshes and shows additional information. The information that appears depends on the
response product type.
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5. Provide the following information:

Response Product Type—Read-only

Product Categories—Required. Select at least one product category.
Site Programs

Alternative ID [External Systems]

Allow Ordering—Select Yes or No

Allow Stock—Select Yes or No

Allow Administered—Select Yes or No

Allow Disposition—Select Yes or No

Allow Transfers—Select Yes or No

Allow Replacement—Select Yes or No

6. Select Add. The response product type you added appears in the Maintain External
Partner Request page in the Response Product Types section.

7. Inthe Response Product Types section, do any of the following:

To add additional response product types, repeat steps 6 to 9, as needed.

To modify a response product type, find it in the list and on the right select the ellipsis
and then Edit in the Actions column. In the Maintain Site Response panel, update
the information as described in step 8, and select Save.

8. To delete a response product type, find it in the list and on the right select the ellipsis and
then Delete in the Actions column. In the Maintain Site Response panel, select Delete.

9. At the top right of the Maintain External Partner Request page, select Submit
Request.
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Site Orders/Inventory

Figure 27: Maintain Site Orders/Inventory

Adminrs e Strategic
= Prepares Response | Partner Portal UAT [3h DemoPartner 2 All Organizations [E] Feedback (D Help ~  IM

Health Partner Order Portal

Demo Site JM1 Orders / Inventory

Federal PN State PIN
123451  Creted by jessicamarks@bh g on 07/12/2073 1

- s
— e — — e e —— —
Orders Stock Administered Dispositions Transfers Replacements Reconciliatio v.l
Q & [
Response
Product ord site Partner Order Processin ¢ Special
Type Order Key Order Date [~ Lines Response Product Label Requested Proces: sed Apportionment Status Order Type Type Event Actions
PRV OR000009066  09/01/2023 1 Pecklovid Tx (Repl) (6565-4545-35) [Replacement] 1 Box 18ox No E=X) Replacement  Standard  No
ORO00008503  08/30/2023 1 Pecklovid-Tx (6565-4545-35) 2Boxes No ) ntemal Standard  No
m OR000008462  08/14/2023 1 Paxledtx (1234-1234-12) 1Box 18ox No m Internal Standard  No
ORO00008459  08/14/2023 1 Paxledtx (1234-1234-12) 1Box 18ox No m Internal Standard  No
OR000008455  08/14/2023 1 Paxledtx (1234-1234-12) 1Box 18ox No m Internal Standard  No

On the Maintain Sites Orders/Inventory page there are multiple tabs pertaining to the sites
inventory.

Orders

In the Orders tab users can navigate to the site information and create orders using the buttons
in the upper right corner.

Stock
In the Stock tab users can review the last stock on hand report for each response product type.

= The stock on hand is not automatically updated, when a shipment is received or product
is reported as administered, wasted, returned, or transferred.

Figure 28: Site Orders/Inventory Stock tab

_ ASPR iemosion o sumess
= Preparedness & Response | Partner Portal UAT | [Eh DemopPartner 3 All Organizations [E] Feedback (2) Help ~ M

Health Partner Order Portal

Home > ‘ @ site Information ‘ l Stock History ‘ Create Stock

Demo Site 1 Orders / Inventory

Federal PIN  State PN Group
TP1234 TP34567  Processing

— —— e Cewa - ——a e SowA Y w———

Orders Stock Administered Dispositions Transfers Replacements Reconciliations

B | & )[m)
Response Product Line Lot Expiration
Type Response Product Product Label Stock Date 17 Number Quantity Lot Number Date Actions
22';2‘%‘1"(4409'5555'22“4409' Remdesivir (4409-5555-22)  09/18/2023 1 1Course ‘ @ View

Remdesiv (4409-5555-22) 24 .
Courses (4409-5555-22) [Not Remdesiv (4409-5555-22)  09,18/2023 1 1Course ‘ @ View
Orderable] 24 Courses
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Stock History — Users can review previous reports of stock on hand and edit previous
entries as necessary.

To edit a previous stock on hand report:

1. Select the Stock History button.

Figure 29: Maintain Orders/Inventory Stock tab

Administration for Strategic
= Preparedness & Response

Partner Portal
Health Partner Order Portal

UAT [ DemoPartner 2 All Organizations [E] Feedback (@) Help M

@ site Information Stock History Create Stock

Home >

Demo Site 1 Orders / Inventory

Federal PN State PIN .
TP1234 TP34567  Processing

—— s we -
Orders Stock Administered Dispositions Transfers Replacements Reconciliations
Q & || [
Resp e Product Lin Lot Expiration
Type Response Product Product Label Stock Date [ Number Quantity Lot Numb: Dat Ac
ZZ';‘S"_E;E‘)’" (4409-5555-22) (4409 pamgesivir (4409-5555-22)  09/18/2023 1 1Course ® View
Remdesiv (4409-5555-22) 24 Y g
Courses (4409-5555-22) [Not Remdesiv (4409-5555-22)  49/18/2023 1 1Course @ View
Orderable] 24 Courses

Select response product type and response product from the drop-down menus.

Figure 30: Stock On Hand History

Stock On Hand History

Response Product Type v Response Product v ‘

Select Go. A list of stock on hand reports for the response product selected will populate.
Select Edit at the end of the product line of interest.

Figure 31: Stock On Hand History list

Stock On Hand History X
Response f yoe - Product - Go
COVID19 / Therapeutic Pecklovid-Tx (6565-4545-35) -
Q Last 7 day S
Resy Product T Response Product Stock Date 17 Line Number Quantity Lot Numbe: Lot Expiry Date A
Pecklovid-Tx (6565-4545-35) 6/26/2023 ! 6 # 2 ean
Pecklovid-Tx (6565-4545-35)

6/23/2023 1
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5. Correct the date and/or quantity and then select Save.

Figure 32: Maintain Stock On Hand

Maintain On Hand Stock

Response Product Type
COVID19 / Therapeutic

Response Product

Futura Tx St (8077-7273-99)
Stock Date
06/27/2023 B

Units

~

Administered

On the Administered tab, users can report how much of a product was administered in a
specified time frame, and review and edit previous reports.

Reporting product administered and editing previous reports follow the same steps as editing
previous stock on hand reports.

Figure 33: Maintain Orders/Inventory Administered tab

Partner Portal UAT Demo Partner Feedback Help ~ IM
Health Partner Order Portal Eb E] @

Home >
Demo Site 1 Orders / Inventory @ site Information Administered History
Federal IN  State PIN Group License License Expiration Date
TP1234 TP34567  Grant12345 7052023  06/22/2024 Created by muntaha.hpop@mailinator.com on 03/22/2023 16:29 GMT

Updated by muntahahpop@mailinator.com on 07/06/2023 14:33 GMT

e

—ava sy w——
Orders Stock Administered Dispositions Transfers Replacements Reconciliations

Q Search... ‘ 2

Response Product Type Response Product Administered Date [~ Line Number Quantity Lot Number Lot Expiration Date Actions

Futura Tx St (8077-7273-99) 07/07/2023 1 3Courses ® view

Futura Tx St (8077-7273-99) 07/05/2023 1 5Courses ® View

Dispositions

On the Dispositions tab, users can report how much of a product was wasted (destroyed on
site) or returned in a specified time frame, and review and edit previous reports.

Reporting product as wasted or returned follows the same steps as editing previous stock on
hand reports.
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Figure 34: Maintain Orders/Inventory Dispositions tab

Administration for Strategic

= R Preparedness & Response | Partner Portal UAT [ﬂ; Demo Partner E Feedback @ Help ~ M

Health Partner Order Portal

Home >
Demo Site 1 Orders / Inventory © sitenformation
TP1234 TP34567  Grant 12345 7052023  06/22/2024
— —_— e ww — — e  ——
Orders  Stock  Administered  Dispositions  Transfers Replacements  Reconciliations
Q e & M
Disposition Disposition Lot Expiry Disposition
Response Product Type Response Product Disposition Key Date Is Disposition Type Reason Quantity LotNumber  Date Description Canceled Actions
Futura Tx St Return 1
COVID19 / Therapeutic (8077-7273- D000001976 7/7/2023 (Returned to 12 - Duplicate e No
99) Manufacturer)
Futura Tx St Wastage 34- Seal 1 Dropped
(8077-7273- DO00001899  6/29/2023  (Destroyed on botleand  No
Broken Course
99) Site) broke seal
Transfers

On the Transfers tab, users can report how much a product was transferred to another site in a
specified time frame and review and edit previous reports.
» This does not initiate an actual transfer. It only serves to capture a record of the transfer.

» Reporting product as transferred follows the same steps as editing previous stock on
hand reports.

Figure 35: Maintain Orders/Inventory Transfers tab

— ASPR o o s
= Preparedness & Response | Partner Portal UAT [5h pemopartner [E] Feedback (@ Help ~  IM
Health Partner Order Portal
Home >
Demo Site 1 Orders / Inventory @ site Information
TP1234 TP34567  Grant 12345 7052023 2024 - ! . Ror.Cor .,
— — —wa ww  w— — e = w——
Orders Stock Administered Dispositions Transfers Replacements Reconciliations
a & m
Response Product Type Response Product Transfer Type Transfer Key Transfer Date [~ Site From Site To Quantity Canceled Actions
COVID19 / Therapeutic Futura Tx St (8077-7273-99) Internal TO00000258  07/07/2023  DemoSite1  DemoSite 3 1Course No
Pecklovid-Tx (6565-4545-35) Internal TO00000263  07/03/2023  DemoSite1  Demo Site 2 10Courses  No

Replacements

On the Replacements tab, users can report how much United States Government (USG)-
provided product was received to replace non-USG provided stock in accordance with USG
guidelines, and review and edit previous reports.
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Reporting product replacements follows the same steps as editing previous stock on hand
reports.

Process Orders

You can view the list of orders ready to be processed, and you can view the details for each
order.

View Orders Ready to be Processed
To view the list of orders ready to be processed:

1. Select Process Orders from the Partner Portal homepage.

2. On the Process Orders page, you can view orders that were Completed in the last 30
days.

3. Click on Start Processing Orders to view information for each order submitted in the
last month that is ready to be processed.

Figure 36: Process Orders Page

Adminisrstion for Stategx
= Preparedness & Response | Partner Portal UAT | [l DemoPartner 3 All Organizations [E] Feedback () Help v MM|
Health Partner Order Portal

Process Orders

— v ww - — eava ww -

Completed Orders

© Information
Completed Orders for the last month are shown. To view more orders please go to the Dashboard

Q &
[ covors ) et | Direct Muntaha Mahmud 10/23/202310:12
[ conots reapest | Direct Muntaha Mahmud 10/06/2023 10:49

4. Select the processing type.
= Direct (shows the user)
= Apportionment (shows the site)
Select the response product type.
Select units.

To view the details for an order, find the order in the list and select View. The Completed
Order Details panel will open.
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Processing Orders
When processing a direct order, you can do any of the following:
= Revert order processing
= Cancel order lines
= Cancel the complete order
= Download sites for orders

= Download orders for VTrckS
When processing an apportionment order, you can do any of the following:

= Cancel Order Lines
= Cancel Complete Order
= Add Units

To process orders:
1. Select Start Processing Orders.

Figure 37: Start Processing Orders button

== | Partner Portal UAT [ih pemoPartner [E] Feedback (D Help ~ | MH

Home >
Process Orders
— — e w—  w— — ~——a
Completed Orders
Response Product Type Type Completed By Completed 17
COVID19 / Therapeutic Direct Muntaha Mahmud 03/23/2023 16:11

2. Select the type of orders to process.

Figure 38: Processing Type options

Administrati
= ASPR Preparedness por UAT | [fh DemoPartner 2 All Organizations [S] Feedback () Help v  IM
Health Partner

Home > ProcessOrders > Cancel

Processing Type

— —— e Sowa ww w— ——— v SEwA Y ———
Processing Type: Response Product Type Units Submitted Orders Adjust Orders

Select a Processing Type

Apportionment Direct (5)

Submitted Orders to be Processed

Q se |& |m
Partner [= GranteeCode  Site Federal PN State PIN State  OrderKey Order Date Response Product SiteRequested  Address Verified  Special Event
Demo Partner TP3 Demo Site 1 TP1234 TP34567 VA ‘ORO00008582 08/31/2023 11:54 Paxledtx 1 Box Yes No
Demo Partner TP3 Demo Site 1 TP1234 TP34567 VA OR0O00009071 09/01/2023 11:10 Futura Tx St 20 Boxes Yes No

28



ASPR HPOP Partner Portal User Guide v1.4 Process Orders

3. Select aresponse product ype.

Figure 39: Response Product Type options

“ | Partner Portal UAT [ih pemoPartner [E] Feedback (2 Help ~

Home > ProcessOrders >

Response Product Type Cancel ‘ Previous
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Direct

Select a Response Product Type
@ © @ ©

Unavailable Response Product Types

4. Select the unit associated with the response product of interest.

Figure 40: Units options

Administration for Strategic
Ro,epamaness & Response | Partner Portal UAT [gh pemoPartner 23 All Organizations [S] Feedback (2) Help ~

Health Partner Order Portal

Home > ProcessOrders > Cancel Previous
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— —_— e wy  w— — e Sowa wy ———
Processing Type: Response Product Type: Units Submitted Orders Adjust Orders
Direct COVID19 / Therapeutic
Select Units
Courses (3)

5. Select from the Submitted Orders list which order to process and select Next.

Figure 41: Submitted Orders options

Partner Portal UAT [Bh pemoPartner [E] Feedback (D Help ~  MH

Home > ProcessOrders >

Submitted Orders Cancel ‘Previaus m

— —— s —eva W w— —— e SowA W W —0
(] (] © (] ®
Processing Type: Response Product Type: Units: Submitted Orders Adjust Orders
i COVID19 / Therapeutic Courses
Select Submitted Orders
Q Search

O 1 selected of 6

Select Partner Name Grantee Code Site Federal PIN State PIN State Order Key Order Date 1= Response Product Site Requested Address Verified
Demo Partner TP3 Demo Site 2 TP3456 TP37889 MD OR000390 03/22/2023 14:31 Futura C19 Tx 5 Boxes Yes
m] Demo Partner TP3 Demo Site 1 TP1234 TP34567 VA OR000395 03/22/2023 16:55 Covid Tx 3 Boxes Yes
m] Demo Partner TP3 Demo Site 3 TP2456 TP39876 VA OR000398 03/22/2023 17:01 Covid Tx 3 Boxes Yes

6. Filter the orders in the table, if needed.
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7. Select Complete Orders.

Figure 42: Adjust Orders options
= ASP

gic
se | Partner Portal UAT [3h pemoPartner 3 AllOrganizations [E] Feedback (@ Help ~  IM

ns
Health Partner r Portal

Home > ProcessOrders > Revert Order Processing Cancel All Orders Complete Orders

Adjust Orders

—— YA W EE———

-_— eeva

Processing Type: Response Product Type: Units: Submitted Orders: Adjust Orders
i COVID19 / Therapeutic Courses 1 selected
View Orders By
Courses Boxes
Totals
e _

Q ~ | search: All Text Columns Go Actions ~ Bulk Adjust

Grantee Code  Partner  FederalIN  State PIN site  Group Organization  State  ResponseProduct SiteRequest PartnerPr Carton Courses Per Carton.. Site Requested (Boxes). Partner Processed (Boxes)

TP3 De... 123451 D. De... CA Pecklovid-Tx 50 50 7l 2 1 -

Bulk Operations

Bulk operations in the Partner Portal include downloading templates to use for updating existing
site data, uploading templates for adding new site data, viewing your downloads, and viewing
the history of all downloads.
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My Downloads

You can view the details of your downloads.
To view your downloads:

1. Select Bulk Operations from the Partner Portal Home page.

Figure 43: Bulk Operations options
— ASPR 3dmln|stranon for Strategic
— reparedness & Response

Health Partner Order Portal

Partner Portal

Home >

Bulk Operations

My Downloads
Bulk Downloads
Bulk Uploads
Upload History

[ Lookup Types

2. On the Bulk Operations page, select My Downloads.

Figure 44: My Downloads options

Home > Bulk Operations >

Bulk Operations

My Downloads
— A% -— "
Q  Search...
File Name Page Status File Size (kB)
PARTNER_SITE_DETAILS_230329_14_38.csv Bulk Downloads Download ready 1
PARTNER_SITE_DETAILS_230329_14_24.csv Bulk Downloads Download ready 1

Created On 1=

03/29/2023 14:38

03/29/2023 14:24

[«

Actions

‘ Ii‘ Download ‘

‘ Iil Download ‘

3. On the My Downloads page, search for a specific download select the criteria you need
from the Search drop-down menu and provide any required details. The search results

appear as soon as you enter the criteria.
4. Select Download to view the file.

Bulk Downloads

You can download site data. Use the Download Site Details templates to update data. Only

Partner Portal users with administrator roles can download data.
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To download data:

1. Select Bulk Operations from the Partner Portal Home page.
2. On the Bulk Operations page, select Bulk Downloads.
3. On the Bulk Downloads page select the type of data you would like to download.

Figure 45: Site Information tab

UAT  [Zh DemoPartner 23 All Organizations [S] Feedback (?) Help +  IM

o
Health Partner Order Port:

Home > BulkOperations >

Bulk Downloads

—— e Sowa

Site Information ~ VTrckS  HPoP v1 Downloads

Response Product Type .

@ Ssite Details Download Notes

1. Site Details downloads are only meant to be uploaded into HPoP, not VTrckS

2. Download the Site Details to CSV

3. Make the appropriate changes to the Identifiers, Organizations and/or Groups and, License Information
E 2. Navigate to the Bulk Uploads page and upload the file through the “Update Site Details" upload type

Response Product Type filter does not apply to this download.

Site Details

© Response Product Types D: Notes

1. Response Product Types downloads are only meant to be uploaded into HPoP, not VTrckS.

2. Download the Response Product Types to CSV.

3. Make the appropriate changes to the program codes, product category codes, active status.
ﬁ 4. Each Response Product Type must have an Address and a Primary contact.

5. Optionally, create or update a user to have access to the Response Product Type.
6. Navigate to the Bulk Uploads page and upload the file using the “Update Site Response Product Types” upload type.

Response Product Types

© Addresses and Receiving Hours Download Notes:

1. Addresses and Receiving Hours downloads are only meant to be uploaded into HPoP, not VTrckS

2. Only Physical addresses will be downloaded.

3. Download the Addresses and Receiving Hours to CSV.

4. Make the appropriate changes to the addresses and hours for the relevant sites.

5. Navigate to the Bulk Uploads page and upload the file using the "Update Site Addressses" upload type.

Response Product Type filter does not apply to this download.

Addresses and Receiving
Hours
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Once selected, the file will automatically begin downloading.
Figure 46: Downloading processing notification

Downloading X

©® Your download is processing.

You can visit the My Downloads page to view the status and download the file when it
is ready.

4. Select OK.
5. Navigate to the Bulk Operations page and select My Downloads to access the file.

Bulk Uploads

You can upload site data into Partner Portal to place response product type orders for sites or
so that sites can place their own orders.

Use the blank Create Sites sample templates only for uploading new sites. Use the
downloaded Sites Details file as a templates to update data.

Only Partner Portal users with administrator roles can upload data. To upload data:

1. Select Bulk Operations from the Partner Portal Home page.
On the Bulk Operations page, select Bulk Uploads.

On the Bulk Uploads page, provide the Upload Type (required). Select the type of data
to upload (e.g., orders, transfers, administered, dispositions, stock on hand).

Select Next.

In the Select File section of the File Upload panel, select Download Sample Template
to download a sample CSYV file of the Upload Type you selected in Step 3.
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a. Open the CSV file, and then enter and review the required information in the sample
template. The files contain a header row to indicate what information should be
entered. The rest of the rows will appear empty.

b. Fill in one row for each site by entering the appropriate data in each column (if
required).

c. Save the file. You can give it a name that helps you identify it, but you cannot include
spaces. Keep the file type as CSV.

— Select Information. On the File Format panel, view details for the Upload Type
you selected in Step 3. Select the X in the upper right to close the panel.

— Drag and drop the files to upload into the File block. If your file contains a header
row to indicate what information entered, set the First Row Contains Header
field to Yes.

6. On the Create Orders upload page, do the following.
a. Select Process to update the data in the system with the information in the CSV file.
b. Select Validate to check the data.
Bulk Upload Stock and Stock Administered Data

Partners can now bulk upload stock and product administered data.

Stock and Administered records across multiple response products and sites can be uploaded
with different dates in one file.

Figure 47: Bulk Uploads Orders and Inventory

Administration

for Strategic
Preparedness & Response | Partner Portal UAT [5h pemopartner 23 All Organizations [S] Feedback (?) Help ¥ M
Health Partner Order Portal

Home > Bulk Operations >

Bulk Uploads

— -_— sawa - — e T — ——

Site Information  Orders and Inventory ~ HPoP v1 Bulk Uploads

o]

Create Stock
Create Dispositions Create Orders Create Replacements Create Stock Administered

[2

Create Transfers Update Dispositions
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View the Bulk Upload History

If you upload files for response products for multiple sites, you can access details on the upload
history to review orders and any load errors.

Before you can review the history, you (or another user) must upload the orders as described in
Bulk Uploads.

To view the history of bulk uploads:

Select Bulk Operations from the Partner Portal Home page.
On the Bulk Operations page, select Upload History.
On the Upload History page view details for all uploaded files.

To view details for an uploaded file (including any warning or error messages), select the
View icon in the Actions column. A page with the upload details will open.

4. Select the dropdown next to the File Header to view details on the specific file.

Figure 48: Partner Orders Uploads

Home > BulkOperations > Upload History >

Partner Orders Uploads

A& [

v File Header

COVID Vaccine VTrckS

For COVID vaccine orders you can download the orders for VTrckS, you would follow the same
steps as the Process Orders section and have the below option in Figure 49.

Figure 49: Download orders for VTrckS

Completed Order Details X

COVID19 / Vaccine Direct by Sara Rasuli on 04/03/2023 11:13 o, Download Sites for Orders oY, Download Orders for VTrckS

Number  Response Product Processed

-APR-2 5 VID-19
& on Ohio OHASOTO oS OR000517  03-APR-2311.12.36.566857 Futura COVID-19
Pharmacy AM

1 2 Boxes sara.hpop@mailinator.com
Vaccine

For Bulk Operations, you have the option to download data for VTrckS as well. See Figure 50
below. There is a tab in Bulk Downloads for VTrckS.
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Figure 50: VTrckS tab

Administration for
Prepare

for Strategic
paredness & Response | Partner Portal UAT | [fh DemoPartner 2 Al Organizations ] Feedback (@) Help ~  IM
Health Partner Order Portal

Home > Bulk Operations >

Bulk Downloads

— ——— eava ey — -_— sava ey — — i

Site Information  VTrckS  HPoP v1 Downloads

Verified Only

All Sites Only Updated Sites ’ All Sites + Contacts Only Updated Sites +
Contacts

Dispositions

Diagnostics — Self Service Portal

The Self-Service Portal is used to approve request submitted by sites who wish to join HPOP.
Currently, the HPOP Self-Service Portal is available only to Diagnostic Partners.

Partners can review, approve, and activate requests sent from the Self-Service Provider Portal.
After requests are approved and activated, users can sign into their Site Portal to order
diagnostics (e.g., test kits).
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Self-Service Site Approval

To approve a Self-Service Site Request:

1. Select Self Service Approval Portal from the launchpad.

Figure 51: Self Service Approval Portal

aYX m 3 W e e RS s

Health Order Partner
Portal

& Administrator Portal
(b Distributor Portal

#4 Partner Portal

o, Self Service Approval
Portal

S Protile [® signout

Diagnostics — Self Service Portal

2. You are then welcomed by the dashboard shown in Figure 52 below. Select Partner
Review in the Review drop down menu to identify sites that have submitted requests on

behalf of a specific partner.

Figure 52: Requests per status graph
= ASPRsuariins:

Health Partner Order Portal

Self Service Approval Portal

Dashboard

Number of Requests Per Status

m @ Help ~ LE

Average Number of days from Partner Review to Activate/Rejected

4 I I I
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3. Requests pending partner review will populate. Select Requested Sites to process.

Figure 53: Select requested sites to process

— Adminisration for Srategic
= Proparedness & Response
Health Partner Order Portal

Self Service Approval Portal m @ welp ~

Requests

Requested Sites Deleted Sites

{Q s susMmTED X | F I F o
Site Partner tation " idress. jours
Name Venea [

uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu ary
HPOP Food 123
03/29/2023 o™ SUBMITTED  Bank N No N N Enhanced enhanced@mailinatorcom 1231231122 Right @ view
12:16 DT HPOP
(Lo8) Way
Food 123
03/29/2025  Food o R4 Enhanced Colorado
e Gher  SUBMTTED ok No No Mo No Enen nhanced bpop@malinatrcom 1112223333 gt e @ View

Review Request
The request for the site will include the following items in the train sequence.

e Assign Partner

¢ Review Site Matches

¢ Review Contact Matched
o Review Receiving Hours
e Review Documentation

e Complete Processing

Figure 54: Site Details workflow

Administration for Strategc
= & Response | Self Service Approval Portal @ Help ~
Health Partner Order Portal

SiteRequests > Site Details

Site Details - HPOP Site Demo

Assign Partner Reviev

Review Contact Matches Revie

© Information
Assign this Site to a Central Partner. Only Partners that have Self-Service selected can be chosen.

Note: Once assigned to a Partner then Reviewers assoclated vith that Partner can review the Self-Service Site.
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Assign Partner
1. In the Actions section, verify the assigned partner, organization, and group.

Figure 55: Assigning a partner

_ AdmincratonorSratogc
= iness & Resporse | Self Service Approval Portal @ welp -
Health Partner Order Portal
popuaton Popultion Ot
Other

Number of adults 65 years of age and older Number of unique patients/clients seen per week on average.

0n03/29/2023 12:16 €D
on 03/29/2025 1218 EOT

edby
n S
Emailright_viay@mailinator com Phone:(123) 123-1122

Actions

Assigned Partner Organization - Assigned Partner Group -

signed Partner
Food Bank (LDB)

‘Add Response Product Type

Site Response Product Types and Programs

No Response Product Types added yet.

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

Assigned Partner verified, Assigned NEW Portner, Assigned Group

2. Select Add Response Product Type.
3. From the dropdown list, select the Response Product Type.

Figure 56: Maintaining Response Product Types

Partner
Food Bank (LDB)

site
HPOP Site Demo

Response Product Type:
COVID19 / Diagnostic

Site Programs
@ usba [ Feeding America

O Housing and Urban Development

Cancel Add

4. Select a Site Program and then select Add.
5. Populate the justification field accordingly and select Assign.
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Figure 57: Assigning a site program

Adminisration for Strategic
= iness & Response
Health Partner Order Portal

Self Service Approval Portal [Nl @ Help ~

Phamacy Type

Assigned partner
Food Bank (LDB)
Add Response Product Ty
O COVID19 / Disgnostic

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

‘ Assigned Partner Organization - Assigned Partner Group

Review Site Matches
1. If none of the Site Addresses are a likely match, then select Reviewed. However, if
there is a possible match then select Possible Match, and perform the appropriate
research.

Figure 58: Reviewing site matches

_ Adminisration or Strategic
iness & Resporse

= Self Service Approval Portal
Health Partner Order Portal

SiteRequests > Site Details

Site Details- HPOP Site Demo

Review Contact Matches Review Receiving Hours Review Documentation Complete Processing
Site Details
Status Status Date
ASSIGNED 03/29/2023 13:16
Assigned Partner Site Name Partner Group
Food Bank (LDB) HPOP Site Demo.
Federal PIN State PIN National Provider ID (NPI) Rights

DEFAULT

License

2. Select one of the following:

= Address is NOT verified

= Address is verified
3. Populate the justification field accordingly.
4. Select Reviewed or Possible Match.

40



ASPR HPOP Partner Portal User Guide v1.4 Diagnostics — Self Service Portal

Figure 59: Potential matches with site addresses

n 123 Right Way
22
i av@malinatorcom Phone(125)123-1122

Potential Matches with Site Addresses m
Match Federal Address
Giteria 1= Portner Grontee  Site pr Address 1 2 Gy County  State Zp  Email Phone Extension Fax  Status Crested CrestedBy
Email Food Bank HPOP Site 123 Right . (123)123- 29-MAR-23
= {on) F1 poor s 22025 right way@mailinator.com (1% PENDING PP Y] enhanced@mailinator.com

Actions

© Information
Itis expected that you SHOULD NOT FIND 2 match with OHRR Site Addresses.

Verted Adaress
O Address is NOT verified

© Address s verified

Justication
Reviewed against Site Addresses

Possible  record Tound. Reviews

Possibl Match

Review Contacts Matched
1. Select from the following.
= Primary Contact is NOT Correct
= Primary Contact is Correct

Figure 60: Review Contact Matches options

Administation or Strategic
& Response

= Self Service Approval Portal
Health Partner Order Portal

SiteRequests > Site Details

Site Details - HPOP Site Demo

] © (-] (©] ® ®

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

© Information
Review each of the Contacts listed below.

If none of the Contacts are a likely match then click Reviewed.
iowever, if there is a possible match i

If there are no records displayed clck Reviewed

Site Contacts.

Status Date

ASSIGNED 03/29/2023 13:17

Assigned partner Site Name

Food Bank (LDB) HPOP Site Demo.

First Name Last Neme Tide
Enhanced HPOP

mail Mobile
enhanced@mailinator.com

Phone Extension Fax Userstatus

Phone
(123)123-1122 PENDING
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Diagnostics — Self Service Portal

2. Populate the Justification field accordingly and select Possible Match or Reviewed.

Figure 61: Assigning possible match and reviewed statuses

Potential Matches with Existing Site Contacts

Match Criteria 1

Partner Name

Site Neme

Federal PIN

FirstName

Ll

Phone et At Source

First+Last Food Bank (LD8) FD1 Food Site 1 Enhanced  HPOP enhanced_hpop@mailinator.com (111)222-3333 Yes OHRR Site Contact
FirstLast Food Bank (LDB) FD1 Food Site 1 Enhanced  HPOP enhanced_hpop@mailinator.com (111)222-3333 Self Service Requestor
First+Last, Email, Phone Food Bank (LDB) FD1 HPOP Site Demo Enhanced  HPOP enhanced@mailinator.com (123)123-1122 Yes OHRR Site Contact

Actions

© Information
Itis expected that you SHOULD NOT FIND a match vith Site Contacts

Contact Verified

QO pri

y Contactis NOT Correct

@ Primary Contact s Correct

Just

tfiation
d against Contacts

tch record found, Reviewed against Contacts

Review Receiving Hours

1. Review and verify Receiving Hours.

Figure 62: Review Receiving Hours

Administration for Strategic
iness & Response

= Self Service Approval Portal
Health Partner Order Portal

SiteRequests > Site Details

Site Details - HPOP Site Demo

] (] o o ® ®

Assign Partner Review Site Matches

Review Contact Matches Review Receiving Hours Review Documentation
Site Details

Status Date Assigned Partner SiteNeme
ASSIGNED 03/29/2023 13:19 Food Bank (LDB) HPOP Site Demo
Business Hours
24tous Monday Opening 1 Monday Closing 1 Monday Opering 2 Monday Closing 2
Monday Yes
24Hous Tuesday Opening 1 Tuesdy Closing 1 Tuesdy Opening 2 Tuesday Closing 2
Tuesday No 9:00 17:00

2. Select one of the following.
= Receiving Hours are NOT Correct

= Receiving Hours are Correct

Figure 63: Confirming receiving hours

Actions

O Receiving Hours are NOT Correct

® Receiving Hours are Correct

d against Site Addresses
=

3. Populate the Justification appropriately and select Reviewed.
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Review Documentation

1. In the Review Documentation section, verify the documents and approve or reject.

Figure 64: Approving or rejecting documents

SiteRequests >  Site Details

Site Details - HPOP Site Demo

] (] ] (] o (<]

Assign Partner Review Site Matches Review Contact Matches Review Receiving Hours Review Documentation Complete Processing
© Information
Next Steps
Select the most appropriate action based on the information below
Partner Review - select this option when you vant the selected Partner to review the reguest before Activating
Note: An email will be sent to all Reviewers associated to the Partner for review of the Self-Service Site.
Approve - select this option when everything has been successfully reviewed and verified.
Activate (if available) - The Site wil be made active.
Note: An email will be sent to the Requestor. Once they log back in they will be able to enter orders and more.
Reject - the request status will be changed, but It will not be removed
Note: An email will be sent 1o the Requestor. Once they log back in they wil see the justification for the rejection
Complete Processing - exit the wizard without setting a status.
Self-Service Site Details
ASSIGNED 03/29/2023 13:22
Assigned Partnes Site Name Partner Organi Partner Group
Food Bank (LDB) HPOP Site Demo
Federal PIN tional Provider Rign
DEFAULT
e ense Expiration Date
OPTIONAL DOCUMENT Yes Yes REQUESTED some providers may have this information, others may not
REGISTRATION DOCUMENT Yes Yes REQUESTED Register document to upload
S Document test 987 Yes Yes REQUESTED Testing 123
STATE DOCUMENT Yes Yes REQUESTED add state document
Test Doc 23232 Yes Yes REQUESTED 12344
Actions

Documents already provided

Notall docu

[U——

2. Select from the following.
= Documentation Incomplete
* Reviewed
3. Populate the Justification field accordingly.

Figure 65: Verification options

Verifications.

Crested
03/29/2023 13:07 EDT
03/29/2025 13:19 EDT
03/29/2023 13:17 EDT
03/29/2023 13:04 EDT
03/29/2023 13:17 EDT
03/29/2023 13:20 EDT

03/29/2023 13:04 EDT

Actions

Verification status [

PRIMARY CONTACT VERIFIED

PRIMARY CONTACT VERIFIED

RECEIVING ADDRESS VERIFIED

RECEIVING ADDRESS VERIFIED

RECEIVING HOURS VERIFIED

RECEIVING HOURS VERIFIED

RECEIVING HOURS VERIFIED

Justifiation
Reviewed against Contacts

Reviewed against Contacts

Reviewed against Site Addresses
Reviewed against Site Addresses
Reviewed against Site Addresses
Reviewed against Site Addresses

Reviewed against Site Addresses

Crestea by
larry blankenship@hhs gov
larry blankenship@hhs.gov
larry blankenship@hhs.gov
larry blankenship@hhs.gov
larry blankenship@hhs.gov
larry blankenship@hhs.gov

larry blankenship@hhs.gov

Justification

Partner review required, Site review c

A Warning

Note: This justifcation may be displayed to the Requestor!
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4. Select one of the following.

= Partner Review

= Reject

= Approve

Activating Site

Once a site is approved in the sites requests section you can view additional details and can
activate the site from here as well.

Figure 66: Activating a site

Administration for Strategic
Self Service Approval Portal @ Hep - @)

= & Response
Health Partner Order Portal

Site Requests >

Review Self-Service Site - HPOP Site Demo

Status Updates  Details  Primary Contact ~ Receiving Hours ~ Documents

Status. Created 17 Justification Created By
Approved 03/20/2025 13:24 EDT Site review complete larry blankenship@hhs gov
Assigned 03/20/2023 13:16 EDT Assigned Partner verified larry blankenship@hhs gov
Submitted 03/20/2023 12:18 EDT Completed viizard for Self-Service Site enhanced@mailinator.com

Documents Provided Certification

Requested

03/29/2023 12:18 EDT

03/29/2023 12:16 EDT

User certifies that all documents have been provided

Initial Request for Self Service Site

enhanced@mailinator.com

enhanced@mailinator.com

To activate a site:

1. Select the Actions dropdown list.
2. Select Request Status.

Figure 67: Request Status options

Site Address

comPhone(125) 125-1122 Specil instructions:

Site Response Products Types and Py

B covinto/ bisgnosiic
o

Status Updates
i 1 Stotus sutifcation ety
03/20/2023
SEeEn APPROVED o
ORI ASSIGNED larry blankenship@hhs gov

03/29/2023

SUBMITTED enhanced@mailinator.com
03/29/2023 DOCUMENTS PROVIDED  User certifes that al ot
CERTIFICATION
ox/a9/2023 D S .
Raviews

l el l onteld Fernerfenew
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3. Select Activate.

Responses and Products

View the responses, response product types, products, response products, prerequisites,
ancillary kits, lots, and authorization information defined by HPOP Administrators.

View Response Details

Responses are events, circumstances, or programs being (or preparing to be) responded to
(e.g., a COVID-19 or Monkeypox outbreak, an infant formula shortage, or a hurricane) to ensure
public health. Products are distributed to meet the population needs of the event, circumstance,
or program.

1. On the Response Details page, to search for a specific response, enter text or select
criteria from the Search drop-down menu and provide any required details. The search
results appear as soon as you enter the criteria.

2. On the Maintain Response panel, view the following read-only information.
= Response
= Abbreviation
= Owning Entity—e.g., HHS, CDC.
» Color Preference—e.g., Neutral, Red, Yellow, Green, Blue, Pink. Purple, Teal
= Description
= Display Order
3. Select Cancel.

View Response Product Types

Response product types are a combination of a response and a product type that identifies the
type of product needed for a specific Response (incident). This is done by HPOP
Administrators; Partner Administrators can view it.

1. On the Response Product Types page, find the response product type you want to
view, and select View in the Actions column.

2. In the Maintain Response Product Type panel, view the following read-only
information.

= Response

=  Product Type

* Product Category Codes
» Site Program Codes

= Display Order

= Color Preference
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Inbound Interface

Outbound Interface

Maximum Inventory Value
Allow Special Event—Yes or No
Support Email

Support Phone

Support Text

Support URL

Partner Response Product Type Support Email
Partner Response Product Type Support Phone
Partner Response Product Type Support Text
Partner Response Product Type Support URL

3. Select Cancel.

View Product Details

Responses and Products

Products are specific items (e.g., water bottles) within a product type (e.g., water). Product
details include identification information such as the product name, manufacturer, product unit,
product type, product category, number, or responses, and whether the product is active.

To view the list of available products:

Select Responses and Products from the Partner Portal Home page.

On the Responses and Products page, select Product Details.

On the Product Details page, to search for a specific product, enter text or select criteria
from the Search drop-down menu and provide any required details. The search results
appear as soon as you enter the criteria.

4. On the Maintain Product panel, view the following read-only information.

Name

Authorization Licensing
Product Type

Product Category
Product Unit
Manufacturer

NDC 10

NDC 11

Serial Number

Part Number

Product Number
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Product URL
Product Support
Cpt

Cvx

Adjuvant

Diluent

Dosage Form
Dosage Units
Handling Instructions
Storage Instructions
Preservative
Display Order
Active

Show Lot Number

5. Select Cancel.

View Response Products

Responses and Products

Response products are the specific products made available for a response.

To view the details for a response product:

Select Responses and Products from the Partner Portal Home page.

On the Responses and Products page, select Response Products.

On the Response Products page, find the response product you want to view, and
select View in the Actions column.

4. On the Maintain Response Product panel, view the following read-only information.

Response

Response Product Type
Product « Product Label
Product Label Abbreviation
Processing Type
Response Product Description
Response Product URL
Response Product Support
Start

End

Orderable—Yes or No
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Allow Stock—Yes or No.

Allow Administered—Yes or No
Allow Disposition—Yes or No
Allow Transfers—Yes or No
Allow Replacement—Yes or No
Replacement Threshold
Number of Vials per Package
Number of Packages per Box
Number of Boxes per Pallet
Shipping Units

Minimum Shipping Quantity (Boxes)
Maximum Shipping Quantity (Boxes)
How Administered

Strength

Distributor

Substitution Group

Display Order

Dosage Schedule

Dosage Interval

Number Of Series

Intended Use

Target Age Population

Storage Temperature

UouNdc

5. Select Cancel.

View Response Product Prerequisites

Responses and Products

Response product prerequisites define what information is required to allow the ordering,

processing, and distribution of response products.

1.

On the Response Product Prerequisites page, to search for a specific prerequisite,
enter text or select criteria from the Search drop-down menu and provide any required
details. The search results appear as soon as you enter the criteria.

On the Response Product Prerequisites page, find the prerequisite you want to view,
and select View in the Actions column.

On the Maintain Response Product Prerequisite panel, view the following read-only
information.
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= Response Product
» Prerequisite Type—Ordering, Processing, or Distribution
= Prerequisites

— Federal PIN

— State PIN

— Federal or State PIN

— Site Type Code

— National Provider Identifier

— License

— Address Verified

— Physical Address

— Partner Primary Contact

— Partner Secondary Contact

— Site Primary Contact

— Site Secondary Contact

— Distributor Account Number 5

4. Select Cancel.

View Response Product Ancillary Kits

Ancillary kits provide accessories or supplemental materials to be available to order on behalf of
any of your sites to support response product requirements.

To view the details for a response product ancillary kit:

Select Responses and Products from the Partner Portal Home page.
On the Responses and Products page, select Response Product Ancillary Kits.

On the Response Product Ancillary Kits page, find the response product ancillary kit
you want to view, and select View in the Actions column.

4. On the Maintain Response Product Ancillary Kit panel, view the following read-only
information.

= Response Product

* Product Ancillary Kit

» Display Order

* Included by Default—Yes or No
= Active—Yes or No

5. Select Cancel.

49



ASPR HPOP Partner Portal User Guide v1.4 Responses and Products

View Response Product Lots

Response product lots are identifiers for response products from a manufacturer.

You can view the details for a response product lot. Response product lot details include the
response product name, lot type, lot number, and lot expiration date.

To view the details for a response product lot:

Select Responses and Products from the Partner Portal Home page.
On the Responses and Products page, select Response Product Lots.

On the Response Product Lots page, find the response product lot you want to view,
and select View in the Action column.

4. On the Maintain Response Product Lots panel, view the following read-only
information.

= Response Product
= Lot Type
= Lot Number
* Lot Expiry Date
5. Select Cancel.

View Response Product Authorizations

Response product authorizations define whether working with a response product requires
permission and an attestation.

To view the details for a response product authorization:

Select Responses and Products from the Partner Portal Home page.
On the Responses and Products page, select Response Product Authorizations.

On the Response Product Authorizations page, find the response product
authorization you want to view, and select View in the Actions column.

4. On the Maintain Response Product Authorization panel, view the following read-only
information.

= Response Product

= Authorization

= Attestation—Yes or No
= Active—Yes or No

5. Select Cancel.
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Limits

Partner order limits define how much of a product each site can order at any given time. Once
submitted orders are processed, the ordering limit is reset, and the site can order up to the
maximum of that product again.

Order Limits are only utilized with direct ordering and not with apportionment. You can view,
create, and modify partner order limits.

View the List of Partner Order Limits

You can view the list of partner order limits, which for each partner include the organization,
response product, administrator and partner start and end dates, and administrator and partner
minimum and maximum quantities.

To view the list of partner order limits:

1. Select Limits from the Partner Portal Home page.
On the Limits page, select Partner Order Limits.
On the Partner Order Limits page, to search for a specific partner order limit, select the
criteria you need from the Search drop-down menu and provide any required details. The
search results appear as soon as you enter the criteria.

Create a Partner Order Limit

You can create a partner order limit, which defines how much of a product each site can order
at any given time. Once submitted orders are processed, the ordering limit is reset, and the site
can order up to the maximum of that product again.

Note: Order Limits are only utilized with direct ordering and not with apportionment.
To create a partner order limit:

Select Limits from the Partner Portal Home page.
On the Limits page, select Partner Order Limits.
On the Partner Order Limits page, at the top right, select Create.

A

On the Maintain Partner Order Limits panel, provide the following information.
= Partner—Required
= Response product—Required

= Partner start—Select the calendar icon on the right and select the start date for the
partner order limit.

= Partner end—Select the calendar icon on the right and select the end date for the
partner order limit.

* Partner minimum quantity

= Partner maximum quantity
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5. Select Create.

Modify a Partner Order Limit

You can modify a partner order limit if necessary.

To modify a partner order limit:

Select Limits from the Partner Portal Home page.

On the Limits page, select Partner Order Limits.

On the Partner Order Limits page, find the partner order limit you want to modify, and
select Edit in the Actions column.

4. On the Maintain Partner Order Limits panel, update the following information as
needed.

Partner—Required
Response product—Required

Partner start—Select the calendar icon on the right and select the start date for the
partner order limit.

Partner end—Select the calendar icon on the right and select the end date for the
partner order limit.

Partner minimum quantity

Partner maximum quantity

5. Select Save.

52



ASPR HPOP Partner Portal User Guide v1.4

Threshold Transfers

Figure 68: Maintain Threshold Transfers

Maintain Threshold Transfers

Partner From

Ohio

Partner To

Response Product

Remaining Threshold From Before

Remaining Threshold To Before

Quantity

Transfer Date

MIM/DD/YYYY

Remaining Threshold From After

Transfer Reason

Remaining Threshold To After

‘ Cancel ‘ Create

You can transfer thresholds to other partners.

Select Limits from the Partner Portal Home page.
On the Limits page, select Threshold Transfers.

1
2
3. Select Create.
4

Limits

In the Maintain Threshold Transfers panel, update the following information as needed.

= Partner to—Required

= Response product—Required

* Quantity—Required

*» Transfer date—Required

= Transfer reason

5. Select Create.
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Site Deduplication

The Site Deduplication section in the Partner Portal allows partners to merge two sites that
share similar zip code, federal or state PIN.

Search Sites
You can use the Site Deduplication to merge two sites with same ZIP code.
Note: If a site address does not have a Response Product Type, it will not appear in the search.

Figure 69: Site Deduplication

- AsPR Administration for Strategic
= Preparedness & Response | Partner Portal UAT [z DemoPartner 3 All Organizations [E] Feedback (@) Help ~  IM

Health Partner Order Portal

Home >

Site Deduplication

—-— —— oave e — —— oave e —— 000

Search Sites  Zip Codes with Multiple Sites (Reference Only)
Te75a Federal PIN State PIN Reset “
&
Response
Federal State Grantee Product Partner Partner

Site J= PIN PIN NPI Code Types Organization Group Address1 Address2 city County State Zip Phone Actions
Demo Site JM6 123456 TP3 12344 Address Rd. Austin  TRAVIS  TX 78734  51212345¢ | © View
Demo Site IM9 123459 TP3 covn /T 12344 Address Rd. Austin  TRAVIS  TX 78734  51212345¢ | ® View
Demo Site JRMS 123455 TP3 covin / X 12344 Address Rd. Austin TRAVIS ™ 78734 51212345¢ © View
DemositeJM8 123458 TP3 covin/ Tx 12344 Address Rd. Austin  TRAVIS  TX 78734  51212345¢ | © View

To deduplicate:

1. From the Home menu, select Site Deduplication tile, and search for sites by ZIP code,
Federal or State PIN.

Click the View button to select the site you want to keep.
Select the site for deduplication and click the button Deduplicate Selected Site.

Zip Codes with Multiple Sites (Reference Only)

You may look up for reference only the sites you wish to deduplicate by going to ZIP Codes
with Multiple Sites.

Communications

The Communications section in the Partner Portal allows partners to manage portal News,
project features and feedback.
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View Partner Portal News

You can view news items that include the alert type (information, success, alert, or warning), the
response product type, and the start and end dates for the news item.

To view the news items:

1.

Select Communication from the Partner Portal Home page. The Communications
page will open.

On the Communications page, select News.

3. Atthe top of the News page, select the Partner News tab to view partner news. To filter

the list to find a specific partner news item, enter the name in the Search field or select
the criteria to search for. Separate multiple entries with commas. The search results
appear as soon as you enter the criteria.

Create a Partner News Iltem

You can add a news item to display in Partner Portal, Site Portal, or in both portals. To create
a news item:

1.

o b

6.

Select Communication from the Partner Portal Home page. The Communications
page opens.

On the Communications page, select News.
At the top of the News page, select the Partner News tab.
On the right, select Create.
On the Maintain News panel, provide the following information.
= Alert type—Required. Select Information, Success, Alert, or Warning.

» Displayed on—Required. Select the portal(s) where you want the news to be
available. Select Partner Portal or Site Portal.

= Start date and end date—Required. The times are based on your time zone. Select
the calendar icon on the right to select the dates.

= Response product type—Required
» Title—Required
= Description—Required

= Allow users to dismiss—Select Yes or No to indicate whether to allow users to
dismiss (remove) the news item from the display in the selected portal(s).

Select Create. If you selected to display the news item in Partner Portal, the information
appears on the News page and on the homepage.

Modify a Partner News Item

You can modify all or some of a partner news item depending on its start and end dates. You
cannot modify administration news.
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To modify a partner news item:

1.

Select Communication from the Partner Portal Home page. The Communications
page will open.

On the Communications page, select News.

3. Atthe top of the News page, select the Partner News tab.

On the Partner News page, find the news item you want to modify, select the menu, and
then Edit in the Actions column.

On the Maintain News panel, modify the following information as needed.
= Alert type—Required. Select Information, Success, Alert, or Warning.

» Displayed on—Required. Select the portal(s) where you want the news to be
available. Select Partner Portal or Site Portal.

» Start date and end date—Required. The times are based on your time zone. Select
the calendar icon to select the dates.

— If the start date is in the future, you can update all the fields or delete the news
item.

— If the start date is in the past and the end date is in the future, you can update
only the end date and/or the allow dismissal option.

— If the end date is in the past, you cannot update the news item. The Maintain
News panel will open, all the information is read-only, and there will be no Save
button in the panel.

= Response product type—Required
= Description—Required

= Allow users to dismiss—Select Yes or No to indicate whether to allow users to
dismiss (remove) the news item from the display in the selected portal(s).

6. Select Save.

Delete a News Item

You can delete a news item if its start date is in the future. To delete a news item:

1.

Select Communication from the Partner Portal Home page. The Communications
page will open.

On the Communications page, select News.

3. Atthe top of the News page, select the Partner News tab.

On the Partner News page, find the news item you want to delete, select the menu, and
then Delete in the Actions column.

Note: You can only delete news item if the Start Date is in the future. If the Start Date for
the new item is not in the future, the Delete option doesn’t appear in the Actions menu.
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5. In the Maintain News panel, select Delete to confirm that you want to delete the news
item.

6. In the Confirmation dialog box, select Delete.

Dismiss a News Iltem

You can dismiss (remove) a news item from the Partner Portal Home page if allowed when the
item was created or modified.

To dismiss a news item:

1. Open the Partner Portal Home page. If a news item was set to display in Partner Portal
when it was created, the information appears at the top of the page.

2. On the right, select Dismiss.
Note: The Dismiss button only appears if the “Allow Users to Dismiss option” was set to

Yes when the news item was created or modified. For more information, see Create a
Partner News Item or Modify a Partner News ltem.

Manage Project Features and Sprint Details

You can view, suggest, and vote on product enhancements, follow your suggested
enhancements, and view sprint details and feature overviews.

Suggest a New Feature or Enhancement

You can enter a request for a new feature or product enhancement with or without screenshots
and follow the status of the request.

To suggest a new feature or product enhancement:

Select Communications from the Partner Portal Home page.
On the Communications page, select Project Management.
On the Project Management page, select Feature Requests.
On the right of Feature Requests page, select Create.

o kr wDd -

On the Maintain Feature panel, provide the following information.
= Title—Required. A brief summary of the new feature or enhancement.

» Status—Read-only. Options for the status of the enhancement request are
PLANNED, REQUESTED, OPEN, PENDING, or CLOSED.

= Follow—Select Yes or No to indicate whether you want to follow the status of your
new feature or enhancement request, as described in View your followed features.

» Requested By—Read-only
» Description—A description of the new feature or enhancement

» Justification—An explanation of why you are requesting the new feature or
enhancement

= Response product type—Required
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= Tags
6. Do one of the following.
= Select Create to save the feature request.

= Select Create and Add Screenshot to add comments and screenshots to the
feature request. The panel refreshes and opens additional fields.

In the Comments & Screenshots section, add and save any comments, upload
screenshots as needed, and select Create.

Modify a New Feature or Enhancement Request

You can modify a new feature or product enhancement request if necessary. To modify a new
feature or product enhancement request:

Select Communications from the Partner Portal Home page.

On the Communications page, select Project Management.

On the Project Management page, select Feature Requests.

il

On the Feature Requests page, find the request you want to modify and then select Edit
in the Actions column.

5. In the Maintain Feature panel, update the following information as needed.
» Title—Required. A brief summary of the new feature or enhancement.

» Status—Read-only. Options for the status of the enhancement request are
PLANNED, REQUESTED, OPEN, PENDING, or CLOSED.

» Follow—Select Yes or No to indicate whether you want to follow the status of your
new feature or enhancement request, as described in View your followed features.

» Requested By—Read-only
= Description—A description of the new feature or enhancement

= Justification—An explanation of why you are requesting the new feature or
enhancement

= Response Product Type—Required
= Tags
6. Select Comments or Screenshots in the middle of the Maintain Feature panel.

= Comments—View the comments or questions about the feedback. To add a new
comment, on the right select Add Comment. In the Add Request Comment panel,
enter a comment or question, and then select Create.

= Screenshots—View the list of screenshots associated with the request.
7. Select Save.
Close a new feature or product enhancement request

You can close a new feature or product enhancement request if necessary. To close a new
feature or product enhancement request:
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Select Communications from the Partner Portal Home page.
On the Communications page, select Project Management.

On the Project Management page, select Feature Requests.

N~

On the Feature Requests page, find the request you want to close, select the menu, and
then select Close in the Actions column.

5. On the Close Request panel, enter the reason for closing the request, and then select
Close Request.

View your followed features

You can view the status of the new product features or enhancements you suggested and
chose to follow.

You can suggest a new product feature or enhancement and set whether to follow it as
described in Suggest a New Feature or Enhancement.

To view your followed features:

Select Communications from the Partner Portal Home page.
On the Communications page, select Project Management.
On the Project Management page, select My Followed Features.

i

On the My Followed Features page, to search for a specific item, select the criteria you
need from the Search drop-down menu and provide any required details. The search
results appear as soon as you enter the criteria.

View sprint features

You can open the sprint feature overviews, which provide detailed descriptions of the features
added in each product sprint. You can choose to view the features for all sprints or a particular
sprint, or you can search for specific sprints using text or for a specific portal.

To view the sprint features:

Select Communications from the Partner Portal Home page.
On the Communications page, select Project Management.
On the Project Management page, select Sprint Feature Overview.

i A

On the Sprint Feature Overview page, provide the following information.
= Sprint—Select All or a sprint number.

= Title—Use if you don't know the exact title of the sprint feature. Enter, for example,
Allow or Display. The search is not case-sensitive.

=  Portal—Select All, Partner, or Site.

Manage Feedback

Partner Portal provides a way for you to provide feedback and to view all user feedback.
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View user feedback

You can view all user feedback provided by users of the Site Portal and Partner Portal. You can
view all feedback, or you can filter the feedback by status (open, closed, or pending).

To view user feedback:

Select Communications from the Partner Portal Home page.
On the Communications page, select Feedback.

On the Feedback page, to search for a specific item, select the criteria you need from the
Search drop-down menu and provide any required details. The search results appear as
soon as you enter the criteria.

4. To review the details for a feedback entry or to change the status of a request, locate the
entry you want to view, and select the and then Edit in the Actions column.

5. On the Manage Feedback panel, view and update the following information as needed.
(Most of the information is read-only.)

» Application—Read-only. The portal for feedback.

» Page—Read-only. The user interface page in the portal for feedback.

= Rating—Read-only. The feedback reported: Neutral, Satisfactory, or Unsatisfactory.
» Type—Read-only. Bug or Comment.

*» Feedback Key, Name, Email—Read-only. Identifiers for the user who submitted the
feedback.

= Comments—Read-only. The comment submitted by the user.
» Status—Select Closed, Open, or Pending to change the status of the request.
= Response Product Type—Read-only
= Jira Number—Read-only. An internal identifier for the feedback.
6. In the middle of the Maintain Feedback panel, select Comments or Screenshots.

= Comments—View the comments or questions about the feedback. To add a new
comment, select Add Comment. In the Add Feedback Response panel, enter a
comment or question, and then select Create.

=  Screenshots—\View the list of screenshots associated with the feedback. To add a
screenshot, drag the file into the block and then select Save.

7. On the Feedback page, to add a comment about a feedback entry, locate the entry,
select the menu, and then select Add Comment in the Actions column.

8. Inthe Add Feedback Response panel, enter a comment or question, and then select
Create.

View and Modify Feedback Details

You can view all user feedback provided by users of the Site Portal and Partner Portal. You can
view all feedback, or you can filter the feedback by status (open, closed, or pending).
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To modify feedback details:

Select Communications from the Partner Portal Home page.
On the Communications page, select Feedback.

On the Feedback page, find the entry you want to review, select the menu, and then
select Edit in the Actions column.

4. Inthe Manage Feedback panel, view and update the following information as needed.
(Most of the information is read-only.)

= Application—Read-only. The portal for feedback.

» Page—Read-only. The user interface page in the portal for feedback.

= Rating—Read-only. The feedback reported: Neutral, Satisfactory, or Unsatisfactory.
» Type—Read-only. Bug or Comment.

*» Feedback Key, Name, Email—Read-only. Identifiers for the user who submitted the
feedback.

= Comments—Read-only. The comment submitted by the user.
» Status—Select Closed, Open, or Pending to change the status of the request.
= Response Product Type—Read-only
» Jira Number—Read-only. An internal identifier for the feedback.
5. In the middle of the Maintain Feedback panel, select Comments or Screenshots.

= Comments—View the comments or questions about the feedback. To add a new
comment, on the right-click Add Comment. In the Add Feedback Response panel,
enter a comment or question, and then select Create.

= Screenshots—\View the list of screenshots associated with the feedback. To add a
screenshot, drag the file into the block and then select Save.

6. On the Feedback page, to add a comment about a feedback entry, locate the entry,
select the menu, and then select Add Comment in the Actions column.

7. On the Add Feedback Response panel, enter a comment or question, and then select
Create.

Add a comment on user feedback entry

You can view all user feedback provided by users of the Site Portal and Partner Portal. You can
view all feedback, or you can filter the feedback by status (open, closed, or pending).

To add a comment on user feedback:

Select Communications from the Partner Portal Home page.
On the Communications page, select Feedback.

On the Feedback page, to search for a specific item select the criteria you need from the
Search drop-down menu and provide any required details. The search results appear as
soon as you enter the criteria.

61



ASPR HPOP Partner Portal User Guide v1.4 Partner Administration

4. Locate the entry you want to add a comment for select the menu, and then select Add
Comment in the Actions column.

5. On the Add Feedback Response panel, enter a comment or question, and then select
Create.

Modify support details
You can modify support details if necessary. To modify support details:
Select Communications from the Partner Portal Home page.

On the Communications page, select Feedback.
On the Feedback page, on the right-click Edit Support Details.

e

On the Maintain Support Details panel, update the following information, as needed.
* Name—Read-only

= Grantee Code—Read-only
= Email

= Support Phone

= Support Text

=  Support Email

= Support URL

= Phone

= Phone Extension

» Fax

5. Select Save.

Partner Administration

The Administration section provides an overview on managing partner users, partner contacts,
hub addresses, partner default rights, groups, organizations, authorizations, and support details.
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Figure 70: Partner Administration Options
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Partner Users

A partner user is a person who works in Partner Portal. You can view, add, and modify partner
users.

View the list of partner users

Only the people added as users can work in Partner Portal. To view the list of partner users:

1. Select Administration from the Partner Portal Home page.

2. On the Administration page, select Partner Users.
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3. On the Partner Users page, to search for a specific user, select the criteria you need
from the Search drop-down menu, and provide any required details. The search results
appear as soon as you enter the criteria.

Create a partner user

You can create a partner user. Only the people added as partner users can work in Partner
Portal. An attestation may be required before you can enter user details.

Figure 71: Creating a partner user
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To create a partner user:

Select Administration from the Partner Portal Home page.
On the Administration page, select Partner Users.
On the Partner Users page, at the top right select Create.

N~

On the Create Partner User panel, in the Email field, enter the email address of the user
you want to add, and then select Next.

= [f the user already exists in the system, the panel refreshes, and the user details
appear in the panel. You can modify the details for a user as described in Modify a
partner user.

= [f the user doesn't exist in the system, the panel refreshes and shows the details you
must enter.

5. On the Maintain Partner Users panel, provide the following information:
*» Email—Read-only. The user's email address.
* First Name
= Last Name
= Title

= Mobile, Phone, Extension, and Fax—Enter the contact information for the person.
Make sure that the person monitors the phone and fax numbers regularly.

6. Select Create.

Partner Portal sends a welcome email to the user you just added. The email contains
instructions for activating their account in Partner Portal.

64



ASPR HPOP Partner Portal User Guide v1.4 Partner Administration

Modify a partner user

You can modify a partner user if necessary. To modify a partner user:

Select Administration from the Partner Portal Home page.
On the Administration page, select Partner Users.

On the Partner Users page, find the user you want to modify, and on the right-click Edit
in the Actions column.

4. On the Maintain Partner Users panel, update the following information as needed.
* Email—Read-only. The user's email address.
= First Name
= Last Name
= Title

* Mobile, Phone, Phone Extension, and Fax—Enter the contact information for the
person. Make sure that the person monitors the phone and fax numbers regularly.

=  Active—Select Yes or No.

5. Select Apply Changes.

Partner Contacts

A contact is a person who works in Partner Portal. An administrator adds one contact for your
organization, and that person is responsible for adding all the other contacts. When an
administrator adds your organization to Partner Portal, they include one person as the primary
contact.

View the list of partner contacts
When an administrator adds your organization to Partner Portal, they include one person as the
primary contact. You can change the primary contact if necessary.

To view the list of partner contacts:

Select Administration from the Partner Portal Home page.
On the Administration page, select Partner Contacts.

On the Partner Contacts page, to search for a specific contact, select the criteria you
need from the Search drop-down menu, and provide any required details. The search
results appear as soon as you enter the criteria.

Create a partner contact

A contact is an individual who whose contact information is associated with a site for shipping
and receiving purposes, but who does not require access to the system for placing their own
orders. Contacts can also be system users, but do not have to be.
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To create a partner contact:

i

Select Administration from the Partner Portal Home page.
On the Administration page, select Partner Contacts.
On the Partner Contacts page, at the top right, select Create.

On the Create Partner Contact panel, in the Email field, enter the email address of the

contact you want to add, and then select Next.

If the contact already exists in the system, the panel refreshes, and the contact
details appear in the panel. You can modify the details for the contact as described in
Modify a partner contact.

If the contact doesn't exist in the system, the panel will refresh and show the details
you must enter.

5. On the Maintain Partner Contacts panel, provide the following information:

Email—Required. The contact's email address.
First Name—Required

Last Name— Required

Title

Mobile, Phone, Phone Extension, and Fax—Enter the contact information for the
person. Make sure that the person monitors the phone and fax numbers regularly.

6. Select Create.

Partner Portal sends a welcome email to the contact you just added. The email contains
instructions for activating their account in Partner Portal.

Modify a partner contact

You can modify a partner contact if necessary. To modify a partner contact:

Select Administration from the Partner Portal Home page.

On the Administration page, select Partner Contacts.

On the Partner Contacts page, find the contact you want to modify, and on the right,
select Edit in the Actions column.

Select the Administration tile. The Administration page will open.

On the Maintain Partner Contacts panel, update the following information, as needed.

Email—Required. The contact's email address
First Name—Required

Last Name— Required

Title

Mobile, Phone, Phone Extension, and Fax—Enter the contact information for the
person. Make sure that the person monitors the phone and fax numbers regularly.

Active—Select Yes or No
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6. Select Apply Changes.
Partner Default Rights

Partner default rights set the permissions for Site Portal users.

Figure 72: Partner Default Rights/Default tab
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View the default rights for partners

As an administrator, you can set default rights for all partners, groups, and response product
types.

To view the default rights for partners:

1. Select Partner Administration from the Partner Portal Home page.
2. On the Partner Administration page, select Partner Default Rights.
3. Atthe top of the Partner Default Rights page, select the Defaults tab.
4. Select Edit Default Rights in the upper right-hand corner.

View the default rights for groups

As an administrator you can view the default rights for all groups available in the system.
To view the default rights for all groups:

1. Select Partner Administration from the Partner Portal Home page.

2. On the Partner Administration page, select Partner Default Rights.

3. Atthe top of the Partner Default Rights page, select the Groups tab.

4. Select Create Default Group Rights in the upper right-hand corner.
Modify the default rights for response product types

As an administrator you can modify the default rights for response product types if necessary.
To modify the default rights for a response product type:

Select Partner Administration from the Partner Portal Home page.
On the Partner Administration page, select Partner Default Rights.
At the top of the Partner Default Rights page, select the Response Product Types tab.

e

In the list, find the response product type whose default rights you want to modify, and
select Edit in the Actions column.
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5. On the Partner Response Types panel, update the following information as needed.

Response Product Type—Read-only
Allow Ordering—Select Yes or No
Allow Stock—Select Yes or No

Allow Administered—Select Yes or No
Allow Disposition—Select Yes or No
Allow Transfers—Select Yes or No
Allow Replacement—Select Yes or No
Allow Replacement—Select Yes or No

Figure 73: Partner Response Types panel

Partner Response Types

!l Response Product Type

Partner Group

Allow Ordering Allow Stock

Yes No

Yes No Yes

Allow Transfers Allov placement
Yes No Yes No

Yes No

6. Select Save.

Manage Groups

A group is a collection of sites that you can use to better manage sites who use the same
ordering permissions. Once created, you can add sites to the group when you create a site.

You can

view, create, and modify groups.

View the list of groups

As an administrator you can view the list of groups available in the system.
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To view the list of groups:

Select Partner Administration from the Partner Portal Home page.
On the Partner Administration page, select Groups.

On the Groups page, to search for a specific group, enter text or select criteria from the
Search drop-down menu and provide any required details. The search results appear as
soon as you enter the criteria.

Create a group
As an administrator you can create a new group.
To create a group:

Select Partner Administration from the Partner Portal Home page.
On the Partner Administration page, select Groups.
On the Groups page, at the top right, select Create.

o b=

On the Maintain Groups panel, provide the following information.
= Name—Required
= Description
= Active—Select Yes or No
5. Select Create.
Modify a group
As an administrator you can modify a group, if necessary.

To modify a group:

Select Partner Administration from the Partner Portal Home page.
On the Partner Administration page, select Groups.

On the Groups page, find the group you want to modify, and select Edit in the Actions
column.

4. On the Maintain Groups panel, update the following information as needed.
= Name—Required
= Description
= Active—Select Yes or No.

5. Select Save.
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Appendix: Glossary

The glossary provides descriptions and examples of the terms that appear in the portal
applications.

Table 3: Health Partner Ordering Portal (HPOP) glossary of terms

Term Obsolete Term Description
Apportionment NA Process by which a partner places order for a site
Change Log Audit Log Audit history that provides details for a partner or site

within a specified time period

Contact Primary Contact | An individual whose contact information is associated
with a site for shipping and receiving purposes, but
who does not require access to the system for placing
their own orders

Contacts can also be system users, but do not have to

be.
Direct ordering N/A Process where sites create their own orders
Disposition Wastage, Description and reason for wasted and returned
Returns products. Can also include products given away as

international donations

Products can be wasted for many reasons, including a
broken vial/syringe, lost or unaccounted for product,
an expired or damaged product.

Products can be returned for many reasons, including
refrigeration was too warm or too cold, or a
mechanical failure.

Distributor ASD account Unique identifier defined for each site so that
account number | number distributors can identify each specific site and its
attributes with a numeric code

The account number is removed from a site if the
address changes. This ensures the distributor is
notified of the change and can provide a new account
for the new site.

Group NA Collection of sites that you can use to better manage
sites who use the same ordering permissions

Once created, you can add sites to the group when
you create a site.
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Order Limit

Obsolete Term

Override

Appendix: Glossary

Description

Limit of how much of a product each site can order at
any given time

After you process submitted orders, the system resets
the order limit, and the site can order up to the
maximum of that product again.

Order limits are only utilized with direct ordering and
not with apportionment.

Organization

Team

Collection of one or more sites

Partners can set different default permissions for each
organization, which allows them to segregate the
management of their sites.

As a Partner you can set different default permissions
for each organization, which allows you to segregate
the management of their sites.

Partner order
limit

N/A

Amount of a product each site can order at any given
time. Once submitted orders are processed, the
ordering limit is reset, and the site can order up to the
maximum of that product again.

Order Limits are only utilized with direct ordering and
not with apportionment.

Partner site limit

NA

Number of sites an organization within a partner can
include when processing orders.

The site limits for each partner for a given product can
be set to any value. If not set, the partner can send
product to any number of sites.

Partner
threshold

NA

Limit of how much an organization within a partner can
process of a given product.

Product

NA

A specific product (e.g., water bottles) within a Product
Type (e.g., water).

Product
Category

Therapeutic
Category,
Diagnostic
Category

Group of treatments or solutions (e.g., antiviral,
monoclonal antibody, test kit, or personal protective
equipment)

Product Type

NA

Type of product needed for distribution (e.g., vaccine,
therapeutic, diagnostic, food, or water)
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Term Obsolete Term Description

Product Unit Therapeutic Container for a product type (e.g., courses, vials,
Courses, Vials, | bottles, or box)

or Bottles or
Diagnostic Test
Kit

You can separate ordering and processing by different
units for ease of use and to ensure consistency.

Response Module Event, circumstance, or program that is being (or
preparing to be) responded to (e.g., a COVID-19 or
Monkeypox outbreak, an infant formula shortage, or a
hurricane) to ensure public health

Products are distributed to meet the population needs
of the event, circumstance, or program.

Response Module A specific product made available for a response (e.g.,
Product Paxlovid for COVID-19 or Brand X water bottles for a
hurricane response)

Response NA Combination of a Response and Product Type that
Product Type identifies the type of product needed for a specific
response (incident)

For example, you can create different combinations of
products used for a response (such as, COVID-
19/Vaccine, Monkeypox/Therapeutic, or
Hurricane/Water).

Previous separations for vaccines, therapeutics, and
diagnostics are now reconfigured to use responses
(COVID-19 and Monkeypox) combined with Product
Types (vaccine, therapeutic, and diagnostic). This
allows users, products, rights, and order processing to
be correctly separated for different Response Product
Types, such as COVID-19/Vaccines and
Monkeypox/Vaccines.

Right Permission Permission that allows partners to give users access
to the application menus and features

You customize different rights for each site.
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Term

Site

Obsolete Term

Site

Description

Businesses or association that administers or
distributes response products to patients and
customers

Sites include chain or independent pharmacies and
organizations such as hospitals, clinics, doctors’
offices, or dialysis centers.

Site Limit

N/A

Limit of how many sites each partner can include when
processing orders

The site limit for each partner for a given product can
be set to any value. If not set, the partner can send
product to any number of sites.

Site Program

Site Program

Program created for a site to meet specific distribution
needs (e.g., Food Distribution Centers or Long-Term
Care Pharmacy)

State PINs NA Each Site must be assigned a PIN by their Partner.
This PIN is a combination of the Partner's Grantee
Code and a six-digit value assigned by the Partner.
For example, a state PIN for a Site under the Florida
Partner may be FLA123456.

Stock Inventory Amounts of stock administered for each response

Administered (incident) that required one or more products

Stock on Hand Inventory Amounts of stock on hand for each response (incident)
that requires one or more products

Support Details | Support Contact information to reach a support person for

Information assistance
Threshold NA Limit of how much each partner can process of a given

product

Thresholds can utilize either cyclic (recommended) or
additive types. For off-cycle changes, administrators
can enter top up values.

Partners cannot process orders greater than their
limits and must wait until new limits are added before
processing additional orders. Thresholds can be used
with both direct ordering and apportionment.
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Term Obsolete Term Description

Transfer Inventory Amount of a response product moved to a different
site for each response (incident) that required one or
more products

User Primary Contact | Individual associated with a site, organization, partner,
distributor, or administrator who needs to be able to
sign into and work in Health Partner Ordering Portal
(HPOP).

A user can be—but does not have to be—a contact.

Order Status Descriptions

The status descriptions provide lists and descriptions of the order status types, order types, and
processing types that appear in the application.

Table 4: Order status types and descriptions

Order Status Type Description

Submitted Order is submitted to site for review and processing
Processing Order is processing
Completed Order is completed
Distributed Order is distributed
On-Hold Order is on-hold
Completed orders that cannot be transmitted
Transmitted Order is transmitted
Shipped Order is shipped
Cancelled Order is cancelled
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The type descriptions provide descriptions of the order types that appear in the application.

Table 5: Order types and descriptions

Order Type Description

Internal

Order from an owning partner

External

Order from an external partner

Replacement

Replacement order

Special Event

Order for a special event

Program

Order for a program

Administrator

Order by an Administrator

Open

Open order
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