~
-,

M
/[l

. . %VaccineShop
Quick Guide

VaccineShop

Logging On
From the homepage, simply click the login button and enter your current username and password.
If you’ve forgotten either, simply click the Forgot username or password link.

.

Customer Login New to VaccineShop?

Forgot username or password ? Add a new user to an existing account.

Creating a New Username T

If you’re new to VaccineShop or need fo add a new user to an existing account, you can
do so by clicking the Add a new user link, which is to the right of the login section.

Account Overview

Once logged in, you will land on the Account Overview page. This page represents a snapshot of your
account showing your most recent Order, Invoices, Payments, Credits & Statements. Additionally, you will
find links to expanded historical views of all of those, as well as links fo Reports and more.

You can also click the My Account link in the upper right corner fo navigate to specific sections to manage

your business: \l/
welcome Jennifer Williams My Account Logout
Account Overview My Profile & Preferences
Order History Statements
Make A Payment Payment History
\

» Account Overview: This is the main landing page

» Order History: View your order history and order shipment statuses

* My Profile & Preferences: View and change your account or user settings

* Make a Payment: Pay invoices, or simply view your credits, invoices, and scheduled payments
* Statements: View your historical statements

* Payment History: Review payment history
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Managing Your Account

My Profile & Preferences

In the My Profile & Preferences section of VaccineShop, you can make any necessary
changes to the user, account data, billing, shipping and payment information.

N2
Preferences

User pI'Ofile User Account Billing Payment Influenza

hl on man - £ el

We recommend checking your account information from time to time to ensure all are accurate
and up-to-date.

* User: Your role, email address, and password hint question

» Account: Address, shipping hours, and license information

 Billing: Invoice and statement delivery preferences

* Payment: Review your payment methods, update or change credit cards or checking accounts on file,
and confirm your defaults

 Influenza: Manage your Influenza Vaccine Locator and Recurring Reservation opt-in preferences
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Managing Your Account

Credits & Invoices

Under the My Account link in the upper right corner, navigate to Make A Payment.
Here you will find a comprehensive dashboard to:

1. Review your credits and apply them to an invoice
2. Make payment on an invoice
3. Review your scheduled payments

Home / Make A Payment

Make A Payment
@ XLS PDF

G Credits
If an invoice already has a scheduled payment, you must cancel it before you can apply a credit.
You have no recent credits.

Open invoices

We accept the following cards “==

Invoice Prompt Payment
Payment option Invoice date s
balance amount
dismunr

Pay Now v| CCPYMT A
ay
11/23/2 03/09/2023 03/09/2023 /1 $1,950.34

° Scheduled payments

You have no scheduled payments.
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Ordering Products

There are multiple ways to order products on the website. This guide will show you how to order through
the product catalog. You can find guides covering other ordering methods, including saved orders, on the
online support center.

Product Catalog

Under the Order Products link in the website header, you will find a full product catalog. You can click the
menu tifle to see all items from all categories, or click one of the individual categories to navigate deeper.

2

Order Products .~ Influenza Vaccines Tools & Resources v Repor
All Products Personal Protective VACCINES &
Equipment BIOLOGICS
Diagnostic
-I-'- Pharmaceuticals Wound Care
Exam Room

Sharp Containers
Paper Products

Surgical

Syringes & Needles

Once on the Order Products page, you can use the Filters in the T
owing 1-18 o

left column to refine the listings and find the specific products you —> Browse by Category
are |OOkiI’1g fOI’. \ Vaccines & biologics v Filters applied : Vag

+ Browse by category
- Filter by manufacturer, disease state, age, and more Filter by

HDL 4928154563

Manufacturer ?ﬂt‘!’ﬂophilus
Vﬂn]ugale Vaci
. . . . Tetanus Toxoid Conj
Once you find the items you need, simply use the Units box to () Bavarian Nordic ActHIB®
define how many you need, and click the Add to cart button. () ovnavax
() Glaxosmithkline
Your price Units — O wsP vaccine ActHIB®
2z i Haemophilus b
$XXX.XX @ ‘ 1 @ Company (Tetanus Toxoi
$11.25/package Federal O AR Hib
Excize Tax will be odded %
5 Doses O ofiver i B
Sanofi Pasteur & Details
Add to cart Affiliates
5 Single-Dose
VBI Vaccines 5 Diluent Vials

(Delaware) Inc.
545-03 | Sanofi

Valneva

NOTE: You'll enter the number of boxes or unit you need in the Units i Your price
box. However, you'll see the number of doses directly below the field. L
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Completing an Order

When you are ready to purchase the items you have added, simply click on the Cart icon: -‘;P

On the Cart page, you will be able to review pricing and quantities of all the items you’ve added.

Use the calendar module at the top of the page to

select your Requested delivery date. By default, = —> | Requested delivery date ( 03/15 ..I"2D23> -—
the system will automatically choose the next

possible delivery date. The reque:
change be March 2023 >
unforeseel
Once satisfied, you can click the Proceed to checkout 5 M T w T F =
button to review and finalize your order.
26 2 28 1 2 : -*
Proceed to checkout ur price
F A 7 & 9 10 1
Once on the Checkout page, you will be able to add information or make final checks, such as:
1. Adding a PO, attention line, Checkout o G g =il e
and special instructions
OrEer cottoct Order total: $227.91
2. Checking your totals Preterred contact method Total savings §21%
Order placed by Eotaia
3. Selecting your payment ® IE—— D o it cor
methOd E'rfu“ ” P_hm'e ) By plﬂ:ingTI'his ull\dfr.. \:;.u agree to the
4. Edit cart: This will Tokg you back N ﬁ : ; o N
To The cqrt pGge G”OWIng you TO — f‘;-.:b.c:uid:-.lso':"o woloe due dote S .-I
adjust quantities and items _
. . . ) IF ’ Add mohile number fsm 32 ¥
5. Continue: This will provide - A Tem=———
one final prompt for payment e b
confirmation, completing the email _
order I:. ACCIVUNTS RECEIVAELE 45 .]

Order contact

Billing address Payer address
rmber: Ac

nt number:

S RECEIVABLE

? SAMOFI PLANT 3300 (T4D01383) RY DR BLDG

ANY STREET Bequentc daliwary dote  0S/19/21T5 = 130 130
LOS ANGELES, CaA 90049 SWIFTWATER, PA 18370 SWIFTWATER, FA 18570
Purchase order # Location
[Optiena) subtotal £230.10
VoccineSheppe  -$219

. 4 sovings
0 Attention (Cational) Eocaivan datal N SEEREE

Specicl Isatrectiom (Optional)

Spochal instructions wil dekry
processing

Adacel®

Tetanus Toxoid, Reduced Diphtheria Toxoid and Acellular Pertussis Voccine
Adsorbed

Tdap
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Influenza Vaccine Reservations

Influenza Vaccines Dashboard

When you select Influenza in the header menu, you will be taken to your Influenza Dashboard. Here, you
can manage your current Influenza Vaccine Reservations or create new ones.

1. You will see all active formula years on the left side of the page. If there are 2 formulas available, you will
see reservations under each, and the ability to create a new reservation under each specific year

2. Make payment on an invoice:
a. You will see the Reserve Doses Now link in the left column
b. You will also see a Reserve Doses Now button in the center of the Dashboard

3. If you have any open reservations for a specific year (not yet fully shipped), you can add to that
reservation rather than making a new one.

Home / Influenza Vaccines
ACCOUNTS RECEIVABLE ...(70000001)

Change location

Influenza Vaccines

2022-2023 Formula | Confirmed @

V06735183 @ v

2023-2024 reservations

V06731021 & My shipments

Schedule Shipments

T N T N TN

TBD 18D 20/200

Showing 1 of 1

v

200 of 200

e e Doses TBD
(& waitlist
0 units

£ Recurring
reservations
Enrolled Download shipping info:

Bxs
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My Shipments

Once you select a specific reservation from the left side of the page, your center dashboard will update with

information on shipments within that specific reservation.

1. Select Reservation: Select a reservation in the left column by clicking on the number to open the data in
the main dashboard. You may also have a drop-down for selecting the reservation

2. My Shipments Charts: The data in the middle of the page will populate with shipments specific to that
reservation, including all TBD, scheduled, and shipped

3. Tracking: Information will populate as each shipment is tendered to a carrier

4. Edit Reservation: If you need to make changes to your reservation (add or remove doses), click the
Edit reservation button at the top of the dashboard and step through the screens to submit changes

5. View Details: If you simply need to view info for the existing reservation, but don’t need to adjust, the
View reservation details button will provide you with a thorough overview

Home / Influenza Vaccines

@ ACCOUNTS RECEIVABLE ...(70000001)
Change location

Influenza Vaccines

% - /_‘
2022-2025 reservations Reservation VO6735183 Ean rmmﬁan
4 )

/ 2022-2023 Formula | Confirmed
0 V06735183 & hd I
2023-2024 reservations
.
V06751021 & My shipments e
Schedule Shipments
I T S
TBD TBD 204200 °
” Showing 1 of 1
200 of 200
(T Waitlist Doses TBD
0 units
{7 Recurring
reservations
Enrolled Download shipping info:
B xs

If you have questions, please reach out to our customer service team at
1-800-VACCINE (1-800-822-2463) or click here to email
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