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Internet Access
Since SNS is a Web-based application, you will need reliable Internet
access, preferably with a dedicated connection, to access it.

A modem connection will also work, but will perform more slowly. SNS
does not recommend using modem access over a cellular phone. This
type of connection is expensive and too unreliable to support a Web
application.

Hardware Requirements
The following are minimum hardware requirements for accessing SNS:

• Pentium 100 MHz computer (500 MHz or higher recommended).

• 32 MB RAM (64 MB or higher recommended).

• 500 MB free disk space.

• Screen display set at a minimum of 800 x 600 resolution and 256
colors.

• Mouse.

Software Requirements

• Internet Browser software:

• Microsoft® Internet Explorer, version 5.0 or higher, is strongly recom-
mended. Internet Explorer version 4.0 will work, provided it is
equipped with all security upgrades.

• Windows® 95 and all subsequent Windows® versions.

• Adobe Reader® version 6.

• For networked computers, port 443 of the network firewall must be
open for outgoing HTTPS (secure HTTP). To verify, try typing the SNS
Web address on your Internet browser: https://www.dhfswir.org/. If you
are unable to access the site, contact your network administrator.
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Accessing the SNS Web Site
To access the SNS Web site, do the following:

1. Open your Internet browser. To open your browser, locate the browser
icon on your computer’s desktop (screen with program icons). Once
you have located the Microsoft® Internet Explorer icon, double-click it
with your left mouse button.

2. Click File and choose Open. If you are unable to see your browser’s
menu bar, you may have it set to Full Screen view. To switch this view,
press F11 on your keyboard. This key toggles the Full Screen view on
and off.

3. Type in the full SNS address: https://www.dhfswir.org/. Press . If
you do not reach the SNS security/certificate warnings or the SNS
Login screen after correctly typing in this address, port 43 of your
network’s firewall may be closed. Contact your network administrator
to open this port for outgoing HTTPS, which is secure HTTP.

4. You may receive one or more security/certificate warnings before the
browser will open the site. Accept any warnings regarding secure
connections or security certificates. Internet Explorer gives you the
option of turning off these warnings for future use.

5. At the SNS login screen, enter your organization code, username, and
password. The information on this screen is case sensitive; enter the
information exactly as you received it.
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6. Press the  button.

7. The SNS home page will now display.

Login Menu Items
At the top of both the login and post-login pages, three menu items ap-
pear: Home, Forms, and Related Links. By hovering the cursor over one
of these menu items, you may access a drop-down menu. To select an
item from the drop-down menu, simply click the desired item.

Accessing the Post-Login Page from SNS
Once in SNS, you may access the post-login page to switch organizations
or to manage users or your account. To do this, simply click the Manage
Access/Account menu option at the top of the screen in SNS. The post-
login page will display.

Exiting SNS
SNS may be exited from any screen within the application by pressing the
Logout menu option at the top of the screen. Once you logout, you will be
returned to the SNS login page. You may minimize your browser at this
point by pressing  in the upper right corner of your computer screen.

The information on the
login screen is case-
sensitive; in other
words, you need to
enter the data in upper-
and/or lowercase,
exactly how you
received it.
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If you wish to close your browser completely, you may either press  in
the upper right hand corner of your computer screen, or you may click on
File and then Close on the browser’s menu bar. If you do not see the
menu bar, your browser may be in Full Screen view; press F11 on your
keyboard.

Time Outs in SNS
For security reasons, your session with SNS will time out after one hour of
inactivity. A message to that effect will be displayed briefly and then the
login screen will be displayed. To continue to use SNS, you will need to log
in again.
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Creating Favorites and Shortcuts
To access SNS quickly, we recommend you set up a shortcut icon for
SNS, set SNS as a favorite (also known as a bookmark), or set SNS as
your browser’s home page.

Adding SNS to Favorites:
1. Click File and choose Open.
2. Type in the SNS Web address, https://www.dhfswir.org/. Press .
3. Accept any security or certificate warnings.
4. Once at the login screen, prior to entering any information, click on

Favorites on your browser’s menu bar or press the  button.

5. Click Add to Favorites and press .
6. The Strategic National Stockpile should now appear on your browser’s

list of favorite sites.

Creating a SNS Shortcut on Your Desktop:
Once you add SNS as a favorite, you may copy it as a shortcut to your
computer’s desktop. Once the shortcut is created, simply double-click on
it to open your browser to the SNS login screen. To create a SNS shortcut:

1. Click Favorites and right-click on the Strategic National Stockpile
favorite.

2. Click Send To and then Desktop (create shortcut).
3. Press .
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If there is no Desktop option under the Send To pop-up menu, do the
following:

1. After right-clicking on the Strategic National Stockpile favorite, choose
Copy.

2. Minimize the Internet Explorer screen.
3. Choose an open area on your desktop and right-click.
4. Choose Paste Shortcut.

Alternately, you may set a shortcut by doing the following:

1. At the SNS login screen, before entering any data, choose File from
the menu bar.

2. Click Send and Shortcut to Desktop.

Setting SNS as Your Browser’s Home Page:
1. At the SNS login screen, before entering any data, choose Tools from

the menu bar.
2. Click Internet Options.

3. In the Internet Options box, click the General tab.
4. On the Home Page section of the box, press .
5. Press .
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Optimizing Browser Performance
Unless instructed to do otherwise, your browser will automatically save a
copy of each new Web page you visit to your computer’s hard drive. Over
time, these saved files can slow down your browser’s performance. To
avoid this problem, you may set your browser to automatically delete the
temporary Internet files each time the browser is closed.

Deleting Temporary Internet Files (Internet Explorer 5.0)
To automatically delete all temporary Internet Files each time Internet
Explorer is closed, follow these steps:

1. Click Tools on your browser’s menu bar.
2. Choose Internet Options.
3. Click the Advanced tab.

4. Scroll down the list until you see the Security heading.
5. Put a check mark next to the command, “Empty Temporary Internet

Files folder when browser is closed.”
6. Press .
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Deleting Temporary Internet Files (Internet Explorer 4.0)
1. Click View on your browser’s menu bar.
2. Choose Internet Options.
3. Click the Advanced tab.
4. Scroll down the list until you see the Security heading.
5. Put a check mark next to the command, “Delete saved pages when

browser is closed.”
6. Press .

Operating in Full-Screen Mode (Internet Explorer)
To view most elements of SNS with a minimal amount of scrolling, set
your browser to full screen mode by pressing F11 on your keyboard. This
mode gives you minimal browser commands and maximum viewing area
for SNS screens. To return to normal screen mode, press F11 again.

Running Reports with Adobe Reader®

SNS uses Adobe Reader® 6.0 to display reports in portable document file
(PDF) format. This format allows you to print reports exactly as they
appear online.

Running Adobe Reader® Files
The first time a report is displayed using Adobe Reader®, a window may
appear asking whether you want to run the file or save the file to disk.
Choose “Run the file” and “Do not display this message again.”

If you try to print a report in Adobe Reader® and find that some of the text
is illegible, choose Edit, Preferences, and Smoothing. In the Smoothing
dialog box, make sure the “Smooth text” and “Smooth images” boxes are
checked.

Problems Running Reports in Adobe Reader®

If, while using Adobe Reader® 6.0, you get a small icon resembling a
segmented cube and the report does not display, Adobe Reader® needs to
be opened in a separate window. To do this, follow these steps:

1. Press the  button on the lower left corner of your computer
screen.

2. Click Programs.
3. Click Adobe Reader® 6.0.
5. On the Adobe Reader® menu bar, click Edit.
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6. Choose Preferences.
7. Choose Internet.
8. Under Web Browser Options, uncheck Display PDF in Browser.
9. Press .

Try running your report again. If you continue to have problems, contact
the WIR/SNS Help Desk at (608) 266-9691.

File Transfer Protocol Server Access
When running reports and data downloads, SNS queries a File Transfer
Protocol (FTP) server to ready the file. If your network has blocked FTP
access for any reason or if FTP wasn’t installed with your browser, you
will be unable to run reports or download data. Contact your information
systems (IS) staff if you suspect your FTP access is blocked.

Efficient Screen Navigation
Microsoft® Windows® often allows users several ways to accomplish
certain tasks. Because SNS runs under Windows®, it also allows users to
use these methods to enter data. Learning the shortcuts in this section will
help you increase your efficiency when entering data in SNS, particularly
by reducing the number of times you will need to switch from keyboard to
mouse. These shortcuts will work in almost all Microsoft® software, not
just Internet Explorer.

Keyboard Shortcuts in SNS
The following keyboard shortcuts may save entry time in SNS.

Deleting data: When a field or a portion of a field is highlighted, typing
something deletes the highlighted information and
replaces it with the characters you typed. If you hit the
Delete or Backspace key, the highlighted information is
deleted. To place the cursor in a specific position within
highlighted text, position the cursor where you want it
and click the left mouse button once.

Tab: The Tab key advances the cursor to the next field.
Internet Explorer moves through the fields in the order
specified by the Web page. When the cursor reaches
the last field, it advances back to the first field on the
screen when Tab is pressed.
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Shift+Tab: Holding down the Shift key and pressing the Tab key will
bring the cursor back to the previous field. In Internet
Explorer, the cursor will go back to the previous field
defined by the Web page.

Enter: In most cases, the Enter key will complete entry of
information on the current screen. Most screens have a
default button that is activated when the Enter key is
pressed —  this button could be called Save, Submit,
OK, etc.

 (Left Arrow): The left arrow moves the cursor one character to the
left.

 (Right Arrow): The right arrow moves the cursor one character to the
right.

Ctrl+ : Holding down the Ctrl key and pressing the left arrow
key moves the cursor one word to the left.

Ctrl+ : Holding down the Ctrl key and pressing the right arrow
key moves the cursor one word to the right.

Ctrl+A: Holding down the Ctrl key and pressing the A key will
select all the text in the current field.

Ctrl+C: Holding down the Ctrl key and pressing the C key will
copy all highlighted text in the current field to the clip-
board without changing the highlighted field.

Ctrl+V: Holding down the Ctrl key and pressing the V key will
insert (“paste”) the contents of the clipboard at the
current cursor position.

Ctrl+X: Holding down the Ctrl key and pressing the X key will
cut all highlighted text from the current field and place it
on the clipboard.

Delete: This key deletes the character to the right of the cursor.
If the field is highlighted, all highlighted text is deleted.

Backspace: Backspace deletes the character to the left of the
cursor. If the field is highlighted, all highlighted text is
deleted.
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Home: The Home key positions the cursor to the left of the first
character in the field.

End: The End key positions the cursor to the right of the last
character in the field.

Shift: Using the Shift key in conjunction with any key affecting
cursor position will highlight all characters in the field
between the starting cursor position and the ending
cursor position. For example, if the cursor is at the end
of a field and Shift+Home is typed, the cursor is reposi-
tioned to the left of the beginning of the field and the
entire field is highlighted.

Ctrl: Using the Ctrl key in conjunction with any key affecting
cursor position will move the cursor all the way to either
end of the field, or the next space in the indicated
direction. Using the Ctrl and Shift keys simultaneously
not only moves the cursor, but also highlights all text in
the field between the starting cursor position and the
ending cursor position.

Space: When the cursor is at a check box, the Space bar
toggles the check mark on and off.

Mouse Shortcuts in SNS
Unless otherwise specified, mouse clicks refer to the left mouse button.
Internet Explorer automatically positions the cursor in the field specified by
the Web page. To position the cursor, click the mouse in the desired field.

Clicking in a field: Clicking in a field will place the cursor in that position.

Double-clicking in a field: When a field contains one character string with
no spaces, you may highlight the entire field by double clicking anywhere
in the field. If the field contains words separated by spaces, double clicking
highlights only the word at which the cursor is pointing.

Triple clicking in a field: When a field contains words separated by
spaces, the entire field may be highlighted by triple clicking anywhere in
the field.
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Dragging the mouse: To highlight a field, hold down the left mouse button
within a field and drag the mouse across the field.

Right clicking in a field: When you right click in a field, SNS displays a pop-
up menu with various options. If any items are grayed out, there is either
no text currently selected or no text is currently on the clipboard. The pop-
up menu options are as follows:

Undo: Undo reverses your last action. Undo may be repeated
several times.

Cut: Cut deletes all highlighted text in the current field and
places it on the clipboard.

Copy: Copy duplicates all highlighted text in the current field on to
the clipboard without changing the highlighted field.

Paste: Paste inserts the contents of the clipboard into the current
field.

Delete: Delete removes the highlighted text without placing it on
the clipboard.

Select All: Select All highlights all text in the current field.
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The home page of the SNS Web site opens after you have provided a
valid organization code, username, and password. The home page of
SNS is divided into several sections. Refer to the Accessing SNS chapter
of this manual for information on accessing the SNS Web site.

Menu Bar
At the top of the screen toward the right side, you have several menu
options. These menu options will appear on every screen within SNS. The
options available are the following:

1. Home: Clicking this menu option will return you to the SNS home page
from anywhere in the registry.

2. Manage Access/Account: Clicking this menu option will bring you to
the post-login page, where you may switch organizations, manage
your account, or manage access to other accounts. Refer to the
Managing Users and Organizations and Managing My Account chap-
ters of this manual for more information on these functions.

3. Logout: Clicking on the Logout menu option will log you out of your
current SNS session and return you to the Login screen. You may
logout from any screen within SNS.

4. Help Desk: Clicking on the Help Desk menu option will give you a
screen with contact information for the WIR/SNS Help Desk.
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5. Training: Clicking on this menu option will display any assigned training
courses on the post-login page.

6. Online Help: Clicking on the light bulb in the right corner of the screen
brings up page-specific help. Refer to Appendix 1 of this manual for
more information on online help.

Directly below the menu bar is a row of information highlighted in a differ-
ent color. This row contains your organization’s name, your first and last
name, and your role within the organization. If any of this information is
incorrect, contact your organization administrator.

Menu Panel
The menu panel is blue shaded and appears on the left of all screens
within SNS.

Menu Selections
The menu panel contains links —  options that, when clicked, take you to
the functions of the SNS Web site. These links, which include functions
under Inventory, Prophylaxis, Clients, Maintenance, and others, are used
to navigate the SNS Web site. Your role will determine your access to
these functions.

Announcements
The right portion of the home page, which has a white background, con-
tains recent information on enhancements and maintenance relating to
SNS. Recent announcements that have not been viewed will have “New”
highlighted in yellow alongside them. Once you have viewed the an-
nouncement and returned to the home page, the flag will disappear. To
view a full announcement, do the following:

1. Click the underlined announcement title.
2. The SNS Announcement screen will display, giving full details and the

posting date of the selected title.
3. Click the Return to Main Page link to return to the home page.

Release Notes
Release Notes are found under the Announcements section of the home
page. This section contains information regarding new releases of SNS
and features included in the releases. Release notes may be viewed in the
same manner as announcements.
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Inventory Alerts
The inventory alerts section will appear on the SNS home page for users
with SNS Administrator and SNS Inventory Control levels of access.

The inventory alerts section of the home page consists of three tables.
The top table, Inventory Order/Transfer Notification, lists the status of
recent or open orders and transfers. The middle table, Active Inventory
That is Going to Expire, lists inventory at each site that will expire within 60
days. The bottom table lists, by site, inventory that is nearly depleted.



In this chapter:
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Editing Organizations

Managing
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The Manage Access function allows users with administrator rights to add
and update information on users and organizations for which the adminis-
trator has access.

Other user roles are able to update only their own user information using
the Manage My Account function. See the Managing My Account chapter of
this manual for more information on this function.

User Roles
SNS is set up to accommodate various user types. Each user has ac-
cess to certain features on the site based on the role assigned to him or
her. The roles, or levels of access, for SNS are hierarchical and as fol-
lows:

1. SNS Administrator: This is the main contact for SNS within the health
care organization. This role allows the user to manage inventory,
administer prophylaxis, and update key maintenance tables.

2. SNS Inventory Control: The SNS inventory control user is respon-
sible for managing the organization’s product inventory. This role
allows the user to manage inventory and administer prophylaxis.

3. SNS Typical User: The SNS typical user has access to clients, but
not to inventory. This role allows users to administer prophylaxis.

Adding Users
To add a user to SNS, follow these steps:

1. Access the post-login page by logging in to SNS or by clicking the
Manage Access/Account menu option at the top of the SNS screen.

2. Click Add User under the Manage Access section of the menu panel.

Required fields are
shown in blue type. For
example, when enter-
ing information on the
Add User screen, the
user’s first and last
name are required;
thus they are shown in
blue type. Input fields
not shown in blue are
optional.
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3. Enter the following required information for the user:

• First name, last name, and middle initial (optional).

• Username. The username should be a minimum of four characters
in length and may include mixed-case letters and numbers.

• Password. The password should be a minimum of four characters
in length and may include mixed-case letters and numbers.

4. Enter additional information if desired, such as the user’s postal and e-
mail addresses and telephone number.

5. Press .

6. Once a user is successfully saved in the database, “User Added” will
appear at the top of the Edit User screen.

Modifying Access
After adding a user, you will need to complete the Modify Access screen
for the user; the user will not have access to SNS until you complete this
step. To give a user access, follow these steps:

1. At the Edit User screen, click the Modify Access tab.

When choosing user
names, be as specific
as possible. This will
avoid confusion as
users are added over
time.

The username and
password fields are
generally entered with
lowercase letters.
However, if they are
entered in mixed case
(upper- and lower-
case), be sure to enter
them the same way on
the SNS login screen.

Since there is no
password verification
on the Add User
screen, enter this
information carefully.
Once the Save button
is pressed, there is no
way for an organization
administrator to look
up the password. If the
password was entered
incorrectly or the user
forgets the password,
the organization
administrator may go
into the Edit User
function and reset the
password.
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2. Select the Application, Organization Type, Organization, and Role the
user will have using the pick lists provided.

3. Press  to add the information entered for this user..

4. Enter access to other organizations/applications by completing steps
2 and 3 again for this user.

5. Press  when finished entering access information for this user..

Adding Multiple Users
Administrators also have the option of adding multiple users at once to an
application and organization. To add multiple users with roles other than
administrator, follow these steps:

1. Access the post-login page by logging in to SNS or by clicking the
Manage Access/Account menu option at the top of the SNS screen.

2. Click Add Multiple Users under the Manage Access section of the
menu panel.

3. At the Add Users screen, select the Organization Type, Organization,
and Application from the pick lists provided for the user being added.
Then enter the last name, first name, username, password, and role
for the user.

4. Press .

5. Follow steps 3 and 4 for each additional user.

6. When finished saving the last user, press  to return to the post-
login page.

When entering Organi-
zation Type on the
Modify Access screen,
keep in mind that
Organization Type can
either be a specific
kind of organization
such as a public or
private organization, or
it can be the name of
the parent organiza-
tion, such as Aurora,
which has several
sites or child organiza-
tions. If a parent
organization is chosen,
you will be able to
enter a specific site or
sites to which the user
will have access in the
Organization pick list.
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Finding/Viewing Users
SNS allows administrators to search for users using first and last names,
or to create a list of all users by organization and application. To search for
users within your organization, follow these steps:

1. Access the post-login page by logging in to SNS or by clicking the
Manage Access/Account menu option at the top of the SNS screen.

2. Click Edit User under the Manage Access section of the menu panel.

3. At the Edit User-Search screen, select the appropriate Application,
Organization Type, and Organization from the pick lists provided.
Check the box under Status that indicates whether the user is Active,
Disabled, or Terminated. Then enter the last  and first name of the
user for whom you are searching, or leave both fields blank to bring up
a complete list of users matching the search criteria.

4. Press .

5. All names matching the search criteria will be listed under the Search
Results portion of the screen. To display the Edit User screen for a
specific user, click on the user’s underlined last name.

Maintaining Users
The edit user function allows you to change any previously entered infor-
mation about a user, including the initial password and status. To edit user
information, follow these steps:

To find a specific user,
enter at least one
character for either the
first or last name. To
display a list of all
users within the
parameters entered,
leave both the first and
last name fields blank.
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1. Find the user whose information needs updating by following the steps
outlined in the Finding/Viewing Users section of this chapter.

2. At the Edit User screen, update the information found on the screen.
To reset a user’s password, enter a new password and confirm the
new password on this screen. To change a user’s status, click on the
appropriate status to indicate that the user is active, disabled, or
terminated.

3. Press  when you are finished updating the user’s information.

4. Once a user is successfully saved in the database, “User Updated”
will appear at the top of the Edit User screen.

5. To modify the access of the user, click on the Modify Access tab.

6. To add access to additional applications/organizations, follow steps 2-
5 under the Modifying Access section of this chapter.

7. To edit current access, check the Select box for the access to be
edited. Press .

8. Update the user’s role and/or status for the selected access and
press .

9. Press  when finished making access changes.
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Viewing Provider Organizations
SNS allows users with an administrator role to view a list of provider
organizations/sites within the database. To view the listing, follow these
steps:

1. Access the post-login page by logging in to SNS or by clicking the
Manage Access/Account menu option at the top of the SNS screen.

2. Click List Organizations under the Manage Access section of the
menu panel.

3. If desired, select an organization type from the pick list provided and
click to indicate organizations that are active, inactive, or both to
narrow the list. You may also select an underlined letter under Index to
view those organizations beginning with the letter selected.

Editing Organizations
Users may also edit organization information for the organizations/sites for
which they have administrator access. To edit this information, follow
these steps:

1. Access the post-login page by logging in to SNS or by clicking the
Manage Access/Account menu option at the top of the SNS screen.

2. Click Edit Organization under the Manage Access section of the
menu panel.

3. Select the organization/site you wish to edit by clicking on the under-
lined organization/site name. The organization with an asterisk before
the name indicates the parent organization and will only display if the
administrator has access to it.
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4. Enter the updated organization name, county, address information,
contact information, or telephone number. The Org ID, Org Classifica-
tion, Type, Short Name, and Medicaid ID can only be updated by
contacting the SNS/WIR Helpdesk.

5. Press . The message “Organization Updated” will appear at the
top of the screen. Any information that is updated is also updated for
related sites so that the information stays in sync.



In this chapter:

Changing Passwords
Editing User Information

Managing My
Account
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SNS allows all users to manage their own user information and change
their own password.

Changing Passwords
To change your own password for SNS, follow these steps:

1. Access the post-login page by logging in to SNS or by clicking the
Manage Access/Account menu option at the top of the SNS screen.

2. Click Change My Password under the Manage My Account section of
the menu panel.

3. Enter a new password with a minimum length of four alphanumeric
characters.

4. Re-enter the new password in the Confirm New Password field.

5. Press . The message “Password Updated” appears in red at the
top of the screen.



Managing My Account Wisconsin Strategic National Stockpile  6.3

The first and last name
fields on the Edit User
screen are required
fields. If you are a user
with the role of admin-
istrator, the e-mail,
street address, and
telephone number
fields are also re-
quired; you may edit
these fields, but do not
remove the information
from them.

Editing User Information
1. Access the post-login page by logging in to SNS or by clicking the

Manage Access/Account menu option at the top of the SNS screen.

2. Click Edit My User Account under the Manage My Account section of
the menu panel.

3. Edit your first or last name in the appropriate fields. You may also enter
or edit your middle initial, e-mail address, postal address, or telephone
number information in the appropriate fields.

4. Press . If changes were made, the message “User Updated”
appears on the screen.





In this chapter:

Assigning Training
Training Status
Accessing Training Courses

Managing
Training
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Administrative users are able to assign online SNS training to users within
their organization. These training classes are accessed by the users
through the My Training link on the post-login page. For more information
on accessing assigned training courses, refer to Accessing Training
Courses in this chapter.

Assigning Training
Administrative users in SNS may assign online training by role; in other
words, the training courses available to a given user will depend on his or
her role(s) in SNS.

To assign a training, follow these steps:

1. Access the post-login page by logging in to SNS or by clicking the
Manage Access/Account menu option at the top of an SNS screen.

2. Click Assign Training under the Manage Training section of the menu
panel.

3. Select an application (WIR or SNS) from the pick list, if applicable. If
you have access to only one application, only that application name
will display.

4. Select an organization from the pick list, if applicable. If you have
access to only one organization, only that organization will display.

The list of available
users on the Assign
Training screen in-
cludes only those
active users within the
application, organiza-
tion, and user role
specified. Inactive and
terminated users will
not appear on the list,
nor will users who
already have a training
assigned to them.

The user message
entered on the Assign
Training screen will
appear at the top of the
selected users’ My
Training screen.
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5. Select a user role from the pick list. The user role selected will deter-
mine the list of available users and the type of training assigned.

6. Highlight a name in the “Available Users” box and press  to
include the selected user in the training group. The name selected
should now appear in the “Selected Users” box. To add all available
users to the training group, simply press . To remove a se-
lected user, highlight the name and press , or simply press

 to remove all names from the training group.
7. Enter a message in the “User Message” box, if desired. The user

message is limited to 500 characters in length.

8. Press . The message “Training Assigned” appears in red at the
top of the screen.

Training Status
Administrators may view the status of assigned SNS online training for
users within their organization by using the Training Status link.

To view training status, follow these steps:

1. Access the post-login page by logging in to SNS or by clicking the
Manage Access/Account menu option at the top of an SNS screen.

2. Click Training Status under the Manage Training section of the menu
panel.

3. Select an application (WIR or SNS) from the pick list, if applicable. If
you have access to only one application, that application name will
display as text.
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4. Select an organization from the pick list, if applicable. If you are as-
signed to only one organization, that organization will display as text.

5. Select a user role from the pick list provided.

6. Select either “Not Complete” or “Complete” by clicking the appropriate
radio button. “Not Complete” will display all users who have not yet
completed their assigned training for the selected user role; “Com-
plete” will display all users who have completed their assigned training
for the selected user role.

7. To cancel an assigned training for a user, click the checkbox under the
“Select” column for that user. Press . The Training
Status screen will refresh, with the selected user removed from the
list.

Viewing User Training Status
To view an individual user’s training status, follow these steps:

1. Click the underlined user name in the “User” column on the Training
Status screen.

2. In the event that you need to mark a course as complete, click the
checkbox next to any assigned training courses that have been com-
pleted on the User Training Status screen. Press .

3. Press  to return to the Training Status page.
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When a user has
completed a training
topic, the topic link will
remain on the user’s
My Training screen, so
that it may be viewed
again, if desired. If you
view a topic again, be
sure to complete it;
otherwise, a status of
“In Progress” will
display on the
administrator’s Train-
ing Status screen.

Accessing Training Courses
Users who have been assigned training courses by an administrator in
their organization may access those courses by following these steps:

1. Click the Training menu option at the top of the SNS screen. Or,
access the post-login page by logging in to SNS and clicking My
Training from the Manage My Account section of the menu panel.

2. Click the underlined topic to begin the training. When you have com-
pleted the topic, the “Status” column on your My Training screen will
show “Complete” and the date the topic was completed will appear in
the last column. If you cancel a topic before completing it, the Status
column will read “In Progress.”

In order for your
training to show as
“Complete” to your
administrator, you
must complete all
training topics.





In this chapter:

Use of Pick Lists in SNS
Managing Physicians
Managing Sites
Managing Clinicians
Managing Events
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The Maintenance section on the menu panel allows users with administra-
tor rights to add and update information on users, schools, physicians,
clinic sites, clinicians, and events.

Use of Pick Lists in SNS
When entering information in SNS, you will use pick lists for many fields.
SNS uses pick lists —  fields that contain a list of options from which you
may choose —  rather than free-text fields for certain input data. The
advantages of pick lists over free-text fields include:

• Ease of use. Pick lists allow users to quickly fill in a data field without
typing in the information.

• Health Level 7 (HL7) compliant. HL7 is a method of categorizing data
so that it is uniform across all health reporting systems. This standard-
ization allows providers using different systems to transfer data easily.

• Uniformity of entered data. By choosing information from a pick list,
users do not risk entering conflicting information that could decrease
the accuracy of SNS reports. For example, one user using a free-text
field might enter a county name using an abbreviation, while another
user might spell out the entire name.

• Confidentiality. By using standard pick lists, SNS avoids confidentiality
issues associated with the typing of free text that could be construed
as medical record information.

Managing Physicians
Administrators use the Add Physician/Edit Physician screens to enter new
and update existing primary care providers. Health care organizations or
clinic names may also be entered in the Add Physician screen. Physicians
or health care organizations entered on this screen will be available for
selection as primary care providers from a pick list on the Manage Client
screen. Reports may then be generated from this data.

Adding Physicians
1. Click Manage Physicians under the Maintenance section of the

menu panel.
2. On the Manage Physicians screen, press .
3. At the Add Physician box, fill in the required field, Last Name, plus any

additional information you wish to supply about the physician. The
Prefix/Title field, for example, could be filled with “Dr.” and the Suffix
field would then be “M.D.” To add a clinic name, type the site name in
the Last Name field and the location in the First Name field.

Required fields are
shown in blue type.
For example, when
entering information
on the Add Physician
screen, only the
physician’s last name
is required; thus it is
shown in blue type. All
other input fields on
this screen are
optional.
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4. Press .
5. Once the physician is successfully saved, “Physician Added” will

appear in the upper right corner of the Edit Physician box.
6. Press  twice to return to the Manage Physicians screen.

Editing Physician Information
1. Click Manage Physicians under the Maintenance section of the

menu panel.
2. On the Manage Physicians screen, choose the physician whose

information you would like to edit from the Physician Name pick list at
the top of the screen, or click the physician’s name in the Physician
Listing at the bottom of the screen.

3. Add or change information in the Edit Physician box.
4. Press .
5. Once your changes are successfully saved, “Physician Updated” will

appear in the upper right corner of the Edit Physician box.
6. Press  twice to return to the Manage Physicians screen.
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Deleting Physicians
1. Click Manage Physicians under the Maintenance section of the

menu panel.
2. On the Manage Physicians screen, choose the physician whose

information you would like to delete from the Physician Name pick list
at the top of the screen, or click the physician’s name in the Physician
Listing at the bottom of the screen.

3. In the Edit Physician box, press .
4. A box will open asking if you want to delete this physician. Press .
5. Once your changes are successfully saved, “Physician Deleted” will

appear in the upper right corner of the Manage Physicians screen.

Listing All Physicians
A list of all physicians entered into an organization’s database may be
viewed by pressing  on the Select a Physician to Edit screen.

Printing All Physicians
To print out a list of all the primary care providers in your organization’s
database, follow these steps:

1. Click Manage Physicians under Maintenance in the menu panel.
2. Press  in the Select a Physician to Edit box.

3. Do either of the following:

• Choose File, then Print, from your browser’s menu bar. In the Print
dialog box, press .

• Press the printer icon on your browser’s toolbar.
4. If your printout is cut off, try setting your printer to landscape. To do

this:

• Choose File, then Print, from your browser’s menu bar.

• In the Print dialog box, press .

• In the Properties box, find the section where you may specify
orientation. Choose landscape.

• Press .

• Press  in the Print dialog box.
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Managing Sites
Administrators use the Manage Site screens to add new or update existing
sites that provide prophylaxis within their organizations. Once a site is
added to SNS, it is available from several pick lists used for prophylaxis
recording and reporting.

Adding Sites
1. Click Manage Sites under the Maintenance section of the menu

panel.
2. On the Manage Sites screen, press .

3. Fill in the following information:

• Within the Add Site screen, enter the site name into the required
field.

• Indicate whether the site maintains its own product inventory or
whether it draws inventory from another source by clicking the Yes
or No radio button under Has Inventory. If the site draws inventory
from another source, choose the source from the Draw Inv From
pick list. All sites with inventory must be created prior to setting a
site that draws from another.

• Complete any additional information you wish to supply on the site.
4. Press .
5. Once your site has been successfully saved, “Site Added” will appear

in the upper right corner of the Edit Site box.
6. Press  twice to return to the Manage Sites screen.

Required fields are
shown in blue type. For
example, when enter-
ing information on the
Add Site screen the
Site Name is required;
thus it is shown in blue
type. Input fields not
shown in blue are
optional.

When inventory is
drawn from another
site, the source site
must be selected
from a pick list.
Therefore, you will
need to create all sites
that maintain inventory
prior to adding sites
that draw from those
inventories.

It is important to tie
sites that draw inven-
tory to their inventory
sources. This way, the
registry will be able to
keep an accurate
count of all products.

Sites that draw inven-
tory from another site
are shown indented on
site pick lists in SNS.
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Editing Site Information
1. Click Manage Sites under the Maintenance section of the menu

panel.
2. On the Manage Sites screen, choose the site whose information you

would like to edit from the Site Name pick list at the top of the screen,
or click the site name in the Site Listing at the bottom of the screen.

3. Add or change information on the Add Site box.
4. Press .
5. Once your site has been successfully saved, “Site Updated” will

appear in the upper right corner of the Edit Site box.
6. Press  twice to return to the Manage Sites screen.

Deleting Sites
1. Click Manage Sites under the Maintenance section of the menu

panel.
2. On the Manage Sites screen, choose the site whose information you

would like to delete from the Site Name pick list at the top of the
screen, or click on the site name in the Site Listing at the bottom of the
screen.

3. In the Add Site box, press .
4. A box will open asking if you want to delete this site. Press .
5. SNS will return to the Manage Sites screen and the message “Site

deleted” will appear at the upper right corner of the screen.

Listing All Sites
A list of all sites entered into an organization’s database may be viewed by
choosing  on the Manage Sites screen. This table lists the name of
the site, the contact name and telephone number for the site, and whether
the site has its own inventory or draws from another site.

Printing All Sites
To print out a list of all sites in your organization, follow these steps:

1. Click Manage Sites under Maintenance on the menu panel.

2.   Press  in the Select a Site to Edit box.

3. Do either of the following:

• Choose File, then Print, from your browser’s menu bar. In the Print
dialog box, press .

• Press the printer icon on your browser’s toolbar.
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4. If your printout is cut off, try setting your printer to landscape. To do
this:

• Choose File, then Print, from your browser’s menu bar.

• In the Print dialog box, press .

• In the Properties box, find the section where you may specify
orientation. Choose landscape.

• Press .

• Press  in the Print dialog box.

Managing Clinicians
Clinicians are the individuals within the organization who administer and/or
approve the administration of prophylaxis. A clinician may be associated
with one or more clinic sites. The organization administrator will use the
Manage Clinicians function to enter new and update existing clinicians
within the organization. Clinicians added to the registry through this func-
tion will be available from pick lists used for recording
prophylaxis.

Adding Clinicians
1. Click Manage Clinicians under the Maintenance section of the menu

panel.
2. Press .

When entering clini-
cian site information on
the Add Clinician
screen, you may move
the sites in the field in
the middle of the
screen from left to right
simply by double-
clicking them.

Required fields are
shown in blue type. For
example, when enter-
ing information on the
Managing Clinicians
screen the Last Name
field is required; thus it
is shown in blue type.
Input fields not shown
in blue are optional.
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3. At the Add Clinician Information screen, choose a role for the clinician.
Definitions of these roles are as follows:
Clinician: The clinician is the person who administers the
prophylaxis.
Ordering Authority: In a public health department, the ordering
authority is the medical director. In private practice, the ordering
authority is the client’s pediatrician or primary care physician.
Ordering Authority/Clinician: Select this option if the person both
authorizes and administers prophylaxis, such as a pediatrician.

4. Fill in the required field, Last Name, and any other fields you wish to
complete. The Prefix field, for example, might be filled with “Dr.” and
the Suffix field would then be “M.D.”

5. In the Complete Site Listing field at the bottom of the screen, highlight
a site with which the clinician will be associated and press . Do
this for each site at which the clinician may practice. If the clinician is
associated with all the sites in the Complete Site Listing, press

.
6. Press .
7. After the clinician is successfully saved, the message “Inserted clini-

cian: <last name>, <first name>” will appear at the bottom of the
screen.

8. Press  to return to the Manage Clinicians screen.

Editing Clinician Information

1. Click Manage Clinicians under the Maintenance section of the menu
panel.

2. Press , or choose a health care site from the Site List
and click on the appropriate clinician name on the table at the bottom
of the Manage Clinicians screen. If you choose this latter option, skip
to Step 4.

3. At the Clinician Search screen, enter the last and first names of the
clinician and press  to bring up his or her information. Then click
on his or her last name in the Search Results table, or leave both
fields blank and press  to bring up a list of clinicians within the
organization. You may then click on the last name of the clinician
within the Search Results table to bring up his or her information.
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4. Make the desired changes or updates to the clinician’s information.

5. Press .

6. Once the clinician’s information is successfully updated, the message
“Updated clinician: <last name>, <first name>” will appear at the
bottom of the screen.

7. To return to the Manage Clinicians screen, press .

Deleting Clinicians
1. Click Manage Clinicians under the Maintenance section of the menu

panel.
2. On the Manage Clinicians screen, choose a health care site from the

Site List.
3. Press , or click on the appropriate clinician name in the

table at the bottom of the Manage Clinicians screen. If you choose this
latter option, skip to Step 5.

4. At the Clinician Search screen, enter the first and last name of the
clinician and press  to bring up his or her information. Then click
on his or her last name in the Search Results table, or leave both
fields blank and press  to bring up a list of clinicians within the
organization. You may then click on the last name of the clinician
within the Search Results table to bring up his or her information.

5. At the Edit Clinician Information screen, press .
6. A box will open asking if you want to delete this clinician. Press .
7. SNS will return you to the Manage Clinicians screen.

Listing All Clinicians
1. Click Manage Clinicians under the Maintenance section of the menu

panel.
2. On the Manage Clinicians screen, press .
3. The Clinician Listing screen will open, showing all available clinicians,

their site association(s), and their role(s).
4. Press  to return to the Manage Clinicians screen.

Printing All Clinicians
To print out a list of all the clinicians in your organization’s database, follow
these steps:

1. Click Manage Clinicians under Maintenance in the menu panel.
2. Press  at the Manage Clinicians screen.
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3. Do either of the following:

• Choose File, then Print, from your browser’s menu bar. In the Print
dialog box, press .

• Press the printer icon on your browser’s toolbar.
4. If your printout is cut off, try setting your printer to landscape. To do

this:

• Choose File, then Print, from your browser’s menu bar.

• In the Print dialog box, press .

• In the Properties box, find the section where you may specify
orientation. Choose landscape.

• Press .

• Press  in the Print dialog box.

SNS provides users with the ability to add, edit, and view events to which
a client may have been exposed. This feature allows providers and SNS
administrators to link symptoms, illnesses, and prophylaxis to an event(s).
Entered events will appear in pick lists within SNS.

Managing Events
Events on the Event Listing screen are indexed in alphabetical order. To
view a list of events entered in SNS, follow these steps:

1. Click Manage Events under the Maintenance section of the menu
panel.

2. Select an Event Type from the pick list provided.

3. Select Active, Inactive, or Both by clicking the appropriate radio button.
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Adding/Editing Events
To add or edit an event, follow these steps:

1. Click Manage Events under the Maintenance section of the menu
panel.

2. At the Event Listing screen, either press  or click the under-
lined event name of the event you wish to edit.

3. In the fields at the top of the Add or Edit Event Information screen, do
the following:

• Active/Inactive: Click the appropriate radio button to indicate
whether the event is active or inactive. If the event is currently in
effect, choose “Active.”

• Event Name: Enter/edit the description of the event and its location
in this field.

• Event Type: Select an event type from the pick list provided.

• Event Date: Enter/edit the date the event took place using the
MMDDYYYY format or by using the calendar icon.

• Event Description: Enter/edit a detailed description of the event, its
location, and circumstances.

When you add an
event, an announce-
ment with information
regarding the event will
appear on the SNS
home page. Editing the
event will also edit the
information in the
announcement.
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Event Location
SNS users may identify up to four locations where an event has taken
place. Users must enter at least one location per event.

1. For each location, enter/edit the following information:

• Location Name: Enter a name for the location.

• Contact Name: Enter the name of a contact person for the location.

• County: Enter the county in which the location is found.

• Street 1: Enter a street address for the location.

• Street 2: Enter a second physical street address for the location.

• PO Box: Enter a post office box address for the location.

• City: Enter the city in which the location is found.

• State: Enter the state in which the location is found.

• Zip Code: Enter a 5-digit Zip code and +4 for the location.

• Email Address: Enter an e-mail address for the contact person.

• Telephone Number: Enter a telephone number for the location,
including area code, telephone number, and extension, if applicable.

2. Press  to save all event information to the database.

3. Press  if you do not wish to save the entered information. Once
this button is pressed, the Event Listing screen will display.
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The inventory management function of SNS is used to view, add, or
update any product in an organization’s inventory. This function is de-
signed to be a tracking system for a provider’s product inventory.

Inventory Alerts
The Inventory Alerts screen is displayed when you click on Manage
Inventory under Inventory on the menu panel. The top table on this
screen, Inventory Order/Transfer Notification, updates you on the status of
product orders and transfers. The next table, Active Inventory That is
Going to Expire, lists products at each site that will expire within the
number of days specified in the expired alert setting.

The bottom table on the same screen lists inventory that is running low.

Updating Inventory Alert Preferences
To change system options for expiration alerts and low inventory alerts,
follow these steps:

1. Click Manage Inventory under the Inventory section of the menu
panel.

2. At the Inventory Alerts screen, press .

3. In the Inventory Expiration Alerts section, enter the number of days
prior to the expiration date within which you wish to be notified. The
expired alert setting has no effect or interaction with inventory items
that do not have an expiration date.

4. The Low Inventory Alert gives a threshold quantity for the product

The red type in the
View Inventory screen
indicates that a prod-
uct is inactive. A
product may be inac-
tive for a number of
reasons; the inventory
for that product’s lot
number may be used
up, the products in that
lot may be expired, or
the inventory may have
been recalled.

Products on the View
Inventory screen that
are highlighted in pink
will expire within 60
days.
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throughout the organization. All inventory is counted, regardless of
active status or expiration date. To enter a low-level alert, follow these
steps:

• Enter the number of doses/products that will indicate that the
inventory is running low for each item listed on the Update Low-
Level Alerts by Trade Name screen.

• Press .

7. Press . If the new preferences were saved successfully, the
message “Updated Alert Preferences” will appear at the top of the
screen.

8. To restore all inventory alerts to SNS system defaults, press
. Press .

9. To return to the Manage Inventory screen, press .

Viewing Inventory
To view the inventory at a particular site, follow these steps:

1. Click Manage Inventory under the Inventory section of the menu panel.

2. At the Inventory Alerts screen, press .

3. The inventory table shown by default will include inventory for a default
site within the organization, regardless of event, and will include
nonexpired active and inactive products. To sort the inventory listing:

• Site: Select a site name from the Site pick list.

• Event: Select an event from the pick list provided, or leave this filter
empty, which means the search is unrestricted.

• SNS/OJA: Either select SNS, Office of Justice Assistance (OJA), or
Other from the pick list or leave this indicator empty, which means
the search is unrestricted.

• Show: Select one of the following indicators:

• Active: Select the ‘Active’ option to view only those products that
have valid (nonexpired) items remaining in the site’s inventory.

• Inactive: Select the ‘Inactive’ option to view only those products
that have either no remaining items or have expired.

• Non-Expired: Select the ‘Non-Expired’ option to view any active
or inactive inventory that has not yet expired.

• Expired: Select the ‘Expired’ option to view any inventory that has
expired.

Managing Inventory Wisconsin Strategic National Stockpile  9.3
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The following is an explanation of the columns in the inventory table:

Select: A mark in this checkbox allows you to modify the
quantity of the selected product or add inventory
for the selected product.

Product Description: This column gives the descriptive name of the
inventory item.

Lot Number: This column lists the lot number of the inventory
item.

Product Type: This column gives both the type and subtype of
the inventory item.

QOH: This column lists the quantity of inventory on
hand; the number may include up to two deci-
mal places.

Unit: This column lists the unit of measure for the
inventory item.

Event: This column gives the event for which the
inventory is allocated.

SNS or OJA: This column indicates whether the inventory
item is an SNS or OJA item.

Exp Date: This column gives the item’s expiration date.
Products that will expire within the number of
days specified in the expired alerts setting are
highlighted in pink.

Printing Inventory
To print out a list of inventory at a particular site, follow these steps:

1. Follow Steps 1-3 under Viewing Inventory.
2. Click anywhere on the page.
3. Do either of the following:

• Choose File, then Print, from your browser’s menu bar. In the Print
dialog box, press .

• Press the printer icon on your browser’s toolbar.

Always check existing
inventory before adding
a new lot. If a lot
already exists, add the
new inventory to the
existing lot.
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4. If your printout is cut off, try setting your printer to landscape. To do
this:

• Choose File, then Print, from your browser’s menu bar.

• In the Print dialog box, press .

• In the Properties box, find the section where you may specify
orientation. Choose landscape.

• Press .

• Press  in the Print dialog box.

Adding New Inventory
Use the Add Inventory function only if you are adding a product with a new
lot number. If you are adding a product with a lot number that already
exists in your inventory, refer to Updating Inventory.

1. Click Manage Inventory under the Inventory section of the menu panel.

2. At the Inventory Alerts screen, press .

3. Select the site to which you will be adding inventory from the Site pick
list.

4. Press .
5. At the Add Product Inventory Information screen, do the following:
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• Site: Verify that the site at which the inventory will be located is
listed under Site.

• Product Type: Select the product type from the pick list provided.
The product type is the category describing the kind of inventory
item being entered.

• Product Subtype: Select the product subtype from the pick list
provided. This category further narrows down the type of inventory
item being entered.

• Product Description: Enter a description of the product in the
Product Description field.

• NDC/Mfr Item Number: Enter the NDC/Mfr Item Number associated
with the product description.

• Lot Number: Enter the lot number for the inventory item.

• Expiration Date: Enter the date the inventory item expires in MM/DD/
YYYY format.

• Item Active: Select Yes from the Item Active pick list. When adding
new inventory, the lot may only be entered as active. This controls
whether the lot shows up on pick lists.

• Price per UOM ($): Enter the price in dollars per unit of measure.

• Linked Event: Select the event to which the inventory is linked and
for which it is allocated.

• SNS/OJA Indicator: Click “SNS,” “OJA,” or “Other” to indicate from
where the inventory originated.

• Dispense to Client: Click “Yes” or “No” to indicate whether the
inventory item will be available on the Add Client/Prophylaxis pick
list.

• Container Number: Enter the container number for the inventory
item for reference use.

• Seal Number: Enter the seal number for the inventory item for
reference use.

• Locator: Enter the locator for reference purposes.

• Quantity on Hand: Enter the initial amount of inventory on hand for
the item.

• Unit: Select the unit of measure used to determine quantity on hand.
This field will most often be used to transfer and order the inventory
item.
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Define Unit Equivalency: Use this optional section to specify how many
pieces of inventory are contained within the unit of measure. For example,
1 case = 24 each (units). If you do not enter anything in this field, SNS
automatically populates this section to show that 1 unit of measure = 1
unit of measure and all inventory is tracked and distributed at the unit of
measure level.

• Unit: Enter the type of unit used as the unit of measure. For ex-
ample, unit is “Case.”

• Quantity/Unit: Enter the quantity of inventory and type of unit used to
show number of units within each unit of measure. For example,
Quantity is “24,” and Unit is “Each.”

6. Press .

7. If the new item was saved successfully, the message “Inventory was
inserted successfully” will appear at the bottom of the screen.

8. To return to the Show Inventory screen, press .

Updating Inventory
To change information on an existing inventory item, follow these steps:

1. Click Manage Inventory under the Inventory section of the menu panel.

2. At the Inventory Alerts screen, press .

3. Once the appropriate site’s inventory displays, select the inventory
item you wish to update by clicking on the product’s description, which
is underlined and in blue.

4. On the Edit Inventory screen, make the desired changes to any of the
editable fields. Refer to the Adding New Inventory section of this
chapter for information on fields.

5.  To modify the quantity on hand, enter the following information:

• Action: Select to add to or subtract from the inventory on hand.
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• Amount: Enter the amount of inventory to be added or subtracted.
Then select the unit for the quantity you are adding or subtracting.

• Reason: Select a reason for adding or subtracting inventory from
the following list:

Receipt of Inventory: Use this reason when you are adding new
inventory to a particular lot.

Error Correction: Use this reason when adding to or subtracting
from inventory doses that were incorrectly entered or when getting
extra or fewer doses from a vial.

Items Used: Use this reason when subtracting inventory that has
been used while responding to an event, but not associated with a
specific client.

Items Returned: Use this reason when adding inventory to a par-
ticular lot because inventory was returned from another site.

Items Transferred: Use this reason when subtracting inventory that
has been transferred to another site.

Items Wasted/Damaged: Use this reason when inventory is sub-
tracted because of broken vials, faulty injections, etc.

Items Returned to CDC: Use this reason when inventory is sub-
tracted because it was returned to the CDC.

6.   Press .

7. Once your updates are saved to the registry’s database, the message
“Inventory was updated successfully” will appear at the bottom of the
screen.

8. Press  to display the Add Inventory screen.

9. Press  to return to the Show Inventory screen.

Modifying Quantities of Multiple Items
To change inventory quantities of multiple inventory items, follow these
steps:

1. Follow steps 1-3 under the Updating Inventory section of this chapter.

2. Once the appropriate site’s inventory displays, put a check mark next
to the inventory item(s) for which you want to modify the quantities.

3.   Press .
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4.  On the Modify Quantity On Hand for Selected Site(s) screen, enter the
following information:

• Unit for QOH: Select the unit type in which the quantity on hand is
displayed.

• Action: Select to add to or subtract from the inventory on hand.

• Amount: Enter the amount of inventory to be added or subtracted.

• Unit: Select the unit type for the quantity you are adding or subtract-
ing.

• Reason: Select a reason for adding or subtracting inventory from
the following list:

Receipt of Inventory: Use this reason when you are adding new
inventory to a particular lot.

Error Correction: Use this reason when adding to or subtracting
from inventory doses that were incorrectly entered or when getting
extra or fewer doses from a vial.

Items Used: Use this reason when subtracting inventory that has
been used while responding to an event, but not associated with a
specific client.

Items Returned: Use this reason when adding inventory to a par-
ticular lot because inventory was returned from another site.

Items Transferred: Use this reason when subtracting inventory that
has been transferred to another site.

Items Wasted/Damaged: Use this reason when inventory is sub-
tracted because of broken vials, faulty injections, etc.

Items Returned to CDC: Use this reason when inventory is sub-
tracted because it was returned to the CDC.

5. Press .

6. Press  to return to the Show Inventory screen.
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Viewing Inventory Transactions
1. Click Manage Inventory under the Inventory section of the menu

panel.
2. At the Inventory Alerts screen, press .
3. At the Inventory Transactions screen, do the following:

• Enter the From and To dates for when the transactions were en-
tered in SNS in MM/DD/YYYY format (Date Entered), or enter the
From and To dates for when the inventory items were given to the
client in MM/DD/YYYY format (Date Item was Dispensed).

• Select a specific user name or All User Names from the User Name
pick list.

• Select a specific transaction type or All Transaction Types. These
transactions relate to the Reason pick list on the Edit Inventory
Information screen.

Transaction types:

Receipt of Inventory (REC): This type indicates inventory was
added as new.

Error Correction (ERR): This type indicates inventory was added or
subtracted to correct a previous error.

Items Returned (RET): This type indicates inventory was added to
after being returned from another site or organization.

Items Transferred (TRA): This type indicates inventory was sub-
tracted due to transfer to another site or organization.

Items Wasted/Damaged (WAS): This type indicates inventory was
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subtracted because it was damaged or contaminated.

Items Used (USED): This type indicates inventory was subtracted
because it was used in the normal course of an event, though not
distributed or associated with a specific client.

Prophylaxis Given (GIVEN): This type indicates inventory was
administered to a specific client.

Prophylaxis Deleted (DEL): This type indicates inventory was
added because it was deleted from a client’s record.

Items Returned to CDC (RET-CDC): This type indicates inventory
was subtracted because it was shipped back to the CDC.

• Select the inventory site whose transactions you wish to view or
choose All Sites with Inventory.

• Select the product description, lot number, event, and SNS/OJA
from the pick lists provided.

• Enter the quantity of records you wish to view in the Display Last
<#> Records field.

4. Press .

5. The Show Transactions Report will then display.

Show Transactions
The top chart on the Show Transactions report gives the following infor-
mation:

Site Name: Transactions are first sorted alphabetically by site
name.

Trans Date: Transactions are next sorted numerically by trans-
action date; the most recent transactions are shown
first.

Product Description: A description of the transaction item is listed in this
column.

Lot Number: The lot number for the transaction item is listed in
this column.

Event ID: The event for which the transaction item is allocated
is listed in this column.
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SNS/OJA: The SNS/OJA column indicates whether the inven-
tory item for the transaction is SNS, OJA, or Other.

Type: Refer to Transaction Types in this chapter for an
explanation of the transaction codes shown in this
column.

Qty: The number in this column indicates the quantity
added to or subtracted from inventory due to the
listed transaction.

Unit: The number in this column indicates the units for the
quantity listed in the previous column.

Client Name: The client associated with the transaction is listed in
this column, if applicable.

DOB: The date of birth of the client is indicated in this
column, if available.

Transaction totals
The chart at the bottom of the Show Transactions report gives a break-
down of transactions by transaction type.

Trans Code: This column displays the abbreviated code that
identifies the transaction type.

Trans Description: This column displays the full transaction type.
Trans Count: This column represents the number of times a

particular transaction type was performed within the
dates you specified.

Printing Inventory Transactions
To print out a list of inventory transactions, follow these steps:

1. Follow steps 1-4 under the Viewing Inventory Transactions section of
this chapter.

2. Click anywhere on the page.
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3. Do either of the following:

• Choose File, then Print, from your browser’s menu bar. In the Print
dialog box, press .

• Press the printer icon on your browser’s toolbar.
4. If your printout is cut off, try setting your printer to landscape. To do

this:

• Choose File, then Print, from your browser’s menu bar.

• In the Print dialog box, press .

• In the Properties box, find the section where you may specify
orientation. Choose landscape.

• Press .

• Press  in the Print dialog box.

Inventory Usage Reports
The Inventory Usage Report will give you information about how many
inventory items have been dispensed to clients by age group. To generate
an inventory usage report for your organization, follow these steps:

1. Click Inventory Usage under the Inventory section of the menu
panel.

2. At the Request Inventory Usage Report Criteria screen, select an
event from the pick list or select All Events Combined.

3. Select a site from the pick list or select All Sites Combined.

4. Select SNS, OJA, or Other from the pick list, or select All SNS, OJA,
and Other Inventory.

5. In the From field under Report Date Range, choose a starting date on
which transactions were entered into the SNS system using the
MMDDYYYY format.
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6. In the To field under Report Date Range, choose an ending date on
which transactions were entered into the SNS system using the
MMDDYYYY format.

7. Press .

6. Press  after a few moments to check the status of your report.

7. Click the name of your report once it is underlined and displays in blue
type.

8. The report displays in Adobe Reader®.

9. To print the report, press the printer icon on the Adobe® toolbar.

10. Press  in the Print dialog box.

11. To return to the previous screen, press .

Transaction Summary Reports
The Transaction Summary Report gives information on how many quanti-
ties are associated with all transactions, by transaction type, for each
NDC/Mfr Item Number. The report also gives information on how much
inventory was expired, transferred, received, restocked, wasted, or given
in error. To generate a transaction summary report for one site or all sites
in your organization, follow these steps:

1. Click Transaction Summary under the Inventory section of the
menu panel.

2. At the Transaction Summary Report Criteria screen, select an event
from the pick list or select All Events Combined.

3. Select a site from the pick list or select All Sites Combined.

4. Select SNS, OJA, or Other from the pick list, or select All SNS, OJA,
and Other Inventory.

5. In the From field under Report Date Range, choose a starting date on
which transactions were entered into the SNS system using the
MMDDYYYY format.
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6. In the To field under Report Date Range, choose an ending date on
which transactions were entered into the SNS system using the
MMDDYYYY format.

7. Press .

8. The report displays in Adobe Reader®.

9. To print the report, press the printer icon on the Adobe® toolbar.

10. Press  in the Print dialog box.

11. To return to the Transaction Summary screen, press the  button
on your browser.

Viewing Orders
The Manage Orders screen displays orders, the date they were submit-
ted, and their current status. Orders are categorized as Current, Histori-
cal, or Both. To view the Manage Orders screen, click Manage Orders
under the Inventory section of the menu panel.

Current Orders
By selecting the Current radio button, you will be able to view all new
orders and processed orders that have not been accepted or rejected.
These orders will show a status of one of the following:

Pending: A status of pending means the order has been created
and submitted; however, the state has not yet opened
the order. You may still modify or cancel the order
through SNS.

In Progress: A status of in progress means the order is being filled
by the state; you may no longer modify or cancel the
order through SNS.

Shipped: A status of shipped means the order has been filled
completely and has been shipped.

Backorder: A status of backorder means that all of the inventory
items need to be backordered; none of the items have
yet been shipped.

Partial Ship: A status of partial ship means part of the order has
been shipped and the remaining items are
backordered.

Click the link for any order to view the order details, including product
descriptions, and quantities ordered, shipped, or backordered.
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Historical Orders
By selecting the Historical radio button, you will be able to view all com-
plete orders within the last 30 days. You may also enter a date range in
MMDDYYYY format to view completed orders; if you enter dates in these
fields, press . Historical orders will show a status of one of the
following:

Denied: A status of denied means the order was reviewed by
the state and completely denied.

Accepted: A status of accepted means the inventory filled by the
order has been received by the submitting organization.

Rejected: A status of rejected means the order has been com-
pletely rejected by the receiving organization.

Partially Accept: A status of partially accept means that the order has
been partially accepted by the receiving site.

Click the link for any order to view the order details, including product
descriptions and quantities denied.

Ordering Products
Product orders can be created in SNS and then tracked through the
fulfillment process. Once an organization has accepted a shipment, SNS
will automatically post the shipment to the organization’s inventory.

To create an order in SNS, follow these steps:

1. Click Manage Orders under the Inventory section of the menu panel.

2. Press .

3. Select an event for which the products are being ordered. If no linked
event is specified, you may submit an order for any inventory, regard-
less of the linked event.
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4. Select the site that you anticipate will be the receiving site.

5. Enter the amount desired next to the chosen product(s).

6. Select the unit for the product amounts you have chosen.

7. Press .

8. Once your order is submitted, the Manage Order screen will display.
From this screen you can track the status of your order. Pending
orders can be modified or cancelled by clicking the blue underlined
“Pending” on the Manage Order screen.

Ordering for Another Organization
SNS allows you to create a new order for an organization other than the
one you to which are logged in. To complete an order for another organiza-
tion, follow these steps:

1. Click Manual Orders under the Inventory section of the menu panel.

2. Select the organization for which you want to create a new order from
the pick list.

3. Press .

4. Create a new order for the selected organization by completing the
instructions found in the Ordering Products section of this chapter.

Modifying Orders
SNS allows you to modify or cancel orders that are in a pending status. To
modify or cancel an order, follow these steps:

1. Click Manage Orders under the Inventory section of the menu panel.

2. Click the link to the pending order that you wish to edit.
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3. Select a different linked event or receiving site, if this information has
changed.

4. To remove an order item, click the Remove checkbox to the left of the
item(s) to be removed from the order. Press  if changes
are complete.

5. To modify the quantity of an ordered item, enter a new quantity next to
the item under the Inventory Ordered section of the screen. Press

 if changes are complete.

6. To add new products to the order, specify quantity and units desired
next to the desired items under the Inventory from State section of the
screen. Press  if changes are complete.

7. To cancel the entire order, press .

8. To leave the order as is and return to the Manage Orders screen,
press .

Viewing Transfers
The Manage Transfers screen displays transfer types; the dates they were
created and shipped, received, returned, or restocked; and the sending
and receiving sites. Transfers are categorized as outbound, inbound, or
historical. To view the Manage Transfers screen, click Manage Transfers
under the Inventory section of the menu panel.
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Outbound: An outbound transfer of inventory is a transfer that is shipped
out to another organization’s site.

Inbound: An inbound transfer is an incoming shipment of inventory to a
site within your organization.

Historical: Historical transfers are those transfers for which your organi-
zation is either the sending or receiving organization and that
have been totally accepted into inventory or otherwise com-
pleted. SNS displays by default transfers that have been
completed within the last seven days. You may also enter a
date range in MMDDYYYY format to view completed trans-
fers; once you enter dates in these fields, press .

To view further details on an inbound transfer that has not shipped or an
outbound transfer that has shipped, click the Create Date link for the
transfer.

Creating Transfers
SNS allows you to transfer products between sites within your organiza-
tion or between two organizations. To create a transfer, follow these steps:

1. Click Manage Transfers under the Inventory section of the menu
panel.

2. Press .

3. Enter the following information:

• The sending site from which the inventory will be transferred.

• The internal receiving site or the external receiving organization to
which the inventory is being transferred.

• The receiving site of the external organization, if an external receiv-
ing organization was specified in the previous pick list.
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• The event with which the transfer is associated, if desired.

• SNS, OJA, or Other, if the transfer is restricted to inventory from
one of these sources.

• Select active/nonexpired or inactive/expired inventory by clicking the
appropriate radio button.

4. Press . If desired, press  to automatically populate the
transfer quantity and units fields with the sending organization’s
available quantity and units. Then enter or edit:

• The amount of inventory to be transferred.

• The units for the amount to be transferred.

5. Press .

6. Press  or , if desired. Press  when ready to ship
the inventory. Either use today’s date or enter an alternate date in
MMDDYYYY format. Press . The transfer will then be moved to
the Outbound Transfer list, where it will remain until it is accepted by
the receiving site/organization.

7. To complete an internal transfer without printing shipping documents,
press . The ship and receive dates will be set to the
current date. The inventory affected by the transfer will be directly
added to the internal receiving site’s inventory and deducted from the
sending site’s inventory.

Shipping Documents
If your organization has sent a transfer, you can view and print the packing
list and shipping labels associated with the transfer. The packing list and
label can be generated immediately after a transfer has been created (see
the Creating Transfers section of this chapter) or by using the following
feature:

1. Click Shipping Documents under the Inventory section of the menu
panel.

2. Click the linked date to view the packing list, if desired.

3. Enter the amount of packing lists and/or shipping labels you wish to
generate in the Packing List Quantity and Label Quantity fields.

4. Press  or . Print labels and/or packing list, if desired.

5. Enter a ship date if different from today’s date, using a MMDDYYYY
format.

6. Check the box next to the job you wish to ship.

7. Press . Press .
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Modifying Transfers
Outbound transfers that have not yet shipped can be modified using the
edit transfer function in SNS. The Edit Transfer screen has two sections;
the top section lists all of the inventory items that are part of the transfer,
while the bottom section lists the sending site’s available inventory that
could be added to the transfer. To modify an unshipped outbound transfer,
follow these steps:

1. Click Manage Transfers under the Inventory section of the menu
panel.

2. Click the link to the outbound transfer that you wish to edit.

3. To cancel the entire transfer, press .

4. Select a different linked event or receiving site/organization, if this
information has changed.

5. To remove a transfer item, click the Remove checkbox to the left of the
item(s) to be removed. Press .

6. To modify the quantity of a transferred item, enter a new quantity next
to the item under the Add from Inventory section of the screen. Press

.
7. To add new transfer items, specify quantity and units next to the

desired items under the Add from Inv section of the screen. Press
.

8. Press  or , if desired. Press  when ready to ship
the inventory. Either use today’s date or enter an alternate date in
MMDDYYYY format. Press . The transfer will then be moved to
the Outbound Transfer list, where it will remain until it is accepted by
the receiving site/organization.

9. To complete an internal transfer without printing shipping documents,
press . The ship and receive dates will be set to the
current date. The inventory affected by the transfer will be directly
added to the internal receiving site’s inventory and deducted from the
sending site’s inventory.

Accepting or Rejecting Transfers
Orders and transfers made through SNS and received by the provider
organization must be accepted, rejected, or partially accepted so that SNS
can post and track inventory properly. To accept or reject a transfer in
SNS, follow these steps:
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1. Click on Manage Transfers under the Inventory section of the menu
panel.

2. The Manage Transfer screen categorizes transfers as follows:

• Outbound Transfer: Displays transfers that are outbound from your
organization.

• Inbound Transfer: Displays transfers that are inbound to your
organization.

• Historic Transfer: Displays completed transfers.

To view the actual order sent to the DPH, click the underlined “Order”
under Type of Transfer.

3. To proceed to the Receive Transfers screen (on which you may
accept or reject orders and transfers), click the date underlined in the
Create Date column that corresponds with the transfer you wish to
receive.

4. At the Receive Transfer screen, you may accept the entire transfer,
Reject the entire transfer, or Partially Accept some of the transfer,
while rejecting the remainder.
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Accept Transfer: To accept the entire transfer, press .
Press  to accept the transfer and add all trans-
fer items into inventory.

Reject Transfer: To reject the entire transfer, press .
Select a reason for the rejection: Damaged, Not
Wanted, Wrong Product, or Never Received. After
selecting a reason, press . Press  to
continue with the rejection and be returned to the
Manage Transfers screen.

Partially Accept: To accept part of the shipment, press
. At the Partially Accept Transfer

screen, select the amounts and units of the items
you wish to accept and a rejection reason for those
you wish to reject. Press . Press  if you
have rejected items.

Shipping and Restocking Transfers
When an order or transfer has been rejected with a reason code of Dam-
aged, Not Wanted, or Wrong Product, it is necessary to ship and restock
transfers in the system so that they are correctly reported in inventory.

Shipping Back a Rejected Transfer
If you are the receiving site of a transfer or order that you then reject, you
must ship the rejected quantities back to the original sender. To do this,
follow these steps:

1. Click Manage Transfers under the Inventory section of the menu
panel.

2. Click the underlined rejected inbound transfer date under the Create
Date column.

3. Enter a return ship date at the Ship Return Transfer screen by entering
the date in MMDDYYYY format. Press .

Restocking a Rejected Transfer
If you are the original sender of a transfer, and the receiving organization
has rejected the shipment and shipped it back to you, you will need to
restock the rejected quantities in the system. To do this, follow these
steps:

1. Click Manage Transfers under the Inventory section of the menu
panel.
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2. Click the underlined transfer date of the rejected outbound transfer
under the Create Date column.

3. Press  at the Restock Rejected Transfer screen. The Manage
Transfer screen will display, and the transfer will be added to the
Historical section of the screen.



In this chapter:

Finding Clients
Editing/Entering Client Information
Documenting Exposed Clients
Saving Client Information

Managing
Clients
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SNS shares client information with the Wisconsin Immunization Registry
(WIR) system. Since SNS clients may already be entered in WIR, you
should attempt to find a client in SNS before entering him or her as a new
client. However, SNS will attempt to deduplicate (compare entered infor-
mation against information saved to the registry for duplicate clients) client
records prior to saving the information on the Enter New Client screen.

Finding Clients
When searching for an existing client in SNS, more information is not
always better. By entering too much information about a client (mother’s
maiden name, social security number, phone number, birth date, etc.) you
will increase your entry time and decrease the odds of finding the client
due to typing and interpretation errors. We recommend that you supply
four characters of the client’s last name and three characters of the first
name only, unless the client’s name is very common, in which case
supplying a complete name, birth date, or mother’s maiden name will help
narrow the search.

1. Click Manage Client under the Clients section of the menu panel.
2. In the Client Search Criteria box, you have several options for finding

your client:

• Last Name: Entering the first three letters of the client’s last name,
along with the first two letters of the first name, will initiate a search
of all clients matching those letters. Entering fewer than three
letters in the last name field will result in an exact name search; for
example, entering the letters “Li” will produce only last names of
“Li.” If the client’s name is common, typing in the full name will
narrow the search.

• First Name: Entering the first two letters of the client’s first name,
along with the first three letters of the last name, will initiate a
search of all clients matching those letters. If the client’s name is
common, typing in the full name will narrow the search.

Manage Client vs.
Manage Prophylaxis
Manage Client and
Manage Prophylaxis
are the same query; in
other words, they both
utilize the client search
function. The differ-
ence is that the Man-
age Client query will
display the Manage
Client screen, which
consists of the client’s
demographic informa-
tion, responsible
person(s), etc., while
the Manage Prophy-
laxis query will display
the client’s prophylaxis
screen.
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• Middle Name: Entering the client’s middle name (or a portion of it) in
conjunction with his or her first and last name will narrow a search
for a common name. Otherwise, it is not necessary to enter data in
this field.

• Mother’s Maiden Last: Entering the mother’s maiden last name, in
combination with the data entered in the name fields, will narrow a
search for a client with a common name. Alternately, you may find
all clients associated with a mother by entering only the mother’s
maiden first and last names.

• Mother’s First Name: Entering the mother’s first name, in combina-
tion with the data entered in the name and mother’s maiden last
fields, will narrow a search for a client with a common last name.
Alternately, you may find all clients associated with a mother by
entering only the mother’s maiden first and last names.

• Birth Date: Entering the client’s birth date in conjunction with his or
her first and last name will narrow a search for a common name.
Otherwise, it is not necessary to enter a date in this field.

• Gender: Indicating the gender of the client will narrow a search for a
common name, especially if the first name is androgynous.

• SSN: Entering the Social Security number (SSN) only will produce a
single name match. Note: To find a client by using his or her SSN,
the number must have been entered previously for the client.

• Phone: Entering the client’s telephone number only will produce a
single name match. However, this method is not recommended, as
a telephone number may not be entered for a client and telephone
numbers may change over time.

• Chart #: Entering the client’s chart number only will produce a
single name match. Note: To find a client using this method, the
chart number must have been entered previously for the client.

• Registry: Changing the designation in this field allows you to query
another state’s immunization registry. Refer to the Querying Other
Registries chapter of this manual for more information.

3. Press .
4. If multiple records are found matching the information you entered, a

table listing up to 75 matches with detailed information on each will be
shown below the Find Client Information box. To choose a client from
this list, click the client’s underlined last name.

5. If only one client matches your search, the Manage Client screen for
that individual will display automatically.
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6. If no clients match your search, recheck the information you entered
for accuracy. If you suspect the client has not been entered into SNS,
proceed to “Editing/Entering Client Information.”

Editing/Entering Client Information
The Update Existing Client screen allows you to update or change spe-
cific, non-prophylaxis information relating to any client in SNS. The Enter
New Client screen, accessed by clicking this option on the menu panel,
allows you to input this information for a client new to SNS. The Update
Existing Client and Enter New Client screens are divided into five sections:
Personal Information header, Client Information tab, Contact(s) tab, Client
Symptom(s) tab, and I/Q Follow-Up tab (Isolation/Quarantine).

Personal Information Header
The Personal Information section at the top of the Manage Client/Enter
New Client screens contains client-specific information fields used prima-
rily to distinguish among clients when doing client searches. All fields
shown in a blue font are required.

1. Last name: Required field.
2.   First name: Required field.
3. Middle name: Optional field.
4. Mother’s Maiden Last: Required field. SNS will allow you to save the

record without this field completed; however, it will request you gather
this information for future deduplication.

5. Mother’s First Name: Required field. SNS will allow you to save the
record without this field completed; however, it will request you gather
this information for future deduplication.

6. SSN: The SSN field is optional. If the field is blank, an SSN may be
entered. Once the SSN is entered and saved, however, a provider
cannot change it. In addition, it will not show on the Manage Client
screen (it will say “On File”) and will not appear on any reports. As the
SSN cannot be easily changed once it is entered, enter this informa-
tion very carefully.

7. Gender: Click the appropriate radio button to choose male or female.
This field is optional.



Managing Clients Wisconsin Strategic National Stockpile  10.5

8. Birth Date: This is a required field. Fill in the field using the
MMDDYYYY format, or use the pop-up calendar by clicking the calen-
dar icon to the right of the field. When using the calendar icon, choose
a month and year from the pick lists at the top and choose a day by
clicking on the appropriate calendar day. Press .

9. County: This optional field will be used by public organizations that are
responsible for all clients within the county.

10. Country of Birth: This field defalts to “United States.” Use the pick list to
select a different country of birth, if applicable.

11. Updating organization: Below the Personal Information header, the
name of the organization that last updated the client’s information
displays in bold, along with the date the update was entered.

Client Information Tab
The Client Information tab gives demographic and quarantine information
about the client.

1. Ethnicity: Choose the client’s ethnic background from the pick list
provided.

2. Race: Choose the client’s race from the pick list provided.
3. PCP: Choose the client’s primary care physician (PCP) or health care

organization from the pick list or press the  button to add a new
physician. If adding a new physician, enter data in the Add Physician
screen and press . The Client Information tab will again display..
Physician information is used only for reporting.

4. Restriction: Choose the type of restriction, if any, that the client is
under by clicking the appropriate button.

5. Chart #: Enter your organization’s chart number for the client in this
field, if desired. A client may have numerous chart numbers associ-
ated with him or her; each number is organization dependent.

6. Event: Choose the event name from the pick list through which the
client was exposed.
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7. I/Q Start: Enter the date that the client must begin his or her restriction
using the MMDDYYYY format or by selecting the calendar icon.

8. I/Q End: Enter the date that the client will end his or her restriction
using the MMDDYYYY format or by selecting the calendar icon.

9. Previous Event Exposure: Choose an event(s) name and number
from the list to which the client may previously have been exposed. To
select an event, double-click on the event name or highlight the event
name and press .

Contacts Tab
The Contact(s) tab allows you to identify those responsible for the care of
the client and those who may have been in contact with or exposed to the
client.

1. Click the Contact(s) tab.
2. To edit an existing contact, do the following:

• Click the Select radio button next to the name of the person you
wish to edit.

• Change or add information for the fields listed.

• Press .

3. To enter a new contact, fill in the following information:

• Last Name: Enter the last name of the contact into this field.

• First Name: Enter the first name of the contact into this field.

Address Status
Address status infor-
mation is located at
the top of the
Contact(s) tab. The
date and time the
address was last
updated appear on the
left; on the right, the
address status line
displays the result of
address validation.
The address validation
process runs at night,
so addresses entered
will initially appear as
“Not Validated” until
validation occurs.
Validated addresses
allow responsible
person or primary
contact information to
appear on Geographic
Information Systems
(GIS) maps.
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• Middle Name: Enter the contact’s middle name in this field.

• Relation: Choose the relationship of the contact to the client from
the pick list provided. This is a required field.

• Telephone: Enter the contact’s telephone number, including the area
code, in this field.

• Extension: Enter the contact’s extension to the above telephone
number, if any, in this field.

• E-mail: Enter the contact’s e-mail address, if any, in this field.

• Street Address: Enter the contact’s street address into this field.

• Other Address: Enter the contact’s additional address information, if
any, into this field. For example, a suite number or apartment
number could be entered here.

• P.O. Box: Enter the contact’s post office box, if any, into this field.

• City: Enter the contact’s city into this field.

• State: Choose the contact’s state from the pick list provided.

• Zip: Enter the contact’s Zip code in this field.

• +4: Enter the contact’s +4 code in this field, if it is known.

• Language: Choose the language that this contact speaks.

• Primary?: Check this box to indicate that the contact is the primary
or emergency contact for the client.

• Permitted Visitor?: Check this box to indicate that the contact is
permitted to visit the client while in isolation/quarantine.

4. To enter a new contact and save the information you entered, press
.

5. To clear existing information and enter a new contact, press .
6. To display previously updated material for editing, press .

Copying an existing record
1. Select the record you wish to copy on the Contact Listing.
2. Press .
3. This information may now be edited and saved as another contact.

Deleting an existing record
1. Select the record you wish to delete on the Contact Listing.
2. Press .
3. Press  in the confirmation box.
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Client Symptoms Tab
The Client Symptoms tab allows you to enter information on any symp-
toms the client may be exhibiting.

1. Click the Client Symptom(s) tab.

2. Enter the following information:

• Choose the appropriate symptom from the Client Symptom pick
list.

• Enter the first date the client began showing the symptom in the
From Date field. Fill in the field using the MMDDYYYY format, or use
the pop-up calendar by clicking the calendar icon to the right of the
field.

• Enter the last date the client showed the symptom in the To Date
field. Fill in the field using the MMDDYYYY format, or use the pop-up
calendar by clicking the calendar icon to the right of the field.

3. To enter the symptom into the Client Symptoms Listing and enter a
new symptom or view the next symptom, press .

4. To clear existing information and enter a new symptom, press .

5. To display previously updated information for editing, press .

6. To read a list with more than 10 symptoms, use the scrolling arrows at
the top right corner of the box. A counter near the scrolling arrows
displays the number of symptoms entered.
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Deleting an existing symptom
1. Select the symptom you wish to delete on the Client Symptom Listing.
2. Press .
3. Press  in the confirmation box.

I/Q Follow-Up Tab
The I/Q (Isolation/Quarantine) Follow-Up tab allows you to enter informa-
tion on clients in isolation or quarantine.

1. Case Classification: Select a case classification from the pick list
provided.

2. Total Persons at Location: Enter the number of persons at the treat-
ment/care location.

3. Telephone: Enter the contact telephone number for the location.

4. Location: Select the type of location from the pick list provided.

5. IQ Address: Enter the address of the isolation/quarantine location.

6. City: Enter the city where the isolation/quarantine facility is located.

7. State: Select the state where the isolation/quarantine facility is located.
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8. Zip: Enter the zip code of the location.

9. +4: Enter the zip code +4 extension, if known.

10. Location Notes: Enter the name of the facility at which the client was
isolated or quarantined. The I/Q Daily Call List will be sorted alphabeti-
cally by this field.

11. Disease: Select the disease to which the client was exposed from the
pick list provided.

12. Disease Notes: Enter any notes applicable to the disease.

13. Infection Control Precautions: Select infection control precautions
applicable to the client from the list provided. To add a precaution,
double-click on the selected precaution or highlight it and press .

14. Special Needs: Select all applicable special needs for the client from
the list provided. To add a special need, double-click on the selected
special need or highlight it and press .

15. Special Needs Notes: Enter any notes applicable to the client’s special
needs.

16. General Notes: Enter any general notes on the case.

Documenting Exposed Clients
SNS allows users to track exposure from one client to others. Users may
choose whether or not to link exposed clients by event; in the case of
secondary exposure, clients would not be linked by event.

To add an existing client to the exposed client listing, follow these steps:

1. Press  at the top of the Update Existing Client or Enter
New Client screen.

2. Select a current linked event, previous event exposure, and/or none on
the Event for Exposed Client Listing screen. Press .
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3. At the top of the Exposed Client Listing screen, other clients already
identified as exposed to the client are listed. To search for additional
clients, enter the last name, first name, and other search criteria as
documented in the “Finding Clients” section of this chapter. Press

.

4. Select the appropriate client(s) from the list of possible matches at the
bottom of the screen by clicking the “Select” box next to the client’s
name. Press .

If the client for whom you were searching did not display on the list of
possible matches, follow these steps:

1. Press .

2. Enter known information for the client on the Enter New Client screen.

3. Press . The client will be added to the exposed client listing.

Removing Exposed Clients from the Listing
To remove a client from the exposed client listing, follow these steps:

1. Follow steps 1-2 under “Documenting Exposed Clients.”

2. Select the client(s) to be removed by checking the box next to the
name at the top of the Exposed Client Listing screen.

3. Press .
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Saving Client Information
There are several ways to save information on the Manage Client/Enter
New Client screens:

Save: When pressed, the  button at the top of the
screen will save all database changes, provided
all required fields are filled and the data entered
are valid. Once the information is saved, the Add
Client Prophylaxis screen will display.

Immunizations: As with the  button, the  button
will save all information fields. Once the informa-
tion is saved, the user will either be directed to the
client’s WIR Immunization History screen or to an
uneditable print screen listing immunization
history, depending upon the user’s role.

History Prophylaxis: When the  button is pressed, all
information fields will be saved and the View
Client Prophylaxis screen will display.

Record Prophylaxis: As with the  button, the 
button will save all information fields. Once the
information is saved, the Select Client Prophylaxis
screen will display.

Add Next: When the  button is pressed, all infor-
mation fields will be saved and a blank Enter New
Client screen will display.

Exposed Clients: When the  button is pressed, all
information fields will be saved and the linked
event screen will display. Select a linked event
and press . WIR will then display the Exposed
Client Listing screen.

Reports: When the  button is pressed, all database
changes will be saved and the View Client Re-
ports screen will display.

Cancel: When pressed, the  button clears all
entered information and does not save it to SNS.
The View Client Prophylaxis screen will display.
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Deduplicating Client Records
After you enter a new client and press one of the buttons that will save the
data, SNS initiates a process that ensures that the client information you
entered does not duplicate a client that already exists in WIR/SNS.

If after attempting to save a new client you receive a message box titled
“Client Match Detected,” you should read the message and proceed
carefully. A table below the message box contains one or more names of
potential matches within WIR/SNS. If one of these names matches your
client, click the client’s last name to display his or her information. SNS will
identify matching clients even if the client has had a name change; there-
fore, if you do receive a list of potential matches, click the link(s) to deter-
mine whether one of the links matches your client’s record.

If after reviewing all the names given in the table you do not find a match
for your client, press the  button. A confirmation box will
appear; press . Be aware that if you do override the listed matches
and end up creating a duplicate record for a client, it will be difficult to
manage the client’s immunization and personal information, and the
registry will lose its accuracy and efficiency.





In this chapter:

Viewing Prophylaxis
Adding Prophylaxis
Editing Prophylaxis

Managing
Prophylaxis
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SNS allows users to add, edit, view, and print prophylaxis administered to
a particular client. Prophylaxis can only be entered for a client if it was
deducted from inventory.

When adding or editing prophylaxis information, a specific client may be
accessed one of two ways:

1. From the Manage Client screen, press  to save
entered information and display the Add Client Prophylaxis screen.

2. Choose Manage Prophylaxis under the Prophylaxis section of the
menu panel. This will bring up the Find Client screen. For information
on finding clients, refer to the Finding Clients section in the Managing
Clients chapter of this manual.

Viewing Prophylaxis
The View Client Prophylaxis screen allows you to view all records of any
medication administered to a client resulting from an event. The screen
has two sections: Client Information and History.

Client Information
The Client Information section at the top of the screen gives vital informa-
tion about the client, such as name, date of birth, chart number, address,
and a list of symptoms. Use this information to verify that the client indi-
cated is the client for whom you were searching. To edit this information,
press  and refer to the Editing/Entering Client Information
section in the Managing Clients chapter of this manual.
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History
The History section of this screen shows a list of prophylaxis administered
to the client and the event with which the administration was related. The
information in this section includes the product description, date adminis-
tered, event, quantity, reaction, and an edit icon.

Printing the View Client Prophylaxis Screen
To print a copy of the View Client Prophylaxis screen, press .

Adding Prophylaxis
The Add Client Prophylaxis screen contains three main sections. In the
first section, the user can view client information. The second section
contains an area where the user can identify the defaults relating to the
inventory from which the prophylaxis will come. The third section outlines
any prophylaxis administered to the client.

To add a prophylaxis for a located client, follow these steps:

1. At the Add Client Prophylaxis screen, review the information at the top
section of the screen to confirm you have the correct client record.

2. In the Defaults for New Prophylaxis portion of the screen, select the
event that resulted in prophylaxis being administered.

3. Select the organization site from which inventory the prophylaxis is
deducted.
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4. Select the ordering authority; this is the person authorized to order
prophylaxis for this client.

5. Select the name of the individual who administered the prophylaxis.

6. Enter the date that the prophylaxis was administered in MMDDYYYY
format. Press  to show all inventory for the site and
date selected.

7. In the Active Prophylaxis Inventory section of the screen, select the lot
number and quantity for each prophylaxis used for this client.

8. Press  to save the information to the database. The View Client
Prophylaxis screen will display.

9. Press  if you do not wish to save any information. The View
Client Prophylaxis screen will display.

Editing Prophylaxis
To edit a prophylaxis for a located client, follow these steps:

1. At the View Client Prophylaxis screen, select the prophylaxis you wish
to edit by pressing the appropriate notepad icon in the Edit column.

2. Select the amount of prophylaxis administered under Quantity.

3. Check the Partial Dose box only if the amount administered was not
an adequate amount for prophylaxis.

4. Enter the date that the prophylaxis was administered in MMDDYYYY
format.

5. Select the ordering authority; this is the person authorized to order
prophylaxis for this client.
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6. Select the name of the individual who administered the prophylaxis.

7. Select the event that resulted in prophylaxis being administered.

8. In the Reactions to Prophylaxis section of the screen, check any
reactions that apply to this prophylaxis.

8. Press .

9. Press  if you do not wish to save any information.

10. Press  to delete the entire prophylaxis record and return to the
View Client Prophylaxis screen.
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SNS allows users to generate contracts, such as the Voluntary Client
Isolation Contract and Isolation Orders. SNS users can also generate
reports, such as the Isolation/Quarantine Daily Call List, Isolation/Quaran-
tine Event Statistics, and the Isolation/Quarantine Follow-Up reports.

Viewing Client Reports
The View Client Reports screen has three main sections: Client Informa-
tion, Reports Available for this Client, and Report Viewing Requirements.
The screen can be accessed one of two ways:

1. Press  on the Update Existing Client screen, discussed in the
Managing Clients chapter of this manual.

2. Press  on the View Client Prophylaxis screen, discussed in
the Managing Prophylaxis chapter of this manual.

You will need to have Adobe Reader® version 5.0 or later to view client
reports. Information for downloading Adobe Reader® is found in the bottom
section of the screen.

To view a client-specific report, click the desired link under Reports Avail-
able for this Client. The reports available are as follows:

Isolation/Quarantine Individual Follow-Up Report: To access a blank
version of this form, click I/Q Follow-Up under Reports on the menu
panel. This report facilitates individual follow-up for clients who have been
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isolated or quarantined. When generated from the View Client Reports
screen, this report is populated with client information.

Voluntary Client Isolation Contract: To access a blank version of this form,
click Client Isolation Contract under Reports on the menu panel. This
contract is a legal document that contains information about the client’s
restriction and includes blanks for signatures from a member of the health
department staff, the client, and a witness. When generated from the View
Client Reports screen, this report is populated with client information.

Isolation Orders: To access a blank version of this form, click Isolation
Orders under Reports on the menu panel. This contract is a legal docu-
ment that orders the client into isolation or quarantine. The Isolation
Orders form contains information about the client’s restriction and in-
cludes blanks for signatures from the health officer, the client, a witness,
and the server. When generated from the View Client Reports screen, this
report is populated with client information.

Isolation/Quarantine Daily Call List
The Isolation/Quarantine Daily Call List is a legal listing of clients in isola-
tion and quarantine that health departments will use to contact clients
regarding the current status of their disease. The list is sorted alphabeti-
cally by location.

To access the Isolation/Quarantine Daily Call List, click Daily Call List
under the Reports section of the menu panel.

Isolation/Quarantine Event Statistics Report
The Isolation/Quarantine Event Statistics Report allows the user to pro-
duce a report outlining the number of clients in isolation and quarantine by
disease, location, case classification, and special needs.

To generate an Isolation/Quarantine Event Statistics Report, follow these
steps:

1. Click Event Statistics under the Reports section of the menu panel.

2. Select an Organization from the pick list provided. Users may only
enter the organization they are logged into.

3. Select an event name or select all events.



Reports and Forms12.4   Wisconsin Strategic National Stockpile

4. Uncheck the Currently in Isolation/Quarantine field if you wish to report
on all clients, not only on those clients currently in isolation or quaran-
tine.

5. Press .
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Online Help
SNS’s online help function provides you with both screen-specific help and
a general help index. You may access online help from any screen in SNS
by pressing the yellow light bulb on the menu bar in the right corner of the
screen.

Screen-Specific Help
To access screen-specific help, follow these steps:

1. Press the light bulb on the menu bar of the screen on which you would
like help.

2. A box with screen-specific help information will display. This help box
may have any or all of the following features:

• Purpose. This section describes what the screen is meant to do or
what kind of information needs to be entered.

• Required fields. This section lists the required fields on the screen
and describes the information needed for these fields.

• Other fields. This section lists and describes non-required fields.
• Information provided. This section lists the information that may be

found on the screen.
• Functionality. This section gives step-by-step instructions on how

to enter information on the screen or features on the screen and
describes their function.

• Results. This section describes the outcome of a search, report,
download, or other information entered into the database.

• User tips. This section has advice or further information on how to
use this screen.
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3. To view these features, you may either click the links under the Pur-
pose section or scroll down the box.

4. To close the help box, press the  button in the top right corner of the
box.

General Help
General help contains information on screens throughout SNS. You may
access this information by viewing the contents of general help, by viewing
or searching the general help index, or by searching general help using a
keyword.

Contents of general help
To access the contents of general help, follow these steps:

1. Press the light bulb on the menu bar.
2. Press the  button in the top right corner of the help box.
3. A dialog box will open asking if you want to display both secure and

nonsecure items; press .

4. Press the “+” sign to the left of “SNS” on the left side of the Contents
box. A list of index items will display, with a “+” sign to the left of each
item.

SNS’s online help
function includes a
notes feature. Notes
appear underlined and
in red type; click the
“*Note” link to view.
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5. Press the “+” sign next to the index item you wish to view. A list of help
items will appear.

6. Click the name of the help item to view it. You may also click the
document icon next to the help item.

7. The help information you selected will display on the right side of the
help box.

8. Use the links at the top of the screen or scroll down to view the infor-
mation you need.

9. To return to a previous help screen or to skip ahead one screen, use
the help box’s  and  buttons.

10. To collapse an index item, press the “-” sign next to the item.
11. To close out of the help box, press the  button in the top right corner

of the box.

Viewing/searching the general help index
To view or search the general help index, follow these steps:

1. Follow Steps 1-3 under the Contents of General Help section of this
chapter.

2. Press the Index tab on the top left side of the help box.

3. To find an index topic, do one of the following:

• Use the scroll bar to view index topics.

• Enter a keyword in the field provided. As you type, the index will
display help items containing the letters you enter.
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4. Click one of the help items to view the item.

5. The help information you select will display on the right side of the help
box.

6. To return to a previous help screen or to skip ahead one screen, use
the help box’s  and  buttons.

7. To close out of the help box, press the  button in the top right corner
of the box.

Searching general help
To search general help using a keyword, follow these steps:

1. Follow Steps 1-3 under the Contents of General Help section of this
chapter.

2. Press the Search tab on the top left side of the help box.
3. Type in a word to search for in the field provided.
4. Press Enter.
5. Click one of the help items in the box below the search field to view the

item.

6. The help information you selected will display on the right side of the
help box.

7. Use the links at the top of the screen or scroll down to view the infor-
mation you need.

8. To return to a previous help screen or to skip ahead one screen, use
the help box’s  and  buttons.

9. To close out of the help box, press the  button in the top right corner
of the box.
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WIR/SNS Help Desk
If you are experiencing difficulties or have questions regarding SNS, you
may contact the WIR/SNS Help Desk. Several individuals staff the help
desk. All calls are logged and tracked through to completion; calls are put
in a pending status until a remedy to the user’s problem(s) is found.

The WIR/SNS Help Desk hours are 7:30 a.m. to 4:30 p.m., Monday
through Friday.

Help Desk telephone number: (608) 266-9691

Help Desk e-mail address: WIRHELP@dhfs.state.wi.us

If you experience any
problems accessing or
dealing with the help
desk, please contact
Thomas Maerz, WIR/
SNS systems man-
ager, by calling
(608) 261-6755
or e-mailing
maerztr@dhfs.state.wi.us.
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Clinicians
adding, 8.7
deleting, 8.9
editing, 8.8
listing all, 8.9
ordering authority, 8.8
printing all, 8.9

D
Deduplication, 10.2, 10.13

E
Events

adding, 8.11
editing, 8.11
identifying locations, 8.12

F
Favorites, 3.2
File Transfer Protocol, 3.6

H
Help

general, A1.3
screen-specific, A1.2
WIR/SNS help desk, A1.6

Home page
announcements, 4.3
inventory alerts, 4.4
menu bar, 4.2
menu panel, 4.3
release notes, 4.3
setting SNS as home page, 3.3

I
Inventory

active/inactive, 9.2
adding new, 9.5
adding/subtracting from existing, 9.7, 9.8
alerts, 9.2
printing, 9.4
printing transactions, 9.12
transaction types, 9.10
updating, 9.7
updating alert preferences, 9.2
viewing, 9.3
viewing transactions, 9.10

K
Keyboard shortcuts, 3.6
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L
Login, 2.2

M
Mouse shortcuts, 3.8

O
Orders and transfers

accepting or rejecting shipments, 9.21
creating transfers, 9.19
modifying orders, 9.17
modifying tranfers, 9.21
ordering for another organization, 9.17
ordering products, 9.16
shipping and restocking transfers, 9.23
shipping documents, 9.20
viewing orders, 9.15
viewing transfers, 9.18

Organizations
editing, 5.7
viewing, 5.7

P
Passwords, 5.3, 6.2
Physicians

adding, 8.2
deleting, 8.4
editing, 8.3
listing all, 8.4
printing all, 8.4

Prophylaxis
adding, 11.3
editing, 11.4
viewing, 11.2

R
Reports

inventory usage, 9.13
isolation orders, 12.3
isolation/quarantine daily call list, 12.3
isolation/quarantine event statistics, 12.3
isolation/quarantine follow-up, 12.2
transaction summary, 9.14
viewing client, 12.2
voluntary client isolation contract, 12.3

S
Shortcuts, 3.2
Sites

adding, 8.5
deleting, 8.6
editing, 8.6
inventory, 8.5
listing all, 8.6
printing all, 8.6

System requirements
hardware requirements, 1.2
Internet access, 1.2
software requirements, 1.2

T
Training

accessing courses, 7.5
assigning, 7.2
status, 7.3

U
User roles, 5.2, 5.3
Usernames, 5.3
Users

adding, 5.2
adding multiple, 5.4
editing, 5.5
editing personal, 6.3
finding, 5.5
listing, 5.5


