




You will find the latest messages on the first page after login 



Placing a vaccine order 

The Customer 
Details page will 
appear  

To place an 
order click on 
“Place Order” 
and follow the 
steps 



Your recent 
orders 
appear so 
you can 
review your 
ordering 
history before 
placing an 
order. Click 
on the Details 
button to 
open the 
order or click 
on the Place 
Order button 
to continue  



Choose from routine, influenza or catch up vaccines 



The Select Products page shows the list of vaccines and patient 
eligibility for the vaccine. Enter the number of doses of each vaccine 

in your fridge(s) and the doses required 



Influenza ordering page – pick the age group 
you require vaccines for 

Then enter 
the number 
of doses 
you require 



Catch up vaccine ordering page 



Complete your order and click on the Add to Cart 

If you have ordered more doses than the maximum you will be 
presented with a check box that displays the maximum doses for 
that vaccine. Clicking on OK will allow you to change the doses in 
the order to the maximum or a lower quantity 



If you place 0 in the doses required column, 
the system will automatically round it up to 1 

If you do not need the vaccine, keep the 
whole line blank.  
It can be removed on the next page 



The View Order page appears and allows you to review the vaccines and doses 
that will be ordered. To change required doses, update the number and click on 
the Update Order button.  To add additional vaccines, click on the Add Products 
button, enter the required doses against the additional vaccine and click on the 
View Order button 

Once you are satisfied with the order, click on the Complete 
Order button (providers without an Australian Health Practitioner 
Regulation Agency (AHPRA) number will be taken to the 
Confirm Order page) 



Providers with an 
AHPRA number 
will be taken to 
the Authorised 
Practice Provider 
Declaration page.  
Please answer 
the questions 
accurately by 
selecting Yes or 
No for each 
question. Enter 
the authorised 
practice provider 
name and 
AHPRA number 
and click 
Continue 



Please review the 
contact 
information, your 
vaccine order and 
enter any notes 
that you would like 
to make visible to 
the NSW Vaccine 
Centre. If you 
would like to make 
a change to the 
order, click on the 
Edit Products 
button, otherwise 
click on Submit to 
complete   



Once the order has been confirmed the following page is shown. 
You will also receive an order confirmation email 



Amending the delivery address 

 Changing anything on the “Amend the delivery address” 
page will place a stop on the account  

 If you move, 24 hours of data logging is required before 
you can place another order 

 It is suggested that a generic email is used instead of a 
personal email address  
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