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Introduction

I

Introduction to the FLU Program

What are the FLU Program  capabilities?

t
he capabilities of the FLU program will be different based on the user of the application.  The first and most common user of the FLU Application will be the AFMLO POC who will have several functions, including (but not limited to) the maintenance of the website and the forwarding of orders to DSCP.  The other user of the application will be the POC for each Air Force Base.  The POC’c located at each base will have the capability to order and review orders placed on the website.

icon key

(    Valuable information

(   BASE POC

(   AFMLO POC

The ICON key on the left will help you navigate more quickly through this manual and make you aware of areas of interest.

Setup of this Manual

(
The manual will walk the Base POC through the ordering and reviewing of placed order processes.  The manual will explain concepts and rules of the ordering process. The manual will go into more detail for Base POC’s in Chapter 2.

(
This manual will also walk the AFMLO POC from start to finish on how to review orders, send orders, edit orders, etc.  The manual will go into more detail for the AFMLO POC in chapter 4.  The AFMLO POC should also become familiar with the BASE POC directions on placing orders.  The AFMLO POC will be the expert on the FLU program and should be self sufficient in maintaining the website and answering questions from the field.  This manual will aid the AFMLO POC in the management of the Flu Program application.

Chapter

1

Accessing the FLU Program

Navigating to the FLU link..

E

ntering the application is as easy as going to the AFMLO Web Page.  If you are a Base POC (hereafter known as BPOC) or the POC for AFMLO (hereafter known as APOC) you enter the FLU program in generally the same way.  As a BPOC you will have fewer options than the APOC, which is good because that means less work for you!  

BPOC Entrance / Access

(
When you arrive at the AFMLO website (https://afml.ft-detrick.af.mil/afmlo/index.cfm) locate the “Procurement Service” heading in the middle of the screen about half way down.  Under this heading there are bullet options, you want to choose the option that is listed as “ FLU Vaccine”.  On the Vaccine Page you need to locate the “FLU Vaccine POC Menu (This is for field POCs ONLY)”.  This is the option you need to select to request access to the FLU program.  The Website will then prompt you for your user name and password for the AFMLO website access.  Once you have entered your user name and password the system will recognize who you are and what base you are affiliated with.  When you have finished logging in you will be brought to a screen that states that this information is “Restricted to Registered FLU Vaccine POC’s Only!”  If you are the base POC for the FLU program then you need to click on the “please register here” link in order to get access.  If you are not the base POC then click the “Return” link located at the bottom of the page and find something better to do than reading this manual; unless of course you are reading it for future use.

(
When the system displays the registration form the information in the boxes should already be pre-filled for you (First Name, Last Name, SRAN, phone #, and email).  The only boxes that will be accessible will be: Rank/Title, MI and POC Expiration date.  The other fields are filled in with the information from your login for the AFMLO website.  If, for example, you have moved from one base to the next and you did not update your information for the AFMLO website profile your information will be incorrect.  In order to correct this information you will need to update your login profile, and this can be done by clicking on the button labeled “Update My Profile”, located near the top of the page.  When you have completed updating your profile navigate back to the request form.


When the page loads your updates should be visible , if this is true then you can go ahead and complete the form.  The only field that is required to fill in is the POC Expiration Date located at the bottom of the page in pink.  Your date of expiration should correspond to the day that you are replaced as the POC, especially when you are scheduled to move to a new base.  If you click on the pop up calendar option you can scan through the calendar to make your choice easier.  Once you have chosen your date of expiration click the submit button.  You will receive a message saying “Thank you for your application”, and you will be notified when you have been approved or not approved.

APOC Entrance / Access

(
When you arrive at the admin page for FOP locate the FLU heading about half way down the page on the left hand side.  You will next need to click on the bullet labeled “AFMLO FLU Vaccine Menu”.  This will bring you to the screen that will allow you to maintain and update the information for the FLU Program.  This access will be based on the level of authority that has been granted to you.  This level of authority has already been established when you entered your user name and password on the login screen for AFMLO.  If you do not have the ability to access this page contact the IMIT department at AFMLO.

Chapter

2

BPOC Introduction

The Basics

I

f you have been approved as a BPOC you will receive an email message stating the same.  The message will also include the base that you have been approved for and the date that your POC status will expire.  If any of this information is incorrect that means that you probably forgot to change your information before submitting it.  Also on the email message will be our website for easy access.  Use the same directions to get into the FLU program as stated in Chapter 1.  The difference this time will be that a screen will show up when you click on the “FLU Vaccine POC Menu (This is for field POCs ONLY)” link.

Flu Vaccine Requisition Menu

(
(
 As a BPOC you will have three main options that appear as bullet statements on the left hand side of the screen.  Your user ID will be displayed along with the base that you represent for the FLU Program.  If this is the first time that this program has been accessed for this base then the middle bullet option, labeled “List Previous Orders”, will be grayed and will be an inactive link.  Note that if this is your first time in the program, as your current base’s POC, it does not mean that the link will be grayed.  This information, List Previous Orders, is referring to the BASE’S previous orders NOT YOUR previous orders for this base.

View List of All POCs for SRAN: FMXXXX

So to start we will act as if this is the base’s first order with the new program, and come back to the “List Previous Orders” link after we have ordered some items.  We will start out with the easiest of the two links to understand and that is the last link, “View List of All POCs for SRAN: FMXXXX”.  The FM will be distinct to your own and will be displayed.  When you have clicked on the link it will bring you to a screen that displays all of the POCs for your base; you should be one of the POCs.  This is the extent of this screen.

Select Flu Vaccine NSN for Requisition

When you are ready to start your ordering, the link to click on is “Select Flu Vaccine NSN for Requisition”.  The page will display the available items in stock to order for the upcoming Flu season.  The page will display your ID information again at the top of the page and begin listing the Stock Numbers on the left hand side of the screen that are available.  The other information that is displayed, going from left to right, are Unit of Issue (UI), Estimated Price (Est. Price), and Nomenclature.

 Getting ready to Order

When you are ready to order for your base select the “Select” button next to the stock number that you wish to order listed on the Requisition page.  When you have chosen this button the screen will display the order form for the upcoming flu season.  Now you are ready to start your order.

Chapter

3

BPOC Ordering from Start to Finish

We now will walk through the order process for the BPOC

I

(
n the previous chapter we were ready to start the ordering process for the Flu program.  The first screen that we saw was the order form, and I think it is important to explain first the set up of the order form and what each button does.  After you are familiar with the order form I will do a walk through of an actual order that I am going to place.

Order Form

The order form is set up like most order forms that you have came across on the web.  At the top of the page will be your ID information; the base you represent, the season you are ordering for, and when it was last updated and by whom.

Parts of the Order Form

Beginning at the top-left of the screen, below the ID information, is FY (Fiscal Year) that the order will be placed for.  The “FY” that appears should be the upcoming year not the current year that you are in.  The next three columns “Stock Number”, “Nomenclature”, and “UI”, should all look familiar because it is the one you selected on the previous page.  The “Order Qty” for each row should be 0 because you have not placed any orders yet for this Stock Number.  The “Document Number” should have the statement “Not Assigned Yet” this statement will remain until AFMLO reviews and approves your order and sends it to DSCP.  When the transaction is made between AFMLO and DSCP, meaning it is sent, a document number will be assigned.  The last piece of information on the top row is “Status”, this will also be blank for your first order because you can’t have status on nothing ordered.

On the screen your “Order Qty” should read 0 for every row 1-4 on the order form.  As the BPOC these are fields that you will be manipulating to place your order to AFMLO.  “Row 1: Active Duty Requirements”, this of course refers to only those men and women who are active duty military, not their dependents.  The next two rows (2 and 3) are “Reserve Units” and “Guard Units”; the quantities that belong in here are self-explanatory.  The final row “Other Qty” is for Civilian, Dependents, retirees, whom ever else that you order for that is not represented in rows 1-3.

The buttons that you see on the page also serve an important purpose for you.  The two buttons positioned under rows 2 and 3, labeled “Add Unit” will do just that.  You will notice that the two boxes for the Guard Unit and Reserve Unit quantities are not active.  In order to add any quantities to these you will have to click these buttons; we will go into more detail about this later.  Near the bottom of the page are a “Back” button and a “Next” button.  The “Back” button will take you to the previous screen that you have just came from and the “Next” button will be used if you just want to save the information and not send it on to AFMLO just yet.  Moving to the right of the page you will see a “Review and Finalize” button, this will be the button you push when you are satisfied with the quantities you have ordered.  If you are not sure about the quantities and want to come back later do not select this button, select the Next button. 

(
The final button is the “Delete” button.  As I said before if you want to save the information you have entered select the “Next” button.  However even if you don’t select the “Next” button the record you have open will be saved.  The information that you have entered in the quantities will not be saved but the blank form will be saved.  If you want the computer to forget that you ever opened this order form select the delete button.  When you select the “Delete” button the computer will ask you “Are You Sure You Want to Delete This Request?”.  You have the option either to follow through by selecting “Yes, Delete” or change your mind by selecting“<Back”.

The Ordering Process

(
In this section we will walk through two types of orders.  The first order will be one where we save the information and come back to it later and the second will be an order that we send off to AFMLO.

Starting an Order and Saving it for Later

From the Flu Vaccine Requisition Menu (Get there by clicking on the “FLU Vaccine POC Menu” link) choose the option “Select Flu Vaccine NSN for Requisition”.  The next screen that is brought up is where you choose the NSN that you wish to order.  When you identify the NSN you want to work with click the “Select” button next to that particular NSN.

Once again we have arrived back at the order form.  For arguments sake we will place orders for every row (1-4).  For active duty (#1) you simply have to enter the amount for that group in the space provided; I will enter 10 for active duty:


[image: image1.wmf] 


The next two rows (2 and 3) are handled in the same fashion.  When you want to add quantity to either you will need to click the “Add Unit” button positioned to the left of each row.  The “Add Unit” button will bring you to a screen that resembles the following:

[image: image2.png]SRAN: FM4425 Influenza Vaccine Request
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I chose to first add to the “Reserve Unit”, giving them a Customer Account of “Test1” and a Unit Name of “Test2”.  I again have ordered a quantity of 10 for this unit.  When you have entered all of the information click the “Next” button at the bottom of the screen.  After you have clicked the next button you will be brought back to the original form screen.  The entry that you made for the reserve unit will now be displayed under the Reserve Unit row.  You now will have one more option next to the entry and that is to “Edit” the entry that you have just made.  You will also notice that you can still add a unit for the Reserve row.  This can be done in the same manner as before and will be displayed under the first entry that you have made for the Reserve.

In order to enter an amount for the “Guard Unit” row follow the same steps as you did for the Reserve.  I will enter “Test3” as the Customer Account and I will enter “Test4” as the Unit Name.  I again am going to enter a quantity of 10 and then will click the “Next” button to save the information and return to the original form screen.  When I return to the original form screen I will be able to enter a value on the final row (#4) “Other Qty”.  Entering a value for this row is done in the same manner as was done for the Active Duty row.  You simply need to position your cursor in the box and enter the amount that you wish to add; in my example I have entered 10 again.  The screen will resemble:

[image: image3.png]SRAN: FM4425 Flu Vaccine Order for Season 2003/2004
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You will see that the total equals 30, and you will know this is incorrect, it should equal 40.  The computer is not as smart as us and needs to be told when to do something.  When you enter an amount for the Guard or Reserve you will see that each time you return to this screen it will have the correct total.  The reason the final 10 has not been added is because you have not told it to yet (i.e. “Next” button or “Review and Finalize” button.  Now because we are going to save this record for later and come back to it we are not going to hit the button “Review and Finalize”.  We instead are going to select the “Next” button at the bottom of the page.  When we do this we will be brought back to the Flu Requisition Menu.  At this point our file has been updated and saved so we can leave the Flu program and come back to it when we are ready.

When you are ready to come back to the file you have created you will go through the same process as if you were making an order for the first time.  From the Flu Vaccine Requisition Menu (Get there by clicking on the “FLU Vaccine POC Menu” link) choose the option “Select Flu Vaccine NSN for Requisition”.  The next screen that is brought up is where you choose the NSN that you wish to order.  Now you have already started an order so when you “Select” the NSN that you were working with it will not bring you back to the form.

You will instead be brought to a screen that resembles the following:
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This should look familiar and you now will notice that the computer has totaled your order and 40 now appears where it should.  In the status column you will see that it is “Not Final”, this will not become final until you have selected the “Review and Finalize” button.  There is an “Edit” button located next to your order, you will select this when you are ready to start working with the order again.  I will select the “Edit” button and the result will be the order form identical to that of the way I left it.

Sending an Order to AFMLO

To make it easy on all of us who are reading this manual lets stay with the example from the previous section.  We had already started our order and we had went back into the form screen.  As you will recall the screen now looks like this:

[image: image5.png]SRAN: FM4425 Flu Vaccine Order for Season 2002/2003

Last Updated by Craig Lawrence 03 Dec 2002

FY  StockNumber Nomenclature u 0,31;" Dpcument Status
03 6505014934030 0.5 ML DOSE SYRINGE NEEDLE UNIT, 10°S PG
Not Assigned Yet K
1. Active Duty Requirement [ $850.20
2. Reserve Units:
ﬂl TEST1 Test2 10
Add Unit Total Reserve Units: 10 $850.20
3. Guard Units:
[Edit | TEST3 Tests 10
Add Unit Total Guard Units: 10 $850.20
4. Other Qty (Civilians, Dependents, etc.) [ $850.20
Total Quan 40 $3,400.80 Total Due-In: 40

<Back Next> Review and Finalize Delete

| ELU Requisition Maintenance Meny | POC Maintenance | FLU Vaccine NSNs | Procurement Web Adrin Page |





Before we chose the “Next” button to save our information, now we want to send it because we are satisfied with the order.  After we have reviewed and entered our information we will select the “Review and Finalize” button.

Once you have selected this option you will be brought to a screen that resembles the following:
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This is your last chance to change your mind before the order is sent off to AFMLO.  When you select the “Finalize for AFMLO” you will be brought to a screen making you aware of your order and who you can contact to make any adjustments:

[image: image7.png]Influenza Vaccine Requests Have Been Finalized
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Now that you have placed the order you can no longer place orders for this particular NSN until AFMLO has approved the first order and sent it to DSCP.  You can go back in and place orders for the other NSN’s available on the FLU Requisition Menu under the link “Select Flu Vaccine for Requisition”.  Now that your order has been placed you periodically may want to come in and check the status of your order.  When you return to the FLU Requisition Menu you will now see that the “List Previous Orders” link is now available.  By clicking on this link you will see the following:
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Under the status column you will see the message “Awaiting AFMLO”.  This is telling you that AFMLO has the record and is reviewing it.  The message will change as soon as they have reviewed the file and shipped the record off to DSCP.  You also have the option to “View” the file that you have sent to AFMLO.  You will not have the option to make any changes but you will be able to view it.

Once the order has been sent to DSCP by AFMLO the status of your order will change to resemble the following:
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You will notice that your order now has a document number assigned to it.  You should also notice that our order has three document numbers.  The system assigns document numbers to each individual order for the Guard units, and for each order for the Reserve units.  So if I added two units for the Guard row order then there would be two document numbers, one for each.  The Active duty and Other order is combined together and receives just one document number.  You can also check on the Status from DSCP, because AFMLO has sent the order on to them and the status now comes from them.  The status will be shown in code and if you don’t happen to have your “Logistics Operations Defense Logistics Agency” book on you just click on the code and the meaning will be displayed.  As the BPOC you now can order more of the NSN that you have already requested.  You will select the NSN again by clicking the “Select” button on the “Flu Vaccine NSN to Requisition” page.  The following screen will be displayed:
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If you want to place another order for this NSN, that you have already requested, click on the “Add New Requirement” button.  This will allow going in and requesting more of the item that you have already ordered.  This order however will be viewed as a new order and will be assigned new document numbers when the order has been approved by AFMLO and sent to DSCP.

(
An important piece of information that you must remember is that you can’t place more orders for the same NSN unless your pending order for that NSN has been approved by AFMLO and sent to DSCP.  If you have placed an order for one NSN and have not placed an order for another NSN that is available in the current year, then you can place an order for the second NSN at any time.  Meaning that just because you have one pending order at AFMLO for NSN 1, doesn’t mean that you have to wait for that one to be approved to place an order for NSN 2.  You do however have to wait for NSN 1 to be approved by AFMLO if you want to place another order for NSN 1.

However besides placing orders your only other job is to check the status that is being sent by DSCP for your orders.  The next chapter is written solely for the APOC, and would be of no use to you if you are a BPOC.

Chapter 

4

APOC Introduction

The Basics

A

s the APOC you should know how both your duties are performed and that of the BPOC, because any questions they have will be directed towards you.  However if this manual did the job is was written for you should have no questions to answer.  The link for your FLU program work area will be placed on the FOP Web Admin page.  The link will be labeled “AFMLO FLU Vaccine Menu”, click it.

Flu Vaccine Requisition Menu (AFMLO)

(
As an APOC you will have five areas of interest when you arrive at your website.  The first two areas of interest will be the “POC Admin” button located at the top left of the page, and the “NSN Admin” button located at the top right of the page.  Below these buttons will be three similar arrangements with a “Go” button located at the end of each row.  The headings for each row are “Base, NSN, and Year”.

POC (Point of Contact) Admin

The first thing listed on this page will be the total amount of POCs approved for the Flu Program to date.  When you select this option you will also be presented with five more options: 

· List of Flu Vaccine POCs 

· Add a New POC

· List New POC Requests for approval

· Send an email message to All Flu Vaccine POCs

· Search Query

( The first link “List of Flu Vaccine POCs” will display all of the POCs who have been accepted as BPOCs.  In this screen all of their information will be displayed (SRAN, Last Name, First Name, MI, Rank, DSN and Comm Phone, email, and their expiration date).  As the APOC you will be able to edit the information by selecting the “EDIT” button next to the individual BPOC.
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The “EDIT” page will only allow you to change the Rank/Title and or the POC Expiration date.  After you have made the changes click the Update button.  Remember that the other fields are filled in with the information from the login for the AFMLO website.  The remaining information can only be changed by the BPOC at the AFMLO website login screen.  You will also have the ability as the APOC to delete the POC for the FLU program at that base.  You can remove the BPOC by clicking on the “Delete POC” button located to the left of the “Update” button.  You will then get a message asking if you are sure that you want the POC deleted.

( The second link on the POC Maintenance screen is the “Add a New POC” link.  This screen allows the APOC to enter a new BPOC into the FLU program.  This screen however should not be used as often as the “List New POC Requests for approval”.  In the Add screen you first will be required to do a search.
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This search will allow you to select those already in the AFMLO database.  Enter in one or all of the fields and select “Search”.  This will bring back all those found fitting your criteria.  

Once you have identified the POC that you want to assign, click on the User Name:
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On the following page you will see the information has already been filled in for you.  The only information that you have to fill out is an expiration date; Rank and MI are optional fields.  When you are satisfied with the information select the “Submit” button.

( The area where you will usually be assigning POCs will be in the “List New POC Requests for approval”.  This page displays all of the requests to be a FLU POC for a base:
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The page will display the requesters SRAN, Rank/Last/First, Comm phone, DSN phone, and email address.  After you have established that you want to accept the application or reject it, click on the Name of the applicant:
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In this screen you have 4 options to choose from: “Approve”, “Reset Form”, “Delete Request”, “Send Reject Letter”.  The “Approve” button will do just what it says, once it has been selected the POC will be added.  If you choose the “Reset Form” button the form will be set back to its original state before you made changes to it.  The “Delete Request” link will remove the form from the program completely, never to be heard from again.  The final option is to “Send Reject Letter”.  The selection of this option will send a reject letter to the email address posted on the submitted form.

( The fourth option allows you to send an email message to all POCs listed in the database for the FLU Program.  This option will come in handy when sending out a message to all of the POCs because you will not have to check to see who has been added to the list or if any changes have been made.  This option will automatically collect all of the POCs email addresses:
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When you are finished with your message select the “Submit Message” button at the bottom of the page.

( The final option in the POC Admin page is the “Search Query”.  This will allow you to search for a particular POC:
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The search criteria that you will have are Last Name, First Name, and or SRAN.  Once you have entered or selected the information you are looking for click the “Search” button.  The search will bring back all of the POCs that fit the criteria you have entered.  The “Clear Entries” button will clear the search criteria you have entered and allow you to start with a fresh search.  The last button labeled “Back to Menu” will bring you back to the page from which you just came from.

NSN Admin

The NSN Admin button will bring you to a screen that allows you to perform two duties that deal with the NSNs displayed for selection in the Flu Program.  The two options that are made available to APOC are “List of Flu Vaccine NSNs” and “Add a New NSN”.  These are two maintenance features that allow you to keep the NSNs up to date for each fiscal year.

Click on the “List of Flu Vaccine NSNs”, this will allow you to view the list of Flu Vaccine NSNs for every year to date.  By default the computer will display the most current year NSN first.  The page will display the Fiscal Year, Stock Number, Nomenclature, UI, and Est Price.  You can edit any of this information by clicking the “Edit” button next to the NSN you wish to change or Update:
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When you have made your changes to the NSN click the Update button and the information will be changed.

The second link on the FLU Vaccine POC Maintenance, “Add a New NSN”, allows you to add an NSN for the new fiscal year:
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The screens for both links on the “FLU Vaccine POC Maintenance” page look very similar because they are.  “List of FLU Vaccine NSN” allows you to make edits to the NSNs and the “Add a New NSN”, allows you to add an NSN.

POC Requests
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Before clicking the “Go” button at the end of the row you need to specify what Base (or ALL) and NSN you want to search the system for POC requests.  For this particular action you do not have to select a year because the only year that a POC can place requests for is the upcoming year.  After you have specified your criteria click the “Go” button:
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The screen will display all of the requests made for the criteria that you searched by.  The information available for the request will be the SRAN, Base name, the individual quantities, total quantity, cost and a check box with a Send heading.  In the case where you have more than one NSN ordered for a base, or you have brought back “All” of the orders, you will use the “Send” option check box.  Any of the boxes that are checked will be sent when you select the “Send to DSCP”.  You should also be made aware that you have two grand total figures highlighted in pink.  The two totals “SGML Total” and “Plus 5%” are showing you the actual quantity total and 5% more added on to the total quantity.  The 5% is added on automatically to give the requester room for error.  Located on the right hand side of the screen will 
be an “Edit” button.  This option will allow you to make changes to the quantities that the BPOC has entered.  After selecting this option a screens will display:
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This screen is identical to the one shown to the BPOC when they are placing their orders to be sent to you, the APOC.  You can now, in this screen, make changes to the order that the BPOC has made.  You can make changes to the quantities ordered for each row.  The Base and Other quantities can be changes by simply placing your cursor in the box and entering the new quantity.  Clicking the “Edit” button located to the left of the Reserve and Guard Unit quantities will allow you to not only change the quantities but other information as well:
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The screen will allow you to change the Customer Account, Unit Name, Qty and Type.  You can also delete the order for this particular unit by selecting the “Delete” button located at the bottom of the form.  When you have made the adjustments and are satisfied click the “Next>” button.  If you have made changes and do not want them to be saved click “Clear this Update’ and the form will return to its original form, then click the “Next>” button.  This will again return you to the order form that you are editing.  When you made all of the changes and you are satisfied again click the “Next>” button.  This will return you to the requests screen where you originally began:
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Any changes that you made will now be displayed on this screen.  If you are satisfied with the order form you can now check the boxes located next to each order for which you want to send to DSCP.  When you have checked the orders that you want to be sent click the “Send to DSCP” button.  A screen will pop up asking you if you are sure that you want to send orders for the following bases: (list of bases) and you will either continue “Send” or you will cancel by clicking the “Back” button.  When you click the “Send” option you will be shown the information that has been sent to DSCP.  At this point you will have to choose and option on the bottom of the screen:
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You can go back to the FLU requisition Maintenance Menu, POC Maintenance (POC Admin), Flu Vaccine NSNs (NSN Admin), or Procurement Web Admin Page.

DSCP Orders

This option will be used after you have forwarded the orders on to DSCP (The previous section).  This information will also be available for the bases, but they will only be able to view their own orders.  As the APOC you can view all of the base’s orders.  Before selecting the “Go” button you will have to specify the base and year whose orders you want to review.  You can also select the “All” option, which will bring back every base’s information for their orders.  The years available for viewing will be the current year and two years prior.

Once you have chosen your criteria select the “Go” button:
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Depending on whether you choose the “All” option or an individual base you will see a different display.  For my example I chose “All”.  This will show me all orders for a particular NSN and then an AF Grand Total at the end. 

The information is brought back by NSN, and will be shown in that format.  This means the page will display all of the orders for one NSN then give a grand total for the entire Air Force.  The screen will next display all the orders for the second NSN ordered for the selected year and then total the entire amount for that NSN.  The display we also show you sub-total for each base.  Again remember that the sub-totals will only be for the NSN that is currently being viewed.

Under each base heading you will see that each order has a document number.  Next to the document number there is a “Status” button, click it:
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This will bring you to a screen that displays not only the status of the individual item that you have chosen but also the other orders placed along with it.  Locate the order that you specifically want to view at the top of the page; here you will see a Status heading with the code that DSCP has sent back.  If you have forgotten what the code actually stands for click it, and the system will display the definition of that particular code.  Once you are done reading the explanation go ahead and click the “Close” button.

Status Search

The Status Search performs essentially the same task as the DSCP option does but has a few added features.  The Status search will first allow you to search for specific document numbers.  This allows you to go directly to the order that you are trying to find.  The information that is brought back in this search is also more detailed:
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This concludes the FLU Program Users Manual.  Thank You.
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