// SHOPPE Central Approver

POWERED BY SANOF| PASTEUR Quick Guide

Review and manage orders placed by your organization with ease. To get started, log in fo VaccineShoppe.com®.

When an order requires approval, you will be notified via email with instructions and a link.

A user placing an order that requires approval will also be noftified at checkout.

View recent orders

Upon logging in, all recent orders will be displayed
under Account overview. To access pending
orders, click on the View order approvals button.

Account overview

Orders
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View order approvals

Order approval

Approve or reject an order

All orders pending your approval will appear on the
Order approval page.

Orders can be approved or rejected individually or all
at once by selecting the appropriate button for each
order and clicking Apply selection.

Or’del‘ detq” Back to order approval s & et

View order details

Order total: $667.13

Total sovings: $6.7

To view more details for a
specific order, click on the
order number. Here you
can see billing, shipping,
product information, and
more.

Approve @ Reject

Apply selection

Individual orders can also be approved
or rejected from the order detail page.

Confirm selection

Confirm selection

To complete the
process, you will need
to confirm your
selection. For rejected
orders, you will need to

Are you sure you would like to change the status of these orders?

Please note: Only pending orders will be processed.

Please enter a reason for rejection

. . Confirm )
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rejection.

ordering contact will receive an emaill Cance
notifying them of the decision.

Need assistance? Contact our support center Mon - Fri 8:00 AM - 6:00 PM (ET) o/ 1-800-822-2463
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