NWACCINESHOPPE QUICK GUIDE

POWERED BY SANOFI PASTEUR

Logging-on & Creating a New Username

Note: Forimproved security, the new website requires that each email only be associated with a single
username and account. If your email was associated with multiple emails or accounts, you will need fo sign up
with a single username for a single account.

CUSTOMER LOGIN

LOGGING-ON Jemame
From the main homepage, simply enter your

current Username and Password. If you've

forgotten either, simply click the Forgot e

Username or Password links.

CREATING A USER NAME

If you're new to VaccineShoppe or need to
add a new user to an existing account,

you can do so from the log in module on the
homepage or in the navigation.

Login Forgot username or password ?
g

New to VaccineShoppe?

Add a new user to an existing account.
Create a new account for your organization.

ONCE LOGGED IN - ACCOUNT OVERVIEW

You will land on the Account Overview page. This page represents a snapshot of your account in a single
space. This page will contain information about your most recent Order History, Invoices, Payments, Credits &
Statements. Additionally, you will find links to expanded historical views of all of those, as well as links to Reports,
your Influenza Orders, and more.

You can also click the “My Account” link in the upper right corner to navigate to specific sections to manage
your business:

My account ~
Account Overview My Profile & Preferences
N/ACCINESHOPPE ® "
POWERED BY SANGFI PASTEUR Order History Statements
Make a payment Payment History
Order products w Influenzao vaccines Tools & resources W Repo
e Account Overview: This is the main landing page when you login.
e Order History: View your Order History and order shipment statuses
e Make a Payment: Pay invoices, or simply view your Credits, Invoices and Scheduled Payments.
e Statements: View your historical Statements
e Payment History: Review payment history
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Managing Your Account

MY PROFILE & PREFERENCES

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

Account overview | Preferences

© ACCOUNT NAME (#sesss)
Preferences

User prof”e User Account Billing Payment Influenza
_— © ACCOUNT NAME (##t#iti)

MName FirstName LastName
Phone 123-333-3333
Email ExampleEmail@email.com

Within this section, we recommend checking your account information to ensure all are accurate
and up-to-date.

Some information that we recommended you review:

User: Your role, Email Address & Password Hint Question

Account: Address, Shipping Hours & License information

Billing: Invoice & Statement delivery Preferences

Payment: Review your payment methods, and confirm your defaults

Influenza: Manage your Influenza Vaccine Locator and Recurring Reservation opt-in preferences
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CREDITS & INVOICES

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

1. Review your Credits and apply them to an invoice
2. Make payment on an Invoice
3. Review your Scheduled Payments

Make a payment

Bxs B reor

Credits

If an invoice already has a scheduled payment, you miust cancel it before you can apply a credit.

I e e T

4957597 05/28/2017 $143.22 Select

492330 0322017 $555.35 Select .

Open invoices

Weaccept the following cards == = == @&

. Prompt Pay
e e e

Pay Now ¥ 914311550 09/09/2020 09/09/2020 () $3,795.15 =

Pay Mow 4 914379568 09/04/2020 12/04/2020 $8259 $1.65

Scheduled payments

Al pay at terms invoices will appear here.

914234349 $4,321.88 $4.321.88 121672020 = #266785
914311929 $8,770.26 §172.92 $8,557.34 02/06/2021 [= #286789 — e
914271267 §5,809.78 $113.10 §5,696.68 03/25/2021 we  F1111 02123 i
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Ordering Products

There are multiple ways to order products on the website. We will outline the following below: Product Catalog,
Quick Order, Reorder, and Saved Order.

PRODUCT CATALOG

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

My account Log out
\YACCINESHOPPE B WP | sorntypoduciemporiemos Q
POWERED BY SANOF| PASTEUR
Order products Influenza vaccines Tools & resources v Reports w
All products Personal Protective Urology
Equipment
Diagnosis Vaceines & biologies
Pharmaceuticals
Exam room Wound care
Sharp Containers
Gloves F1
Surgical F1s
Paper products
Syringes & needles
1A-Z) w

Browse by Category

Once on the Order Products page, you can use o >
the Filters in the left column to refine the listings Equipment
and find the specific products you are looking for.

surgica
* Browse by COTegory syringes & needles
* Filter by Category or Manufacturer Urology

Vaccines & biologics

Wound care
Once you find the items you need, simply use the Quantity box to Pharmaceuticals
define how many you need, add use the “Add to Cart” button. Sharps Containers
Surgical

Units syringes & needles

@ 4 @ Add to cart Vaccines & biclogics
Wound care

20 Doses Show Less
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COMPLETING AN ORDER
When you are ready to purchase the items you have added, simply click on the Cart Icon: ﬁ

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

Utilize the calendar module at the top of the page to . -
select your Requested delivery date. Requested delivery date 03/10/2021

The requested Date is not a guarantee and may change based
on product availability and unforeseen delays

Once satisfied, you can click the "Proceed to Checkout”
Proceed to checkout button, which will begin the Checkout process. You will sill
have an opportunity to review you quantities, total cost,

shipping location, payment method, and contact.

Once on the Checkout page, you will be able to add information or make final checks, such as:

1. Add a PO, Aftention name, and/or Special Instructions.

2. Check your totals

3. Select your Payment Method

4. Edit cart - This will take you back to the Cart page allowing you to adjust quantities and items.

5. Continue - This will provide one final prompt for payment confirmation, completing the order.
Checkout 15 units € Continue shopping @ Save order Xs S Prnt
@ Account Name (s########) Requested delivery date 03/10/2021  _ Order total: $6,216.12

Ship to PO# (Optionsl) Location subtotal $6,276.27 Total savings: S60.15

123 Main Street Location total $6,216.12

Towne, PA 18370 Attention (Optional) ol Edit cart I
John Smith

By placing this order, you agree to the Terms & Conditions
Special Instructions (Optional)

Requires signature
quires signatur Payment method

Spedial instructions will delay )
processing. o Bill me later v
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Influenza Vaccine Reservations

INFLUENZA VACCINES DASHBOARD

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

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

2. If you have no reservations for a specific year:
a. You will see the “Reserve Doses Now" link in the left column.
b. You will also see a Reserve Doses Now™ button in the center of the Dashboard.

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

My account Log out

WACC |N ESHOPPE @} E Search by product, item # or keyword Q

FOWERED BY SANOFI PASTEUR
Order products Influenza vaccines Tools & resources Reports

Home ! Influenea vaccines

(©) ACCOUNT NAME ... (wausuw)

Influenza vaccines

20212022 reservations New reservation
Reserve Doses Naw @ 2021-2022 Formula

2020-2021 reservations

6\,'0123455:30 v Reserve your 2021-2022 influenza vaccines by March 31, 2021

" Stayin control with easy ways to adjust your reservation
~# Better manage inventary by customizing your shipping schadule

~" Getextra support from real-time shipping alerts and reimbursement guides

G" Waitlist
@

@ [nfluenza vecone locator
Active
3 Recurring ressnvations
[ g
Enralled

Once you select a specific reservation from the left side of the page, your center Dashboard will update with
information on shipments within that specific reservation.

1. Select Reservation: Select areservation in the left column by clicking on the number to open the data
in the main Dashboard (you may also have a drop-down for selecting the reservation)
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2. My Shipments Charts: The data in the middle of the page will populate with shipments specific to that
reservation, including all TBD, Scheduled, and Shipped.

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

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

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

2021-2022 reservations Reservation V012345678 4: Edit resarvation
5

Reserve Doses Mow 2020-2021 Formula | Confirmed |._§__|

2020-2021 reservations

Wo12343678 8 hd .
o My shipments
O T T
® Scheduled 202024 367360
- & Shipped orAtz2o B0 901 234567881 e
420 of 780 , e . g,
Dosis schach » Shipped 0115202 2200 02345678412
& Shipped 012002021 12120 903456788123
(_?_' Waitist » Shipped 0172172021 220 904567891234
2 units Downsosd shipping Info
Showing 5of & Wiew all shipments
€@ [rfluenza vacdna locatar By B POF

Active
e | i ion
] Recurring resenvations
Enralied

If you have questions, please reach out to VaccineShoppe Customer Service
at 1-800-VACCINE (1-800-822-2463) or vaccineshoppe.svc@sanofi.com
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