Recurring Orders

Placing a Recurring Order

I}

e Products that can be set as a recurring order are easily recognizable by the double grey arrow icon " next to the product
name and under the Recurring Orders column.

503B Ordering

Add All to Cart
\ Product Name 1= NDC# 1| Units/Case 1| Unit Price 1] Order Quantity (Cases) Cases Ordered Today || Recurring Orders H/ PO# 1|

2 Heparin 5,000 units/500 mL NS 71285-7023-1 20 $17.80 0 2 N/A
< Oxytecin 30 units/500 mL NS

il 71285-6044-1 20 $1335 0 & N/A
 Phenylephrine 10 mg/250 mL NS 71285-6056-1 20 §17.63 0 g N/A
2 Vancomycin 1.25 gram/250 mL NS 71285-6074-1 20 $2205 o & N/A
© Vancomycin 1.75 gram/500 mL NS 71285-7060-1 20 52662 0 & N/A
£3 Vancomycin 2 gram/500 mL NS 71285-6078-1 20 $3005 o e NZA

e To set a Recurring Order for a product, enter the Quantity of desired cases and “Add to Cart.”
e We encourage customers to use either no PO or a blanket PO for recurring orders.

o Please note that any PO number (blanket or entered on order creation) will remain in effect for the life of that
recurring order. If a new PO number is required, the existing recurring order must be discontinued and a new one
created.

e Navigate to the cart and check off the box under the “Recurring” column at which point you will be presented with 3
frequency options: Every 30 days, Week, or 2 Weeks.

Drug Dellvery Cart

Created: 11/11,/25
By: John Smith
Ship To: Sample Customer

PO#: Please enter valid PO = anly
Product Product # Case Skre Quantity Tetal Units  Total Price Recurring ﬁ
Heparin 5,000 unitsy500 mL NS =
o M M 7128570231 20 22 | 40 571200
S00ml LYP BERAUN Excel )
Ship the recurning dam in this orderevery: Total Mumbes of Units: 40
O 30 days Week 2 Weeks Total Spend: $712:00

o Select desired frequency and click “Send Order.”
o Recurrent orders need to be set up separately for each product.
e After submitting, return to the Order Screen:
o The double grey arrows will turn green next to the product name and a green checkmark will be under the
Recurring Orders column.
o The Recurring Orders column will display the word “Active” along with selected frequency.

\ Product Name 1= NDC# Tl Units/Case 1) Unit Price 7] Order Quantity (Cases) Cases Ordered Today [l Recurring Orders 1| PO# T
& Acti Edit
22 Heparin 5,000 units/500 mL NS 7128570231 20 $17.80 2 St N/A

Ships monthly




Editing or Discontinuing a Recurring Order

e From the Order Screen, click “Edit” under the Recurring Orders column to open the Recurring Orders page. You can also
access this page by navigating to 503B>Recurring orders from the top menu.

NDC# T Units/Case || Unit Price 1) Order Quantity (Cases) Cases Ordered Today 1) Recurring Orders 1)

Active

{2 Heparin 5,000 units/500 mL NS T1285-7023-7 40 $17280 0 ]
St manthly

or

5038 ~ D cant(0)

&3 Order Products

D Order History

Reporgg |

e From the Recurring Orders page, you can choose to Edit or Discontinue an existing recurring order.

Recurring Orders

O Active nactive All

Order Number: 876600000000041

Order Created: Oct 7, 2025 By: MARISUUS PO Number: nu
e Repeats every: 30 days
e Last order placed: Oct 7, 2025
e Next order Scheduled: Nov 6, 2025

(| e |
Product 1| Volume 1| Case Size 1| Cases Ordered 1| Units Ordered 1]

7023-1 heparin 5,000/NS 500 71285-7023-1 OmL 20 2 40

o Selecting Edit allows you to change the frequency.

Edit Recurring Order X

Order Number: 876600000000041
Ship the items in this order every:

0 30 days |Week | 12 Weeks

o Selecting Discontinue will stop future recurring orders.
= [fyou wish to cancel a recurring order that is already in process, please contact Customer Service (844)-

903-6414 or customerservice(@capspharmacy.com for assistance.




