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Raising a Special Equipment order

Notes

A – Select SERVICE USER MANAGEMENT

A
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Welcome to 
Community 

Equipment Services



Raising a Special Equipment order

Notes

You have 2 default options

B – Input the Service user ID, if known
OR

C – Input Forename &/or Surname

D – When details input to fields A or B, then Click SEARCH 

B
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Raising a Special Equipment order

Notes

E – Millflow will now return the closest matches to the search details input

You can now review all records returned by clicking on Select service user on each tile. 
Then select the correct client
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Raising a Special Equipment order

Notes

G – Click on the DELIVERY button
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G

Patients name



Raising a Special Equipment order

Notes

Millflow now takes you to the standard equipment catalogue page

H – BEFORE you can create an order for a Special equipment item you must first review
        the recycled specials that are available on the catalogue. To do this click on the
        drop-down & select RECYLED SPECIALS
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Raising a Special Equipment order

Notes

Millflow now takes you to the Recycled Specials Catalogue

I – All subcategories of the Recycled specials catalogue are available for searching

J – IF you are unable to find a suitable Recycled Special, then click CREATE SPECIAL
      DELIVERY
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Raising a Special Equipment order

Notes

Millflow now takes you to the Create Special Order page

See pages 9 to 11 for supporting notes
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Raising a Special Equipment order

Notes

Millflow now takes you to the standard equipment catalogue page

K – Select the appropriate issue type from the drop-down list

L – Select the appropriate Property type/Tenure from the drop-down list

M – YOU MUST ENSURE THE PERMISSION OBTAINED BOX IS FLAGGED BY CLICKING
         ON THE BOX. FAILURE TO DO THIS WILL MAKE IT IMPOSSIBLE TO PLACE THE ORDER

N – Select the correct delivery address for the client

O - Place DELIVERY INSTRUCTIONS to support the delivery, such as equipment height or
        location. Do not place any sensitive or confidential information in this field. 
        THESE NOTES ARE PRINTED ON THE CUSTOMER'S ORDER COPY AND LEFT WITH
        THE SERVICE USER.

P - Place any sensitive or confidential notes in this field. Such as Key safe number, and 
       other information meant for Millbrook only

Q - The Clinical Reasons section is for explaining the orders justification to authorisers

R – Start to put the first few letters of the supplier into this box. In the below example
       the first 2 letters input are BR. You will notice all suppliers matching your input are
       listed below. Select the correct supplier by clicking on the GREEN FOLDER
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Notes

S – Supplier ID is populated once you click on the Green Folder

T – Select the appropriate Catalogue category for the item, from the drop-down list

U – Select the appropriate Catalogue sub-category for the item, from the drop-down list

V – Place the supplier part code in this field. This should be detailed on the quote the
       supplier has provided

CONTINUED ON PAGE 10



Raising a Special Equipment order
Notes

Continued from Page 9

W – input the cost of the item from the quote. It is important to note a couple of things

• Only input numbers & a decimal point into this field
• Your quote from the supplier may include VAT. The VAT will be detailed on the 

quote. The VAT must not be included in the value input to this field.

X – Input the description of the item, as it appears on the supplier quote. ITS IMPORTANT
       THE DESCRIPTION REFLECTS THE ITEM AS THIS IS HOW IT WILL DISPLAY IN
       MILLFLOW

Y – Here you can give clear instructions to the supplier, e.g. X-Panda as per quote ABC123
       IF YOU WANT THE ITEM DELIVERED DIRECT TO THE CLIENT YOU MUST INDICATE IN
       THIS FIELD

Z – Select the unit of measure, which will typically be EACH

AA – Click on this field to upload a document. You must upload the quotation and you
          have the ability to upload 2 further documents. Clicking on this field will open your
          explorer dialogue box below. 
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Notes

AA – Once you have located the file you want to upload, highlight it & click OPEN

AA – Millflow will now show the file selected in the table below



Raising a Special Equipment order
Notes

BB –  Once you are happy that all fields are populated with the required information you
            can click on ADD ITEM.

• Should all required fields not be populated Millflow will not add the item to the 
basket.

• You will be required to complete all fields
                                           &
• You will be required to upload the documents again

Millflow will not return you to the top of the CREATE SPECIAL ORDER screen
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Scroll down to the 
bottom of the page to 
see the item in the 
CART/BASKET

Notes

You now have 3 options

1. You can add a maximum of 2 other items from the same supplier, to this order 
by repeating steps K to BB

2. You can click BACK TO CLIENT DETAILS (CC). This will return you back to the 
client details page and will remove the item(s) from the cart. You will need to 
start again

3. You can click PLACE ORDER (DD) – See Page 12



Raising a Special Equipment order

Notes

Having clicked PLACE ORDER, Millflow returns you to the top of the CREATE SPECIAL 
ORDER screen
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Scroll down to the bottom of the 
page to see confirmation of 

• Order placed successfully
• Order number
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