
MILLFLOW 
Prescriber Portal Guide

Raising a delivery order 
for a client



Raising a delivery order for a client

Notes

A – Select SERVICE USER MANAGEMENT

A
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Welcome to 
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Equipment Services



Raising a delivery order for a client

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 delivery order for a client

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
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Raising a delivery order for a client

Notes

G – Click on the DELIVERY button
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Raising a delivery order for a client

Notes

Millflow now takes you to the standard equipment catalogue page

H – All the equipment categories are detailed to the left. Click on a Category to reveal the
        sub-categories.

I – Use the drop down to switch between, STANDARD CATALOGUE,  YOUR MOST
       ORDERED ITEMS,  YOUR RECENTLY ORDRED ITEMS or RECYLED SPECIALS

J – You can use keyword search to find all variants of an equipment item

K – If you know the Material Code of the item, inputting it here & indicating the quantity 
       will add these to you order
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Raising a delivery order for a client

Notes

L – In the above example the prescriber has clicked on HOISTS & SLINGSS.  The
       Sub-Categories of HOISTS & SLINGS then appear & the prescriber has decided to
       open up the HOISTS Sub-Category.
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Raising a delivery order for a client

Notes

M – Use the ADD TO BASKET button on the catalogue tile
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Notes

There are now 2 options to add the item to your basket. See both below

Option 1



Raising a delivery order for a client

Notes

N – Click on the catalogue image.  Review the catalogue description, Specification,
        supplier details & documents

O – Click ADD TO BASKET

P – When finished click on BACK
9
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Raising a delivery order for a client

Notes

Q – As you add items to the basket you will notice that they are indicated in the basket
        ICON

Once you are happy you have added all required items to the basket click of the basket 
ICON Q
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Raising a delivery order for a client

Notes

You are now presented with all the items in the basket

R – You can add item notes here

S – You can remove this item from the basket here

T – You can flag an item as DO NOT USE here

U – You can ensure that no Close Technical Equivalent  items are issued by using this flag

V – IF the PRODUCT FORM box appears against an item. You are required to click on
       the box & complete the form. You will not be able to proceed to checkout until the
       PRODUCT FORM is completed

W – If you need to add an item, then you can return to the catalogue 

X – Once you are happy CONTINUE TO CHECKOUT
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Raising a delivery order for a client

Notes

You are now presented with the CHECKOUT SCREEN.  See page 13 supporting notes
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Raising a delivery order for a client

Notes

Y – Select the relevant ISSUE TYPE  from the drop-down list

Z – Select the  SPEED you would like the delivery to be performed on

AA – One you have selected the SPEED in Z, then this field will update with the TARGET
           DELIVERY DATE.

BB – Place ACTIVTY NOTES 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.

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

DD - Select the contact number that Millbrook will need to call to schedule the delivery
           Or you can add a different number specifically for this delivery.

EE - Select the correct activity address from the Drop-down list

FF – Select the PROPERTY TYPE/TENURE from the Drop-down menu

GG – When arranging delivery Millbrook ask if there are dogs at the premises. Please
          select the appropriate answer

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

II – Millflow provides you with a summary of the order costs

JJ – This button offers you the option to VIEW BASKET

KK – This button offer you the option to RETURN TO SERVICE USER DETAILS. The basket
        is saved and can be accessed again by clicking on the BASKET ICON  (Q Page 10)

LL - Once you are satisfied that all the information is correct, you can click on the
          PLACE ORDER button.

          Millflow will now inform you if your order requires authorization & what the order
          number is.

YOU NOW HAVE THE ABILITY TO UPLOAD DOCUMENTS TO THE ORDER. SEE PAGE 14
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Raising a delivery order for a client
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Notes

Once order placed Millflow will return the screen above

MM – Millflow confirm if order successfully placed or if the order needs authorisation.
            It also confirms order number.

NN – Click ADD DOCUMENTS TO THIS ORDER – See pages 15 to 17 for notes

OO – Click PRINT THIS ORDER – see page 18 for notes



Raising a delivery order for a client

15

Notes

Millflow presents the page above,

YOU NEED TO SCROLL DOWN THE PAGE TO THE BOX BELOW



Raising a delivery order for a client
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Notes

PP – Click on UPLOAD DOCUMENT

Once again Millflow will return you to the top of the page

YOU NEED TO SCROLL DOWN THE PAGE TO THE BOX BELOW

Notes

See page 17 for supporting notes



17

Raising a delivery order for a client

Notes

QQ – Give the Document a memorable name, that can be linked to the order

RR – Identify the document type from the drop-down list

SS –  IGNORE THIS FIELD. It is for future development

TT – **IMPORTANT**  IF YOUR DOCUMENT CONTAINS SENSITIVE/CLINICAL
             INFORMATION YOU NEED TO FLAG THE DOCUMENT AS CLINICALLY SENSITIVE.
             FAILURE TO USE THIS FLAG WILL ENABLE MILLBROOK HEALTHCARE TO ACCESS
             THE DOCUMENT

UU – Clicking here will open the browse function & you can browse your drives to find
            the document to upload

VV – Click UPLOAD to upload the document. The document will now be uploaded to the
           clients record
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RR
SS

TT

UU
VV



Raising a delivery order for a client
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Notes

Once you have clicked Click PRINT THIS ORDER (OO on page 14). Millflow presents this 
screen view of your order

WW –  CLICK HERE TO PRINT will open up your printer search function. Allowing you to
               print the order locally, should you need. See below 
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