
Welcome to your Pro Delivery Manager how to guide for allocating deliveries for Extremely Vulnerable Patients

If you require any support, please call us on  01727 795911  or  email: support@prodeliverymanager.com

You will have received your Pharmacy log in details via email 

Visit: https://login.prodeliverymanager.com/

or Google “Pro Delivery Manager”

• These will include Company ID (different to above)
• The Email address linked to access the portal
• The Password to access the portal
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Welcome to your Pro Delivery Manager how to guide for allocating deliveries for Extremely Vulnerable Patients

If you require any support, please call us on  01727 795911  or  email: support@prodeliverymanager.com

This will be your opening view which details various 
tasks and statuses – this will build as you use the 

system

To access your options, click MENU – see 
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Welcome to your Pro Delivery Manager how to guide for allocating deliveries for Extremely Vulnerable Patients

If you require any support, please call us on  01727 795911  or  email: support@prodeliverymanager.com

Finding a patient to create a delivery

• Extremely Vulnerable Patients have been pre-populated for your Pharmacy 
and should be in list format as below

• These are filterable and you can use the QUICK SEARCH function to find a 
patient

• Once you have typed in anything that relates to the patient, Name, Postcode, 
NHS No. etc. it will automatically take you to the Patient Page where you can 
CREATE A DELIVERY
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Welcome to your Pro Delivery Manager how to guide for allocating deliveries for Extremely Vulnerable Patients

If you require any support, please call us on  01727 795911  or  email: support@prodeliverymanager.com

Creating a new delivery for a patient step 1:
• Click on +New Order
• This will bring up a new page which defaults to same day
• You will be able to review the history of deliveries to that patient
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Welcome to your Pro Delivery Manager how to guide for allocating deliveries for Extremely Vulnerable Patients

If you require any support, please call us on  01727 795911  or  email: support@prodeliverymanager.com

Creating a new delivery for a patient step 2:
• The delivery sequence is auto populated
• Press SAVE to confirm – the courier will receive a notification to collect
• Process is complete and will appear with ORDERS

7



Welcome to your Pro Delivery Manager how to guide for allocating deliveries for Extremely Vulnerable Patients

If you require any support, please call us on  01727 795911  or  email: support@prodeliverymanager.com

Creating a new delivery for a patient step 3 – bag label printing:
• Below is the confirmation page that the delivery has been saved
• Press PRINT LABEL, follow the steps to print
• Affix label to the bag and place in the area for the volunteer / courier to collect
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Welcome to your Pro Delivery Manager how to guide for allocating deliveries for Extremely Vulnerable Patients

If you require any support, please call us on  01727 795911  or  email: support@prodeliverymanager.com

Reviewing orders:

• You can review orders by selecting MENU > ORDERS

• You can view orders with different status such as NEW, IN PROGRESS etc.

• There is a REFRESH button on the bottom left of the screen –

• Should you require support, please refer to the details at the bottom of page
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