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From any web browser go to https://b2b.sharedomaha.com, click on
“RESOURCES” > “LINEN ORDERING”
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Click on ControlTex LBS. For later convenience, bookmark either https://b2b.sharedomaha.com

Or https://b2b.sharedqnaha.com/?page=customer&file=customer/shsesy/customerpages/LinenOrdering.htm
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PLACING YOUR LINEN ORDER

To get started placing your linen order, please click on the green "ControlTex LBS Logo" button on the right-hand side of
this page. If you need help placing your linen order, please click below for detailed instructions.

®
ControlTex
+ How to Place Linen Orders in ControlTex LBS (one page)

+ Detailed Linen Order Training Guide LBS®

Laundry Business
Systems

ERROR MESSAGES

If you are receiving an error message when trying to log on, please reference the browser set up instructions below. If you need further assistance setting
up your web browser, please contact the ControlTex Helpdesk Hotline at 1-800-609-3688.

« Browser Setup Instructions

USERNAMES AND PASSWORDS

If you have forgotten your username and password or have any other questions, please email us at info@sharedomaha.com.
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B conalTex Login for Shared Ser

» C ¢ @ Netsecure | ctecloud. /CT¥/Login 2FCTH: a #« @ :

Logging In
Click on the drop-down arrow
and select your assigned User ID

ControlTex”
LBS"
Laundry Business

Note: the last User ID used is
remembered for the next time,
STAARD otherwise ADMIN is selected by
il Al default

Then press “Tab” on your
keyboard or click inside the
Password field and enter your
assigned password

Then press “Enter” on your
keyboard or click “Login”
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Click on the facility name or
number to complete logging in

Now click on the “Orders Data
Entry” icon

Optional: From drop down menu
you can select: Data Entry —
Order — Create/Edit Order
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Select the Order Date

February 26, 2020
4 February 2020

Sun Mon Tue  Wed Thu Fri

2 4 5 6 7
10 11 12
16 17 18 19 2 21

23 24 25 26

Select the future date you want the order delivered
which coincides with your regular delivery schedule

Orders must be completed by 9am the previous
business day

Example: Orders for Monday must be completed by
9am Friday

Next click Order Group “00”
Shared Service Daily Order

Select Order Group

Description

00 hared Service Daily Order
EM. MERGENCY

Cancel

Note: Order Group “00” will only work on days which
coincide with your regular delivery schedule
Example: If your regular deliveries are on Mon and
Wed, then you can only select those days of the
week

— The Order Group “EM” Emergency can be used any
day Mon — Fri permitting your order has not already
been printed by SSS personnel as you may be able to
edit your existing order
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ol No Orders Exist for Facility 00101, Order Group 00 on 3/19/2018.
€Y Do you Wish to Create Orders?

Yes

No

For a new order, a pop-up message will ask
i you wish to create the order, select “Yes”

A new box will appear with the order
number, area and description with the

Status of “New”

Click on the order number

Select Order for Facility 00101, Order Group 0” »n 3/19/2018

2018031900101000011

Description

METHODIST CARDIO VASCULAR

Cancel
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Order for METHODIST CARDIO VASCULAR, Mar 19, 2018, Order Group 00, Area 1,

It D i Max Cart Calculated | Manual New Ord Total
em escripbion Quantity Carrs Adiustment [ o Toer Order
SHEET FLAT WHITE 0.44
118 PILLOWCASE WHITE EA 2300 0.09 0
124 BATH BLANKET EA 200 0.4 0
136 TOWEL BATH (HOSPITALITY) EA 300 0.1 30 0 30
140 WASHCLOTH EA 3600 0.17 600 0 600
165 GOWN PAT LG DIAMOND PRT EA 625 0.13 80 0 30
Print Options cl to Order on Pick Ticket: Order Status
Bulk Orders | | °
O Combined [20ra Pages/Sheet Order Notes:
® by Item/Cart [_|Split Print Group | |
O by Print Group [|Print Zero Qty
O by Price Group | New Facility/Date/Order Grou
AutoPrint Select New Order
‘ Adjust All Orders ' | Orders Complete Add Item Print Order

If your facility has standing order
guantities, those amounts will be
automatically applied to the
Calculated Order column

If those amounts are applicable, click
“Orders Complete” and select “Yes” to

confirm

If you would like to change any

Order for METHODIST CARDIO VASCULAR, Mar 19, 2018, Order Group 00, Area 1,

SHEET FLAT WHITE 0.38
118 PILLOWCASE WHITE EA 2300 0.09 200 0
124 BATH BLANKET EA 200 0.3 80 -20
136 TOWEL BATH (HOSPITALITY) EA 300 0.17 30 20
140 WASHCLOTH EA 3600 0.17 600 0
165 GOWN PAT LG DIAMOND PRT EA 625 0.13 80 0

D i Max Cart Calculated | Manual New Ord
Escrption Quantity CarE Order | Adjustment it *

300

Total
Order

\

‘;V
50

600

80

Print Options
Bulk Orders

() combined [N2ora Pages/Sheet
O] by Item/Cart ] Split Print Group
O by Print Group []Print Zero Qty
O by Price Group

Change to Order on Pick Ticket:

Order Notes:

New Facility/Date/Order Group

AutoPrint mn » m Select New Order ‘
Adjust All Orders ' Orders Complete ‘ ‘ Add Item ‘ ‘ Print Order

Order Status
()

amounts, or if your Calculated Order
amounts are zero key in the desired

> order quantities under the column
heading “New Order” and the Manual
Adjustment column figure will
automatically show the added or
subtracted amount

When finished, click “Orders

Complete” and select “Yes” to confirm
8
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Order for METHODIST CARDIO VASCULAR, Mar 19, 2018, Order Group 00, Area 1, h d h
m t = Notice the Order Status is now in the
SHEET FLAT WHITE 0.44 Complete Stage
118 | PILLOWCASE WHITE EA 2300 | 0.09 | 200 0 200
124 |BATH BLANKET EA 200 | 0.4 80 0 80 .
136 | TOWEL BATH (HOSPITALITY) EA 300 | 01 30 0 30 Optlonal' Once an Order has been
140 |WASHCLOTH EA 3600 |017 | 600 0 600 Completed you may print a copy Of the
165 | GOWN PAT LG DIAMOND PRT EA 625 | 013 80 0 80
order
" gl ordrs e — . f First, make sure the Bulk Order Print
® Combined <= B - . . . .
Obyttem/cart lspitprintGroup | | riertietes | Option is set to “Combined” the click on
8 :: ::::: z:‘;:l; I:‘ Print zero Qty | New Facility/Date/Order Group ' - P ri nt O rd e r”
[ AutoPrint Select New Or: . .
‘ Adjust All Orders I Orders Complete ‘ ‘ Add Item ‘ ‘ Print Order The Bu I k Order report WI I I open I n a nOther

- — window to be printed to a desired printer

Order for METHODIST CARDIO VASCULAR, Mar 19, 2018, Order Group 00, Area 1,

ISR Ny | oW the Order Status has changed to
SHEET FLAT WHITE “Printed” and can still be modified
136 TOWEL BATH (HOSPITALITY) EA 300 0:1 30 0 30 // However’ once an Order is printed by
us_|eommricomowrr | o | ws |osa| w | o w /| SSS, it can longer be modified by the
customer
Print Options Ct to Order on Pick Ticket: Order Stajlus

Bulk Orders | |

Dcombined [ 2or 4 paeshs P Click “Exit” to close the window then
by Item/Cart Split Print Group | | . ..
by print roup [ prnt Zero Qty _ click the Exit icon | or close your
O by Price Group | New Facility/ Date/Order Group I
[ Autoprin (ARl seecttemomiar | browser, no need to log off
Orders Complete ‘ ‘ Add Item ‘ ‘ Print Order . 9

Adjust All Orders '




Shared Service Linen Order Process

An abbreviated version of instructions
for placing linen orders can be found at
the Shared Service > Linen Ordering

page.
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PLACING YOUR LINEN ORDER

To get started placing your linen order, please click #fn the green “ControlTex LBS Logo™ button on the right-hand side of
this page. If you need help placing your linen ordegplease click below for detailed instructions.,
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ERROR MESSAGES
I you are recetving an error message when trying to bog on, please reference the browser 562 up instractions below. If you need further assistance setting
up your web beowser, please contact the Contral Tex Helpdesk Hotline at 1-Bo0-509-1588.

» Browser Setup Instiuctions

USERNAMES AND PASSWORDS

1f you have fargatten your usernanse and password or have any ather questions, please email us at info@sharedamaba cam,
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How to Place Shared Service System
Linen Orders in ControlTex® LBS

1) Select the ControlTex Login for Shared Service System icon or navigate
to http://sss68108.controltex.com/

2) Select your User ID

textile
ControlTex'LBS*
Pl debial
R —
=]

| Enter the Password |

AT fnkan oty 12 LB | rchus e oy
Poom b v P, bt
o Porora a1
ok Tarn for ecaon svasie L1/ 4117

ComtrolTex Helpdesk Hatiine: 1-B00-60%-3688
A8 - 1017 Standaed Textibe Company, .

Select “Login”

3) Select your Facility —_— |

4) Select Orders Icon __s

5) Select the date you want the order delivered that coincides with your

regular delivery schedule

6) Select 00 “Shared Service Daily Order”

7) For a new order, a pop-up message will ask if you wish to create the order.
Select “Yes” A new box will appear with the order number, area and description.

8) Select the Order
Number /

10) Once all the items are entered for the

9) Fill in desired order quantities under

order, select “Order Complete” and
select “Yes” to confirm

11) To print a copy of order click on
“Print Order”

12) Note: Once an Order is printed by
SSS, it can longer be modified

_—




ControlTex"®

LBSs"®

Laundry Business
Systems

Questions

e Shared Service System Contacts

e Steve Pottebaum - Director of Linen Services

e Email - Steven.Pottebaum@sharedomaha.com
e Phone-(402) 536-5316

e Larry Heath - Laundry Manager

e Email - Larry.Heath@sharedomaha.com
e Phone -(402) 536-5330

e Karen Kolls — Supervisor

* Email - Karen.Kolls@sharedomaha.com
e Phone - (402) 536-5300

e Standard Textile (ControlTex)

e Brandon Ondrako

e Email — bondrako@standardtextile.com
e Phone —(952) 393-6037
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