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Welcome to This Guide 
 

Welcome to McKesson Supply Manager (SM). SM empowers medical inventory 

professionals to manage the supplies needed to run their Long Term Care facilities or 

Primary Care practice. The power of SM is in the ability it gives inventory personnel to 

create orders and manage inventory in real time. 

This guide describes how to use the SM application. It provides step-by-step guidance to 

help you work with the application and explains reference-oriented material. 

For more information about SM or other McKesson software products, please contact: 

 Customer Service: 1-800-654-0418 

 Technical Support: 1-800-422-0280 

 

How This Guide Is Organized 
 

This user guide is organized into different sections that represent the different work 

areas that a user will use within the application. Within these sections are step-by-step 

instructions on how to accomplish different tasks. At the end of each section there is a 

troubleshooting guide to help you with common errors and gives you possible solutions 

to problems you may run into while using the application. 

 

Section Description 

Basic Navigation The step-by-step guide to logging into the application is 
covered in this section, as is the password reset functionality. 
 
Basic Navigation also describes the sections of the main 
dashboard page and gives a short explanation as to how the 
user benefits. 
 

Products Describes how to search and view product details. It also 
explains the difference between searching by ID and 
searching by category. 

Orders Describes how to create orders, view the status of orders, 
and return orders. It also describes the theory and process 
behind creating ordering lists. 
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Reports Describes the layout of the reporting dashboard. Also, 
defines each report and gives step-by-step instructions for 
generating and reading the reports. 

Tools Describes the different types of tools and maintenance 
options. The step-by-step processes to maintain user and 
order information are detailed in this section. 
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Basic Navigation 
 

Login  
  

Log into McKesson Supply Manager (SM) by entering your Username and Password sent 
to you by McKesson customer service. Then, click on the Login button. 
 
Upon initial login, you will be asked to agree with a confidentiality agreement and to 
change your password. 

   

 

  Be aware that the username and password are case sensitive. 

 

  Note: When a SM user session is inactive for a period of time, the session expires. 

 

When a session expires, you are prompted to reconnect.  The application saves the page 

you had last been working on, so you can reconnect quickly and continue working 

where you left off. 

 

 

Password Reset  

 

When logging in to SM, if you cannot remember your password, you can reset it and 

create a new one. 
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Note: Resetting your password is unavailable in the following situation: 

 The user account has been disabled 

     

 

To reset your password: 

1. In the SM Login window, click the Need Password Help? Click Here link. 

The Forgot Password dialog box opens. 

    

 

2. In the Login Name box, type your username. By default, the name 

entered in the SM Login window is displayed. 

3. Click OK. SM sends a message to the email address assigned to your SM 

username and the Reset Password dialog box will appear.  

4. Copy the reset key from the email and paste it into the Password Reset 

Key box. Click Submit. 
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5. The New Password window will appear. Enter the new password, 

making sure to follow the guidelines specified on the screen. Click OK. 

After you set a new password, the SM Login window opens, enabling you to log in using 

your new password. 

   

Login Troubleshooting Guide 
 

Issue Possible Solution 

I didn’t receive the reset 
key email 

Verify that your email is correctly entered in SM by 
completing the following steps: 

1. Navigate to Tools > User Maintenance 
2. Select your Username from the list 
3. Verify that the email address listed in the Email 

box is correct. If the email address is not 
correct, update the data and click on the Save 
button 

I get a ‘Username is not 
correct’ error when 
attempting to Log-in 

Contact Technical Support to verify your Username at: 

Technical Support: 1-800-422-0280 
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Main Dashboard  
 

The main dashboard of McKesson Supply Manager (SM) includes areas to navigate 

through the application, quick search, links to essential tasks, and ways to communicate 

with customer support. Also, there are two tabs which describe current offers and 

savings that are offered to SM customers. All of these sections are described in detail in 

the table below. 

 

 

  User interface elements are described below: 

Elements Description 

Quick Search The quick search functionality is designed to allow you to 
quickly search the product information database. Enter a 
description, name, or id number of a product into the quick 
search input area. Then, press return or click on the 
magnifying glass icon to see the results of the search. 
 
To display more information and to ensure that your query 
returns enough product data, be general with your search. 
For example, search for ‘tissue’ instead of ‘xxx brand facial 
paper’ to get a more comprehensive list of products. 
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Essential Tasks The essential tasks section of the main dashboard serves as 
repository of common tasks in SM. Use this area as a quick 
way to navigate to order information, start an order, or to 
find out the status of a return request. 
 

Search By Catalog The search by catalog section allows you to search all 
products in the catalog or to search by specific sub-categories 
of products. You can also search by a specific vendor product 
or over-the-counter (OTC) products. 

Main Menu The main menu of the SM application consists of a hierarchy 
of menus and areas of interest for the user. The top level of 
the menu displays all the areas of work for the user. 
 
Expanding the top level menu by hovering your mouse over 
the menu will display the secondary menus, which are 
further divided into areas of work. 
 

 
 
Note: Clicking on a main menu item will open the dashboard 
for that item. If you want to see the sub-menu for the item, 
you must use your mouse to hover over the menu item 
name. 

Customer Support There are a few useful sections in the customer support area 
of the main dashboard. 
 
The Contact Us link will display a pop-up dialog that will have 
your customer information pre-populated and will allow you 
to type in your question. You can then submit your question 
and a customer service associate will promptly address your 
concern or contact you for more information. 
 
Take Customer Tour is an interactive video tour that 
describes some of the main features of SM. It is a quick and 
easy way to understand some of the basic features of SM. 
 
The FAQ’s link opens a list of commonly asked questions 
relating to the function of the SM application. The questions 
are grouped into categories for ease of search. 
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  User Area  

    

The user area of the main dashboard gives you the ability to switch facilities and gives 

you access to your cart. You can click on the cart icon to edit the contents of your cart or 

you can merely view what is presently in your cart. 

 

To switch facilities: 

1. In the SM main dashboard, click the Switch button. A list of available 

facilities opens. 

2. Select the facility you would like to switch to by double clicking it in the 

list. 

The main dashboard opens again with updated facility information. 
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Products 

 

Searching for Products 
 

McKesson Supply Manager (SM) allows you to search for products from anywhere in the 

application through the search tool on the main menu. Also, you can search and view 

products on the product dashboard by selecting the Products menu item. The search is 

an inclusive search that will search all vendors and all catalogs. 

 

 Product Search Tool 

    

The search tool is always available no matter where you are in the site. Simply enter 

keywords, item numbers, or even a brand name to start your product search. 

 

 

  Be aware that using the product search tool will navigate you away from the 

page you are working on and display the product search results. 

 

 Product Dashboard 

 

The product dashboard displays when you select the Products menu item form the main 

menu. The products dashboard includes areas that include the catalog categories, the 

search box, and the featured products. Each of these areas are described below: 
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Elements Description 

Catalog Categories The catalog categories list is designed to allow you to quickly 
search the different product categories. The categories are 
divided by usage and are in alphabetical order in the list. To 
see just the products under a category you are interested in, 
click on the category name link. 
 
To further refine your search, click on one of the sub-
category links in the Narrow Your Results section on the 
subsequent product page. 

Search Area The search area on the product dashboard is setup to allow 
you to search by any and all search terms.  
 
You can search by keyword, McKesson #, Manufacturer #, 
and Manufacturer Name.  Searching by keyword 
automatically will search in all areas of the product 
description. For example, entering a McKesson # in the 
Search box and keeping Keyword in the Search Type 
dropdown will yield any product that has that number in its 
description. 
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Featured Products 
Section 

The featured products section of the products dashboard 
displays products that have been selected for your facility as 
special buys or necessary for your type of facility. They are 
displayed in order of your preferred vendor. 
 
To see the product details of the featured products, click on 
the product. The product detail page will display, which will 
allow you to enter the product to your cart or to view 
product details and features. 

 

 

Search for Product by ID 

 

If you know the ID of the product you want to purchase or to view more information for, 

you can search the product catalog by ID. 

 

 

Note: Be sure of the following before searching by product ID: 

 The product ID is part of the formulary setup in your facility 

 You are using the product ID and NOT the serial number of the product 

     

 

To search by ID: 

1. Navigate to the Products page by selecting the Products menu item on the 

main menu. 

2. On the product dashboard, enter the ID of the product you would like to 

find in the Search box.  

3. Tab to the Search Type dropdown and select ‘Keyword’ if it hasn’t already 

been selected.  

4. Click on the Search button. 
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The product detail page for the product ID you searched for will display if the ID number 

is unique. If there are more than one product with the same ID number, or if the ID 

number is a subset of another ID number, a screen will display with a list of matching 

product ID’s. 

 

Search for Product by Category 

 

You can also search for a product by drilling-down using the product links provided in 

the catalog categories section of the product dashboard. 

 

 

Note: Be sure of the following before searching by category: 

 You know the functionality of the product 

 The product is a part of the McKesson catalog 

     

 

To search by Category: 

1. Navigate to the Products page by selecting the Products menu item on the main 

menu. 

2. Find the top-level category that the product you’re looking for falls into. Click on 

the link of that category. 

 

 
 

3. Scroll down the list of products that are shown on the next screen. If the 

product you’re looking for is not displayed, click on the appropriate sub-
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category link in the Narrow Your Results section of the page until you find the 

product you are looking for. 

 

 
 

4. Click on the product description to see more information about the product, or 

select multiple items and click on the Compare All Items On Page button to see 

side-by-side comparisons of similar products. 

 

 

At the product description page, you have the option of adding the product to your cart 

or viewing more information about the product. Also, there are links to popular 

alternatives to the product you are viewing. 

 

Product Troubleshooting Guide 
 

Issue Possible Solution 

Searching by my product 
ID didn’t return any 
results 

There are a couple of potential issues that could 
prevent you from finding your product by ID: 

1. Ensure that the ID of the product you are 
looking for is 8 digits in length. 

2. Ensure that the product ID you are looking for 
is in the McKesson product database by 
contacting technical support at: 

               Technical Support: 1-800-422-0280 

The Product Catalog does 
not have a category that 
matches the product I am 
looking for 

Either choose the closest product category to your 
product or try to search for the product by the product 
ID. 
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Orders 
 

 

McKesson Supply Manager (SM) allows you to order products using the SM shopping 

cart for your facility and track the status of those orders on the orders dashboard by 

selecting the Orders menu item. Also, you can schedule and return orders, as well as 

create lists for ease of future ordering.  

 

Orders Dashboard 

 

The orders dashboard displays when you select the Orders menu item form the main 

menu. The orders dashboard includes areas that include the order tabs, the order 

status, and the order search. Each of these areas are described below: 
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Elements Description 

Order Tabs The order tabs that run across the top of the orders 
dashboard display counts of orders within each status.  They 
are color coded such that: 

 Blue = Open Orders 

 Orange = Backordered Orders 

 Green = Shipped Orders 

Order Status The order status column allows you to quickly see which 
orders are in which statuses and to sort by status. 
 
Note:  Orders that are in the statuses of submitted and 
returned do not display on the orders dashboard. To see 
these orders, you must navigate to the specific order type 
under the Orders menu item on the main menu. 
 

Order Search The order search area allows you to search for orders by date 
or by a specific box on the order record. The boxs that can be 
used to search for an order are: 

 PO = Purchase Order Number 

 Order # = The system generated order number 

 Ship To = The account number of the Ship To account 

 

 

Types of Orders 

 

There are several different types of orders that exist in the SM system. The initial status 

of an order is determined at order creation and updated throughout the order cycle. 

The types of order statuses are described below: 

Order Type Description 

Submitted Order The order has been entered in the SM application, but has 
not yet been mapped through the AS/400 for fulfillment. The 
AS/400 mapping takes place in a nightly batch process. 
 
Note: Any orders that error during the mapping process will 
be returned to the submitter with an explanation of the 
error. The submitter will receive an email describing the type 
of error and possible solution. 

Open Order Order has been successfully mapped through the AS/400 
system and is ready to be fulfilled or is in the process of 
fulfillment. 
 
Note:  The open order status is the last stage in which you 
can request a cancellation.  
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Back Ordered Order This product is currently not in stock; however your order 
and payment will be processed when we receive more 
product. After an order is processed, the time of delivery is 
determined by the shipping method. 

Invoiced Order The invoice for the order has been created. The invoice lists 
what has been purchased and the price of each item. The 
customer account will be debited the total invoice amount. 

Shipped Order Order has been picked, packed, labeled, and shipped out via 
the shipping method of choice. 
 
Note: The order can no longer be cancelled at this point. You 
must wait to receive the order and then fill out a return 
request. 

Returned Order Order has been received back at the warehouse with the 
appropriate return documentation. The credit to the 
customer account will depend on the return reason and the 
method of payment. 

 

 

Order Entry 

 

There are two different ways to create a new order in SM. The first method for entering 

a new order is to add items from the shopping cart. The second method is to navigate 

through the Orders menu and initiate a new order. 

 

To enter a new order through the shopping cart: 

1. Click on the Shopping Cart icon on any page of the application. 

 

 
 

2. Enter the product ID into the ID Entry box and the quantity in the QTY box. 

3. Click the Add button. A line will be added that will specify the product name, 

description, and price of the added product. Add as many lines as necessary for 

you to complete your order. 
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4. Click the Purchase button. 

5. Enter the purchase order number in the PO Number box. 

6. If necessary, enter email address(s) of users that you would like to have a 

confirmation email sent to. The Email Address box is defaulted to the email of 

the facility owner. 

7. Click on the Continue to Next Step button. 

8. Payment information page will appear. Enter your payment information in the 

boxs provided. If you are paying with a credit card, enter your credit card 

number and expiration date. 

9. Click on the Continue to Next Step button. 

10. Review your order on the screen. Ensure that the types and quantity of items 

are correct. 

 

 
 

11. Click on the Complete Order button. 

12. They system will take several seconds to validate the order and send it on for 

completion. You will receive a confirmation message when the order validation 

is complete. 

13. Print your order confirmation by clicking on the Print Confirmation link. 

14. Print a copy of your order by clicking on the Print Order link. 

15. Click on the Finish button. 

Your order is now in submitted status and will be confirmed through an overnight batch 

process. In the event that an error is found in the order during the batch process, an 

email will be sent to the order owner describing the error and possible error resolutions. 
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To enter a new order through the main menu: 

1. Navigate to Orders > Start New Order on the main menu. 

2. Enter the product ID into the ID Entry box and the quantity in the QTY box. 

3. Click the Add button. A line will be added that will specify the product name, 

description, and price of the added product. Add as many lines as necessary for 

you to complete your order. 

 

 
 

4. Click the Purchase button. 

5. Enter the purchase order number in the PO Number box. 

6. If necessary, enter email address(s) of users that you would like to have a 

confirmation email sent to. The Email Address box is defaulted to the email of 

the facility owner. 

7. Click on the Continue to Next Step button. 

8. Payment information page will appear. Enter your payment information in the 

boxs provided. If you are paying with a credit card, enter your credit card 

number and expiration date. 

9. Click on the Continue to Next Step button. 

10. Review your order on the screen. Ensure that the types and quantity of items 

are correct. 

 

 
 

11. Click on the Complete Order button. 
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12. They system will take several seconds to validate the order and send it on for 

completion. You will receive a confirmation message when the order validation 

is complete. 

13. Print your order confirmation by clicking on the Print Confirmation link. 

14. Print a copy of your order by clicking on the Print Order link. 

15. Click on the Finish button. 

Your order is now in submitted status and will be confirmed through an overnight batch 

process. In the event that an error is found in the order during the batch process, an 

email will be sent to the order owner describing the error and possible error resolutions. 

 

View Order Statuses 

 

As explained above, there are several different statuses that an order in SM transfers 

through in the order life-cycle. All orders in all different statuses can be viewed in SM by 

navigating through the main menu. 

 

To view and edit an invoice order: 

1. Navigate to the Invoice Orders page by selecting Orders > Invoiced Orders on 

the main menu. 

 

 
 

2. On the Invoice Orders page, you can search for a specific invoice order by 

entering the PO number in the Find box, entering a date range, and clicking the 

Find button. 

  Be aware that the invoiced orders that are displayed on this page are 

determined by the date range within the date range filter. The date range filter 

will only display orders that are within a three-month time range. 

3. Click on the invoice number in the order record to view the invoice details. 
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4. To change the invoice status due to changes in the payment terms or to account 

for a sent check, click on the Change Invoice Status button. 

5. Select the desired invoice status from the pop-up window and click the Submit 

button. 

You can now verify that the invoice status has changed by viewing the invoice status bar 

at the top of the invoice. 

 

 

 

To view and edit a backordered order: 

1. Navigate to the Backordered Items page by selecting Orders > Backordered 

items on the main menu. 

2. On the Backordered Items page, you can search for a specific backordered item 

by entering the PO number in the Find box and clicking the Find button. 

3. Click on the order number in the order record to view the backorder details. 

4. To cancel a backordered item before the order is shipped, click on the Cancel 

Item button. 

5. Select the desired backordered item to cancel in the pop-up window and click 

the Submit button. 

You can now verify that the selected backordered item has been canceled by finding the 

order by PO number on the Backordered Items page and verifying that the canceled 

item no longer exists in the order. 

 

To view and edit an open order: 

1. Navigate to the Open Orders page by selecting Orders > Open Orders on the 

main menu. 

2. On the Open Orders page, you can search for a specific open order by entering 

the PO number in the Find box and clicking the Find button. 
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3. Click on the order number in the order record to view the open order details. 

 

 
 

4. To contact customer service regarding the open order for questions about 

pricing or shipping, click on the Contact Customer Service button. 

5. Enter you comment or question for customer service in the pop-up window and 

click the Submit button. 

 

Return an Order 

 

You can return any product ordered and received through SM as long as the item is 

returned for a valid reason and it is in its original packaging. Valid return reasons 

include:  wrong item was shipped, item was damaged, wrong item ordered.  

 

Note: For questions about all other return reasons, please contact Customer Service at 

866-625-2679. 
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To return an order: 

1. Navigate to the Return Request page by selecting Orders > Return Request on 

the main menu. 

2. On the Return Request page, verify that your return meets all the guidelines 

specified on the page. If your return meets the guidelines, click on the Continue 

to Next Step button. 

3. Enter PO Number, invoice, or order number, and enter a date range, then click 

on the FIND button. A list of return eligible orders will display on the page. 

 

 
 

  Be aware that the return-eligible orders that are displayed on this page 

are determined by the date range within the date range filter. The date range 

filter will only display orders that are within a three-month time range. 

4. Enter the return quantity in the Return Qty box and click on the Add button. 

 

 
5. On the Confirm Reason for Return pop-up window, select the reason you want 

to return the item and verify the quantity you are returning is correct. 

6. Click on the Submit button. 

7. On the next window, verify the shipping information presented. Click on the 

Finish Return button. 

8. Enter the number of shipping labels needed in the Shipping Labels box. 

9. Enter any alternate email addresses you would like to receive return 

authorization emails. 

 

Note:  Your (the return requester) email is defaulted on this page as the person 

who will receive the return authorization email. 

 

10. Click on the Continue to Next Step button. 

11. Verify that all shipping, label information, and return item information is 

correct. Also verify that the total pending credit amount is correct. That is the 
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amount that will be credited to your credit card or sent back to you via check for 

the return of this item. 

12. Click on the Submit for Processing button. 

 

The return request will be sent back to the warehouse to validated and processed. 

When the request is validated, you will receive return shipping labels in the mail to use 

to send back the item you are returning. Please allow 1-2 weeks from the time you 

submit the return request to the time you receive the return shipping labels. 

 

Order Lists 

 

You can create a list of common orders for you facility. You can then use this list to 

create orders with multiple items quickly and easily. The lists can be saved as either 

managed or shared. If the lists are shared, everyone in the facility will be able to create 

orders from the list. Conversely, if the list is managed, only the creator of the list will be 

able to view and use the order list. 

 

To create an order list: 

1. Navigate to the Lists > Create New List on the main menu. 

2. Enter a descriptive name for your new list in the New List Name box. 

 

 
 

3. Select if the list can be edited by either ‘Everyone’ or ‘Only Me’. 

4. Select which Ship To the list if for. The options are ‘All Ship Tos for this 

Account’ or ‘This Ship To Only’. 

5. Click on the Create List button. 
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6. On the Edit List page, add products to your order list by entering the 

product ID of the product in the Search box and click on the Add button. 

The product will be added as a line item to the list. 

7. Add as many different products to the list as you desire. Adjust the default 

quantity as necessary on every product line added. 

 

 

Note:  The order list is saved after every successful product addition. You can safely 

navigate away from the page after you have added the last product you wish to add to 

the list. 

 

 

 

To order with an order list: 

1. Navigate to the Lists > View All Lists 

 

 
 

2. Find your list on the My Lists page.  Click on the name of the list. 

3. Select all or individual products in the order list. Update the quantities if 

desired. 

 

 
 

4. Click on the Add to Cart button. 

5. Selected products are added to your cart. Click on the Purchase button to 

complete the order. 
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Note:  Be sure to verify that all products and stocking messages in your cart are what 

you expect. Product prices and stocking status can change periodically and those 

changes will be visible in your cart. 

 

 

Orders Troubleshooting Guide 
 

Issue Possible Solution 

I entered an order in SM 
and I don’t see the order 
in the invoiced or open 
orders lists 

There are a couple of potential issues that could 
prevent you from seeing your order: 

1. Submitted orders require validation in a batch 
process before they are displayed on SM. Be 
sure to wait overnight to view your order. 

2. Your order could have errored in validation. Be 
sure to check your email for details about the 
order. 

                

Some products in my 
order list no longer 
display in the list 

Periodically, products are discontinued or their IDs are 
changed. Contact customer service at 866-625-2679. 
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Reports 
 

 

McKesson Supply Manager (SM) allows you to report on every type of transaction. The 

reports dashboard is divided into sections that represent the different areas of SM. The 

different sections of the reports dashboard are defined below: 

 

Reports Dashboard 

 

 

 

Report Section Description 

My PSS Reports Reports that have been transitioned over from the 
conversion of PSS. 

Product Usage Tracks and displays data concerning the product usage of 
your facility as defined by frequency of re-orders for specific 
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products.  

Order History Reports that display data concerning past orders. Reports in 
this section include invoice order specific reports and 
purchase order detail, as well as accounting specific reports. 

Other Reports This section includes reports about backorders, availability, 
and sales. 

 

 

Run a Report 

 

SM offers the reporting described above along with a variety of reporting support 

covering Material Usage, General Ledger Integration and viewing Packing Slips and 

Invoices. All reports have two year limits. This means you will not be able to see data 

that is more than two-years old in the reports. 

 

Note: Be sure to have an updated copy of Adobe Flash installed on your internet 

browser. 

 

 

To run a report: 

1. Navigate to Reports > All Reports. 

2. Click on the report title you would like to run. 

3. The filter window for the selected report will display. Enter all necessary and 

desired filters for your report. 
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4. Click on Apply Changes button. 

5. Report will display. You may Print to PDF, Export to Excel, or Export to CSV 

by clicking the respective link for each. 

6. Scroll down the window to view all report data or close window to close the 

report. 

 

Note:  Most filter choices are the same for each report. Be sure to scroll down the page 

to see all filter choices. 

 

 

Reports Troubleshooting Guide 
 

Issue Possible Solution 

My browser gives me a 
compatibility error when I 
try to run a report 

Be sure that you are using Internet Explorer 8 or above, 
Google Chrome, or Mozilla Firefox. Also, make sure that 
your browser has the most up-to-date version of Adobe 
Flash Player installed.  
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Tools 
 

 

The Tools menu in McKesson Supply Manager (SM) allows users with power privileges 

the opportunity to maintain user information and add new users. There are also menu 

items that deal with Supply Analytics. Supply Analytics is a subject that is described in a 

separate user guide. 

 

User Maintenance 

 

Users with the power privilege in SM can edit and create new users in the system. They 

can also edit their own user record. For this reason, the Tools menu and the user 

maintenance menu has been restricted and is logged in the database for audit purposes. 

 

To create a new user: 

1. Navigate to Tools > User Maintenance. 

2. Enter your password and click on the Submit button. 

3. Click Create New User. 

4. Select either ‘Primary Care’ or ‘Extended Care’ and click on the Continue 

button. 

5. Enter data in all required boxs and click on Continue to Assign Accounts. 
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6. Add Ship To accounts to the user account by selecting Ship To accounts and 

clicking the Add button. 

7. Click on the Finish button. 

The user account is created. A temporary password will be sent to the creator’s email 

account. The user must login and change their password within 30 days. 

 

To edit an existing user: 

1. Navigate to Tools > User Maintenance. 

2. Enter your password and click on the Submit button. 

3. Click on the user you would like to edit from the list. 

4. Make any necessary change in the data. 

 

 
 

5. Click on the Save button. 

 

Tools Troubleshooting Guide 
 

Issue Possible Solution 

I don’t see the Tools 
menu or the User 
Maintenance menu item 

Most likely your user account does not have sufficient 
privilege to see these menu items. See your facility 
administrator if you believe you need these rights.  
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