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Your Sales Data Reports

Once you have logged into the HPV website you can
access your sales data reporting status by selecting
Sales Data Reports from the left navigation menu within
your Dashboard.

About Us News Careers Contracts and Documents Resources Contact Us

HOME MY DASHBOARD

MY DASHBOARD | SIGN OUT

Hello,
= Contracts & Documents

Quick Links

4 Sales Data Report

Procurement Portal Recall and Reca

# Messages (i

Quick Links
# Quick Links Submit Contract Variation

& My Account Settings

© General FAQs

A summary of your contracts with sales reports to be
submitted through the website will be displayed. The
most urgent status for all reports per contract will be
displayed on this summary screen.

HOME - MY DASHEOARD ~ SALES DATA REPORTS

Sales Data Reports

Next Report Date

HPVC2010-050
Surgical Dressings, Tapes and Bandages

4=mm | View all the report periods
for this contract

HPVC2010-051
Drapes and Clinical Protective Apparel

Submitted

VIEW DISTRIBUTORS +

HPVC2015-010
Sterilisation Consumables

[

Summary Status — most
urgent status

HPVC2015-051
Drapes and Clinical Protective Apparel

14/10/2017 Overdue

VIEW DISTRIBUTORS +

Click on View Distributors to see a list of the distributors
associated with each contract (this includes your
company).
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Report Status

Contracts and reporting periods will have one of the
following statuses:

Re-submit - a report has been submitted, however HPV
has advised that the report is incomplete or incorrect and
must be re-submitted.

Overdue - report has not been submitted by the due
date.

Due - report is currently due, or will be due at the end of
the current reporting period.

Submitted - a report has been submitted and is pending
HPV’s review.

Accepted - a report has been submitted and accepted by
HPV.

Click on the contract name to see the list of the reporting
periods for each contract.

HOME = MYDASHEOARD ~ SALES DATAREPORTS IV ACCESS DEVICES & ADMIN CONSUMABLES

weveo13079 |V Access Devices & Admin Consumables

[l Ties to Provide Error-Free Sales Report

- _

01/01/2018 - Due
31/03/2018

Number of reports due: 4

Date Period

14/04/2018

28/01/2018 01/10/2017 -

3112/2017

Overdue Upload Report | Submit Nil Sales Report

141072017 01/04/2017 -

30/06/2017

Re-Submit Your sales report has now been reviewed and has been rejected. Please login to
the HPV website and browse to the Sales Data Report portal on My Dashboard to

view the comments on whal needs to be addressed prior lo re-submission

Please correct lines 5-6.

Upload Report | Submit Nil Sales Report

k) Download Previous Report

Feedback on report
issues from HPV

3M Australia Pty Ltd (01/07/2017 - 30/06/2019)

Glifford Hallam Healthcare Pty Limited (01/07/20{ Check your distributors

and dates

LESS INFORMATION -

Note: in your sales data reports the distributor names
must exactly match the legal entity names listed here. If
any of the names or dates are incorrect, please advise
HPV via suppliers@hpv.zendesk.com.

If you have been asked to resubmit a report, the reason
for the request will also be displayed. A file with additional
information may also be attached. You can also
download your original submission.

Nil Sales

If you do not have any sales to report for the period, for
yourself and all distributors, a file upload is not required.

Select Submit Nil Sales Report. You will then be asked
to enter a comment in relation to the nil sales report. This
comment will be sent to HPV.

14/04/2018 Due
Overdue Upload Report ‘ Submit Nil Sales Report

Protected

01/01/2018 -
31/03/2018

28/01/2018 01/10/2017 -

31/12/2017


mailto:suppliers@hpv.zendesk.com
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Select Continue to proceed with the submission. You willbe  oyeopsorns | [\ Access Devices & Admin Consumables
prompted to confirm that you are reporting Nil Sales for the
selected contract and period.

Submit Nil Sales Message from webpage b

If you wish to proceed, select OK.

eriod: 01/07/2017 - 30/0 Are you sure you are reporting no direct or indirect sales for IV Access
Devices & Admin Consumables for the period ending 30/09/20177

After clicking OK, the status for your report for that period will

be updated to Accepted. lease enter the comme|
Test Cancel

Before Uploading a Report

Before submitting your report, check that you have done the following:

1. Used the correct sales report template. The template is available from the “HPV Sales Data Report Template”
cabinet on the website. Favourite this cabinet to receive notifications when HPV provide additional information on
sales data reporting.

Home About Us News Careers Contracts and Documents Resources Contact Us My Dashboard

WEALTH PURCHASING VICTORA
.
HOME = CONTRACTS AND DOCUMENTS - HPV SALES DATA REPORT TEMPLATE

e HPV Sales Data Report Template © Favourited

HPV Sales Data Repor... ~

Contract Files (4)

< Back to Contracts and Documents Description

Favourite the cabinet
to receive updates

This cabinet contains the HPV sales data reporting template for contracts with standardised

reporting requirements.

If you have any questions about this template please contact HPV at contracts@hpv zendesk.com

MDASHEOARD I SIGROUT HPV Sales Data Report Template © Favourited

HPV Sales Data Repor...

Search Files Search name m 3 Reset
Contract Files (4]
S Festupdsted Em

HPV Sales Data Reporting Template (CSV) 3 years ago nt:
[ D

HPV Sales Data Reporting Template Example (Excel) 3 years ago =)
. . [

Sales Data Reporting User Guide - Suppliers (MAC instructions) 2 years ago [For )
Supplier User Guide for Sales Data Reporting through the website 3 years ago (=e)

2. Complied with the instructions for completing the template. These are provided in the “HPV Sales Data Report
Template” cabinet.

3. Used the distributor names as displayed in your reports summary screen, and included all distributors, including
your company, with sales for the period.

4. Saved the file in csv format.

2 Protected



HEALTH PURCHASING VICTORIA
L |

HPV User Guide — Suppliers

To save an Excel file as a csv file:

1. Format your file in Excel, paying particular attention to the date formats (YYYY-MM-DD) and number formats (use

text format to ensure leading zeros do not drop off).
2. Select Save As and select the location and name of the file to File name: BEREOO=
Save a5 type: | CSV (Comma delimited)

save. In Save as type: select CSV (Comma delimited).
3. Select Yes when prompted. Then exit Excel.

v
Microsoh Excel - — L ——— i £- 3@
— s — e PR ——
o Cermsel Paned
Sales data file CSV.csv may contain features that are not compatible with CSV (Comma delimited), Do you want to keep the workbook in this format? Syvtem Felder
. 9 . ” Astent Sales data
! @ «To keep this format, which leaves out any incompatible features, dick Yes. S w'm”:fw il
| «To preserve the features, dick No. Then save a copy in the latest Excel format. | 437K Open.
\ «To see what might be lost, ciick Help. | Pt
(27
| Lrs ) (Lt | [Lheo | I & ko :
. . . . 2 ;
4. To check the formatting, DO NOT open the file in Excel. Right Scan for Viewes
click on the file and select Open With then select either i X
Z el Share wes .
Notepad or WordPad. B Hetoged Resteee provions varioms
0 Wes
’ Send .
7 Sales data file CSV - Notepad = B8] = .
File Edt Format View Help Cut
contract Number and Contract Name,"Invoice Date(YYYY-MM-DD)",Invoice Number,“Purchase order pate_ (YYYY-MM-DD)",Pu rchase order Number ,Hospital,Location GLI . c
HPVC 2012-042 Patho 3 ,2013-11-11,491012-001,2013-11-11,739996 ,Melbourne Health,9377779150344,1 Py
HPVC 2012-042 Patl Consumables,2013-11-11,491012-001,2013-11-11,739996 ,melbourne Health,93 50597
HPVC 2012-042 pathology Consumables,2013-11-11,491041-00 13-11-11,708959,Monash Health,9377779150597, Creste shomost
HPVC 2012-042 Pathology Consumables,2013-11-11,49094 13-11-11,708393 ,Monash Health, 150597,
HPVC 2012-042 Pathology Consumables,2013-11-11,491026-001,2013-11-11,708561 ,Monash Health, 97, Delete
HPVC 2012-042 pathology Consumables,2013-11-11,491028-001,2013-11-11,708546,Monash nu'lth. 150597,
HPVC 2012-042 Pathology Consumables,2013-11-11,491041-001, -11-11,708959 ,Monash Healt 150597, Ranaore
HPVC 2012-042 pathology Consumables,2013-11-12,4 8 . -11-12, PO 0470838, Austin neaith vs 7915015
HPVC 2012-042 Pa consumables,2013-11-12,491212-001, -11-12,740778 ,melbourne Health,9: 034,
HPVC 2012-042 pathology Consumables,2013-11-12,491211-001, -11-12,740740,west Gippsland nea’l:hcare croug
HPVC 12-042 pathology Consumables,2013-11-13,4 11-002, -11-13,740741,South Gippsland Hospital, 93777791503
MPVC 2012-042 pathology Consumables,2013-11-14,491211-003, -11-14, 741 742 South Gippsland Mospital,9377779150: a O a a DA
HPVC 2012-042 Pathology Consumables,2013-11-15,491211-004, -11-15,740743,Kooweerup Regional Health service,93
HPVC 2012-042 patho consumables,2013-11-16,491211-005, -11-16, 741 7M Jwest Gippsland Healthcare Group,93777791504
HPVC 2012-042 pathology Consumables,2013-11-17,491211-006,2013-11-17,740745,west Gippsland Healthcare Group,93777791504 0 ) O 0 e d a
HPVC 2012-042 pathology Consumables,2013-11-18,491211-007, -11-18,740746,West Gippsland Healthcare Grcu? 93] D4 O A CA O
MPVC 2012-042 Patho Consumables,2013-11-19,491211-008, -11-19,740747 ,Kooweerup Regional Health Servic
HPVC 2012-042 Patho Consumables,2013-11-20,491211-0¢ -11-20,740748,west Gippsland Healthcare Group, 1 ~ O O
HPVC 2012-042 Pathology Consumables,2013-11-21,491211-0] -11-21,740749,west Gippsland Healthcare Group 17 alld all( O
HPVC 2012-042 Patho consumables,2013-11-22,491211-D] -11-22,740750,west Gippsland Healthcare Group 17!
HPVC 2012-042 pathology Consumables,2013-11-23,491211-0 ~11-23,740751,west Gippsland Healthcare Group 179,
MPVC 2012-042 Pathology Consumables,2013-11-24,491211-0] -11-24,740752,west Gippsland Healthcare Group, 179, O e - a - a > 0, > 0
HPVC 2012-042 Pathology Consumables,2013-11-25,491211-0] -11-25,740753 ,west Gippsland Healthcare Group, 179,
HPVC 2012-042 Pat Consumables,2013-11-26,491211-015,2013-11-26,740754 ,me1bourne Health,9377779150344,1 . ,OTR, "Agar, Ti
HPVC 2012-042 pathology Consumables,2013-11-27,491211-016,2013-11-27,740755 ,Melbourne Health,9377779150344 ,1 1.DTR,"Agar, Ti a O enaea
HPVC 2012-042 Pat Consumables ,2013-11-28,491211-017,2013-11-28,740756,Melbourne Health,9377779150344 1 ,OTR,"Agar, Ti
HPVC 2012-042 Pathology Consumables,2013-11-29,491211-018,2013-11-29,740757 ,Melbourne Health,9377779150344,1 ..DTR,"Agar, Ti
MPVC 2012-042 Pathology Consumab es.zcn-u- 0,491211-019,201 -11—30.740758,Me1boume Health,9377779150344,1 ,» OTR,"Agar, T

Uploading a Report

Once the report file has been prepared it can be
uploaded to the relevant contract and reporting period.
Select Upload Report.

wevezme124 . Hand Hygiene, Disinfectants and Chemical Products

Number of reports due: 2 El Tips to Provide Error-Free Sales Report

“

Please take the opportunity to double check that your
file complies with all the validation criteria by reviewing

. . 28/01/2018 011072017 - Overdue Upload Repﬂrt ales Report
Tips to Provide Error-Free Sales Report. S0t
SeIeCt Browse then naVIQate to the |0Catlon Of your flle 14/10/2017 01/07/2017 - Overdue Upload Report ‘ Submit Nil Sales Report
and select it. Click on Continue. S
If the file does not comply with all of the validation
criteria, the file will not upload. The error types found in the file will be HPY SALES REPORT

displayed to allow you to correct the file and upload it again. Tips to Provide Error-Free Sales Report

Do nat change any of the column descriplions (column names) of rearrange any of the

The file upload has failed due to the validation errors below. Please correct your file and try again. 1 columns in tha Reporting Template.
Criteria 4: The ing are i.e. Not blank or spaces): 1, 2, 3, 6, 8, 10, 11, 12, 13, 14, 15, 16, 17, 18 or A, B, )
v . ) N The sales report must be in csv format. If your report is in Excel spreadsheet, click File,
C,F,H,J,K L ,M,N, O, P, Q, R and for some agreements column 19 or 8 as specified in document Reporting Guidelines and choosa the Save As option, and for the Save as type option, select CSV (Comma
Template. - delimited) or CSV (Comma delimited) (*.csv), depending on your version of Microsoft
Every row that has some data will require data in each of these mandatory columns. Please add missing data and upload again Excal.
If you cannot see that any of the data is missing please open your .csv file in Notepad [find your .csv > right click > open with The following columns are mandalory (i.e. Not blank or spaces): 1, 2, 3, 6, 8, 10, 11, 12,
Notepad], go to the last record and see if any rows have only commas init[eg. ..., . ] If yes, please delete these rows > save > 13,14,15,16,17,18 (or A, B, C,F, H,J, K, L, M, N, O, P, Q, R) and for some
3 agreements column 19 (or S) as specified in document Reporting Guidelines and
and upload again Template. Every row that has some dala and will require data in each of these mandatory
Criteria 5: The data in column 2 (or B), Invoice Date, dates must be in YYYY-MM-DD format columns.
Please open the error report to see where the errors are.
4 The file: must have more than 1 row of data (15t row of report has the column headings).
To save as YYYY-MM-DD: Select columns B and D > Right click > Format Cells > Set the date format as YYYY-MM-DD and click OK
>
Samlbcliclatesy 5 Totals are not required, please do not insert fotals or sub-totals.
Once saved, don’t reopen in Excel or it will go back to the default format.
In addition to confracted sales data, sale of all non-confracted category products should
be included in the sales report. Sales analysis of non-contracted products will assist HPV
6 in identifying opportunities for new products to be added to the Agreement throughout the

If you wish to provide any additional details to HPV regarding the report,

use the comments box displayed. Click Send to complete the upload.
3

tarm Plaasa ansura that 09999999999 is nsad as tha HPY Product Numhar for all non-
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If your file does not contain sales for all distributors, including the contract holder, you will be prompted to confirm that you
are reporting “nil sales” for the missing distributor(s). If this is correct, check the box next the distributor name(s) and click
on Continue. If this is not correct click on Cancel and correct the file before uploading.

Please confirm all of the distributors below had nil sales. If you have included data from these
distributors please review your file.

IClifford Hallam Healthcare (CH2)

Once your file has been successfully uploaded, the status will change to Submitted, and the date of submission will be
displayed.

Email Notifications Your HPV Sales Report Notifications

There are two types of email notifications that will be sent
from the website to suppliers:
1. Notification to the submitter that the uploaded e
report has been either successful or unsuccessful.  This is a summary of your overdue Sales Reports.
2. Notifications of due and overdue reports:
e An initial notification is sent to the Sales Data
Contact(s) as soon as reports becomes due
(1st of the month after the end of the reporting

Your Sales Report

period). Name Due Date Status
e A second notification is sent to the Sales Data Sutures, Skin Staples and Tissue Adhesives o1 Apr 2015
Contact(s) as soon as the report is overdue.

e If reports remain overdue, notifications are
sent weekly to the Sales Data Contact(s) and Thanks,
your Company’s Super User(s)_ HPV website administration

Flease do not reply directly to this email

Notifications will be sent from
noreplyhpv@hpv.org.au

If you are not receiving notifications please
check your junk folder or spam filters.
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Assigning Sales Data Contacts - Super Users

To add or remove the Sales Data Contact flag from a user, click on the Name of the user in My Account Settings -->
Manage User Accounts.

HOME MY DASHEOARD MY ACGOUNT SETTINGS MANAGE USERS

Manage Users

Please click on the user name listed below to update their access.

__m St m

Supplier One Supplier.One@supplier.com 29 Jan 2018 Active

Supplier Two Supplier. Two@supplier.com No Pending

Select Yes in the Is Sales Data Contact field to assign this function to the selected user.

Phone (required)

02 1234 6541
Sales Data Contacts
Mobile Phone All supplier accounts submitting
sales data reports through the
website are required to have at
least one Sales Data Contact
Master Account nominated.
No v

By default, the Sales Data Contact
is the website Super User(s) for
Is Sales Data Contact your organisation. The Super User
can assign this responsibility to
another user through the Manager
User Accounts function.

MNo -

Account Status

Active v

You will not be able to change the status to No if there are no other users assigned as Sales Data Contact for your
organisation.

Is Sales Data Contact

No -

Your company Is required to have at least one sales data contact
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