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MY MEDICAL INVENTORY SOFTWARE INSTRUCTIONS 

 

Getting Started 

Welcome to my medical inventory management system.  Once you have successfully registered and 

have verified your account via email you are ready to get started.  You can get to the login page through 

our website:  www.MyMedicalInvetory.com  and click on the login in button at the top right of the page. 

At the login page, please enter your USERNAME and PASSWORD and press the SUBMIT button.  Keep in 

mind that YOU are the ADMINISTRATOR.  Both YOU and your ASSIGNED USERS for this program will 

both login to the same login page. 

 

If you FORGOT either your USERNAME or your PASSWORD, you may click on the appropriate link 

located at the bottom of the box and enter your email address that you used when registering for this 

product and you will be sent an email with instructions on how to move forward. 

 

 

http://www.mymedicalinvetory.com/


My Medical Inventory Software Page 2 
 

THE DASHBOARD 

You will notice at the top of the DASHBOARD PAGE,  at the top center will be the name of your medical 

practice that you used when registering for this software. 

It is important to familiarize yourself with this page. Let’s review all the different interactive features on 

the DASHBOARD. 

Starting on the top left corner, you will see My Medical Inventory logo. Throughout the use of this 

software, you can always return to your DASHBOARD by clicking on that link. Right below the link, you 

will find today’s date.  To the right of the My Medical Inventory logo, you will find a button.  When this 

button is clicked, it will hide vertical navigation bar that resides on the left border of the page. When 

clicked again, it will make the navigation bar reappear. 

On the far right corner on the top of the page, you will find a WELCOME link.  By clicking the link you will 

be able to edit your profile, change your password, view available subscription plans, see your 

subscription history, purchased new subscriptions, and sign-out. 

To the far left side of this page, you will find the MAIN NAVIGATION VERTICAL BAR which includes the 

DASHBOARD, ADMIN, PRODUCT IN, CHECKOUT AND REPORT BUTTONS.  This is same for both the 

ADMIN and USER site. 
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SET-UP TIME:  THIS IS ALL DONE THROUGH THE ADMIN LOGIN 

Step 1 – Enter Office Locations 

The very first thing that you will want to do is set up your OFFICE LOCATIONS. You can do this by clicking 

the ADMIN LINK.  After clicking the ADMIN link you will find subdirectories that will assist you in setting 

up your software. By clicking on the LOCATIONS button, it will bring it to a new page that allows you to 

enter up to 5 different locations.  After you enter each location, you will see a chart that has the location 

name, the date it was created and some 3 colored linked options. By pressing the GREEN CHECKBOX 

link, it will allow you to inactivate or activate this location.  By pressing the EDIT icon, it will allow you to 

edit any of the information that you entered. And by clicking the RED X icon, it will allow you to delete 

said location.  If you delete a location at a later date, it will delete any record or data that was entered 

under this location permanently.   
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Step 2 – Enter Product Categories 

After you have entered all of your LOCATIONS, the next step is to add your CATEGORIES. By clicking on 

the ADMIN button,  you will see a MANAGE CATEGORY button appear. By clicking on MANAGE 

CATEGORY button, a new category page will appear. By pressing the ADD button, you can now type in 

the name of the category which you would like to display. The My Medical Inventory software does not 

limit how many different categories one can use. Different categories can include: vaccines, office 

supplies, medical supplies, etc.  After you add each category, you will have the option to delete or edit 

each one. 
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Step 3 – Adding Your Products 

The next step is very important. This is where you will be adding all the different products that you will 

be keeping in inventory.  Go to the ADMIN button and click it. You will find underneath it a link that says 

PRODUCTS. By clicking on this link, it will take you to an add product page.   

By clicking on the ADD button, you will be taken to a specific add product page. It is important to add all 

the information on this page correctly. Write the product name in the box as you would like it to appear. 

In the PRODUCT NUMBER box, type in the product number or stock number identifier used when 

ordering. You can also include their 1- 800 number next to it if you would like. On the CATEGORY 

PULLDOWN you will identify what category this product belongs to. And in the ALERT QUANTITY box, 

this will be the amount of inventory identified as a minimum number to have in stock. When the stock 

quantity is less than the ALERT NUMBER, a RED BOX / RE-ORDER ALERT  will be seen on the both the 

ADMINISTRATOR’S AND USER’S DASHBOARDS.  

 

 

 

Once you have entered all the products in your first LOCATION, you can easily transfer the same 

products to the second location by clicking on the ADMIN button and then clicking on the PRODUCTS.  

At the top of the page on the left side, there is a pulldown menu that says SELECT LOCATION.  Pull down 

and click on the new location and to the right of this you will find another pulldown menu that will say, 

INVENTORY DATA FROM – from this pulldown select the office that you want the data copied from. 
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STEP 4 -  Adding Users 

By clicking the admin button, you will find the subdirectory by the name of users.  By clicking on the 

users button, you can assign an unlimited amount of users for the software. Each user will be assigned 

to a specific location. Users are not the same as administrators. Your users will be the employees who 

will enter products in and check out on a regular basis. The users will only have access to the users 

dashboard. Each user will have theirown username and password that you will assign.  When a user 

enters new products or checks out, a date and timestamp with the users initials will appear on the 

dashboard. This information will appear by hovering the mouse over the product box.  To enter user, 

first select the LOCATION via the pulldown box and click the add button. This will take you to a new 

page where you can add the specifics of each USER. Once you add the USER, each USER will be listed on 

the USER page. You will have the option to edit, delete, or change the users password if needed. 
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Step 5 – Adding Inventory to your Products Via the User Dashboard 

This is the step when your users can begin to add inventory counts to each product. THIS SHOULD BE 

DONE IN THE USER MODE.   Each user will login using their specific username and password. By doing 

so, this will allow them to enter their specific location that they will have access to.  After the user has 

logged in, the dashboard for their specific location will appear. Their location will be in parentheses next 

to the practice name at the top of the page.  To enter a new product inventory, click on the PRODUCT IN 

button.  On the PRODUCT IN page, first select the appropriate CATEGORY via the pulldown box that you 

would like to enter your inventory into.  The box underneath will show the current date and timestamp 

for your entry. In the NEXT box underneath, enter the ORDER NUMBER that is on your invoice. If this is 

the first time you are setting up your inventory, you can just write the word start.  The next box is a 

pulldown menu that will include all of the PRODUCTS that you have previously entered when setting up 

your software. Click on the PRODUCT whose inventory you are entering. In the box underneath, enter 

the QUANTITY OF PRODUCT received. Directly under that, you are asked if your product is complete. If 

it is click yes if it is not click no.  

If you click no, you will be asked to enter the remaining quantity that you did not receive. Underneath 

that, you can also type in any form type of COMMENT or reminders you wish to make on this 

transaction. When you are done click on the SAVE button. 
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Step 6 – Check Out 

To do your daily CHECK OUT, click on the CHECKOUT button.  At the top of the page, click the 

CATEGORY you wish to CHECK OUT. Once you select the CATEGORY, you will find a list of all the 

products in that specific category. We recommend that you do a daily CHECKOUT on items that are 

frequently used throughout the day such as immunizations. This checkout should be done at the end of 

each day. By doing daily checkouts, you can run daily reports and reconcile products used such as 

vaccines with your billing software. 
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REPORTS 

The My Medical Inventory software allows the administrator to request various reports. These include: 

Daily Reports, Period Reports (between 2 dates) and Incomplete Order Reports.  All of these reports can 

be printed by pressing the print button at the bottom of the page. 

 

Daily reports can be used to reconcile super bills to assure that all products such as vaccines were billed 

correctly and accounted for.  It will also allow you to run Period Reports and see how many vaccines or 

medical products you utilized in a given period. The Incomplete Product report provides a list of any 

product order that was incorrect or short and provides comments and details for follow-up.  Once you 

correct or receive the remainder of your incomplete order, you can go back to your INCOMPLETE 

ORDER REPORT AND CLICK THE CORRECT BUTTON.  This will remove the Incomplete Order on the 

report. 
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Administrator Dashboard:  Sees ALL LOCATIONS – at a glance and can edit all locations.  The 

ADMINISTRATOR is typically the doctor and his administrator. 

 

 

 

User’s Dashboard:  The USER is typically the person who works at one location (nurse, medical assistant 

or clerk) who checks PRODUCT IN when they arrive or CHECKS OUT at the end of day count.  They are in 

charge of only their assigned location.   
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HOW TO MAKE CORRECTIONS. 

You can make corrections to either Product In or Check Out transactions. These corrections can be done 

either in the USER or the ADMINISTRATOR MODE.  Once a correction has been made, the deleted 

transaction can never be reviewed. Please be careful while making corrections.  It is important to make 

all corrections on the same day for which they were made. 

To make a correction in the administrator mode, go to the navigation bar and press the ADMIN button. 

To make a correction for Product In press MANAGE PRODUCT IN button.  It will take you to the Manage 

Product In Page.  On this page, select the date of the transaction that you wish to correct. Once you 

enter the date, you will see all the products that were processed as PRODUCT IN for that date. You will 

have the option to delete any product transaction by pressing the delete button that corresponds to the 

specific product you wish to correct. Once you delete this transaction, you can go back to the PRODUCT 

IN  an input the correct PRODUCT IN transaction.  The same holds true to make a correction for check 

out. Go to the ADMIN button, and click on the MANAGE CHECK OUT  button.  Once you are at the 

manage checkout page, you will be asked to select the date that you wish to correct. Once you see the 

date, although products check out on that specific date will be highlighted on the page. You will have 

the option to delete any one of those transactions in the checkout. Once a product has been deleted, 

you must reenter a brand-new check out for all the products. 
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