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►Log on to the Darby site using 

your Darby issued logon and 

password:

►Enter your username and 

password. Click ‘Log In’.
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►To view products in your 

formulary, select either the

‘Formulary’ link on the menu bar, 

or the ‘Formulary’ option on ‘My 

Darby Dashboard’.
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►The available products

displayed are part of your

custom formulary.

►To further refine the displayed 

products, select category lists

under the ‘Custom Lists’ drop 

down. This will filter results to 

the defined list.
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►Select a product to view 

details.

►1. Input desired quantity and 

select ‘Add to Cart’. You can 

continue shopping your formulary  

by selecting the ‘Formulary’ link

(2) on the menu bar.
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►To review your order, select 

the ‘Cart’ icon at the top right.
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►After reviewing your order for 

accuracy, complete your order 

by selecting the ‘Checkout’ 

button on the lower left.

►You will be transferred to a  

screen for final review. Enter a  

PO number consisting of your 

name and date (ex.

SMITH4.01.18). Click ‘Request 

Approval’ and the order will be 

submitted to your designated 

approver for final approval and 

submission. (If your account is 

not setup for approval routing, 

order will process automatically).

If you have a rush order, please 

enter ‘RUSH’ in the ‘Special

Instructions’ box. Please note

that additional charges apply.
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►Confirmation message will 

show, indicating that a request 

has been made to the order 

releaser.

How to shop with the Darby formulary

10



How to order from a formulary list
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►Log on to the Darby site using 

your Darby issued logon and 

password:

►Enter your username and 

password. Click ‘Log In’.
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►To quickly order from within 

a  formulary list, select ‘My 

Account’ from the menu bar, and 

select ‘Custom Lists.’
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►Your custom formulary lists 

are displayed. Select the custom 

list you would like to order from 

by selecting the list name.

►All products from your 

selected list are displayed. Input 

your desired order quantities and 

select ‘Add to Cart’.
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►To review your order, select 

the ‘Cart’ icon at the top right.
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►After reviewing your order for 

accuracy, complete your order 

by selecting ‘Checkout’.

►You will be transferred to a  

screen for final review. Enter a  

PO number consisting of your 

name and date (ex.

SMITH4.01.18). Click ‘Request 

Approval’ and the order will be 

submitted to your designated 

approver for final approval and 

submission. (If your account is 

not setup for approval routing, 

order will process automatically).
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►Confirmation message will 

show, indicating that a request 

has been made to the order 

releaser.

How to order from a formulary list
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►Log on to the Darby site using 

your Darby issued logon and 

password:

►Enter your username and 

password. Click ‘Log In’.

Use this function to check status of an order you’ve placed in the online ordering tool.
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►Choose ‘My Account’ from 

the menu bar, and select

‘Invoice History’.
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► Find the order you want to

track and click on the ‘Tracking 

Info’ icon

►Order status for each package 

is displayed on in the far right

‘Status’ column.
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►Select the tracking number 

link to access tracking 

information on the UPS site.
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►As a registered approver, you 

will receive an email advising 

that a location has submitted an 

order for approval.
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►Log on to the Darby site using 

your Darby issued logon and 

password:

►Enter your username and 

password. Click ‘Log In’.
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►Select ‘My Account’ from the 

menu bar, select ‘Locations’.
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►All available locations  

will display.

►Locations with a pending

order will have a order icon

present in the ‘Order

Pending’ column. Select this

icon to bring you to the order

cart.
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►Once you are inside the order, 

you can approve it, modify the 

item quantity, delete an item, or 

cancel the order. Click ‘Checkout’ 

to go to the final approval screen.

►Review the final aspect of the 

order, note a  purchase order 

number or other order indicator 

that you would like. Click the 

‘Approve/Process’ button and 

your order is fully approved and 

now routing to Darby for 

fulfillment.

*You must click

‘Approve/Process’ to complete 

the approval process and release 

the order.

How to approve a Darby Dental order
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You must click ‘Approve/Process’ to complete this order
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► To send a copy of the order to

another person, enter the email 

address and click ‘Confirm’.
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To setup and manage budgets for each location, please contact Matt Ramacca at Darby Dental Supply.

Matt Ramacca

300 Je richo Quadrangle, Je richo ,NY 11753  

tel. 800.645.2310 ext 4166

fax. 516.874.3469
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