
June 7, 2019

Order Overdose Supplies: 

Step 1: ‘Ship-To-Address’ and 
Update Program Site Addresses
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Program Sites
STEPS: 
1- Log-On: NYOverdose.org

2- Click: Program Profile

2

Presenter
Presentation Notes
Log onto NYOverdose.org
View program information
View
View Program Sites
Update/click on ‘Can Ship’
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Program Sites

STEPS: 
3- Click: Update Program 

Profile

4- Select: View/Edit Program Sites

3
4
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Edit or Change Addresses

The ‘can ship’ column will show 
Green button = program’s address is set to ship materials – must be  checked OR  
Red Button = program ship to address not set

Edit or change program site’s ‘ship-to-address’
A- Click: Edit

A
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Create New & Delete Program Site
Click: Create a New Program Site.
Complete fields. Click Save.

Click: Delete.
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Update Program Sites
Tab 1: Site Address

1- Is it accurate? Enter information into the 
appropriate fields. Be sure to update. 
NO PO Box

2- Click: Save 

List My Program!

Program’s have the choice to publish 
their program’s site on the DOH Opioid Overdose Prevention 
Directory. By checking the box, you agree to be published.  
Program staff can update this at anytime and it is not 
required.
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Program Sites:  ‘Ship-to-Address’
Tab 2: Ship To Address

3- Is accurate? Be sure to update
4- Click, Save (important!)

All fields are required.

Helpful Tip: 
Click ‘same as site address’ to avoid typos 
Or retyping
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Setting Program ‘Ship-to-Address’
Why?

• In order to have supplies 
shipped, a valid ship-to-
address is required

Tips To Remember
• NO PO Box addresses allowed;
• Changing this information 

generates a new letter of 
authorization for the clinical 
director to sign
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Do NOT Forget!

All programs must have at least one designated 
‘Ship-To-Address’ set to receive supplies. 

– PO Box addresses are not allowed. 

REMEMBER: 
Changes in the Ship-To- Addresses
- The system will generate a new email to the clinical director, requesting them to 

electronically sign-off on a required form, Letter of Authorization (LOA).
- Failure to e-sign off will stop the ordering process.
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