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Welcome to Weblink User 
Manual 

 
This manual is intended for Weblink users in the following roles: managers and pharmacists, 
pharmacy techs, clerks and ancillary users. 

Kinray Weblink is all about you! 

• 24-hour access 

• Shopping cart convenience 

• Integrated controlled substance ordering 

• Real-time price updates 

• All-in-one search to order convenience 

• Spend less time ordering 

• More time serving customers 

Need help finding something?  

Use the links in the Table of Contents  
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Getting started – it’s as easy as 1-2-3 

1. Access Kinray Weblink using the following website address:  35Thttps://kinrayweblink.cardinalhealth.com35T 
2. Click REQUEST USERID to establish a username. Await a “Welcome to Kinray” email to establish your 

password and security question.  
3. Set your multi factor authentication (MFA) communication method to confirm your identity and get access to 

the website. 
4. Log in using the username and password to view the Weblink Home screen to begin your search. 

 
NOTE: If there are any urgent messages when you log into Weblink, the message will be displayed.  
(see Messages below for more details). 

Search for Items and add them to the Shopping Cart 

Use the search bar in the header to search for items.  As you start 
entering the item information, Weblink suggests items that match 
what you have entered.  

Select the item or items from the suggested items to display them 
in the Search Results screen. 

Enter the order quantity and click the Add button to add the 
selected items to the Shopping Cart. 
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Order items in the Shopping Cart 

 

 

      Click Checkout to review your order. 

 

After reviewing the order and making any edits, click the Submit Order button to submit the order. 

 

You immediately receive an Order Summary screen, confirming that your order has been placed. 
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PO/INV  
 
PO/INV in the Weblink Toolbar provides access to Order History, 
Invoice History and Statements.  

 

 

Order History and Invoice History 

 

 

Click on the Web Order # or 
Confirmation # link for 
Orders and Invoice # link for 
Invoices to see the order and 
line item details. 
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Login – first log in, subsequent log ins 

When a new user needs to be set up in Kinray Weblink:  

1. The new user clicks the     
button on the Weblink Login Page to request 
access. For added security, a Kinray Customer 
Service agent contacts the store owner to verify 
new user set-up.  

2. When access is set up, the new user gets a 
Welcome e-mail with a link. 

3. The new user sets up his or her password and a 
security question.  

4. On the first login, the multifactor authentication 
(MFA) communication is established and is linked to the browser and device. 

For subsequent log ins, if a different browser or different device (different computer, phone app) is used to log into 
Weblink, a second level authentication, like a text or email authentication, is used to validate and link the new 
device. 

Multifactor authentication 

Multifactor authentication (MFA) is an added layer of security used to verify your 
identity when signing into the Weblink application.  

1. The first login establishes the base device relationship for MFA.  

2. Should you login to Weblink using a different device or a different browser, you are prompted to confirm your 
credentials at the time of login. 

 

Various communication options are 
available with MFA, including:  
 

• Okta Verify – use the Okta Verify mobile 
app  

• Google Authenticator – use the Google 
Authenticator mobile app  

• SMS Authentication – use a text 
message sent to your mobile phone  

• Voice Call Authentication – use a 
phone call to authenticate and follow 
voice instructions. Note: not 
recommended to use with a phone 
number with IVR.  

Weblink Customer Preferences 

Weblink site address: 35Thttps://kinrayweblink.cardinalhealth.com35T 

Kinray Weblink is accessible by all modern browsers.  These include Chrome, 
Internet Explorer 11, Firefox, Safari, and Edge. Weblink is optimized for 
Google Chrome. These web browsers are best viewed at 100%. 
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User Roles 

Two new user roles are available for Weblink users and are established when setting up a new user: 

1. Shopper – Able to place items into Shopping Cart. This role is primarily used for the new mobile app. 
2. Purchaser - Able to shop and submit items in the Shopping Cart. 

Account selection  

From the Weblink Home Page Header, you can select the 
account you want to use or to see information. 

Generic Rep 

If you need to reach your Kinray rep, your Inside Sales rep’s name 
and contact information is shown in the Header area of the Weblink 
Home Page. 

Cut off time 

The time orders need to be received for same day or next day 
shipments. If the primary user has enabled Auto Submit in their Web Account Settings, non-C2 orders are 
automatically placed at this time. 

User Account Preferences (that is, Web Account Settings) 

With Weblink, you can place orders efficiently by utilizing account settings/personal preferences found within Web 
Account Settings which you set yourself. 

1. Prompt for New Order (personal setting):  
a. If unselected, all new non-C2 items default to a single order. 
b. If selected, for all new non-C2 items you are prompted to add to an existing order or create a new one. 

2. Enable alternatives pop-ups (personal setting): 
a. If unselected, for all items (C2 and non-C2) you do not receive a pop-up of alternative item options. 
b. If selected, for all items (C2 and non C2), you receive a pop-up with alternative item options if cheaper 

or in-stock items are available. 
3. Enable Auto Submit (primary account holder setting): 

a. If unselected, you need to manually submit your shopping cart. 
b. If selected, your Shopping Cart Auto Submits(that is, sweep) at 

the established cut-off times. 
4. Set Default Account (personal setting): 

a. You have the ability to select a default account, if connected with numerous accounts. 
5. Enable Substitutes (Primary account holder setting): 

a. You can opt out of substitutions by clearing the check box for 
substitutes in Web Account Settings or using the selection box 
with product line item in shopping cart.  
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Username and password 

All users must have an individual username and 
password to access the Weblink site which cannot be 
shared. Usernames must be a valid email address.  

Weblink requires users to change their passwords 
every 90 days. 

Self-service capabilities for password reset (such as 
change password and forget password) means there is 
no need to contact customer service for login 
assistance. 

If you have forgotten your password, click the Need 
help signing in? link found under the Request 
USERID button. The dialog box expands, then click the 
Forgot password? link and you are prompted to enter 
your username.  

 

Once you click the Submit button you will receive an email with an activation link to reset your password.  
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Weblink order flow steps 

Weblink is designed to support the way you do business. Below are 13 steps that should reflect the activities you do 
most often in Weblink and the order in which you generally do these activities. You can perform these activities 
easily by using the features in the Weblink Header and Toolbar on the Weblink Home Page associated with each 
of the 13 steps. 
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1. Home 

You can access everything you need from the Weblink Home Page. 

Resource buttons on the left side of the Weblink Home Page are links to allow you to immediately jump to Weblink 
content that may be of great interest to you including: 

 

New Items, Deals, and Pharmacy Supplies, click any of these buttons to filter search results 
quickly. 

 
 
 

Favorites redirects you to the My Favorites landing page. 
 
 
 
 
Recalls takes you to a list of recently recalled items and instructions from the manufacturer. 

 

 
Reports navigates you to the reports landing page to run item and purchase reports. 

 

Ordering Opportunities: Click Feature Items to view current promotional items (featured via pop-ups). 

InfoCenter:  Shown at the bottom of the Weblink Home Page, this section displays important information and 
promotional features.  
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2. Search to Shopping Cart 
 
You can search for items using the following: 

• Keywords 

• NDC or UPC 

• Manufacturer 

• Department 

• Item Number (Cardinal Health Identification Number) 

When you begin entering the search information, Weblink suggests items based on what you have typed in the 
Search field. 

 
Enhanced search provides a wide range of options for inputting search terms. 
 
You can start a search using suggestions by typing a word, then click on the suggestion that is a match  

 
Or Enter a direct word or term. 

 
 
 
 
 
 
 
 
 
 

Expand a word or term by adding to the search phrase.  

 
 
Search by partial terms to search by product, strength and size. Partial search terms are enabled followed by a 

comma. First product, then strength, then size (i.e., omep,20,100). If only one term is used, then search returns 

strength and size (i.e., metfo,500).  
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Further refine a search by adding the search term in quotes " ". 

 
 
Search RX of the same size with Roman Numeral search (search limit to 8 characters).  

(note: COmepraz, returns 100 count Omeprazole)                  
 
Search RX strength with search word/term, space, then strength or use a comma to separate  
(that is, Omeprazole 20 or Omeprazole,20, returns 20 MG Omeprazole). 

Search by exact item number, NDC or UPC. 

  

50 Fifty L 

100 One hundred C 

500 Five hundred D 

1000 One thousand M 

Roman Numeral conversion 
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Item Inquiry / Search 

Search results have pagination. You can visit the next or previous page of results or jump to a specific page by 
choosing its page number. The main advantage of this feature is that you can decide which part of the results you 
want to visit next.  

Full text search, including hyphenated words or numbers, is permitted.  

Both Kinray and Specialty products can be ordered from Weblink. You can search for Specialty products and mark 
both as Favorites, just like Kinray products. However, Specialty products are shipped differently than Kinray 
products. 

All item search filters to refine, sort and narrow results, are available on the Product Search Grid page.  

You can move Item Search Grid columns via drag and drop however these settings will reset when you log out. 

 

 

You can toggle between Table or Image view within the Item Search Grid.  

You can also adjust the quantity to be ordered. 

 

You can mark items as Favorites  to add them to your My Favorites list for future ordering. 
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Product Details  

You can click the hyperlinked item name in the Product Search Grid to view item details.  

The Product Detail page provides a comprehensive view of item details.  

 

Invoice History and Alternatives are both accessible from the Product Detail page (static buttons can be found in 
the lower left-hand corner of the Product Detail page). 

Invoice History When you open Product Details, clicking the Invoice History button 
displays all invoices this item appears on. 
 
You can view invoices by invoice or item number, date or start date and by current status.  

Alternatives When you open Item Details, clicking the Alternatives  button displays alternative items 
of the same size and ingredient. 

 
Use the Back button on the Product Details page, rather than browser back button to return to the search results. 
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3. Shopping Cart to Order 
 
Shopping Carts provide a quick and easy way to order all items you need for your customers.  
 
C2 and non-C2 items are both ordered through Shopping Carts. However, separate purchase orders are created for 
each. 
 
Ordering with Shopping Carts is as easy as 1-2-3: 
 

1. Search for the items you want to order 
2. Add them to the Shopping Cart 
3. Checkout and place the order 

The Shopping Cart allows Weblink you to select items, review what you selected, make modifications, or add extra 
items if needed, and purchase the items.  

The Add to Cart buttons are found throughout the ordering system:  

• Pop-ups 

• Product Search Grid 

• Product Detail Page 

• My Favorites  

• Quick Order 

 

Item quantity can easily be adjusted in the Shopping Cart. 

Both out-of-stock and in-stock items can be added to the Shopping Cart.  

You have the ability to have multiple open orders (POs) in the Shopping Cart (only one C2 PO but many other non-
C2 POs). 

PO type headers display in the Shopping Cart – C2, Regular (non-C2 items) and Mobile. 

C2 and non-C2 items are automatically added to the proper order type in the Shopping Cart.  
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Substitutions: Substitutions are equivalent products to a selected item. When substitution is on, if a product is out 
of stock, it automatically ships the equivalent product. If the product is discontinued, it will not display in the search.) 

Primary users can opt out of substitutions by clearing the check box for Enable substitutes in Web Account 
Settings or using the selection box with product line item in shopping cart. 

 

 

 

 

 

 

 

There is also a Do Not Sub checkbox available per item in Shopping Cart.  

Substitutions are customer and specific (preference) item substitutions. Not all items have substitutions. 

“Alternative” is pre-order. “Substitute” is post-order. 

Auto Submit functionality for non-C2 items (that is, sweep functionality) can be enabled. However, you can also 
manually submit non-C2 orders at any time. Should an account’s primary user select Auto Submit in their Web 
Account Settings, non-C2 orders auto-submit (that is, sweep) at the established cut-off times.  

Cut off time: The time orders need to be received for same day or next day 
shipments. If the primary user has enabled Auto Submit in their Web 
Account Settings, non-C2 orders are automatically placed at this time. 

In Weblink, the purchasers can 
also put orders On-Hold while in 
the Shopping Cart, restricting 
items from being manually or auto 
submitted/checked-out until the 
primary user removes the on-hold 
restriction. Purchasers can also 
schedule a date/time to release an 
on-hold order. 
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Shopping Cart Tips 

• If Shopping Carts are set up for Auto Submit, any Non-C2 items in the Shopping Cart at the time of cut off (see 
Weblink homepage) are automatically ordered (swept) at that time, unless the order is placed on-hold 

• Out-of-stock items included in the Shopping Cart are backordered at the time the order is placed. 

• Items are no longer automatically reserved when the item is added to the Shopping Cart. Stock is only 
allocated when the order is placed. 

• Pricing shown in the Shopping Cart may not be the final price for the item; the price shown in the Shopping 
Cart does not consider discounts and promotions in effect for the item. The final price is reflected on the 
invoice. 

• Customers on Source Rebate Programs see Estimated Net Values (as shown in the item search grid) for 
source contract items based on their current spend trend. Prices shown are not the price the customer pays. It’s 
what they can assume the item costs them once they are given their monthly rebate aggregate for all source 
contracts. 

• Shopping Carts can contain items on different PO’s. Items are split by order type when the items are added 
to the cart. 

• Item quantities can be increased, decreased or deleted in the Shopping Cart until the order is submitted.  

• Sticker prices can be updated in the Shopping Cart to receive updated stickers and labels with your invoice. 

• There are no minimum dollar requirement to submit an order. However, minimum delivery values remain in 
place – the system holds the order for delivery until that threshold is met. 

• Auto Submit functionality for non-C2 items (that is, sweep functionality) can be enabled. However, you can 
also manually submit non-C2 orders at any time. Should an account’s primary user select Auto Submit in 
their Web Account Settings, non-C2 orders auto-submit (that is, sweep) at the established cut-off times.  

• Cut off time: The time orders need to be received for same day or next day 
shipments. If the primary user has enabled Auto Submit in their Web 
Account Settings, non-C2 orders are automatically placed at this time. 

• In Weblink, the Primary user can also put orders On-Hold while in the Shopping Cart, restricting items from 
being manually or auto submitted/checked-out until the Primary user removes the on-hold restriction. 
 

 

Live inventory: allocation 

To view the most current pricing and inventory availability, you can complete any one of the following: 

•••• Click the Shopping Cart icon to reload all orders in the Cart. 

•••• Expand a single order within the Shopping Cart. 

•••• Click the Refresh Order button within a single order within the Shopping Cart.  
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Opening Shopping Cart 

Clicking the Shopping Cart  icon on the Weblink Home Page to open the Shopping Cart.  

Clicking the arrow  on the right side of the Shopping Cart to open and close the order details and refresh 
the single order. 

Click the Refresh Order  button at the bottom of each order to refresh pricing and inventory 
information for that single order, so you can see what stock is available at the moment of refresh.  However, keep in 
mind that the stock is not allocated to you until the order is placed. 

When any item in an order is out of stock the header displays in red. If alternative items are available and enabled 
for the account, the Alts button displays for out-of-stock items.  

Clicking the Checkout    button to open the Order Review page, where the order can be submitted. 

Manufacturers may require Additional Manufacturer Information (AMI) for certain products. If a particular item 

triggers AMI, a message displays in the Inbox (Messages drop-down) with a link to provide the additional 

information. See the Additional Manufacturer Information (AMI) guide for additional information. 

Click the Submit Order  button to submit the order for processing.  

There is also an Edit Order  button on the Order Review screen to make any final changes before the 

order is submitted.  
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Once the order is submitted, the Order Summary page displays, confirming that the order has been placed. 

 

Additional Manufacturer Information (AMI) 

Manufacturers may require Additional Manufacturer Information (AMI) for certain products. AMI orders are held until 
this information is provided. After submitting the order, if a particular item triggers AMI, a message displays in the 
Inbox (Messages drop-down). Click the message to view the message.  

 

 

Click the link 
in the 
message to 
provide the 
additional 
information. 

 

 

 

See the Additional Manufacturer Information (AMI) guide for additional information. 
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Order Status and Item Status 

Within Weblink, it’s easy to check the status of your order. View the table(s) below for the status descriptions to 
better understand your order and/or item status.   
 

Order Status 
 

Description 

In Process None of the items have shipped & at least one item is open and will ship. 
 

Partial Shipped Some items have shipped and at least one item is open & not shipped. 
 

Complete Some or all items have lines shipped and any remaining items are rejected. 
 

Blocked All items are blocked.  Review the item details for additional information. 
 

Cancelled All items within the order are rejected. 
 

Credit Held Order is held for Credit.  Contact credit manager for payment information.   
 

Future Order will not ship on the current day. 
 

Held DEA Order requiring CSOS signing and or blocked by the DEA. 
 

 
 

Item Status 
 

Description 

 

Most Frequent Status  

In Process Item is being prepared for shipping. 
 

Backorder Item is not available and will ship when available.  See the Outs > Backorder list for 
additional details. 
 

Invoiced Item has completely shipped and invoiced. 
 

Partial Invoiced & 
Back Order 

This item will appear on two separate lines when only part of the ordered quantity is 
available, and the remaining quantity will be on back order.  
 

Invoiced &  
No Stock Cancelled 

This item will appear on two separate lines when only part of the ordered quantity is 
available, and the remaining quantity will be cancelled.  This is typically for OTC items 
that do not go to backorder.  
 

Order Cancelled The entire order was cancelled by customer request. 
 

 

Cancellations – Items were cancelled, and re-order will be required 

License Cancelled Item requires license that customer does not have.  Contact Customer Service or your 
PBC for assistance.  Once license is fulfilled, the item can be re-ordered.  
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Credit Cancelled Credit has cancelled this item/order.  Contact Credit manager before placing additional 
orders.    

No Stock Cancelled This item was cancelled due to lack of inventory.  This is typically for non-RX items that 
do not go to backorder.  
 

QRA Cancelled Controlled item was cancelled due to DEA regulations.  Contact your PBC for 
assistance.  
 

Ineligible Item Item has eligibility requirements not fulfilled by the ordering account.  Contact Customer 
Service for specific instructions before re-ordering the item. 
 

Cancelled Item was cancelled from the order by customer. 
 

BO Cancelled Item was removed from the backorder by the customer. 
 

 

Blocks – Items will be shipped when block reason is resolved and released.  

Order Minimum Item is held pending additional order submissions to meet the daily minimum order 
threshold. 
 

Credit Block Credit has blocked this item/order.  Contact your Credit manager to resolve and release 
the block.  
 

QRA Block QRA has blocked this item/order.  Contact your PBC to resolve and release the block.  
 

PBC Hold PBC has blocked this item/order.  Contact your PBC to resolve and release the block.  
 

Pending Flu Portal Item is pending flu portal processing and will ship ASAP.   
 

Acct Set-up Issue Information is required regarding your account. Please contact your PBC to resolve and 
release the block.  
 

Blocked Item is blocked for a non-specific reason.  Please contact Customer Service for 
additional information to release the block.  
 

Holiday Block Item is blocked for Kinray and or Customer Holiday closure.  Item will ship once holiday 
block is removed.   
 

Location Block Item is blocked for customer delivery by location.  This can include weather and 
shipping restraints on a geographic location.  Item will ship once the location block is 
removed.   
 

Held-AMI Item requires Additional Manufacturer Information to be provided.  Please see your 
Weblink messages for the link to the AMI portal.  
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4. PO/INV (Order History) 
 

PO/INV in the Weblink Toolbar provides access to Order History, Invoice History and Statements 

Order History shows open orders.  Order links open the order details to view unshipped items. Shipped items are 
visible in Invoice History. You can search Order History by:  

• Web Order Number: Number generated for only Weblink orders 

• Confirmation Number: Number generated across all order channels 

• Purchase Order Number: Number created by the user in the Shopping Cart 

• Order Date: Order submission date  

 

5. Backorders (that is, Outs) 

Out of stock items submitted for order are automatically backordered and placed on the “outs” list.  

 

Any backordered item remains on the backorder list until available (or until they expire/cancel). Then, backordered 
items automatically ship to the customer and an order and invoice are visible in Order History and Invoice History 
for the shipment. No action is required by you; however, you can remove an item from the backorder list or 
decrease the quantity. (Increasing the quantity would require a new order).  

If there is quantity increase to a backordered item, the second request/line is rejected. 

Backorder items expire / cancel after 120 days for non-C2 and 55 days for C2.  

  

You do not have the 
ability to disable 
backorder. Therefore, 
if you do not want to 
utilize backorder 
functionality, you can 
either:  

• Not order the Out-
of-stock Items or 

• Delete lines from 
the backorder 

Blue items are in stock.  

Red items are out of stock.  
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6. PO/INV (Invoice History and Statements) 

Invoice History displays invoices with invoice number, date and total. Invoice links open the invoices with details. 
You can search Invoice History by:  

• Invoice Number: The number generated on the invoice. 

• Item Number: The identification number of an item, displays all invoices with that item number. 

• Invoice Starting Date: Displays all invoices equal to or after the date entered. 

• Invoice Date: Displays all invoices equal to the date entered. 

• Current Invoices: Displays all invoices within the past seven days.  

 

 

 

 

Credit memos: Negative and positive credit memo details display in Invoice History, this includes returns, claims, 
monthly rebates etc. Credit Memos post in Invoice History with a negative value.  

Statements: If you wish to view a statement, click Statements and the Statement Dates display. Select the date 
you wish to view, then an image of the statement displays.  

7. Returns 

Returns in Weblink provides visibility to returns requests and returns authorizations. 

 

Returns navigation includes three sections to assist you with 
requesting and managing returns. 

 

• Return Requests 

• Approved Returns 

• Returns Help 
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You can initiate a product return from the Product Returns Request page or from Invoice History.  

Perform the following steps to initiate a return from the Product Returns Request page:  

1. Specify your return type:  

• Overage 

• Order Error 

• Overstock 

• Received Outdated 

• Damaged 

• Recall 

2. Select No invoice, if applicable. 

3. Enter the item number to search your Order History records. 

4. Enter the invoice number. 

5. Enter the Lot # (optional). 

6. Enter the expiration date for the item. 

7. Enter the return quantity. Note: the return quantity cannot be greater than ship quantity. 

8. Click Add to Return. 

9. Click Submit. 
 
As items are added to the return request it adds the item to the correct return category.  
Return categories have been established for ease of use, return types include: 

• Returns 

• C2 returns 

• Refrigerated returns 

• Non-invoiced returns 

• Non-invoiced C2 returns 

Should a return be rejected, you have visibility to return exception details.  

1  

8  

7 

6  
5  4  3  

2  

9 
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Alternatively, you can initiate a product return from the Invoice History page:  

Perform the following steps to initiate a return from the Invoice History page. 

1. Navigate to the PO/Inv pull down on tool bar. 

2. Select Invoice History for the Invoice History page to display. 

3. Search Invoice History to locate the item you wish to return. You can search Invoice History by: 

a. Invoice Number: The number generated on the invoice. 
b. Item Number: The identification number of an item, displays all invoices with that item number.  
c. Invoice Starting Date: Displays all invoices equal to or after the date entered. 
d. Invoice Date: Displays all invoices equal to the date entered. 
e. Current Invoices: Displays all invoices within the past seven days.  

4. Once you locate the invoice, click the hyperlinked invoice number to view the invoice details.  

5. Enter the return quantity for the item to return. Note: the return quantity cannot be greater than ship 
quantity. 

6. Click Add to Return.  
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Approved Returns displays authorized product returns with the associated Material Return Authorization.  

Note: A return noted as ‘Approved’ is not indicative of a credit approval; it is subject to further review once the 
product is received at the DC.  

Click the MRA Number to view, sign and print the Material Return Authorization.  

Click Print Shipping Label for the Shipping Label to appear and print.  

 

Return Exceptions displays the rejected product returns. Return requests can result in rejections. Returns are 
blocked at the individual item level rather than at the entire return request level. The Return Exceptions area is 
at bottom of Returns Request drop-down (Product Returns page). 

Returns Help displays step-by-step information on how to process a return. 

 

8. Pay  

Pay provides access to the Online Payment Portal.  

Clicking the Online Payment Portal link takes you to the portal site. 
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9. Tools 

Tools includes six Weblink features: 

My Favorites is a list of items marked as 
favorites. These items can be added to a 
Shopping Cart directly from the list. 

 

 

 

 

 

Quick Order allows you to scan or search for items 
and immediately add them to a Shopping Cart. 

Note: Quick Order item limitation per upload is 200 
items: you can use Quick Order upload multiple 
times for a single order. Upload templates can be 
found in Help.  

 

 

Reports allows you to gain insight and intelligence 
into C2 and regular items ordered within the 
system.   

 

 

 

Stickers and Labels Request allows you to request 
shelf stickers and labels to be printed for items not in 
a current order. 

 

Track and Trace reroutes you to the Cardinal Health Track 
and Trace portal. Those with granted access to Track and 
Trace are able to Single Sign On (SSO) or they are redirected 
to the Track and Trace portal. To enable SSO, contact customer service. 

Flu Care takes you to the Cardinal Health Flu Care Management 
website. 
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10. Hamburger  

Hamburger includes four sections: 

Recalls provides information on item recalls. 
 

 

 

 

 

 

Pharmacy Resource Center shows the 
various resources available to the 
pharmacy. 

 

 

 

 

Pharmacy Solutions provides information 
to help pharmacies improve their business 
performance and value to their customers. 

 

 

 

 

Specials list the specials for the current 
month. 

 

 

  



 

© 2021 Cardinal Health. All rights reserved. KINRAY and the Kinray LOGO are trademarks or registered trademarks of Cardinal 
Health.  All other marks are the property of their respective owners. 
Please note: Displayed prices, names and accounts in this document are for training purposes only. 

29 

11. CSOS Anywhere / C2 Ordering 

CSOS Anywhere uses the latest technologies to provide you with an industry 
leading experience for ordering, signing, and receiving C2 drugs through Kinray Weblink. It does not require 
any software installation on your computer because it is built entirely online within 
Kinray Weblink, making your CSOS process more streamlined and efficient. 

• CSOS ordering is available from any computer and many mobile devices. 

• Online signing certificate management within Kinray Weblink means that you can order from anywhere and 
not have to take your DEA signing certificate with you. 

• Online C2 product receiving is directly against the E222. 

• Retention of the receiving data by Cardinal Health is for a period of five years. 

There are four sections under CSOS navigation: 

• DEA Registration 

• CSOS Signing 

• CSOS Order History 

• CSOS Help 

 

Prerequisite overview 

This section covers items that are required to be in place prior to using CSOS Anywhere for ordering.  

 

Certificate Registration 

To use the CSOS Anywhere functionality, you must register your DEA certificate first.  
 
Click DEA Registration within the CSOS navigation, and the Certificate Registration web page displays for you 
to complete the registration process.  
 
Note: There are four steps in the certificate registration process: 
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1. DEA Number: Enter the DEA number associated with the CSOS ordering account. Weblink CSOS 
Anywhere automatically links your Kinray account number to the proper DEA number as you complete your 
registration. Please note, the following criteria must be successfully met. 

 The DEA number typed in must match the DEA number associated with the Kinray account.  

 The DEA number must match the DEA number associated with the DEA issued signing 

certificate (*.PFX file).  

2. Locate your DEA issued signing certificate so that it may be uploaded.  
 

3. Enter the password associated with your DEA issued signing certificate (*.PFX file) 
 

4. Create and confirm your password used to sign your C2 orders. This is the password that Weblink CSOS 
Anywhere requires in the final step of the ordering process.  

 

Once those fields are complete, click the Register button to save your information. 

You receive a confirmation that your certificate has been successfully uploaded.  

 

1 

2 

3 

4 
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Note: The registration process is also the process to reset your CSOS Anywhere signing password. If you 
forget your password, for increased security, you must re-register your signing certificate and create a new 
password. Kinray does not have the ability to retrieve the old password.  
 
 
Certificate Expiration Alerts 
 
You receive a Weblink Message Inbox alert as your DEA license approaches expiration.  
 
 
Certificate Updates  
 
If you need to update your signing certificate or have forgotten your Weblink signing password, all you need to 
do is register your certificate using the Certificate Registration functionality. This allows you to provide an 
updated certificate or reset the password you established when you initially registered your certificate on 
Weblink. 
 
Note: Kinray does not have the ability to retrieve the password. For questions regarding your certificate 
password, please contact DEA Help Desk at 1-877-DEA-ECOM (1-877-332-3266). 
 
 
Submit CSOS Order using CSOS Anywhere  
 
To facilitate pharmacy workflow, one user (i.e., shopper role) may search and add products to a C2 order while 
another user completes the signing process. 
 
 
Search for C2 
 
C2 items can be searched like any other item in Weblink. Search using keywords, NDC, UPC, Manufacturer, 
department or item numbers to find the item that your customers need.  
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Filter for C2 

Select an item and move to the Product Grid page to narrow your selection. You can toggle between Table or 
Image view and use a wide array of filters to narrow your search to find the item that you are looking for. 

 

Add to shopping cart 

Click the Add to Cart button and place the item into the shopping cart.   

 

  

Toggle between Table and Image view 

 
Look for the C2 
icon when ordering.  
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In the Shopping Cart, CSOS orders display C2 above the order in the cart.  Click the  to expand the order. 

The Purchase Order Number is a required field for C2 orders. Enter a preferred label for the order. 

 

To submit the order, click the Checkout button and then click Submit Order on the Order Review page. 

 

 
Note: All C2 orders must be manually submitted. A C2 order cannot be pulled if Auto Submit is enabled. In 

addition, you do not receive a reminder message to submit any outstanding C2 orders in your Shopping Cart.   

If you have not previously registered your certificate, you may do so by clicking the Register Certificate button 

on the Order Review screen.   
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Sign Your CSOS Order  

Once the Submit Order button is clicked, and the product availability check is performed, you receive an Inbox 
message titled CSOS Action Required.  

Click the subject title CSOS Action Required to view the message.  

 

 

 

 

Within the message, click CSOS Signing Details Page link to open the CSOS order for signing. 

 

 

 

 

 

 

 

 

 

Enter the Signing Password you set when you registered your certificate with Weblink using the Certificate 

Registration functionality. Enter the Signing Password and click the Sign Order button. Note: You may 

receive multiple CSOS Action Required messages based upon allocation and product availability.  

 

 

 

 

 

 

 

 

 

 

 

When you click the Sign Order button and the order is successfully submitted, a confirmation message pop-up 

displays in the upper-right that the signing was successful.  
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To view all open C2 orders requiring signing click CSOS Signing within the CSOS navigation. You may also 
sign your C2 orders from this page.   

 
Receiving CSOS products 

 
The Kinray Weblink CSOS Anywhere feature has made receiving your CSOS shipments simple, easy and 
efficient. Additionally, you can maintain your CSOS receiving lists online for up to five years and access it 
through Kinray Weblink.  
 

To access the Receiving function for CSOS orders from Kinray Weblink, when you are ready to receive, 
navigate to the CSOS Order History page within CSOS navigation. 

 

1. On the CSOS Order History page, click the Purchase Order Number or the CSOS Order Number of the 
order you wish to display. 

2. Update the Qty Received field to reflect the actual quantity received for each item to date. 
a. If partial shipments have been received, include the total for all shipments.  

3. Update the Date Received field to reflect the most current date in which you received a shipment.  
4. Use the Comment field to enter additional information to aid with partial shipment tracking.  
5. Click the selection box to acknowledge all information in the e222 reflects the actual shipment. 
6. Optionally, you can navigate to the CSOS Order History page and click the View e222 link associated to 

the order you wish to display and print. This opens the e222 PDF.  

Note: If there is any deviation in the Qty Received column from the Ship Qty column, a comment for DEA 
auditing purposes is required. Be sure to note any discrepancies within the Comments column. If you happen 
to receive an overage, contact Customer Service. You may be able to keep the product; however, a new UTN 
is needed for the extra product. Update the Comments column with your Customer Service case number and 
an explanation.  
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Reviewing signed CSOS orders 

Additionally, up to five years of C2 Order History is available by navigating CSOS Order History page.  
This page also has a search feature allowing you to search by: 

• CSOS Order Number 

• Order Date 

 

CSOS Help in CSOS navigation displays step-by-step information on how to order, sign and receive C2 items. 
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12. Messages 

Messages in Weblink allows you to send and receive notifications to and from Kinray.  Messages from Kinray 
are most likely to be focused around one of the following items: 

• Notice to electronically sign a C2 order 

• Notice to provide additional manufacturer information (AMI) for a purchases item 

• Recall alerts 

• A Material Return Authorization has been approved for return 

• Inquiries or actions requested from a member of the Kinray team 

NOTE: If there are any urgent messages when you log into Weblink, the message displays.  

There are three sections in Messages: 

• Compose New Message  

• Inbox 

• Sent 

Compose New Message is where you can create and send messages. 

Inbox shows all messages, with links as appropriate, such as C2 orders to be signed. 

Sent shows all message that have been sent out. 

  



 

© 2021 Cardinal Health. All rights reserved. KINRAY and the Kinray LOGO are trademarks or registered trademarks of Cardinal 
Health.  All other marks are the property of their respective owners. 
Please note: Displayed prices, names and accounts in this document are for training purposes only. 

38 

13. Help 

Help provides many resources to allow you to get the most value from Weblink, including: 

• Welcome Video 

• Training and Support materials 

If you are looking for help, please use our self-service 
tools: 

• Forgot password 

• Set up new user: REQUST USERID 

• Message in Weblink 

• Weblink Training Materials 
 

14. Reports 

Weblink offers self-service Reports that allow you to gain insight and intelligence into C2 and regular items 
ordered within the system.    

There are seven reports to choose from: 

1. Invoice Detail 

2. Invoice List 

3. Item Purchase History 

4. Controlled Item Report 

5. Month to Date Sales Report 

6. Purchases by Type 

7. Top 10 Purchases 

To access reports: 

• Go to: Tools  

• > Select Reports 

• Report page opens 

To run a report:  

• > Select report 

• > Enter start and end date using calendar icons 

• > Enter item number if needed 

• Click: View Report 
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To save reports: 

• Go to: Top left of screen 

         
For pagination and zoom:  

• Go to: Bottom right of screen 

 
 

Invoice Detail Report  
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Invoice List Report  
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Item Purchase History Report  
 

 
Note: To find item numbers use the following paths:  

• Regular Orders 
o Home > PO INV > Order History > Web Order # or Confirmation # 

• C2 Orders 
o Home > CSOS > CSOS Order History >Purchase Order Number or CSOS Order Number 

Controlled Item Report  
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Month to Date Sales Report 
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Purchases by Type Report 
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Top 10 Purchases Report 

 

 

 

Additional reports will be coming soon.  



 

© 2021 Cardinal Health. All rights reserved. KINRAY and the Kinray LOGO are trademarks or registered trademarks of Cardinal 
Health.  All other marks are the property of their respective owners. 
Please note: Displayed prices, names and accounts in this document are for training purposes only. 

45 

15. Retail Business Conference (RBC) Portal 

To get started using the RBC Portal within Weblink, please refer to the following step-by-step instructions.  
 
For more information on RBC or how to register for the event, please contact your Kinray Sales Representative.  

 

1. Access Kinray Weblink using the following website address:  https://kinrayweblink.cardinalhealth.com  

2. Log in using your username and password to view the Weblink homepage.  

3. Once your account is registered for RBC, the RBC icon will appear in the upper left-hand corner of the 
Weblink homepage.  

4. Click the RBC icon in the upper left-hand corner of the Weblink homepage to login.  
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5. The RBC ordering portal will appear once you click the RBC icon.  

• You’ll notice a blue background within your Search Grid, this identifies that you’re within the RBC 
Portal.  

• In addition, you’ll see a new column within the Search Grid, titled RBC Disc. %. This column 
displays the percentage discount associated with item during RBC.    

 

 
 

6. Once you are in the RBC Portal, you will find all the item Search functionality remains the same, but in this 
case you’re only able to search for RBC promotional items. “ALL” RBC promotional items are displayed by 
default.  

• Search for Items and add them to the Shopping Cart just as you would when you’re not in the 
RBC Portal.  
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7. You can place an unlimited number of items in the RBC Shopping Cart. Once in the RBC Shopping Cart, 
you can sort by Item #, as well as Search by Item # or Description.  

 

 
 

8. During the event, anything you order at the conference or within the RBC portal will be displayed in the 
RBC Shopping Cart. You will not find a Checkout button in the RBC Shopping Cart. Instead, at the 
conclusion of the event, the RBC Shopping Cart will be automatically pulled and submitted. 
 

9. Quick Order functionality and a (self-service) Help area can also be found on the Home screen within the 
RBC Portal.  
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10.  To exit the RBC Portal, click the EXIT RBC button in the upper right-hand corner.  

 

For more information on Weblink functionality, refer to the Weblink manual found within Help. 
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Mobile App 

Weblink’s new mobile app, is available as a free download for Android and iOS. It allows you to scan UPC, NDC, 
and shelf labels, then simply add to the shopping cart.  
 
Once you open the Kinray app, you can scan the UPC, NDC, or Shelf Label and add the item to a Shopping Cart. 

Training Resources 

• Quick Start Guide 

• CSOS Anywhere Job Aid 

• Returns Job Aid 

• Reports Job Aid 

• Mobile App Job Aid 

• Online Payment Portal Job Aid 

• Additional Manufacturer Information (AMI) 
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Troubleshooting Guide 

If you are still having difficulties with using Weblink after reviewing the information in the manual and the Weblink 
training materials, try the actions below to resolve the problem before calling Kinray Customer Service: 
 

Issue you are having Action to take 

I cannot log in to the Weblink site. On the Kinray Weblink Customer Login page, click the 
“Need help signing in” link and then click the “Forgot 
password” link.  Enter your username and click the 
“Submit” button. An email is sent with a link for you to 
reset your password.  

I changed my password, but I still cannot log in. Make sure you type your new password correctly, 
including uppercase, lowercase, and other symbols 
you put in your new password. If you still cannot log in 
after confirming you entered your password correctly, 
contact Customer Service at 718.767.1234. 

I’m unable to see all my accounts after I log in.  Double check the Account drop down found in the 
Weblink Header (upper-right hand side). Contact 
Customer Service at 718.767.1234 to add an account 
to your Weblink user ID.  

I cannot place an order from the Shopping Cart. Have you been assigned a Purchaser role or a 
Shopper role in Weblink? Only individuals assigned the 
Purchaser role can place orders. 

I have submitted my order from the Shopping Cart, but 
the order has been placed on hold. 

 Go to Order History to view the status of your on-hold 
order, there are four possibilities: 

1. C2 order needs signed (DEA held status) 
2. Additional manufacturer information required 

(AMI) 
3. Credit limit exceeded 
4. Minimum order delivery threshold not yet met 

The items I put in the Shopping Cart have not been 
ordered. 

If you activated Auto Submit for your orders, the orders 
are not submitted until your cut-off time (displayed in 
the Header). If you did not activate Auto Submit for 
your orders, you must submit in the Shopping Cart 
(see Shopping Cart to Order above). 

When I placed my order, the item I ordered was 
backordered even though it showed available stock 
when I put the item in the Shopping Cart. 

Stock is not reserved until you place your order. You 
should refresh your Shopping Cart before you place 
your order to see the current on-hand stock as of that 
moment in time. If a product is not in stock at the time 
the order is placed, it is automatically put on 
backorder. 

I cannot place my C2 orders. Check to make sure your DEA Certificate is uploaded 
to CSOS Anywhere.  See the CSOS Anywhere job 
aide for detailed steps on how to upload your DEA 
Certificate.   

 
 
Contacting Kinray Customer Service – 718.767.1234 
 

If you are still having difficulties with using Weblink after reviewing the information in the manual, Weblink training 
materials and the Troubleshooting Guide, please contact Kinray Customer Service for assistance to resolve the 
problem you are having.  


