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Note: 
•You Can Only Dispense Out An Order After It’s COMPLETED In LPA
•You Will Know It’s Not Closed Out In LPA, When You Are Not Able To Click  DISPENSE

❑ Search The Patient In OT By Searching The Patients Name Or Entering The 
Order Number In The Search Bar Across The Top

❑Hit Enter On The Keyboard Or SEARCH In OT

❑Once The Patient Pulls Up, Confirm The Order Is At READY Status

❑Double Click The Order To Open Up The Next Screen
❑ Select ORDER DISPENSED
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❑ Fill Out DISPENSE DETAILS
❑Click CONTINUE

❑As Soon As You Complete This Process, OT Will Show As Dispensed And Time 
Stamp In The Patient History In Ciao!

❑ The Order Will Drop Off  OT The Next Business Day 
❑ Spot Check Glasses In Your Dispense Drawer Monthly 
❑ Re-Send Notification If The Glasses Have Been Sitting In Your Office For More 

Than 10 Days
❑Confirm NOTIFICATION SUCCESS
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