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Welcome to the Michigan Strategic National Stockpile (MISNS) SharePoint Site.  BETP is looking to simplify the process for submitting 
requests for resources from the Strategic National Stockpile (SNS) during times of catastrophe.  The goal is to eliminate the need to fill 
out paperwork that in turn has to be faxed/emailed to other agencies as part of the approval process.  Additionally, this expedited process 
will be easier to submit requests for items and includes real-time notifications to governmental agencies.  This document outlines how 
to submit your request and how to check back on the status of your request as it moves through the approval process. 
 
 

First, open up a web browser.  You can 
either go to http://MIRequest.Org and 
then click on the SNS button in the middle 
of the screen or go directly to the MISNS 
Site by going to 
http://MIRequest.Org/SNS. 
 
Once the site comes up, you’ll need to 
login to the site.  You do this by clicking 
on Sign In in the upper right corner of the 
screen. 
 
NOTE>>>  If you are using Internet 
Explorer, you will need version 7.0 or 
above.  It is also recommended that you 
have Microsoft Silverlight installed since 
the MISNS Site utilizes it.  Internet 
Explorer 7 (or 8) and Silverlight are both 
free downloads from Microsoft’s site.  
Either check with your IT Department or 
feel free to contact Jay Timko for 
assistance.  The MISNS Site also works 
with FireFox and Safari web browsers.  

 
 

After clicking Sign In, you’ll see a login 
box open up asking you for your account 
name and password.  Depending on your 
version of Internet Explorer, you’ll either 
see a dialog box with two fields (User 
name and password) or three fields (User 
name, password and domain name). 
 
For a two field box, User name will be in 
the form of an email address such as 
JTimko@2South.Org and then your 
password.  For a three field box, the user 
name is the first half of the email address 
(JTimko) and the domain name is the 
second half of the email address 
(2South.Org). 
 
If you need your login information, please 
contact Jay Timko. 

 
 



For the purposes of demonstration, we’re 
going to login as the University of 
Michigan Hospital located in the city of 
Ann Arbor within Washtenaw County 
which is in Region 2 South in order to 
illustrate how to submit an SNS request, 
how to view/modify your submitted 
request and how to view approvals that 
get added. 
  
After having logged in using University 
Of Michigan’s designated login, the Sign 
In now shows University Of Michigan 
Hospital to acknowledge that you’ve 
successfully logged in to the site. 

 
 

Notice along the left column of the screen, 
now that you’re logged in, you can see 
ACTUAL and Exercise. 
 
Both of these links will take you to where 
you can submit SNS request forms, 
however the ACTUAL link is intended 
for use during real world actual events.  
The Exercise link is an area where 
agencies can practice with SNS requests 
any time they’d like. 
 
Please be advised that the use of either the 
ACTUAL or Exercise link will trigger 
notification processes to the necessary 
agencies.  The email notification will state 
whether it is an actual or exercise request.  
The procedure for using ACTUAL versus 
Exercise is the same. 

 
 

   



For the purposes of demonstration in this 
document, we’ll be using the Exercise 
link. 
 
After clicking on Exercise in the left 
column, we’re taken to a screen where 
we can submit a new request.  Note, 
toward the top of the screen the 
navigation references where you are on 
the site. 
  
If there was already an existing SNS 
request for your facility, you’d see it 
listed here.  If any existing records for 
your facility have been submitted, you’d 
see them listed here. 
 

 

 
 

Start by clicking on Add document. 

 
 



In order to submit an SNS request, you’ll 
need to fill out the Justification page as 
well as the Item Request page.  You’ll 
notice at the top of the form that opens 
up, you’ll see buttons for Justification, 
Item Request and Acknowledgements 
& Comments.  The process is to fill out 
the information on the Justification 
page, then click on the Item Request 
button to fill out the information on its 
page. 
 
If you have any comments to submit 
along with this request, you can also click 
on the Acknowledgements & 
Comments button to bring up that page.  
This is also the page where the regional 
medical coordination center (MCC) 
involved in processing this request and 
the State CHECC place their 
acknowledgements and comments. 
  
As you click on the buttons to switch 
pages, whichever page you are on will 
have its corresponding button 
highlighted and the title at the top of the 
page will reflect which page you are 
currently on. 
 
Notice the watermark on the form 
reflects if you are submitting an 
ACTUAL or Exercise request. 

 
 

Notice that fields that require entry in 
them on the various pages are marked 
with a red asterisk (*) and their boxes are 
highlighted in red. 
 
Based on your login to the MISNS Site, 
the information in the Requesting 
Agency section fills in automatically for 
you to save the hassle of filling it out. 
 
Begin by filling in the Authorized 
Person To Justify This Request for 
SNS assets.  Notice all of the fields are 
required. 



 
After filling in the Authorized Person 
To Justify This Request boxes, you’ll 
notice they’re no longer red since they 
required information to be entered. 
 
Scroll down as needed to see the 
remainder of the justification form. 
You’ll see the Synopsis section where 
you outline the scenario that warrants the 
request for SNS resources...  hence the 
Justification. 
 
The Date & Time Of Request boxes 
automatically fill in with the current date 
and time when you created this form.  
You can change the values in those boxes 
if you need to. 
 
The remaining boxes in the Synopsis 
section are where you outline what's 
going on. 
 
On each of the screens throughout the 
SNS Request process, you are able to 
print out the page if desired by clicking 
on Print Preview at the top of the page.  
If you need to back out of the request 
process for any reason, click on the Close 
button at the top of the screen to be 
returned to the SNS starting point.  You 
may be asked if you are sure you want to 
close the form because data on it may 
have changed.  Click on Yes to close the 
form. 
 
Now let’s click on the Item Request 
button at the bottom of the page to 
continue with this SNS request. 

 
 

   



On the Item Request page, you’ll notice 
the Item Request button is now 
highlighted to show that you’re on that 
page. 
 
On this page, you’ll need to enter the 
name and contact information of the 
person making the actual request for SNS 
items.  This person may or may not be the 
same as the person justifying the request 
on the previous page.  If the person is the 
same as the justifier then simply put a 
check in the box for the Person 
Submitting The Request For SNS Items 
section.  This will automatically fill in the 
boxes using the information provided on 
the previous page. 
 
If the person is different, then enter the 
information accordingly. 
 

 
 

After entering the person making the 
request’s information, you next need to 
outline the delivery location for this 
request.  Most likely it will be delivered 
to the hospital for which the request is 
being made. 
 
If the delivery address is for the hospital, 
simply check the box in the Delivery 
Information section.  This will 
automatically fill in the boxes using the 
address of the hospital listed on the 
previous page. 
 
Under the address fields, there are places 
to enter the Receiving Point Of Contact 
person’s name, the Hours Of Operation 
of the receiving area and a place for 
specifying the precise location for the 
delivery truck to go to drop off the 
request. 
 
Please be as specific as possible in 
defining the delivery location such as 
“Loading Dock 2 on South side of facility 
across from Visitor Parking Lot B” for 
example. 
 
If the delivery address is different than the 
hospital’s address, don’t check the box,  

 



but fill out the address and other 
information. 
Scroll down as needed to see the rest of 
the Item Request page.  Underneath the 
Delivery Information section is where 
you define the SNS items that you are 
requesting. 
 
You’ll notice a section which has the full 
SNS item list available for download in 
either an Adobe PDF format or an Excel 
2007/2010 format.  Depending on your 
hospital’s procedures, you may prefer to 
download a copy of the full SNS list, 
print/distribute copies of it to various 
departments within the hospital for them 
to fill out the items they need.  Those 
departments would then return the forms 
to your hospital’s Emergency Operations 
Center to be consolidated and then one 
SNS request be submitted on the website 
containing all of the consolidated items. 
 
To download the full SNS list (which gets 
updated periodically), click on either the 
PDF or Excel icon.  Please note that the 
last revision date of the SNS list is shown 
on the page in case you are keeping copies 
of this list.  You can open a blank SNS 
request any time and check for updated 
revisions of the list and then close the 
SNS request form without submitting a 
request. 

 
 

If you are referencing items from the 
Adobe or Excel SNS list, you can enter 
the Catalog Number for the SNS item 
that you want into the Catalog Number 
box on the Item Request page. 

 
 

   



After entering the Catalog Number, 
press the Tab key or click in the Red box 
which is where you enter the quantity 
that you’d be requesting of this SNS 
catalog item. 
 
You’ll notice that after entering the 
Catalog Number that the Category and 
SNS Item boxes fill in automatically 
based on the Catalog number entered. 
 
Before we demonstrate how to enter the 
quantity that you wish to request of this 
item, let’s show another way of choosing 
items by not entering Catalog Numbers. 

 
 

Another way of choosing an SNS item if 
you don’t know the Catalog Number or 
if you’re not using the Adobe or Excel 
SNS list is to first choose the category for 
the item and then the item itself. 
 
Click the Category drop down list to see 
a listing of categories that the SNS item 
that you’re looking for will most likely 
be listed in. 

 
 



Next click on the SNS Item drop down 
list and the list is populated automatically 
with the items related to the Category 
that you chose. 

 
 

After choosing the SNS Item, the 
Catalog Number box fills in 
automatically. 
 
Next, enter the quantity of this item that 
you are requesting.  Also note as it states 
on the page: 
 
ATTENTION: 
Specify the number of units that are 
needed.  A medication unit is defined 
as follows:  medication = one 
course/per person.  Do not request in 
number of boxes/cases or doses. 
 
After entering your first selection, if you 
have other items to add to your SNS 
request, click on the Insert another SNS 
item to your list link. 
 
You can also add items that aren’t on the 
SNS Items List (such as wheelchairs, 
blood pressure cuffs, etc.) by adding 
them to the Additional Items Request 
Section.  While it isn’t guaranteed these 
items can be fulfilled, it will 
communicate the facility’s needs to 
others in the approval process so that 
they can do their best to locate those 
items for you.  

 



There is also a box showing Units The 
MCC Is Able To Provide.  After you’ve 
submitted your request, your regional 
medical coordination center is tasked 
with trying to locate the items that you 
need prior to going after SNS resources.  
If the MCC is able to locate items from 
other resources, then they will update 
your request by entering in how many 
they are able to provide.  You can come 
back and check on the status of your 
request to see if the MCC is able to 
provide some or all of the items you’ve 
requested. 
 
After you’ve listed all of the items that 
you are requesting, you can either click 
on the Acknowledgements & 
Comments button to go to that page or 
you can click on the Finished button. 
 
For this demonstration, we’ll click on the 
Acknowledgements & Comments 
button to see how that page works. 

 
 

On the Acknowledgements & 
Comments page, this is where you can 
enter any additional comments regarding 
this request.  This is also the page where 
you’d be able to see if the regional MCC 
and the State CHECC has acknowledged 
your request, if they’ve entered any 
comments and see the status of the 
request. 
 
If you are the hospital making the 
request, you’d click in the Requesting 
Hospital / Agency section and type in 
your comments. 
 
Underneath the other sections for MCC 
or CHECC, you’ll see the current Status 
Of This Request which shows where 
your request is in the process.  As the 
other agencies process your request, they 
will update the status of your request 
accordingly.  You can check back on the 
site to see the status of your request as 
well as email notifications will be sent to 
you as the request is further processed. 

 
 



If your request requires attention from for 
any reason, the MCC or CHECC will 
mark the status as Requires Attention 
which will redirect the request back to 
you and you will receive an email 
notification stating this.  If this occurs, 
please login back into the MISNS Site, 
open your request up that will be listed 
and go to the Acknowledgements & 
Comments page.  Check the comment 
boxes for the MCC and/or CHECC 
where they will list what issue(s) exist for 
your request. 
 
After correcting the issue(s), go back to 
the Acknowledgements & Comments 
page and change the Status Of This 
Request to Modified By Hospital and 
submit the form back to the site which 
will send an email notification to the 
MCC letting them know to review your 
request again. 

 
 

When you are finished entering 
comments, click on the Finished button 
toward the bottom of the page. 

 
 



You will be taken to a summary screen 
outlining your request and the items you 
chose. 
 
Please review the information and ensure 
accuracy.  If you need to make any 
changes, click on the corresponding 
button at the top of the screen:  
Justification, Item Request or 
Acknowledgements & Comments. 
 
If you wish to print this screen for your 
records, click on the Print Preview 
button at the top of the screen. 
 
After reviewing the page, if all looks 
correct, click on the Submit button.  
Please remember that upon submitting 
the form to the site, email notifications 
will be sent to the corresponding 
agencies. 

 
 

If you’ve filled out the form correctly 
then you’ll see a successfully 
confirmation message.  If not, you’ll 
need to go back and check to make sure 
all required fields are filled out correctly. 

 
 



After clicking Ok, you’ll be taken back to 
the Exercise listing which now shows 
your record that you’ve entered.  At any 
time, you can login back in to the MISNS 
Site to review or modify your record by 
clicking on it. 
 
If the MCC has updated the status of your 
request, you’ll see it the next time you 
login or refresh your page. 
 
There are columns showing MCC (Yes 
or No).  Yes reflects the MCC has 
acknowledged your request.  Also a 
column for Comments which means if 
the MCC has made a comment regarding 
your request, you can open it then go to 
the Acknowledgements & Comments 
page to see the comment. 
 
Also there’s a column showing Status Of 
Request which will show New, meaning 
the MCC hasn’t acknowledged it yet. 
 
The MCC, as a multi-agency 
coordination system, will communicate 
and collaborate with jurisdictional 
agencies and local emergency operation 
centers to share information and 
strategies regarding hospital MISNS 
requests. 
 

 
 

When you are finished, click on the drop 
down arrow next to your name in the 
upper-right corner of the screen and then 
choose Sign Out. 

 
 



When you sign out, the web browser will 
prompt to close so that the logout can 
complete.  Please click on Yes. 

 
 

 
 
 
 
 
 
 

This concludes the procedure for submitting an SNS request using the Michigan Strategic 
National Stockpile Site.  We hope that you found this document and the MISNS site helpful in 

getting your request submitted in an efficient and paperless fashion.  The site will become 
further enhanced as this project matures and the suggestions for its improvement are 

implemented. 
 
 

Your comments and suggestions are always welcome.  Please feel free to email them to: 
 

Jay Timko 
JTimko@2South.Org 


