Human Med Order Checking

Ensure the order has been placed on the correct account as per the invoice
address on the customer’s purchase order.

Ensure the products ordered and the prices are correct and ensure the
purchase order number matches the Customer Reference number on the
Order Confirmation.

From the Opera Data tab on Intrastats, click on “Outstanding Customer
Orders” under the HM Orders heading.
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Locate the order you are checking and ensure that the digital copy of the
purchase order has been uploaded. If it has, there will only be a “Ref:******”
number under the P.O. Customer ref heading, if it has not been uploaded,
there will be Choose File and Upload File boxes located here.

If any details are incorrect or if the file has not been uploaded, return it to the

person who placed the order on the system _for completion.
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When all is correct, go to the Lookup tab on Intrastats identified by the
magnifying glass, and click on the box beneath “Contacts”, use the barcode
scanner and scan the “A/C” barcode, if a barcode scanner is unavailable, type
the “Account” name into this box.
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Click on the name or department named on the purchase order
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Using the barcode scanner, scan the “ORD” barcode into the “Order Number’
box. Fill the “Entered into Opera by” box with the name of the person who



placed the order on to the system and fill the “Priority on Order” box with 3-
UPS.

In the “Customer Order sent Via” area, choose the relevant option and add
any hand-written notes from the ORDER CONFIRMATION page into the

“Notes” section.

has been entered correctly, click “Confirm”
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Staple one copy of the ORDER CONFIRMATION to the customer’s purchase
order and file in Document Reference order in the Human Med file located in
the office. Take the other copy of the ORDER CONFIRMATION to Goods Out

for picking and dispatch.
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