Sending Delivery Notifications

From IntraStats, click on the magnifying glass and click on “Delivery
Notifications
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presented with a list of orders w‘r;lch have been shipped

You will be
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13 May 2016 ORD80233 Inspiration Healthcare Lt Malcolm Brenkiey Sent Notification
Prep 13 May 2016 ‘ORD80250 New Cross Hosptial Karanjit Sandhu KX793452472GB Sent Notification
Prep 13 May 2016 ORDB0248 Royal Preston Hospital Trudy Reynoids trudy.reynoids. ithtr.nhs.uk KX793452469G8 Sent Notification

Under the Viamed heading, locate orders with an associated email address
and click “Prep

Tracking Number Remave from List

Prep, 13 May 2016 ORD80233 Inspiration Healthcare Ltd Malcolm Brenkiey | malcolm.brenkley@inspiration-heatthcare com Sent Notification
e

Prep 13 May 2016 ORDB0250 New Cross Hosptial Karanjit Sandhu KX793452472GB. Sent Notification
Prep 13 May 2016 ORDBO0248 Royal Preston Hospital Trudy Reynolds trudy.reynoids.ithtr.nhs.uk KXT793452469GB. Sent Notification




Gmail will open and prepare an email for you. Ensure the courier is inserted in
the subject line.

Viamed Order Royal Mail Delivery Tracking KX793452486GB

malcolm brenkley @inspiration-healthcare.com

Viamed Orderoyal Mail Delivery Jracking KX793452486GB

Dear Malcelm Brenkley,

Please do not hesitate to contact me if | can be of assistance.
Kind regards

Katie Evans

http:diwww viamed.co.uk

Email: katie evans@viamed, co uk
Alternate email katie evans@viamed. me uk
Tel: +44 (0)1535 634542

Fax: +44 (0)1535 635582

Sign up to our mailing list, go to www.viamed.co.uk/sign-up
Twitter: twitter com/ViamedLtd

Facebook Page: facebook com/ViamedLtdUK

Company registered in England, No. 01291765,

E-mail Disclaimer
The information in this email is confidential and may be legally privileged

Itis intended sclely for the addressee. Access to this email by anyone else is unauthorized

If you are not the intended recipient, any disclesure, copying, distribution or any action taken or emitted to be taken in reliance on it, is prohibited and may be unlawful

If you feel you have received this email in error or would like to be removed from our mailing list, please reply with delete in the subject line or call +44 (D)1535 634542
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Copy and paste the signature from your Gmail account and insert at the
bottom, when the email has been prepared, click “Send”

Return to the Delivery Notifications screen and click “Sent Notification” next to
the appropriate order. This order will then bg removed from the screen.

Tracking Number Remove from List
Prep 13 May 2016 Ambient Pressure Diving Ltd Zoe Caines zoe@apdiving.com 1ZABYT29DK40239342 ‘Sent Notificatic
| Prep ‘ 13 May 2016 ‘ VSORDO0G24 | 1Evo ‘ Pieter Decoene. | Pieter@revo-rebreathers.com ‘ 1ZABYT29D! | Sent Notificati
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13 May 2016 ORDB0233 Inspiration Healthcare Ltd Malcolm Brenkley inspir KX793462486GE Sent Noffication
Prep 13 May 2016 ORD80250 New Cross Hosptial Karanjit Sandhu KXT93452472GB Sent Notfication
Prep 13 May 2016 ORDB0248 Royal Preston Hospital Trudy Reynolds trudy.reynolds.lthir.nhs.uk KX793462469GE Sent Noffication

On orders where there is not an email address, one must be located. These
are often found on purchase orders, you will need to look through the ORD file
in the office to locate the correct purchase order and find the email address.

Tracking Number Remove from List

Prep 13 May 2016 VSORDOU524 Ambient Pressure Diving Ltd Zoe Caines zoe@apdiving.com Sent Notificati
| Prep ‘ 13 May 2016 ‘ VSORDO0624 ‘rEvo ‘ Pieter Decoene | Pieter@revo-rebreathers.com ‘ ‘ Sent Notificati

VIAMED Deliverys for Email

Pop | 13May 2015 | oroasasn | New Cross Hosptial | Karaniit sancus
| Prep ‘ 13 May 2016 ‘om)anm ‘ Royal Preston Hospital ‘de; Reynolds uyreynokis ||| ‘ KX793452469GB ‘ Sent Notification

Tracking Number Remove from List

FKXT93452472GB ‘ Sent Nofification




Once the email address has been located, click on the magnifying glass and
search under "Contact” for the correct company name
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Click on the contacts name

A Karanjit Sandhu 0190 248 1350

T I | [0790 230 7999Ext8045

FMger e
Procurement Department | | |0190 260 5486 | ez

Click the edit details icon




Locate the “Primary Email” field and enter the email address. If any further
information is written on the purchase order, such as a direct telephone
number, enter these details. Click “Submit” to save.

Return to the “Delivery Notifications” page and follow the steps at the
beginning of this document.

For VST delivery notifications, proceed as with Viamed but ensure when
sending the email, that you change the email address from which you are
sending.

To do this, when Gmail opens, click on the recipients email address, the “To:”
and “From:” fields will be visible

VST Order UPS Delivery Tracking 1ZA8Y729D942855339

—
S Pister@revo-rebreathers com *
om Katie Evans <Katie Evans@viamed co.uk> «

VST Order UPS Delivery Tracking 1ZA8Y7239D34285533%

Dear Pieter Decoene,

| am wiiting to inform you that your crder has been dispatc hed

Please do not hesitate to contact me if | can be of assistance.
Kind regards

Katie Evans

http:Mhwwn vandagraphst.com/

Email katie.evans@vandagraphst.com

Tel- +44(0)1535 634900

Fax: +44 (0)1535 635582

Company registered in England. No. 03116432

E-mail Disclaimer

The information in this email is confidential and may be legally privileged
| 1tis intended sclely for the addressee. Access to this email by anyone else is unauthorized
If you are not the intended recipient, any disclosure, copying, distribution or any action taken or emitted to be taken in reliance on it, is prohibited and may be unlawful

It you feel you have received this email in error or would like to be removed from cur mailing list, please reply with delete in the subject line or call +44 (0)1535 534500




Click on the downward arrow next to your email address and select your VST
email address

VST Order UPS Delivery Tracking 1ZA8Y729D942855339

To Pieter@revo-rebreathers.com

From |Katie s <Katie.Evans

e
Katie.Evans@viamed.co.uk <viamed.katie evans@gmail.com:>

Katje Evansfiandgorank Lot B ks
Katie. Evans@vandagraphst com <Katie Evans@Vandagraphst.com>
Ued e

I am writing to inform you that your order has been dispatc hed.

Please do not hesitate to contact me if | can be of assistance.
Kind regards

Katie Evans

hit sandagraphst.com/
Email katie evans@vandagraphst.com
Tel: +44 (0)1535 634500

Fax: +44 (0)1535 635582
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Company registered in England, No. 03116432

E-mail Disclaimer
The information in this email is confidential and may be legally privileged
J It is intended sclely for the addressee. Access to this email by anyone else is unauthorized
If you are net the intended recipient, any disclosure. copying. distribution or any action taken or omitted to be taken in reliance on it. is prohibited and may be unlawful.

. If you feel you have received this email in error or would like to be removed from cur mailing list, please reply with delete in the subject line or call +44 (0)1535 634900

Ensure you have inserted your VST signature and proceed as with Viamed.



