
Sending Purchase Orders to Suppliers

Receive hard copy of the purchase order from stock control or a manager

In Opera, click the ‘P.orders’ tab

Click ‘Find’ and type the name of the supplier noted on the purchase order

Click on ‘Orders’ and locate the purchase order you are sending by the POR number, print 
this to PDF.

Save the PDF in U:Drive under the relevant year and month in the following 
format:
Purchase order-(company name)-(POR Number)- (YYMMDD)



From Goldmine, locate the relevant contact for the supplier noted on the purchase order. 
From your email account, enter the contact’s email address in the ‘to’ field. 

In the subject field type, ‘Viamed Purchase Order: POR*****’

In the body of the email, type, ‘Please find attached a purchase order from Viamed Limited.
Please confirm receipt of order and where possible provide an estimated
shipping date‘. Attach the PDF order to the email and send.

Once you have sent the email, stamp the hard copy with your emailed stamp, add your initials
and return to the warehouse to be filed. 

You will then need to update the purchase order log to show that the order has been sent. 
Orders will not show in the list immediately you will need to wait until there has been an 
update.

Once the purchase order log has updated click the magnifying glass on Intrastats and click on
‘P.O Update Log’ click on the relevant purchase order number and select the drop down 
‘order sent via’, click the method used and click update


