Vandagraph Telephone Order Taking
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Narked at 90 Ltd Anna Routley
07977494891 anna@narkedat30.com
This is on as an example for 'Vandagraph Telephone Order
Taking' procedure
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Click the Vandagraph tick box and then add as much information about the
company in the relevant sections. In the ‘Notes’ box write what the customer
wants to order, including part number, description and quantity.

— »»  Thereis an ‘Invoice Duplicate Carbonless Book’
ol situated in the office, this requires filling out for every
B Vandagraph telephone order.

Go to the next available invoice number and make
sure have both the white and blue copy together and
under the blue copy insert the piece of card, this is to
make sure that your writing does not go through to the
other blank invoice numbers
[FAha0g Information required:
=T e Date and the name of the person taking the

order.
e Name of company, contact telephone number
and the delivery address.
e Quantity, description including part numbers
e Prices for products and carriage excluding VAT
and prices including VAT.
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Cut the slip in half along the dotted line and attach the slip without the card
details to the paper invoice. The slip with the card details needs to be taken
immediately to Derek Lamb’s office and either hand it to him or place in the
top draw on the left of his desk.

The white copy of the paper invoice along with credit card slip 1, where
applicable, needs to be taken over to Jean Lamb in the warehouse building.



