Catalog360 Circle Order Processing

Navigate to https://circle.catalog360.com and click “Sign In to the Circle”

circi Aveay a wember? @

Joining the
catalog360 Circle
is completely
free and enables
you to quickly
connect and
trade with your
customers.

The username is: orders@viamed.co.uk and the current password can be
found in GoldMine notes

Click on “Orders”
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Welcome to the catalog360 Circle

Upload your catalogue, view purchase orders received and submit electronic invoices to your Connactions

Using the Circle

Select the hospital name — currently only Luton & Dunstable use this system
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Select Connection:  Luton & Dunstable Hospital %) |3

You will be presented with a list of orders, in the “Status” column, find the
order which has a red “Open” stamp and click the corresponding “Order #”
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= Orders

Select Connection: | ytan & Dunstable Hospital e

Page « 1 » of1|view 20 v records | Found total 5 records
Date v Order # Name Lines Goods Total Order Total Status Actions
08/04/2016 2:17 PM 10201770 Luton & Dunstable Hospital 1 1049.75 1258.70 | @ d) & ship

04/04/2016 10:21 AM Luton & Dunstable Hospital 1 4050 4 b Confirm



This will display the purchase order; ensure all pricing, including shipping is
correct. If there are any inaccuracies, contact the person named on the Opera
account memo, do not process until amended on the Catalog360
Circlesystem. Click on ‘Download Order (PDF)’ and print the page that opens.
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= Order 10206368 | (&)

& Download Order (PDF)

Date Jun 242016 8:26 AM

Costomerhequest  527-5412393:1523110
& Delivery Address E = Cost Centre

Int Unit (ITV)

s ent

ores)
table Hospitals NHS Foundation Trust

B
Luaopz
ronan.agno@ldh.nhs.uk

d it Quantity ds Total i
24 diatric Sidestream airw ded by Ronan Ag: 1 Box() e
Goods Total £67.46
Shipping:
VAT /Tax: £13.49
rder Total

Luton and Dunstable Hospital NHS Foundation Trust
OFFICIAL PURCHASE ORDER:
10206368

Invoices To:

o | Lino VAT (GBP)

In Opera, process the order as per the order processing procedure
VM3COP20.30 (Doc ID: 17138) Make a note on both copies of the ORD to
“inform *your name* when invoiced”. This will send you an issue to inform
you that the order has been invoiced and is ready to ship so you can proceed
to the Shipping and Invoicing stage as per the Catalog360 Circle Shipping
and Invoicing procedure on page 9.

When the order is on the system and you know the expected shipment date (if
the item is out of stock, check the PO log or ask stock control, if it is an SRS
repair, check with Repair Admin staff for shipment date) click on “Confirm”
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Page 1 of 1 |View 20 v records| Fou

Date v Order# Lines Goods Total Order Total Status Actions
08/04/2016 2:17 PM 1 1049.75 125070 @ ship
04/04/2016 10:21 AM 1 4050 sze | CED ok Confirm
31/03/2016 5:21 AM 2 270.95 33505 CED & Confirm



You will be asked to provide a delivery date. Click on the calendar symbol and
choose TWO WORKING days AFTER the expected shipping date. Click the
green “Confirm” button.

Confirm Order

To confirm this Order, please complete the details:

Estimated Delivery Date Estimated Delivery Time
Anytime
< April 2016 >
Su Mo Tu e TI Fr Sa CEl

When an issue is received to say the order has been picked, proceed to ‘Ship’
and ‘Invoice’ the order as per Catalog 360 Shipping and Invoicing procedure
on page 9.

In case you do not receive an automatic issue, also make a note in your diary
for the day of the expected shipping date to remind you to “Ship” and “Invoice”
the order as per Catalog 360 Shipping and Invoicing procedure on page 9.



Catalog 360 Circle Checking Procedure

Collect the order from ‘Tray 4 — Sales Orders — Checking’ in the office; there
should be a minimum of a purchase order (PO) and 2 copies of the ORD plus
any communication as applicable.

Locate the account number on the ORD and
oeo [NHANRRNNY locate the account on Opera.

Invoice Address S——
Medicoline ApS

Vaerkstedsvej 24 B
Koege

Denmark

VAT No: DK33046960
DH-4600

ESC | F1 [Ctrl+Fs| CErlsF5 [CErl+F7|Ctrl+F8|Ctrl+F9|Ctrl+F16]Ctrlertt
Cancel Help | biary |Calculator| About | Date  E-Hail |Web Site Uiewer

Click on ‘Memo’, read the memos and ensure
that the ORD meets any noted requirements.

Take 1 copy of the ORD and the PO. Compare the invoice address on the
ORD to the PO, tick each line on one copy of the ORD to confirm it is correct.
Repeat this for the delivery address.

Check the order number on the PO against the ‘Cust Ref on the ORD and
tick the ORD if correct.

Check each line against the PO, check part number, description, quantity and
price are correct & tick if so.

Check the carriage line for the correct courier as per the items listed, referring
to the Customer Postage Pricing COP (Doc ID: 16501) and Intrastats/Opera
stock page as necessary. Ensure the correct delivery option has been
determined, i.e. Royal Mail/UPS. If details for reference cannot be found,
consult with colleagues or confirm courier/pricing with Goods Out then tick the
ORD if correct.

S
W O i NNRRR 10 check an Opera memo, from the menu
donver netp | biry. corcmator anat’ | bore | ‘wiewe. Pa@ge in Opera, click ‘Stock’ and click
L ‘Processing’.

Click ‘Find’ and type the part number

B N e e e e | you require further information on, press
-\ the ‘Enter’ key.

Stock Code or Part(s) of nescriptinn

Analysis UAT

sales Code
Supply Code

Category Type
Profile Packed per
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e Click ‘Memo’ and you will be presented
J— 55" o 1Y —___— with additional information regarding the
e St et 2 product. Locate carriage information and
":ZZZZL".MM -1 add this information to the order
?mii P 2 accordingly.

2 off - £36.88
3 1n ofFf - £34.00
£32.08

01d pricing ¢ 056111 for reference only:
£50.00

2 off - £45._00

3-10 off - £42.50

1 - £49.00

De. 11uery FHB _to end Mail (1-6), UPS (7+)
Distrib Ro 1M1(16)E5 UPS (7+) £18

Ensure the priority is correct as per the courier and service used as per the
Order Processing Priorities COP (Doc ID: 16350) and tick the ORD if correct.

When the priority is correct, check the date due against current cut-off times
as found on Order Processing Priorities COP (Doc ID: 16350).

Orders must be scanned in and ORD’s taken to Goods Out before cut-off
times for the order to be shipped the same day, if the time is later than the
cut-off time, the due date would need to be changed to the next working day.
Priority 1 — check with Goods Out for possible ship date

Priority 2 — cut-off time: 11:00am

Priority 3 — cut-off time: 13:00pm

Priority 4 — cut-off time: 15:30pm

Tick the date due on the ORD if correct.

If any details are incorrect, circle them as you work through it. After checking
the entire ORD, return all of the paperwork to the person who added the order
to enable them to amend any necessary details.

When you are satisfied that the ORD is correct, set the unticked copy of the
ORD to one side and staple the remainder of the paperwork (ticked ORD, PO
and any communication) in the top-left corner close to the ORD barcode.

Stamp the stapled copy with ‘checked’ initial and date next to the stamp.
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Log into Catalog360 Circle as
described on page 1 and click on
‘Orders’




: __¢ Search for the order with the same

purchase order number as the ‘Cust

Ref’ on the ORD and ensure the

sssssssssssssssssssssssssssss - order states ‘Confirmed’. If the order

e = == states ‘New, return the paperwork to

e * the person who added the order and
ask for it to be corrected.

Come el ) e oG By Xl Using Intrastats, naV|g‘ate to the’magmfymg
glass and click on the ‘Contacts’ field.

Using your barcode scanner, scan the ‘ACC’
barcode located at the top-centre of the ORD.
This will enter the account number and
proceed automatically to the next screen. If
you do not have access to a barcode
scanner, type the account number (e.g. 00006353) into this box and hit enter.

Des
VAT No: 33046860
600

Click on the company name.

Select the contact name as seen on the ORD.
If name not there, refer to VM3COP20.081
(Doc ID14215) on how to add contacts into
contact management.

+45 3613 6488

KATIE

N.B. If the contact does not have an email address linked, check the
paperwork thoroughly for an email address.

MErge Lonacis

[Billy Campell D141 211 6827
[Christina Coulter 0147 550 4560

If an email address can be located, after selecting the contact name, click on
‘Edit’ under the ‘Contact Options’
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Enter the email address into the ‘Primary Email’ field and click ‘Submit’. This
is to ensure delivery notifications can be sent.

Click on the ‘Order Checking’ icon

{ Order checking |

Working your way down the screen, input each section, starting at ‘Order
number’ using your barcode scanner, scan the ‘ORD’ barcode, this will enter
the ORD number located at the top-right of the ORD paperwork. If no barcode
scanner is available, type the ORD number eg. “ORD80574”

96905
<< WUBRNI i

Date Regquired D1/06/14

ORDER
Date Entersd 01/06/16
Invoice Address 00006353 Delivery Address wre maners e
i 4 Medicoline ApS Order Priority 3

Medicoline ApS Vaerkstedsvek 24 B
Vaerkstedsvej 24 B
Moooe Foege

coe Denmark Customer Reference 01/06/2016

VAT No: 33046960

VAT No: DK33046960 DE-4600 . a
DE-4600 This Qrder Is Priced In Euros



The ‘Entered into Opera by’ box needs to contain the name of the person
listed at the bottom-left of the ORD in capital letters.

Lotte Persson — +45 3613 6488

‘Priority on order’ needs to match the
priority as seen on the ORD

£ 0012165 -

Order No. ORDEDST4
DOC96905

Date Required 01/06/16
Data

Order Priority 3

Customer Reference 01/06/201&

Click the appropriate button for method
of PO receipt as per the original PO
from the customer.

Any hand-written notes on the ORD
must be typed here.

‘When order picked inform:’ always
add the name here of the person who
added the order to the system as this
will generate an issue for them to
‘Ship’ the order.

0012165
0120131
0120133
0212009
0212010
0212011
0212012
0212013
0212014 or
0212015 (CHECK PRICES - Recent price change
0212016 CHECK PRICES - Recent price change

DI IR IR n



If it is a forward order and there is a
note to say the order can be shipped
early, tick the ‘can be shipped early if
ready’ box.

This box can also be ticked if cut-off time has been missed as long as the
customer has not requested delivery on a specific date.

E.g. If you are checking a priority 3 order which has the next working day’s
date and the time is 2PM, this box can be ticked as UPS do not arrive until
3PM.

If the due date is the next working day:

Priority 2 can be ticked between 11am and 12pm
Priority 3 can be ticked between 1pm and 3pm
Priority 4 can be ticked between 3:30pm and 4pm

If the customer changes any part of the
order, or should the order need
amending for any reason, tick the ‘Hold
packing AMENDING order’ button to
prevent the order being invoiced or
shipped. Ensure you inform Goods Out
of this and reprint the ORD once
amended, hand-write a note at the top of both copies of the ORD stating
*amended* and place in the checking tray to be re-checking.

When all details are correct, click
‘confirm’.




Catalog 360 Circle Shipping and Invoicing Procedure

When you are informed that the order has been invoiced, go to the GoldMine
tab on Intrastats and Click “Contact Management”

R li7(C ONTACT

ort Address

hulon & dunstable|

Click on the O account for the contact

Contacts #32 Lil‘kul&'Dllli Hospital Luton LU40DZ 0845 127 0127

Navigate to https://circle.catalog360.com and click “Sign In to the Circle”

circi Aveay a wember? @

Joining the
catalog360 Circle
is completely
free and enables
you to quickly
connect and
trade with your
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The username is: orders@viamed.co.uk and the current password can be
found in GoldMine notes

Click on “Orders”

(@C0) circle vameaia | () perektamb v
Am—
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Welcome to the catalog360 Circle

Upload your catalogue, view purchase orders received and submit electronic invaices to your Connectians

Browse Orders Manage Catalogues Using the Circle

viamed Ltd o DerekLamb ™
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From the list of orders, find the corresponding purchase order and click “Ship”
in the “Actions” column

f Quotes Orders Tasks Invoices Catalogues Connections Apps  Setup
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= Orders

Select Connection:  Luton & Dunstable Hospital X |

Page ¢ 1 of 1|View 20 v records| Found totals
Date v Order # Name Lines Goods Total Order Total status Actions
08/04/2016 2:17 PM 10201770 Luton & Dunstable Hospital 1 1049.75 1250.70 @ ship
31/03/2016 6:21 AM 10201137 Luton & Dunstable Hospital 2 279.96 33505 h Confirm
16/03/2016 7:15 AM 10200371 Luton & Dunstable Hospital 2 21250 255.00 Qview
11/03/2016 4:51 PM 10200186 Luton & Dunstable Hospital 1 480,00 576.00 @ Ship

Page ¢ 1 > ofi|view 20 v records|Found total s records

Fill in the “Carrier” and “Tracking Reference” details making sure these are

correct and click “Create Shipment”
M| et [

<Order 10201352

@ Shipment for Purchase Order 10201352

Purchase Order Raised:  Apr 42016 10:21 AM Medical Equip. Technician
‘Goods Yard (Main Stores)
Luton & Dunstable Hospitals NHS Foundation Trust
Lewsey Road
Luton
Bedfordshire
Lua0pz
marie.samsoodin@ldh.nhs.uk

Shipping  Back
Line Code Description Ordered shipped Now  Order

1 QUODA40  QUOTATION NO; VM-2500C INCLUDING 1 o
POWER CONNECTOR SRS 65327 - SRN26945 - AND DELIVERY CHARGE - WR NO; 51506 - ASSET NO: 25307 - FOR ITU - COST CODE

Tracking Reference: 129W9638DK68524787

| o0

eate Shipment

©2016 arslog26) Orsese 151

© Cancel
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You will be asked if you are sure, click “Create Shipment”

Create Shipment

Are you sure you wish to create this shipment?

The system will then take you to the open order, scroll to the bottom and click

“Invoice Shipment”

Medical Equip. Technician | Accounts Payable

Q oeekiom v

Goods Yard (Main Stores) Finance Department
Luton & Dunstable Hospitals NHS Foundation Trust Luton & Dunstable Hospitals NHS Foundation Trust
Lewsey Road Lewsey Road
Luton Luton
Bedfordshire Bedfordshire
Lua 00z Lu40Dz
marie.samsoodin@Idh.nhs.uk marie.samsoodin@ldh.nhs.uk
unit  Goods Line
Line Code Description Quantity Unit  Price  Total Tax/VAT Total
1 QUOD4I40  QUOTATION NO; QUOD4140 - LABOUR - VM-2500 CAPNOGRAPH OXIMETER - SRS65327 - SRN26048 - S/N 80640161 1 gach(n £ £810 £
- INCLUDING POWER CONNECTOR SRS 65327 - SRN26948 - AND DELIVERY CHARGE - WR NO; 51906 - ASSET NO; 4050 4050 4860
25307 - FOR ITU - COST CODE D50
Goods Total: £4050
Delivery: £000
VAT /Tax: £8.10
Order Total: £48.60

Goods
Date shipment Ref Carrier Name  Tracking Ref Amount status
13/04/2016 8:51 | 10201352/20160413084613 ups 178W9538DK68524787 £4050 @l invoice Shipment

QView Shipment

You will be presented with the “New Invoice” screen.
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< Invoices

@ New Invoice

& Department / Contact Invoice Number:
27-06-2016
ronan agno

Payment Dtr=g

= Bill To 27-07-2016 8

Accounts Payable EE)

Finance Department

Luton & Dunstable Hospitals NHS Foundation Trust
Lewsey Road

Luton

Bedfordshire

Lu40D0z

Message:

Code Description Quantity Unit Pack Size Unit Price Goods VAT / Tax % VAT / Tax Total
1 Adult/Paediatric Sides 1 Box = 1 5313 313 20% v 10.63 83.78
= Add Line

Shipping .00 20% |~ 1.00 6.00

Goods Total:
Shipping:
VAT / Tax:
Qyoice Total GBP:

e —— .
& Submit Invoice

From Opera, find the invoice date and invoice number

¥ OPERA for Windows st S S S s M
File  Edit

ESC F1 F2 F4 F&% F& F9 F11 F12 TAB

Cancel Help |Print DeletefUndelete Hew | Edit |Invoice Uiew Hemo |Hore--->

Find Account *%%  See Memo 3

Previous

Next Customer

¥ nvoice ]

Menmo | Document [Doc Date Type Humber Date |[Cust Ref.| Status [f-
DOCY5 0828 23782716 Invoice (IH1431280 24702716 18123848 Printed
DOCYS187 82703716 Invoice | IN143275 837083716 10124475 Printed
DOCY5S 485 117683716 Invoice w 1682008186 Printed
DOCY545Y 15783716 Invoice CIN143078 13704716 M 8261352 Printed
DOCI5476 16/83716 Invoice %ﬁiﬂﬂﬂ— 108208371 Printed
DOCQS737 31/83/716:0rd ORD79523 31/783/16: 18201137 Edited
DOCY5987 88/04/16 ; Ord ORD79679 08/84/16: 182081770 Edited

Enter these into the specified fields and ensure the pricing is identical to that
stated on the ORD/Opera.
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Click the ‘Attach’ button, navigate to
U drive>Operadocs and search for
the invoice number. When located,
click ‘Open’. If the invoice cannot be
located, follow the steps on
VM3COP20.062 PDFing Of Invoices
(Doc ID: 17100) and try again.

sssssss

If everything is correct, click “Submit
Invoice”

Goods Tota

Shipping

Invoice Toal GeP:

If the pricing is incorrect, read any communication that has been sent and
received with the named contact, the pricing should have been amended if it
was noticed during processing. If anything is still incorrect, read the memo on
Opera for the applicable account and contact the Catalog360 Circle
representative for the company/hospital named there and ask that the
Catalogue360 Circle system is amended before submitting the invoice. When
they have made the necessary amendments, submit the invoice.
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