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When we receive a fax it may be a notification of a payment for a proforma, 
quote, or an invoice.

You need to check which account the fax is for by looking at the ‘ordering 
customer’ or by checking the “Payment Details” field for a PRO/QUO/IN 
number.

To do this, click on the magnifying glass in
IntraStats and click on “Opera Internal
Document”



Enter the PRO/QUO/IN number and click
Search

Click search and any account details for that PRO/QUO/IN number will be 
displayed under the “Account” heading. 

In the “Payment Details” box on the fax, if the payment shows IN****** this is a
payment of an invoice for a credit account customer.

If the fax was for an invoice payment, write the account number on the fax 
page and put in Helen’s tray in the office.

If it shows PRO***** or QUO*****, they are paying for a proforma or quote.

If the fax is for a payment for a proforma or quote you need to make an 
additional copy from the fax machine. Stamp ‘copy’ on the copy and place in 
Helen’s tray.

Place the original fax in “Tray 3 – Sales Orders – New” for processing.

If an advertising fax is received, place in appropriate persons tray as per 
Who’s Who guide.

If your unsure of any faxes that come through, ask an office colleague.
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