VM3COP20.13 - Sending SOR’s

Checklist

| Director authorisation on SOR request paperwork

SOR Terms and Conditions signed by customer
SOR number

Items been scanned to SOR

Quotation

Signed delivery note/shipping invoice

Second copy of first page of delivery note/shipping invoice
Feedback form

Cover letter on letterhead

Relevant leaflet and price list

Relevant Sales Manager’s business card

Blue Viamed folder

|| Schedule an issue for follow-up

Paperwork Checklist

To File To Ship
Copy of delivery note/shipping invoice Signed delivery note/shipping invoice
Signed SOR request paperwork Cover letter
Quotation Customer SOR feedback form
Signed Terms & Conditions Price list

Leaflet

Quotation

Sales Manager’s business card

Blue Viamed folder




VM3COP20.13
Sending Sale or Return Orders

Beginning the Process
1. Print the Sale or Return request if requested by email, if the request was

verbal/telephone, add a telephone order and print as per VM3COP27.29. Gain
authorization from a Director and their signature/date on the request paperwork.

Re: SAT - 02 monitoring b ¥ L]

Ryan Swaine. 1041 (1hourago) - @+
fnrk. b

Ryan Swaine - Intemational Sales - Viamed Ld. - +44 7803507117

our OLED display. Large, clear Pleth waveform.

2. From the Lookup/Magnifying Glass tab on Intrastats, Click on the ‘Contacts’ search
field and type the company name or account number

4. Click on the required name

e
Fistory  Switch to Condensed




Sale or Returns

" Add New 'sale / Return’

This will direct you to the main sale/return page and create a new record for the contact
BELRF OIS RE: 46 =N EE

BEEEEEEEEEREEE R 38888
XXX XXX XXX

7. Click * Product Trial — Sale or Return Terms and Conditions _

Product Trial - Sale or Return Terms and Conditions

8. Click the PDF icon to open the file




9. When the file opens, click on the download icon located at the top-right of the
screen

Viamed Limited 15 Station Road - Cross Hills
V I M 6 D Keighley - West Yorkshire, BD20 70T - United Kingdom
Iq Tel: +44 (01535634542 Fax +44 (0)1535 635582
M Emall info@viamed couk  www viamed-online com

Product Trial
Sale or Return Terms & Conditions

@ Savchs

10. When the Save window opens, click e —

| ¢ || S=arch D=sktan

0
‘Desktop’, change the ‘File name’ to: O v evtoss ERD)
“Sale or Return - Terms and 2 1 == R 5o
Conditions” and click ‘Save’ [

| e Projects
File folder [ ‘ File folder

I % Computer
&y Local Disk (C3)
&5 drivel (\wmserver?) (L)

name: Sale or Retum - Terms and Conditions.

Save astype: |Foxit Reader PDF Document t

11.Return to the request email and reply E
to the customer to ask them to fill out
the attached terms and conditions \
form and return them to you and click |
‘Send’. See sample email to the left. |

Heniik,

Please find attached the Tems and Conditions for the loan of this nit. Please fil this out and retum to me in order for me
1o dispatch this unit to]you.
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Requesting Stock Movement

12.Return to Intrastats and click on the
stock box icon. From this page, click on
‘Sale or Returns’ = Ryt i natonal ervices

[@uPs shipping Calculations
[#]uPs Zones

[#]import Tracking Numbers

| [#]stock Prices

! WYA Used Stock

[aajaA stock

e
o
e

| |Pricing Checks

My Stock
Esan to My Stock
|- ARequest Item from Warehouse
[<//Show Warehouse Requests

13. Scroll to the bottom of the page and click "Request new stock item to be scanned to
Sale or Return".

14.Fill in the issue detailing the part number(s) and quantity required. Send this issue
this to the person in Goods Out, fill in the Opera A/c number and click “Add Issue”

Existing Open Issues in VIAMED Stock Meeting - Sale or Returns

15. Print out the issue and place in the picking tray in Goods Out.

Note: if the item is urgent, also inform Goods Out verbally.



When Terms and Conditions are Signed / Generating Quote

When you have received the completed Terms and Conditions from the customer and
once you have confirmation from Goods Out that the items have been scanned, you need
to add them to the SOR record and create an Opera quote.

Confirmation from Goods Out will come in
the form of an issue, in reply to the issue
sent to Goods Out.

Hide lssue Unti -
Meeting  viAvED :

Take note of the ID number(s) provided , s
for the product(s) scanned.

16.In Opera, follow the quote procedure VM3COP27.31 (Doc ID: 17063) to create a

quote for the item requested, ensuring any quotes for over £/$/€5000 are signed off
by a director.

Use the SOR number as the ‘Cust Ref
unless an order number for the quote has
been received.

Also, in the comments section beneath the o e ———

name and telephone number of the el

customer, state “Goods already suppliedon s
Fini ccoun e 1uE|_‘y

SOR***” L Blowken 11
dd o
Edit ;
View
Memo N Document
Order W/House HMAIN Hodel H
Delivery

. Invoice .
Next, the serial numbers need to be typed Credi e B

in the memo for each item sent. aui @i‘:&‘iiiﬁ;“sap;ﬁefﬁﬂ SoR720 >

[ana1ysis | | Currency | | biscount |

17.Click on the product line and press ¥ =&

File  Edit

F12 or click the “F12 Memo” T T e e e e )
button. This will open the memo.

Reference W/H Description Quantity
Analysis VAT code Sell. Line Disc Ext.
Cost. HMargn. Prof.
Due Priority P00 O
In Stock P.0Orders
Details |
Description Quantity Price Disc. [VAT| Value [~
Foetal Heart Simulator, model U 1 595, 60 1 5oc .0
Courier delivery - Standard. 1 18.88 1 18.8
=
0 »




g OPERa for windows [

. . ES;[: TTH Ctrl+Fs F9 |n1§+£

18. Type the serial number in the cnten el | V0 wrtye Bl

format aS Seen to the |eft, Reference W/H Description Quantity
eg “S/N ')’)')” There may be Analysis Sell. Line Disc Ext.

ctri+p/
Date

additional notes here, if so, add the ¥ Tancion N =T j
serial number beneath them. 10 Sgus
Foetal Heart
< -

7 orerasorwiniors T
19. When completed, press F9 or click e s ey meee e
the “F9 Accept” button. You willbe =~ 2
asked if you would like to save the ..
changes, click “Yes”. i

S/N: PRO2194A18
In Stock

&m

Details
Des
Foetal Heart
Courier delit

Confirm

Save Changes ?

20.Print 2 copies of the quote. 1 is to be sent to the customer, and the other needs to
be filed with the SOR paperwork.

21.From GoldMine, using the Lookup function (refer to VM3COP20.081 for guidance),
locate the customer and click on the ‘Write’ button

File Edit View Lookup Contact Schedule Complete Toeols Window Help

il ] 3 A= S W & 2l OB B W B B 8 F B !
Hew Open Record Dial Timer Mote Org Chart Find Groups Rolodex Inf Write ports  Prefs. Mail Ctr Calendar Activity File it Appt. Cal ction Message Sale GM E-mail E-mail
(% Henrik Nielsen [Fo-E-|E3a] | & Contact Search Center [E@]=]
. £
Compary: GM Medicdl AS MainTel Est ~ B =] = y i
= ortoct: ek Niddsen DirentTel Ea Power ¥ ViewSaved Outputto ¥| Sync Shrink Prefs  Columns |
Dept Last: Nislssn Mobile: D045 2175 2972 Blesp Search Contact
Posiion; Product Specialist Dear: Mr : Del
Greeling Mr Niclsen E-mal: hn@gmmedical com Lookup: | Compary | that [Geais it <] [om medical [+
eh Sile —
addiess: Blokken 11 Company Contact MainTel City ][~
Contact Type: GlkoMediTech AG 002302 15200 | Witen =
unused GM Medical Brian Vester
City: Birkerod Intrastats Code GM Medical Mahmut Hacioglu
County Postat DK-3480 unused ) Hliglsen | 0045 45570381
Country: Denmark. Merge: apera LM Hedical A5 eriik Hielsen i i | Bikend
4% 55 i
Fields \GM+View\ Notes \Contacts'y Detall "\ Refenals \ Pending \, Histo \ Links \\\ < Em miﬂliiiié j:;‘;:j"kwmmmg ngg :gg;gggl Biceroed
— - 5 GM Medical AS Jesper Juul 45 45570881
~== EndUser Frospect/Customer Screen ==- M Medical 45 Kirsten Fremming 0045 45570881
) 5M Medical Ltd. Guma dmar 02084240054 | Hanow
Hot Buttors Special Teritory ol el
Dec Maker Level Objective: e et Al
Mai List Oper File Humber Gmedi o, Lid Pete Kim 0082 2-2632-925€ | Seoul
GMH John Khwaja 004 961 027 2307 | Newrsenbug
GMH M. Younes 00212 2250 B4.11 | Casablanca
| GMME Corp Annalisa Ricco'
GMF STRUMENTI 545 Filippo Rassi =
GMS Elena Tashkevich | 0099532 20 99 81
GMS Musa Endsrer 0090 2123464230
GMS - NPOWER Kisty 01527 839 187
" GMS GmeH ThuThuy Tran +49 31256570 | Leipdig
GMT Gesellschaft fur Laborbe 0595300090 Frankfut
GMY Sistemas AnaFsjardoYusts | 003 436354 6554
GNW Instumenialion Lid | Beverley Edwards | 01704536 010 | Southport _
G0 Eshibitions G0 Eshibilions
- Go Eshibitions GrbH Dariels Mayer +49(511)B40 72"
Go Medic Event Medical Sery Fiymovith
: - .

22.Ensure the user is set to your
name



23.Click on ‘Letters, Memos and
Faxes’ to view the list beneath
and double-click the letter named
‘Sale or Return’. If this letter
cannot be found, speak with the
marketing department and
request that they add it for you.

24.\When the letter opens, amend all
the details as indicated in the
example to the right, to include the
product description, part numbers,

SOR number and serial number.

When complete, read through the letter
and ensure the grammar is correct, i.e. if
there is more than one item, the words,
“This product is” may need to be changed
to, “These products are” and remove the
word, “Trust” if not for the NHS.

25.When complete, print one copy of
this letter on letterhead and save to
drive>current year>current month,
with the following format:

Sale or Return - *customer name* - SOR*** -

GM Medical — SOR729 — 160622"

26.Print a colour price list from L:\
Drive in the correct currency as
found on the customers Opera
account.

7 Document Management Center [fole ==
User: [KATE (KatieE 7] || 31 Ba | X ' | & &
Blmivwesieagalcaljon successf ful [ Value [
(B Loters bemo Sl or Retum
RetumL
“word Document 8
[GMLink(]
RAZALY w—
Yee
L2 llow Hot Link. Yes
Ms Katie Evans
o] Viamed
O Single Patient Lse (NICU) - |6 Milligans Place
S — Park Road
Mr Henrik Nielsen
Product Specialist
GM Medical AS
Blokken 11
Birkerad, DK-3460
Denmark
June 2018

Dear Mr Nielsen,

Re: ¢Product Description}) Sale or Return, ref
Further to our recent discussicn please find enclosed

Description}, for the purpose of a triar

« Part NumbProduct Description,

This product is brand new and unused, so if after evaluation the end user wishes to
purchase it, it can just raise an official order and keep the instrument, otherwise we
will require it returning in its original packaging.

| have allocated a standard trial period of 4 weeks, and have included a Delivery
Note to cover the indemnity for that period. | shall contact you in due course for any
feedback and decision as to whether the Trust wishes to purchase it.

Should you have any queries, or wish to discuss the instrument in further detail,
please do not hesitate to contact me.

Yours sincerely

Katie Evans
Office Administrator

*date backwards* e.g. “Sale or Return —

by oveaforwndows o T

'ctr1+F7ictr1+Fs

About Date

ESC | F1 [Ctrl+F4  Ctrl+Fs

Ctrl+F2 Gtr1+F10!Gtr1+F11
Cancel Help Diary \calculatnr

i
E-Hail ‘Weh Site| Uiewer

IEind Account Currency USD
Previous (x*x* See flemo  xx
Next Customer
(Add Address
Curr Bal
Postcode Order Bal
Turnover
Telephone Credit Limit
|Order Facsimile Last Invoice
Delivery Last Receipt
lInvoice gcgts g“"t“: [iritME;r_e.:Fe: 8
deil rder ontac as odifie
|Quit Ledger A/c

Invoice A/c




27.Return to the main SOR page located in
Intrastats>Stock icon>"Sale or Returns”

[Royal Mail International services
UPS Shipping Calculations
[=]uPs Zones

28.In the top list “Sale Returns
Not Sent / In Preparation
click the icon in the ‘Add’
column for the correct
customer/SOR number.

29. Ensure the name and address
details at the top of the screen are
correct.

30.From the “Barcode” drop-down on

the next page, select the item you S enn T
want to send.

ing13 (ID863300)
ng14 (ID883301)

Ensure you choose the item with the
correct ID number as per the Goods Out
confirmation issue.

31.1In the field entitled "Purpose of Device", enter a brief explanation of the use of the
item (if unsure, the Opera description will suffice), for example "SpO2 sensor for
Viamed pulse oximeter" or "Measuring concentration of oxygen".

32.1n the field entitled "The trial/testing
to be undertaken by the authority (if

by the authority (it any)

Current liems on sale Return id #729
Print Print Picking List



any)" type a brief summary, for example "Sale or Return trial to determine suitability
prior to purchase"

In the drop-down box next to the "Submit" button, select "Loan”.
33.Repeat for all items required.

34.If the Sale or Return is for an
export customer then a value
needs to be entered in the, “Value
for Customs if applicable”. Consult
with the International Sales

;

il i

J|F if:
HE
:

e trialftesting to be undertaken by the authority (ifany)

Current ltems on sale Return id #742
Print Print Picking List

Mla n ag e r o r th e CO m m e rCI a I % Sp02 Sensuv—mult‘mm[ [Print Delivery Note (Today date] [Print Delivery Note (Created date) |
Director for the customs value to

use.

35.Return to the main Sale Or Return
screen and click the appropriate
flag icon for the customer to
generate an NHS Delivery Note
depending upon the location of the
customer (England, Wales and
Northern Ireland use the same form,
Scotland has its own) or export for
non-UK customers.

36 Save the PDF to U Viamed Shipping Invoice
. Delivery Address: Date: 23 Jun 2016 Shipper Address:
drive>Current year>Current il Al ¥ Batenrons
. . Topstykket 7 Cross Hills
month in the following format: S s
0 e e

EXpOft: “SOR Shlpplng InVOICe = Demo products not for resale Value for Customs : $100.00 =
*Customer Name* - SOR*** - date Tl il R -
backwards” '

UK: “SOR Delivery Note - *Customer
Name* - SOR*** - date backwards”

37.Print the delivery note/shipping invoice and print a second copy of the first page.

If the SOR is for a UK customer, strike through the “Form of Indemnity B” section and ask
a director or sales manager to sign “Form of Indemnlty A to ensure that ownershlp of the
unit does not pass to the i il

customer.

10



38.0n the main Sale Or Return screen, click the link “Viamed Product Trial Feedback

Form

39.Click on the PDF icon

40. This will open the feedback form; print one copy of this as it will be sent with the

goods to allow the customer to offer feedback.

41.Gather all paperwork and secure with a paperclip, place in the checking tray for an

office team member to check.

Notes
Product Accessories Loan/Giving
VM-2160 SpO2 sensor (0014750 as standard) | Loan
VM-2500-S/M/MG SpO2 sensor (0014750 as standard) | Loan
Sampling lines/airway adapters or Giving
Versastream
If sending a wrap sensor, an Giving
additional four x Posey wraps (part
number 0021012) or four x 4000
series sensor wraps (part number
0014889) are required
AX/MX300i R-17MED Loan

Checking an SOR

11




Ensure the items listed on the delivery note/shipping invoice match the items requested by
the customer

Ensure the paperwork to ship with the items have been placed in a blue Viamed folder.

The folder should contain:

Delivery note/shipping invoice signed by a director
Cover letter on letterhead paper

Customer SOR feedback form

Price list for products being sent

Leaflets for products being sent

Quotation for products being sent

Relevant Sales Manager’s business card

The paperwork to file should contain:

Copy of delivery note/shipping invoice

SOR request paperwork with director signature
A copy of the quotation for products being sent
Terms & Conditions signed by the customer

Stamp the filing copy of the delivery note/shipping invoice and initial/date next to it. Return
to the person who added the SOR.

After Checking

When checked by an office team member, staple the request paperwork with director’s
signature, a copy of the quote, the signed Terms and Conditions to a copy of the first page
of the SOR delivery note and place them in the “Active SOR’s” file located in the office.
Put one copy of the Opera quotation, letter, signed NHS Delivery Note (or shipping

invoice for export customers), feedback form, leaflet, and price list into a blue
Viamed folder with the relevant Sales Manager’s business card and take to Goods Out.

Following up the Evaluation

12



. The sender needs to schedule themselves a follow up issue 4 weeks ahead, to
discuss the product with the customer, obtain feedback and determine the outcome
of the evaluation. The standard loan time for SOR is 4 weeks.

. If following up by email, please direct the customer to the online feedback form:
http://www.viamed.co.uk/trial-feedback.

. When the recipient has been followed up, return to the main Sale or Return page by
clicking on the ‘Stock’ icon and clicking, ‘Sale or Returns’.

[=] cking
[#]Import Tracking Numbers

[#|Royal Mail international services
[@uPs shipping Calculations

=]
| []Stock Prices

!WVA Used Stock

QA Report

[4/0A stock
h,_[i2/Sale or Returns
gpﬁm Checks

My Stock
[#]Scan to My Stock

Request ltem from Warehouse
[-/Show Warehouse Requests

. Click, ‘analyse_sale return’.

BEEOFDEREBLHE =

. Locate the SOR number for the customer you are following up, this can be identified
by the SOR number on the left. Click the button on the corresponding line named,
‘I've chased this up’, this will then display the name and date of the person who
dealt with it.

13



6. When feedback is received, add an issue as per ‘Issues Overview’ Doc ID: 12395
under the ‘Feedback’ meeting name, and select either ‘Product Feedback Negative’
or ‘Product Feedback Positive’ as appropriate. If the feedback relates to our service,
add an issue as per ‘Issues Overview’ Doc ID: 12395 under the ‘Feedback’ meeting
name, and select either ‘Customer Feedback Negative’ or ‘Customer Feedback
Positive’ as appropriate.

This feedback can also be viewed for reference from the ‘Add Issue’ page by clicking on
the number in the ‘Total Inc Complete’ column.

A | [ ) ) e ) e el ) e

M

i

ME
M
{Fee
e
M c
M
M e
A

14



SOR Purchase

| ¥ OPERA for Windows

If the customer chooses to purchase the 2 oonenet e T2 2 m ||
c H Print |Delete/Undelete| Hew |Edit% Order Siew HMemo | Hore——->
g

SOR items, they will provide you with an
official purchase order; if they have only i fecount
provided an email agreement to purchase, ™

please request an order number and an Memo | Document [poc Datd Type bate ef.| status [f~
official purchase order.

1.

Note: If the customer chooses to add any additional items to the order, hand-write a note
on both copies of the ORD to state which items need shipping and which only need to be

. Locate the account on Opera

-Cancel |Help

Customer

¥ Order %|

Hemo [D0C97323 | 22/66/16 Quote QUOO4278 3| 22/06/16S0R720) i Printed

Once received, retrieve the
SOR paperwork from the SOR
file.

| >

and press ‘O’ to open the orders menu, or click on ‘Order’.
Click on the correct quote and press F9 to convert the quote to an order.

When asked if you would like to edit, click yes. Check the delivery address
against the PO; it is not always o
known at the point of quotation  ese e e |

but this must match the PO. ‘ '

Eod o R —
2 Blokken 11
Amend the ‘Cust Ref box to the |ua DK-3460 Dirkerod
Edit
purchase order number and Vicw

¢ ’ Memo e * See Hemo ocumen

change the ‘Due’ date tothe i | et (g, s e
. . . TN 2 Priorit!
next available shipping day. Order | !

Sadde W/House HMAIN
Delivery

Invoice
Credit

A note should have been added Bt comertc iemacusszss S seer sty
at the quote stage, in the

‘Comments’ section “Goods
already supplied on SOR***”. Ensure it is still there, if not, add this note.

Raised By KATIE

| Analysis I ‘ Currency I | Discount I

Press F9 twice to complete the order.

Print 2 copies and highlight the note at the bottom stating, “Goods already
supplied on SOR***”. Place all of the paperwork in the checking tray. Once
checked by a member of the office admin team, take the unticked copy of the
ORD to Goods Out as per VM3COP20.05 order processing procedure. Goods

Out will then invoice the order. The checked paperwork should be filed as per

VM3COP20.28 Filing and Archiving.

invoiced. E.g. “1 x 0012160 and 1 x 0014750 already supplied on SOR***, please ship
other items”.

15



SOR Return

1.

If the customer chooses to return the SOR items, issue the customer with a returns
reference number (SRS) as per VM3COP20.03 Repair Intrastats Procedure. When
the item is received by Goods In, you will receive an issue.

Lt —

Edit Text

When this issue is received, print it.

Locate th t and X S P A ot v

ocate the account and correc

quote on Opera. Press F12 and write o ot
. INext

a memo to say that the customer did b S sl

not want to purchase the goods and v, Custoner chuse Lo return SUR as per enail o KE dated  [1]

uote

has returned them on SRS*****.
Initial and date the memo and press

Delivery

e

F9 to confirm Coet
|Quit
Kl |
Confirm
On the next screen, you will see
the quote again, press F4 to delete, 9 Delete This Document 2

and click yes when asked to
confirm.

Retrieve the SOR paperwork from the Active SOR'’s file located in the office. Write
on the front sheet that it has been returned and reference the issue number Goods
In sent you to advise it has been returned.

Staple all of the SOR paperwork and the printed issue, detailing the confirmation of

return, together and place in the Miscellaneous file located in the office as per
VM3COP20.28 - Filing and Archiving.

16
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