VM3COP20.67 - VST - Debtors Report

1. From IntraStats, click on the ‘Opera Data’ tab and then click ‘Debtors Report VST'.

2. Look through the list and locate any customer whose account balances are in the ‘31-
60Days’, ‘61-90Days’ or ‘91Days+’ columns. If any accounts are in any of these three
columns you will need to authorisation from one of the VST Directors to proceed.

Note: Balances in the ‘0-30Days’ column can be ignored as the payment is not yet due.
DO NOT proceed with director authorisation.

3. Click ‘Reminder’ on the account that is overdue.




4. Scroll down to the ‘Total Amount OVERDUE' section. This details all the overdue

invoices to be paid.
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5. Login to VST Opera and click on
‘S.0.P’>'Processing’.

6. Click ‘Find’ or press the ‘F’ key and type in the
account number as displayed on IntraStats, then
press ‘Enter’.

7. Click ‘View’ or press the 'V’ key, click on
‘Outstanding’ and then click the ‘OK’ button.
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8. Check that total Opera figures matches the total
IntraStats figure.
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9. If the figures match, then scroll to the bottom of the IntraStats page and click the ‘Print’
button in the top right corner.

printstatementvst.php
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Statement of Account 16 October 2017

Reference Date Customer Reference | Type | Goods Value | Vat Value | Total Value | Due
VSTINODS37 | 07/09/17 | 005324/06 Invoice | £5,200.00 | £1,040.00 | £6,240.00 |*
VSTIND044 | 20/00/17 | 005324/07 Invoice | £5,200.00 | £1,040.00 | £6,240.00

Note: If the figures don’t match, wait for the next big update which is usually completed first
thing in the morning and again at lunch, then check again. If the figures still do not match,
consult a VST director for instructions on how to proceed.
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11.Navigate to drive U, then double click on the current year, then the current month. Then,
enter the filename ‘Statement of Account — Company Name — date backwards’.
E.g. ‘Statement of Account — Ambient Pressure Diving — 171016’.
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12.Using GoldMine, locate the email address of the person named on the statement of
account. See VM3COP20.081 for details on how to do this.

Vandagraph ST Limited

15 Station Road, Crosshills
andagrap e o
Telephone +44 (0) 1535 634 800

Sensor Technologies ot e

Email info@vandagraphst.com

David Jackson
bient Pressure Diving Ltd

Unit 2C

Water-Ma-Trout Ind. Estate
Helston

Cornwall

UK
TR13 OLW
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13.From your email inbox, click the large, red, ‘Compose’ button. m
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14.Change the ‘From’ email address to your
‘@vandagraphst.com’ email address, this will
ensure the correct signature is used.

New Message -

T

From ‘Kate Evans@vandagraphst.com <Katie.Evans@Vandagraphst.com ‘

) Katie Evans@viamed co.uk <viamed katie evans@gmail. com>
SUblEC yeatie Evans@Vandagraph.co.uk <Katie Evans@Vandagraph.co.uk>

IKal\e Evans@vandaﬁraEhﬂ com <Kat\e.E‘.'ans@VandaHraEhsl com:> I

Katie Evans <Katie. Evans@viamed.co.uk>

Please do not hesitate to contact me if | can be of assistance
Kind regards

Katie Evans

http:[fweww vandagraphst comi
Email katie evans@vandagraphst com
Tel: +44 (0)1535 634900

Fax: +44 (0)1535 835582

Company registered in England. No. 03116432

E-mail Disclaimer

The information in this email is confidential and may be legally privileged

It is intended solely for the addressee. Access to this email by anyone else is unautherized.

If you are not the intended recipient, any disclosure, copying, distribution or any action taken or
omitted to be taken in reliance on it, is prohibited and may be unlawful

If you feel you have received this email in error or would like to be removed from our mailing list
please reply with delete in the subject line or call +44 (0)1535 634500
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15. Enter the customer’s email address as located in GoldMine and type ‘Statement of

Account’ as the subject of the email.
16.In the body of the email, type:

“Dear *Customer Name?,

Please find attached your statement of account. | have also attached a copy (or) copies of the

overdue invoice(s) for your reference.

If you require any further information, please do not hesitate to contact me.”

17.Attach the Statement of Account and the invoices noted on it by clicking the paperclip
icon and navigating to the files, and then click the large, blue, ‘Send’ button.

Statement of Account - M35 - 170912.pdf (91K)

VSTIN00949.pdf (18K)
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Return to the debtors report page and select the name of the person you have emailed. Use the
tick boxes to acknowledge what you have done, e.g. ‘Sent Statement’, and how you have done
it, e.g. ‘Email’.

If you have any notes, use the notes field to add them, or copy and paste your email into the
notes field. Then click the ‘Submit’ button.
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