VM3COP20.63 - VST - Order Processing

Orders are usually received via an email message, an email with attached purchase order
or customers may call to place their order.

Email Orders

When the order is received in the main inbox or direct to your email account, click on it to
open it.
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Click the arrow on the right and click, ‘Forward’.
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Type your email address in the ‘To’ field and click, ‘Send’. Make sure that you send it to
your ‘@vandagraphst.com’ email address.

When the email arrives in your inbox, click on it to open. Click on the attached purchase
order, if supplied, to open it.

This message has be

Hl vmMS2432 pdf

Click the, ‘Print’ button at the top of the page and print to the printer located on your desk.
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When telephone orders are received, process as per VM3COP27.29.



Note: Refer to OEM price lists for current information while processing orders.

From the, ‘lookup’ tab on IntraStats, click into the ‘Contacts’ field and enter the company
name.
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Click on ‘Invoice’. iz
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Check the ‘Cust Ref’. Column and check the last 5
invoices to ensure that the purchase order number
listed on the printed purchase order has not
already been entered.

Press the, ‘Esc key’ to exit the invoice screen and
click ‘Order’; this will display any outstanding
orders.

Click the ‘F5 New’ button or press F5 on the
keyboard.

A window will open, ‘Send Report to’. From the
drop down menu, select the printer named in the
image, ‘HP SN M1212nf and click ‘Printer’.

You will be presented with this dialog box.

Check the invoice address is correct as per the
purchase order.
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To check the correct price, use IntraStats. From the, ‘lookup’ tab, enter the product code
and press the, ‘Enter’ key.
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After checking that the unit price for the quantity entered is correct, return to Opera and
click, ‘F9 Accept’ or press the F9 key to complete the line. Repeat for any additional
products. If there are any warranty replacements to add to the order, please see
VM3COP20.68.
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When all of the products and one carriage line have been entered, press the, ‘Esc’ key
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Enter the quantity requested on the purchase order
in to the ‘Quantity’ field. In the ‘Issued to Worksheet
(if applicable)’ field, enter the VSORD number and ‘
any notes regarding the sensors e.g. manufactured
date codes required or delivery date required, if
applicable. Then click the, ‘Add’ button.

Next, secure the purchase order, the
accompanying emails and both copies of the
VSORD with a paperclip and place in the tray
named, “Tray 4 — Sales Orders — Checking” in the
office.

Revert back to the customer’s email and reply to acknowledge the order and advise them
that you will confirm the lead time when you receive one from production.

Click on the drop down arrow and select ‘Reply’. re@umsEbeAner comuagnaAlcoT = 21AX

g !nrward

Filter messages like this
Print
ou could acknowledge rec Delete this message

rchase order from Vobste

Block "infe@vmsrebreathers.com”
Report spam

Dear VMS Team

Thank you for your purchase order. | will advise you of a firm lead time when | receive one from our
production team

Please do not hesitate to contact me if | can be of assistance
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ifwww.vandagraphst.com/
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Company registered in England, No. 03116432

E-mail Disclaimer

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

Itis intended solely for the addressee Access to this email by anyone else is unauthorized

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 534900
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Receiving order confirmation from production

When the order confirmation is received from production, work out the lead time; this
should be at least 4 working days from the date of shipping. Update the P.O. Log as per
VM3COP20.66, then reply to the email again and advise the customer of the firm lead
time.



Retrieve the original paperwork from the VST ORD file.

Navigate to the customer’s Opera account and
click on, ‘Order’ or press the O key.

Locate the applicable order, click on it and click,
‘F6 Edit’ or press the F6 key.

Edit the due date to at least 4 working days after
the shipping date from production. Ensure that the
date entered is a working day. Then click, ‘F9
Accept’ or press the F9 key.

Click, ‘F9 Accept’ or press the F9 key again.

When asked if you would like to update the
document, click, ‘Yes'.
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Any hand written notes on the original ORD’s also need writing on the amended ORD’s.

Also write ‘Amended’ at the top of the new ORD’s which advises Goods Out that they can
destroy their original copy.

Secure the original paperwork and both copies of the amended VSORD with a paperclip
and place in the tray named, “Tray 4 — Sales Orders — Checking” in the office.



