VM3COP20.13 - Sending SOR’s

Checklist

| Director authorisation on SOR request paperwork

SOR Terms and Conditions signed by customer
SOR number

ltems 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 - O2 monitoring = isbex x

=
h
5]

Ryan Swaine <ryan swaine@viamed co uk> 10:41 (1 hour ago) -
o to Hennk, bee: katie.evans [~

Hi Henrik

No problem. we can loan you a device. I'm currently away from the office, but one of my colleagues will crganise this for you
Best regards

Ryan

Ryan Swaine - Intemational Sales - Viamed Ltd. - +44 7803 507117

On 22 Jun 2016 09:38, "Henrik Nielsen” <hn@gom-medical com> wrote:
Hi Ryan,

Hope you are fine.

, cffour OLED display. Large, clear Pleth waveform.
SuitableMgr cases of low perfusion. Case colour - dark g

For a shot demo period?

Have a nice day, -
Med venlig hilsen / Kind Regards

Henrik Liitken Nielsen,

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




3. Click the correct account

4. Click on the required name

4545 570 881
[4545 570 881 | (117

Hisi - Switch to Condensed

5. Click on the Sale or Return icon
e . B0~ R ]




6. Click, “Add New Sale/Return™

7 Add New’Sale / Return'

This will direct you to the main sale/return page and create a new record for the contact
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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

Product Tnal - Sale or Retumn Terms and Conditions

-right of the screen

6811.pdf

§ Viamed Limited 15 Station Road - Cross Hills
Keighley - West Yorkshire, BD20 70T - United Kingdom
Tel: +44 (0)1535 634542 Fax: +44 (0)1535 635582
Emall: info@viamed.co.uk www.vlamed-online.com

Product Trial
Sale or Return Terms & Conditions

10. When the Save window opens, click ‘Desktop’, change the ‘File name’ to: “Sale or Return - Terms
and Conditions” and click ‘Save’

e e — g —— - T — —
& Save As
) |l Desktop  » - |44
| Organize » Mew folder
0 Favorites i " Libraries ’
i m == || System Folder Systermn Folder
@ Downloads
‘£l Recent Places | Computer Network
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f 'E,j 3 Personal 1 Projects
- Documents = Filefolder I File folder
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|=] Pictures
W E Videos

) % Computer
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S usersopen (WwmserverT) (T:) 2
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name: Sale or Return - Terms and Conditions : -

Save as type: erxil Reader PDF Document V_‘

; g B
I 4 Hide Folders [ Save ) ’ Cancel l




11.Return to the request email and reply 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 below.

l ennk Mielsen

Henrik,

Please find attached the Terms and Conditions for the loan of this unit. Please fill this out and retum te me in order for me
to dispatch this unit tod 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’
A I Soogle ( o F
51O R g 2] Mlulo® [O SR BHAIX

«[3D Box Packing
[«]import Tracking Numbers
[=|Royal Mail International services
[@uPs shipping Calculations
[#]uPs Zones

| |=|Stock Descriptions I
[=|Stock Prices

!w'm. Used Stock
QA Report
QA.'StDCk

N —

| #|Pricing Checks

My Stock
[=]Scan to My Stock

Reqguest Item from Warehouse
E Show Warehouse Requests




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

TSN UL TN POV I SR 3 aNaWT B T JaIT L ISR

< Request New Stock Item to be scanned to Sale or Returns >

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”

Request Scanning ltem to Sale or retum

Flessze scan to Or keiowme Location ID34132
Stock Referenclf: 4438888

e — .
Catherne Spence v

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.

Take note of the ID number [ rowded for the

product(s) scanned.

Request Scanning Item to Sale or retum

IAMED Stock

T S e e

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.

m- .



Also, in the comments section beneath the name and telephone number of the customer, state “Goods
already supplied on SOR***”

W CPERAforWindows o«

E5SC F1 F9
Cancel Help |Accept

Find Account Delivery
Previous GHM Medical AFS
Next Blukken 11

e DE-3468 Birkerod
Add Denmark

Edit

Wiew

Memo

Quoti Cust Ref S0R729 Hempd H Document

shelichi st STivn Quote

Proforma Priority 3

Order W/House HAIH Hodel H
Delivery

livoice Raised B EATIE

Credit HERER

Quit fmments Henrik Mielson - +45 4557 8881

Goods already supplied on SOR729

Discount

Next, the serial numbers need to be typed in the memo for each item sent.

17.Click on the product line and press F12 or click the “F12 Memo” button. This will open the memo.

¥ OPERA for Wind

ESC

F1 F& F5 Fa F7 F9 F11
Cancel Help |(Del/lUndel| fAdd |Edit | Insert|fccept Uie
————
Reference W/H Description Quantity
Analysis UAT code Sell. Line Disc Ext.
Cost. Margn. Prof.
Due Priority P/0 O
In Stock P.0rders
Details X
Description Quantity Price Pisc. |[VAT| UValue |-
Foetal Heart Simulator, model U 1 C95 .88 1 LOL B
Courier delivery - Standard. 1 108.0848 1 10. 84




18. Type the serial number in the format as seen to the left, e.g. “SIN: ???”. There may be
additional notes here, if so, add the serial number beneath them.

i 0re for vindovZ

Edit Text
EZC F1 Ctrl+FL4 F9 ALt+E Ctrl+D
Cancel | Help Diar.L,l Accept|Edit | Date
Reference W/H Description Quantity
Analysis | Sell. Line Disc Ext.
% Transaction Notepad B[]
5/H: PRO2194A18 ;l
In Stock
Details I
| Des)
Foetal Heart
Courier deli:
i 1 R
< ok

19. When completed, press F9 or click the “F9 Accept” button. You will be asked if you would like to
save the changes, click “Yes”.

W OPERA for Windows.

ESC

F1 | Ctrl+F4 § F9 W Alt+E Ctrl+D
Cancel Help | Diary [AcceptiEdit | Date
Reference WH Description Quantity
Analysis | UAT code Sell. Line Disc Ext.
Transaction Notepad _L.J
S/H: PRB2194A18
In Stock
Details I

Confirm

9 Save Changes ?

Yes

10



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 Tools Window Help

3 i % T - A W W & 2l OB o4 W B B 8 F B H B
New Open  Record Dial Timer Note Org Chart Find Groups Rolodex Infe Wirite ports  Prefs. Mail Ctr Calendar Activity  File It Appt Call Action Message Sale Gl E-mail E-mail
(4 Henrik Nielsen |- S 3] | & Contact Search Center ===
; =
B Company: GM Medical AS MainT el Ext: i 2y =) ) By
S i Fesetel B Power ¥ ViewSaved Outputto ¥| Sync Shrink Prefs  Columns
Dept Last, Nieken Mobile: 0045 21752972 Bleem, e Contact
Pasiion: Fraduct Specislist Dear Mr FA Del -
Gresting Mr Niskssri . Bl hn@gremedical o Lookip [Compary =] thet [Begine vith -] [om mediea kl -
wieh Site: Docurent Type Cowd |
addioss. Blokken 11 Company Contact MainTel City [» S P ———
Contact Type: GlukoMedTech AG 002302 316200 | witen | . 0
unused: GM Medical Brian Vester 0
Cily: Bitkerod Intrastals Code; GM Medical Mahmut Haciogls 1
County Postal: DK-3460 unusedd . ! 0045 45570881
Country: Denmark. Merge opeta: A8 -1 71
4% G
) : !
Fiekis "\GisVien Notes "\ Conlacls\ Detais Referals\ Pending y History '\ Links "\, ] e lea e e e | A
— — = GM Medical AS Jesper Jul +45 45570881
e Eawtlloms Rospeckdietrmet: s J GM Medical 45 Kirsten Fremming 0045 45570381
GM Medical Lid. Guma Amar 02084240054 | Hanow
Hot Eulton: Special Terlory: ot Rl )
Dec Maker Level Objective i W—
Mail List: Open: File: Nurnber Gmedi Ca., Ltd Pete Kim 0082-2-2632-925€ | Seoul
GMH John Khviaja 004 961 027 2307 | Newsenbug
GMH M. Younes 00212 22 30 64.1: | Casablancs
| GMMC Cop Annalisa Riceo’
GMR STRUMENTI 545 Filippo Fassi
GMS Elena Tashkevich | 0099532 20 3381
GMS Musa Enderer 0090 2123464230
GMS - NPOWER Kisty 01527 889 167
| GMS GmbH ThuThuy Tran +49 156570 | Leipaig
GMT Gesslschaft fur Laborbe 0698300080 | Frankfur
GMY Sistemas AnaFajadoYuste | 003 496354 B654
GHW Instrumentation Ltd | Beverley Edwards | 01704536010 | Suthport El
G0 Eshibitions G0 Eshibilions
of | [BoEbiion Gmk Daniels Mayer 43 (511] 640 72"
Go Medic Event Medical Sery Fymouth

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.

I i U rnuicr x S AT Savemel  Chidead i w £.

r_i-,j Document Management Center E"E
Usen [KATIE (KatieEr | || 3 B3 | X

. jon successhl » | Description | Walue |
[=] Letters, Memos and Fares

i [ Desciiption Sale or Retun
: [ Template Filename 0:4goldmine’ T emplatetk.atieS ale or Retun Le...
[ AN300 Nitogen Analyser [ &pp Identifier wiord. Documert. 8

-0 i“:mm:?"e g“yge” ge”m o [ DDE Command [GMLink[)]
utorotive Uxpgen sensars D Llnk TD DDC YES

Capnograph and YersaStream [ 5 ave Histor es
Eyetd ax Phatotheraphy Eye Mazks ""

First contact with new customer 03 Al Hot Link Yes
Flowszenzars A[PC)

Looking for Distributors [Switzerland)

Looking for Yet Distributors

b &x-2004 Owpgen Sensor Letter

Mbes-Z80E and ESF

Oxypgen Monitoring Catalogue [SCEU-Faedia
Oxpgen Sensor Dizposal Service - Thank v
Oupgen Senzor K

Posey Product Range Letter

F-15 Oxpgen Senszor Letter

F-17MED Oswgen Sensor Letter

R-22MED & R-22MEDV Ouygen Senszar Letter
Fi-23 Oxpgen Sensor Letter

F-24MED & R-36MED Ouygen Sensor Letter
R-26MED Qwygen Sensor Letter

F-30 Oxpgen Sensor Letter

R-34MED Qwygen Sensor Letter

m

m

Ul i el e e

Ms Katie Evans

Viamed

Single Patient se [NICU) - |6 Miligans Place

T M |Park Road -
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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.

Mr Henrik Nielsen
Product Specialist
GM Medical AS
Blokken 11
Birkergd, DK-3460
Denmark

June 2016

Dear Mr Nielsen,

Re: ¢Froduct DescriptionE) Sale or Return, ref
Further to our recent discussion please find enclosed
Description}, for the purpose of a triat:

+ Part Numbe @ {{Product 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
MNote 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



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

Sale or Return - *customer name* - SOR*** - *date backwards* e.g. “Sale or Return — GM Medical —
SOR729 — 160622”

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

= Eo
File  Edit

ESC | F1 Ctrl+Fh4 Ctrl+F5 |Ctrl+F7 Ctrl+F8 Ctrl+F9 Ctrl+F18|Ctrl+F11
Cancel|Help | Diary |Calculator| About | Date |E-HMail |Web Site| Uiewer
Find Account Currency USD
Previous *xx  See Hemo x%
Next Customer
Add Address
Edit
View
Memo Curr Bal
m Postcode Order Bal
Turnover

Proforma Telephone credit Limit
Order Facsimile Last Invoice
Delivery Last Receipt
Invoice Accts Contact First [:rl_aal_:ed

i Order Contact Last Hodified
Credit
Quit Ledger Afc

Invoice Afc

|+|3D Box Packing

[=|import Tracking Numbers
[+|Royal Mail International services
B uPs shipping Caiculations
[#]uPs Zones

Stock Descriptions |
[=]Stock Prices
! WYA Used Stock
QA Report
faAQA stock
¢ ; Sale or Returns ,
! Pricing Checks

My Stock
[=]Scan to My Stock

Request ltem from Warehouse
[-4Show Warenhouse Requests
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28.1In the top list "Sale Returns Not Sent / In Preparation’ click the icon in the ‘Add’ column for the
correct customer/SOR number.

:ﬂll.E@ﬂllﬁﬁ@!lllN@Mﬂllllllllllll!

i
ﬁﬁﬁ@ﬁﬁﬁ

idegaes

f

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

3210070 Silicone Face Mask, Size 0 Tracking3 {ID580347)
321007D Silicone Face Mask, Size O Tracking2 (ID5B0387)
3210070 Siicone Face Mask, Size 0 Tracking28 {ID5B0423)
3210070 Silicone Face Mask, Size 0 Tracking30 (ID5B0424)
3210070 Silicone Face Mask, Sze 0 Tracking31 (IDE20425)
00148325 Pulse Owimetry Wrap Sensor EDLO3480 (IDT021845)
0014750 Sp02 Siicone Senser- Aduft EDMID2T2 (IDT11TTT)
00121680 Pulse Cximeter WM 2160 TE1000185 (IDB42231)
0034883 Disposable Sp02 Sensor- Adult Tracking1 (IDBGS288)
00324003 Disposable Sp02 Sensor- Adult Tracking10 {IDBSA20T)
0024903 Disposable Sp02 Sensor- Adult Tracking 11 (ID265208)
0034883 Disposable Sp02 Sensor- Adult Tracking 12 (IDBG829D)
0034883 Disposable Sp0O2 Sensor- Adult Tracking13 (IDBS5300)
0034883 Dns:posahie Ep(}E Sensor- Adult Tradung14 LIDEEEIE{H ]

EHJ1Z1I1‘I F"uLE Dllmefer\i'h‘l"lm l?ﬂEﬂ'Dl 25 LIDErEEF'EEIj

4330002 Spm:lTrue A[PC) Traclnng4 {IDEI?E‘IBEJ

30. From the “Barcode” drop-down on the next page, select the item you want to send.

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

14



31.In 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.In the field entitled "The trial/testing to be undertaken by the authority (if 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’

M Medical ASS

|Finger Pulse Oximeter

[Sale or Return trial to determine suitabilty prior to purchase
— T =L R -

Print Print Picking List

[Stock Ref[Serial number|[Barcode|Description|[Type |

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 Manager or the Commercial Director for
the customs value to use.

Mervaars AB

Michael Baumann

Cisposable Sp02 Sensor - Adult.
flree' of charge 5an'rp1e f‘u‘revallua;inn
|Loan v | Submit | -

Current ltems on sale Return id #742
[Stock Ref|Serial number|[Barcode|Description [Type| , _
0034993 [Tracking22 66309 |Disposable SpO2 Sensor- Adults |Remove [Print Delivery Note (Today date) |[Print Delivery Note (Created date) 15




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.

SOR729 10007327 2/Jun/2016

Medical A'S

IR
UL
;ir v

36. Save the PDF to U drive>Current year>Current month in the following format:

Export: “SOR Shipping Invoice - *Customer Name* - SOR*** - date backwards”

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

Delivery Address:
GM Medical A/S
Henrik Nielsen
Topstykket 7
Birkerod
Denmark

3460

Viamed Shipping Invoice

Date: 23 Jun 2016 Shipper Address:
Invoice:# SOR00729 Viamed
15 Station Road
Cross Hills
Keighley
West Yorkshire
BD20 7DT
+44 (0) 1535 634542
+44 (0) 1535 635582
info@viamed.co.uk

Demo products not for resale Value for Customs : $100.00

Part Number
0012101

Viamed Part Number Description Quantity Value
0012101 Finger Pulse Oximeter Vi... 1 $0.00
Tariff Code: 90181990-00

Back Alt+Left Arrow
Forward Alt+Right Arrow

Reload Ctri+R

Save as...
Print...

Translate to English

16



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 Indemnity A” to ensure that ownership of the unit does not pass to the customer.

38.0n the main Sale Or Return screen, click the link "Viamed Product Trial Feedback Form®

- — R g ) 7 = - =

HEEEEEN

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.
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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
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.

18



Following up the Evaluation

1.

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’.

G OB “gl 2] lalo® | OIGNINAX

E]inpuﬂ Tracking Numbers

E Royal Mail International services
[@uPs shipping Calculations
[#]uPsS Zones

| =|Stock Descriptions
Estor.k-mces

! WYA Used Stock

QA Report
[aajaA Stock
q g Sale or Returns ’
! Pricing Checks

My Stock
E] Scan to My Stock

Request ltem from War_uhmlse_.
Esm\ﬂhmhouse Requests
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4. Click, ‘analyse_sale_return’ .

oIQIRIRI T B A Jale: [0kl BINEIX

i) :
[analyse_sale_return

FEEEEEEE
3.3131313]31313

5. 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.

20



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.

EEEEEEEEEREE

O TG G PG GG e
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SOR Purchase

If the customer chooses
only provided an email

[ B OPERA for Windows

TEse Rt | F2

Fi

to purchase the SOR items, they will provide you with an official purchase order; if they have
agreement to purchase, please request an order number and an official purchase order.

F12 TAB

More———)‘

F5 Fé F9 F11
Hew |Edity Order Siew

-Cancel|Help |Print| Delete/Undelete Hemo
Find Account : Currency USD|
Previous xxx See Memo %%
Next Customer
¥ Order x|
Hemo | Document (Doc Date Type Date ef.| Status |f-

Hemo : DOC97323 22/86/16

Quote qUOBL278 3 22/06/16L S0R729 ) Printed

1. Once received, retrieve the SOR

paperwork from the SOR file.

2. Locate the account on Opera and press ‘O’ to open the orders menu, or click on ‘Order’.

3. Click on the correct quote and press F9 to convert the quote to an order.

4. When asked if you would like to edit, click yes. Check the delivery address against the PO; it is
not always known at the point of quotation but this must match the PO.

i OPERA for Windows P

ESC
Cancel

F1
Help

Fo |

nccept|

Find
Previous
Mext
Add

Edit
View
Memo
Quote
Proforma,
Order
Delivery
Invoice
Credit
Quit

Account Delivery
GH Medical A/S
Blokken 11
DE-3468 Birkerod
Denmark

Cust Ref” SOR7Z9 * See Memo Document
Due 22706416 Quote
Priority

W/House HAIH

Raised By KATIE

Comments Henrik Hielson - +45 4557 A881
Goods already supplied on SOR729

ﬁnalySiSI gurrencyl Qigcuuntl

22



5. Amend the ‘Cust Ref’ box to the purchase order number and change the ‘Due’ date to the next
available shipping day.

6. A note should have been added at the quote stage, in the ‘Comments’ section “Goods already
supplied on SOR***”, Ensure it is still there, if not, add this note.

7. Press F9 twice to complete the order.

8. 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.

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

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.

2. When this issue is received, print it. Locate the account and correct quote on Opera. Press F12 and
write a memo to say that the customer did not want to purchase the goods and has returned them on
SRS****_|nitial and date the memo and press F9 to confirm

gomeerwndons . oiiImTEEEEEEEEEEYYYYTT

Edit Text

ESC | F1 |Ctrl+F4 F2 | F9  Alt+E
Cancel Help ‘ Diary |Print|nccept|Edit

Ctrl+D
Date |

Find Account Currency USD

Previous xxx  See Memo *%

MNext
Add _
Edit 87 Order Notepad 0Of x|
View Customer chose to return SOR as per email to KE dated _ﬂ
22786/16. KE 23786716

Customer
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Order
Delivery
Invoice
Credit
Quit
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3. On the next screen, you will see the quote again, press F4 to delete, and click yes when asked to
confirm.

Confirm

9 Delete Tz Document ?

4. 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.

5. 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.
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