VM3COP20.29 Checking the Purchase Order Log
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Firstly, click on the magnifying glass in Intrastats, then click on ‘Purchase Order Update Log’ to find a list of
purchase orders we have sent to our suppliers.

orenNotisentiDojnotCnase Work with the key displayed at the top of the page; firstly, check the orders in red,

Order Unknown

_ y ] pink and brown. If you click on ‘Should have arrived (1 week after overdue)’ all the
Order confirmed - shipment date pending . .
order confirmed - shipment date AFTER Required ~  PUrchase orders that are in red will pop up. If any orders say ‘landed not yet
booked into Intrastats’ you do not need to chase these as they have already
arrived into the warehouse.
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If an order is coloured red and has no notes, chase the supplier by clicking on the purchase order number.

. There should be a contact name, this will be the person you would chase for this
7 < 5PVM2157 order.
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Knewn Purchase Order Contacls
 Amanda Willlams

Only update Changes leave all other Fields Blank

Viamed Purchase Order: PVYM2157

Send them an email asking for a tracking number:

awilliams@maxtec.com

Viamed Purchase Order: PYM2157
Dear Amanda

Please can you confirm receipt and dispatch of the above purchase erder and provide me with
the relevant tracking number?
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Click on to the notes field and type that you have chased the supplier, initial and date.

Follow these steps for the red and pink orders. Brown orders need to be chased in a similar way, but ask for an
order confirmation instead of a tracking number. Yellow and green orders can be ticked as they are not outstanding
any information.

Once you have chased the supplier, tick the box on the left-hand side of the Supplier Purchase Orders page to
confirm this has been completed.
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303 NG Mo Ship Date
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If shipping date is after the required date

Check the purchase order notes, if nothing noted, message and issue Steve Nixon or Derek Lamb.

Receiving Tracking Numbers

RE et ts Gl Harson When the tracking number is received, navigate to the ‘Purchase Order
Update log’
Betsy Margetts <Betsy Margetts@teledyne com>
d to Emily [+
Hi Enuly.

Here is your tracking munber: 1Z9100816798892766

Thanks,
Betsy.

At the top of the Purchase Order Log screen, there is a
search box, enter the Pxx number and click ‘Search’. This
will open the Pxx page.

- Eum “ 08001213 200021 e At Alternatively, scroll down the page to locate the PVM/PAN/PST

and click on the relevant number on the left to open the page.
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Enter the tracking number into the ‘Supplier Tracking Number’ field and click ‘Update’
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