NEW ORDERS


Purchase orders will either be received by fax, post, email or telephone.


 Enter OPERA, SOP, Processing.


 3.   Click on Find and enter the customer name in the Find box.


 4.   Stamp the order with the Opera stamp and write the Opera account number in the   stamped box.


 5.   Check the order has not already been inputted in the system by going into Invoices and looking at the Customer Ref. column, checking for the same purchase order number.


 6.   If the order is not on the system, click on Orders, then press F5 New Order. “The  Send Report to” box will appear, ensure the correct printer is selected, and then click on the Screen button.


7.   Change the delivery address so it matches exactly word for word what it states on the purchase order.


 8.   Enter the customer purchase order in the “Cust Ref box”, then enter your initials in   the Comments box. Add any additional comments specific to the order in the  comments box, for example 15% discount old for new, faxed order, telephone order.


  9.  Arrow down to the second page and enter the product code (please ensure the new product codes are entered) in the Reference box.


 10.  Enter the number of products ordered in the Quantity box, arrow down until the details appear in the details box.


 11.  Normally, nothing will be entered in the boxes between the Quantity and Details  boxes. However, if the customer is registered as a charity and is VAT exempt, or the  customer has discount or a special price as per the Memo, then enter the details in the VAT code, Sell, or Line Disc box.


       a.   If the customer is VAT exempt enter E in the VAT code box and enter the charity number in the comments box with your initials.


       b.   If the customer has a special price enter the price in the Sell   box.


       c.   If the customer receives a discount enter the percentage of  discount in the Line Disc box.


 12.  Once all the product details have been entered, the carriage details have to be     entered. Refer to the shipping costs sheet.


  13.  The goods will normally be sent by the carrier UPS if they are £8.50 or above.  The code PPUPS will be entered in the Reference box and the quantity will always be1 as with all carriage. Enter the cost of the carriage in the Sell box.


 14.  If the customer requires an urgent delivery and the weight does not warrant a  carrier, the goods will be sent by Special Delivery and the code is PPSD.


 15.  If the goods are not urgent or heavy they will be sent by recorded delivery. The code to be entered in the Reference box is PPRD.


 16.  Once all the details have been entered, press escape once so the F9 accept button   appears on the top toolbar then press F9 accept.


17    Another screen will appear, click on OK. 


  PRINTING A PICKING LIST


         1.   Once the new order has been inputted onto the system, a picking List is printed. This    enables stock room staff to pick the goods from stock.


         2.   In Opera click on Reports under SOP, and then press Back Orders.


         3.   Press Edit Range and enter the 8 digit Opera number in the From and To box, then   press OK.


         4.   The Send Report To box will appear, press Printer. Retrieve the picking list from  the printer and stamp it with the “picked: packed: checked: weight:” stamp. Place the  picking slip in the UK Picking List tray.
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