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Dashboard Alerts

Dash board alerts allow you to select areas requiring action and act as a navigational shortcut in the
system.
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You currently have na reminders, dick here to set one up,
You have 1 overdue order
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Click on the relevant alert to navigate to the required area of the system.
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Acknowledge Orders

Signal willingness to supply goods in quantities requested
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Trust Supplier Net Value Gross Value

Otder No. Seller Inv.  Date Tupe Status Trust
RXPDODO756469 23 Nov 2011 Purchase Order new Dave Hindson COUNTY DURHAM AND DARLINGTON NHS FOUNDATION TRUST AIDAPT 420.00 504.00
nnnnnnnnnn o rch: = COUNTY DURHAM AND DARLINGTON NHS FOUNDATION TRUST AIDAPT X X
RXPOOD0756468 23 Nov 2011 Purch Niew COUNTY DURHAM AND DARLINGTON NHS FOUNDATION TRUST AIDAPT 539.90 647.88
RXPOODO7S6462 23 Nov 2011 Purch new D COUNTY DURHAM AND DARLINGTON NHS FOUNDATION TRUST AIDAPT 121.00 145.20
nnnnnnnnnnnn rcha: Viewed COUNTY DURHAM AND DARLINGTON NHS FOUNDATION TRUST AIDART
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An email is sent to inform the Supplier that there is an order ready to be acknowledged.

You can either click the dashboard alert “You have X new orders to acknowledge” or go to
Acknowledge order menu within the Document Administration Folder on the left hand side menu.

Click the ‘Select’ link against the order that you wish to acknowledge.

Any comments can be added in the Supplier's Comments box.

Select DRIl to supply requested quantities.
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Amend an Acknowledged Order

Amend the order quantities or Freight Charges and send back to Procurement for approval
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- Delivery Address
AIDAPT COUNTY DURHAM AND DARLINGTON NHS FOUNDATION TRUST
VULCAN HOUSE
5 VULCAN WAY RECEIPT & DISTRIBUTION
NEW ADDINGTON UNIVERSITY HOSPITAL OF NORTH DURHAM
SURREY, HORTH ROAD
CRO 9UG DURHAM
Account N, AIDOOS DH1 STW
VAT No.

Bhone No. 01689 800820

OrderNo.  RXPOODO7 56463
Buyer'sRef Req 0000756466
OrderDate 23 Nov 2011
Specific Type Normal

Status Vieved

Ordered By Dave Hindson
Contact Name Dave Hindson

‘Supplier's Comments.
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No Status
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aFaramoa Prod. Desc. Category UOM Qty Remain. Over. Del. Ret. Inv. Notes Del.To DelBy Currency VATIs 52002 Fraght Line Total

DELIVERY LOCATION
BD~

VLT se onLY - R
Board | Eduipmen UNIVERSITY 30/11/2011
Living (GT8) BoRbAM ]

TALD/28
DELIVERY LOCATION
OMLY - R & D ~

tn  Eauibment Forwraei
URIED B for Daily Ezch |10 10.00 o o o o UNIVERSITY Elt)fzml 13.00 GBP 20.00 130.00 |00.00 156.00

RXPO0007S6469 2  MNew  VR128_VR12e_AIDO0S S1175 Pt HOSPLTAL OF NORTH
Living (GTE)

DELIVERY LOCATION
VY438 Bed ONLY - R&D ~

Equipment. [ortarzons
Grab Rail UNIVERSITY 30/11/2011
RXPODOOTSE465 3 New  Vw438_Wv439_a1boos co- PRl . for Daily esch [10 1000 0 o o o HOSPITAL OF NORTH g 19.00 GBR 20.00  150.00 [00.00 226.00 1
TA10/28 Living (GTB) DURHAM
Net 420.00
VAT 24.00
Gross 504.00
Dene € Internet | Protected Mode: Off v R00% -

Click the Select link against the order that you wish to acknowledge.

If you are unable to for fill the complete order you can amend the gty you wish to despatch.
You can add Freight charge against each product line.

Please enter any amendment information in the Supplier's Comments box.

Select ESERRREREEX] this will send the order back to the Procurement Dept for approval.
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Price Amendment

Amend the Product Price and send back to the Procurement for approval
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m- [C hupi/cardea o.uk/uat/D m m /Supplier TRADEFLOW_Acknowledge.asp?SessionID=cebe2fa7-04 0-4cBb-ad76-bafbed. A 10=ca7 07319304100 5aTe. = | 49 | X | [#Y Google Uk £ -

File Edit View Favorites Tools Help

i Favorites | iz [ Cardealive C Cardealnternet Bl Wax Helpdesk C UAT ] Report Manager ] Report Builder 2] Aquire &] Umbraco ] Procurement -Internet [7] ProcurementIntranet 1z LOL & EDC iz NHSCat i1 NHSSC-Reports ] sidéhealth 2] ESR-InfoGov ] Discoverer

23[+ C cardea | C orders Awating Ackno... | @ Dashboard B &~ v [ @ v Pagev Safety~ Toolsv @~
Orde: cknowledge

Awaiting Ac

Vendor Details Delivery Address
AIDAPT COUNTY DURHAM AND DARLINGTON NHS FOUNDATION TRUST
VULCAN HOUSE

5 VULCAN WAY RECEIPT & DISTRIBUTION

NEW ADDINGTON UNIVERSITY HOSPITAL OF NORTH DURHAM

SURREY NORTH ROAD.

CrO UG DURHAM

Account No.  AIDOOS DHL 5TW

VA

OrderNo.  RXPOO00756469
Buyer's Ref Reg 0000756466
OrderDate 23 Hov 2011
SpecificType Normal

Status Viewed

Ordersd By  Dave Hindson
Contact Name Dave Hindson

Supplier's Comments

;
orerern e

Reference Currency VATS  “2%8%  Frcight Line Total

1

Prod. Desc. Category uoM Qty Remain, Over. Del. Ret. Inv. Notes Del.To Del By

DELIVERY LOCATION
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! Eauipmant [orvzei |
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RXPODOO7S6469 1 New  VRIL7_VRLIZ_AIDOOS 2Ot o . for Daily HOSPITAL OF NORTH

Living (GTE) DURHAM
DELIVERY LOCATION
s ONLY-RED ~
VR128 Bath e UNIVERSITY 30/11/2011
RXPO0007I6469 2 Mew  VR128 VR128 AID0OS SolZo P2 for paily each [10 1000 o o o o e 12.00 GER 2000 120.00 [00.00 156.00
Living (GTB) AR ™
DELIVERY LOCATION
PR — ONLY - R &D ~
Grab Rail e UNIVERSITY 30/11/2011
RXPOD0OTSEED 3 New  \v4dsvvessaiDoos ZoLISl . forbaly o tach [0 1000 o o o o HOSPITAL GF NORTH 15.00 GBR 20.00 150.00 [00.00 228.00 =
TA10/28 ving (GTE) DURHAM
Net 420.00
VAT 84.00

Gross 504.00
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Click the Select option against the relevant order line.

Enter unit price in Supplier's Comments Box.

Select EEEESEEREEX] this will send the order back to Procurement for approval.

Once approved and updated by Procurement an invoice can be entered against the order.

Once the goods have been receipted on Cardea, the invoice is immediately available for payment.
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Invoicing

Ability to manually enter an invoice against an order.
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Partially Receipted Order Lines  Acknowledged orders /0o (125 /e (0]

Raise Credit Hote

Credit Notes Page 1 of 1 of 5 records returned.

Search For: Data: Al ~ B

My Invoices
- Line Delivery Buyer sty Quantity
Orders Ready fo. Description PartNo. Total Date Tvpe Status  Line Status  Requisitioner Trust o, Quantity
Invoicing No. Date Location Delivered §
Acknowledge ARR HELS
Coice VR1E1 Static Ce ol Purch: EQUIPMENT
5190000716880 AIDAPT 2t commeds VR161_VR161_AIDOOS 1,188.00 1 31 Mar 2011 06 Apr 2011 Lo "=%% Acknordedged Acknowledged Kevin Lincoln COUNTY DURHAM AND DARLING... ! 60.00 00.00 o
Acknowledged Contract Ref T... Ordar BURCHASE
Orders DURHAM &
cLs pet
Payments
Received RRR HELS
Blanket Orders VG837 Perching Stool Purchase EQUIPMENT
5190000713586 AIDAPT Contract Ref T... VG837_VG837_AID00S 1,080.00 1 29 Mar 2011 05 Apr 2011 o 4 Received Received Kevin Lincoln COUNTY DURHAM AND DARLING... BURCHASE ©9-00 60.00 o
® Returns Process DURHAM &
cLs pet
Company
Administration RRR HELS
Catalogue Management| Contract Ref TAL0/... - - - Order """ PURCHASE - -
DURHAM &
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RRR HELS
VG837 Perching Stool Purchase EQUIPMENT
5)90000704619 AIDAPT e VGE37_VGES7_AIDOOS  S00.00 1 21 Mar2011 25 Mar 2011 oY Received Received Kevin Lincoln  COUNTY DURHAM AND DARLING... (ARG s0.00  s0.00 o
DURHAM &
cLs et
RRR HELS
5150000705157 AIDAPT YR222 Raised Toilst Seat  ypoon yRo2z AIDOOS  297.00 2 21 Mar2011 28 Mar 2011 PO®5® Received Recaived Kevin Lincoln  COUNTY DURHAM AND DARLING... SOUTPMENT 5505 sp.00 o
DURMAM &
cLs pet
i ] D
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An email is sent to the Supplier stating there is an order ready for Invoicing.

You can either select the dashboard alert "You have X new orders ready for Invoicing” or
go to ‘Orders ready for Invoicing’ link located within the Document Administration Folder on the
left hand side menu.

Place a tick against the order lines that you wish to create an invoice for.

Click Update Invoice Basket

Click HESSSCERSKENEN Tab.
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® Returns Process

[

Vendor Details
(COUNTY DURHAM AND DARLINGTON ~ AIDAPT

mpan
Raminiaieation COMMNETY HEALTE SEaviCes Ve wouse
Catalogue Data [FINANCE DEPT - SHARED SERVICES 5 VULCAN WAY
HENSON CLOSE NEW ADDINGTON

Bt Ll S OUTH CHURCH ENTERPRISE PARK SURREY

D CRO SUG
Account No.  AIDOOS

T No.

PPQ Requests

asizot |

Net Total:  990.00 To be invoiced: 1188.00

€ Internet | Protected Mode: Off 4 v ®100% ~
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Enter your company Invoice Number and Invoice date.

A note can be added in the Vendor Notes Box.

Proceed to Invoice n

Select
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(@ Tnuoice Builder - Windows Internet Explorer pr

Invoicing Cont.

IS+ (C revrcrs

S Tru (SRl
o.uk/uat/Di /T /TradeFlowd0/Supplier/ TRADEFLOW Invoi D= cebe2fa7-04e0-4c8b: bi d, ID=ea7a97c3-1 4f3d. € '|‘?‘ X ’?.GDOQLEUJ( »p v|

File Edit View Favorites Tools Help

< Favorites | 5 [l CardeaLive ( CardeaIntemet [l Wax Helpdesk (C UAT | Report Manager | Report Builder &) Aquire ] Umbraco {2 Procurement Internet [ 1] Procurement Intranet i1 LOL £ EDC i3 NHSCat i NHSSC-Reports ] sidéhealth 2] ESR-InfoGov ] Discoverer

| C nveice Builder

X | (@ Dashboard |

- v [ @ v Pagev Safetyr Toolsv @~

‘%F‘C Cardea
~ Home SignOut

Application Supplier Portal
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PPQ Requests

Hide/Unhide
Vendor Details

Fully Receipted Orders

Invoice Basket (1) [l

Partially Receipted Order Lines __ Acknowiedged orders
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Invoice Address
COUNTY DURHAM AND DARLINGTON COMMUNITY HEALTH SERVICES
FINANCE DEPT - SHARED SERVICES

HENSON CLOSE

Confirm Invaice | Amand 1nve

NEW ADDINGTON SOUTH CHURCH ENTERPRISE PARK
suRi BISHOP AUCKLAND
CRO UG DL14 6WA
Account Mo, AIDODS
VAT o
Phone No. 01688 800820
Invoice No.: 123354
Invoice Dater 24 Nov 2011
VAT No:
Line Line Value Cred Ret Unit Goods
No  Status H:h(i;ng Prod. Desc. Qty Remain. ZInvois Over. Del. Credits Ras. Creds Ret. Ras. Inv. Invoicable Notes Py Currency VAT% Total Line Total
VR161 Static
Commode
123554 5190000716880 1 New S|  VR161vR1e1_AIDOOS TomMOdE 60 eo 0.00 o o o o ] o o owmo 16.50 GBP 20,00 990.00 1,188.00
TA10/28
Net  950.00
VAT 158.00
Gross 1,188.00
& Intemnet | Protected Mode: OFf 43 - ®100% -

SeleCt Confirm In

and change the quantity.
voice n

Select Recalculate In

SeleCt Confirm

Aug 2012

Microsoft Internet Explorer

\ ? ) Are you sure? You can not change invoice prices after confirming.

L QK J [ Cancel

= |7 the quantity you wish to invoice is correct, otherwise select
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Raise a Credit Note

Raise Credits - Windows.

- hitp://cardea o.uk/uat/D /T
p:

/Supplier/ TRADEFLOW RaiseCredits.aspx?SessionID= cebe2fa7-04e-4cBb:
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Vendor Details Invoice Address
Phone No. 01689 800820
Credit Note Date:  [24/11/2011 |9

Internal Comments.

[purchase for social servcie | 5J9KLINCOLN (21/03/2011 09:27) -
External Comments =
Line o Value Cred Ret Unit. VAT Goods Credit
Reference  PO. No Line Status Prod. Desc.  Qty Remain. (/0  Del. Credits (o7 Creds Ret. poo Tnv.  Credit Notes 00 Currency (_u_ VAT Desc. VATS L0010 CreditReason -y
vessBw
Barainc
In3i7431 $I0000705357 1 Resdy_Fer Paymant VBSIBW_VEGIIWLATO00S Seeel 10 © se00 10 0 o D] e o 1o s000 e 5 STANDARD 5o45 so00(ne - N
ly_For_Payr /) /_ et 3 8 - RATE - - Select Reason
Ref
TA10/28
vR2za
Raised
Toilat
soore sTaDARD e ———
In@17431  SI90000705157 2 Ready_ForPayment VR223VR223 AIDOOS 3% s o 2750 so o o [E] o o sooe 455 G 5 S0 o000 247,50 ++ selact Ressan ¥ .
Contract
Ref
TA10/28

(]

€ Intemet | Protected Mode: Off 45~ ®100%
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Click the ‘Raise Credit Note’ link within the Document Administration Menu.

Select against the invoice you wish to raise the credit against.
Enter Credit Note Number and date.

Enter the Quantity you are returning in the Credit box.

Or enter a monetary value in the Credit Value box.

Click the drop down arrow to select the reason for the Credit.

Select

Aug 2012 9 CDPC Information Team



