Procedures for processing VST sales orders

The following are 1st draft procedures for processing VST sales orders to OEM customers. For all other procedures refer to existing intrastats and Opera procedures.

We need to formalize procedures for:

a) Processing customers’ purchase orders.

b) Acknowledging receipt of purchase orders.

c) Advising proposed scheduled shipping date.

d) After shipment, advising customers of tracking numbers.

e) Processing of invoices to the customers.

To process orders refer to the aid sheet:

VST Oxygen Sensors & Associated OEM Customers

On VTS Opera go to S.O.P. and select the customer, either by name or account number.

Select order, and then select F5 NEW
Select printer

Under Cust Ref add order number if supplied. If none supplied, use the date followed by your initials and a sequential number, e.g. for an order received on the 2nd Of January 2016 and if it’s your first order of the day.

020116 XX1

In the comments field type:

Contact at ‘company name’: XXXXXXXXXX

Tel.  XXXXXXXXXX

Use the aid sheet: VST Oxygen Sensors & Associated OEM Customers

Enter the part number for the oxygen sensor in the reference field, i.e. 801XXXX

When enter pressed, the description will filled in.

Enter the quantity of sensors; the price will be automatically entered based on the quantity break points. See the OEM prices list in L drive (VST) for further details.

Enter the freight code. 

PPUPS1 £9.00 for up to 200 sensors, £16.00 for 200+ sensors

PPUPS3   £16.00 for up to 200 sensors, £48.00 for 200+ sensors

PPNAN  This is Narked at 90’s account, so no value to add.

PPAPD  This is APD’s account, so no value to add.

PPUPS6, PPUPS7, PPRBL, PPISU

If it is one of the above then there needs to be a memo to state that the freight cost needs to be added prior to shipment: 

If the order is for back-to-back sensors, then the warehouse needs to be advised via intrastats.

If the order is covered by stocked sensors, then the warehouse need to be alerted via intrastats, so that we can to prepare the next batch of sensors in advance.

Unless it is a scheduled order for a specific date, the Due date needs to be edited on each order once we know the confirmed production completion date. Use this date but add 2-3 days (+ weekends) for QA and preparation of the shipment. Then the customer needs to be advised of the proposed schedule shipment date. Also on intrastats indicate that the order is OK to ship early.

If the customer is owed any warranty replacement sensors, then we utilize the standard production batch. So if the customer orders 100 sensors and we owe them two warranty sensors, add the first line as 98 sensors (remember to adjust the price to the 100 off price), then add a second line to process the two warranty sensors at no charge. See SN about how to transfer the warranty replacement data.

Packing boxes & UPS:

8050050 for up to 40 sensors: 

8050052 for up to 50 sensors

8050056 for up to 100 sensors

2 x 8050056 in 9950300 for up to 200 sensors

2 x 8050056 + 1 x 8050052 in 9950300 for up to 250 sensors

2 x 8050056 + 2 x 8050052 in 9950300 for up to 300 sensors

For non-standard outer boxes... calculate on intratstats.

Vari depth box 9950300 can be used to ship up to 300 sensors:

150: 3 x 8050502

200: 2 x 8050506

250: 2 x 8050506 + 1 x 8050502

300: 2 x 8050506 + 2 x 8050502

Assemble box with clear tape and line with large poly bag (Teledyne). Line box bottom with grey (Teledyne) wadding. Separate layers using the wadding. Cover the top layer with two layers of wadding to prevent knife damage during unpacking. Once box is sealed use the 'FRAGILE' tape around the top of the box. Also affix  'handle with care' (Viamed 9992603) and 'open with care' (Viamed 9992602) labels.

