UK Order Processing Procedure - Viamed

Orders most frequently arrive via email, but they may also be faxed, sent through an
e-procurement system or sent in the post; some customers also order over the telephone or
upload directly to our website.

E-procurement System Orders

When an order is sent to Viamed through an e-procurement system, an email will be received.
Follow procedures VM3COP03.06 (Doc ID: 16436) for Cardea, and VM3COP27.30 (Doc ID:
17062) for Catalog360 Circle.

Telephone Orders
Telephone Order ID 5447

petiact Name:Caroline Aplin
‘Gontact Department:

Contact Email:500005130.@fakemail com
Beaiag! Telephone:01803 655458

Delivery Address Invoice Address
Torbay Hospital Torbay & South Devon NHS
Stock Control - Medical EI4 foundation Trust, Accounts
___Payable Dept. Regent House
R:

Lawes Bridge
Devon gent Close
Torquay

Torquay
TQZ 7AA

TQ2 7AN
01803 653393

Order Notes:
3X 0021013
Order Number.
1204261
ard Details:
Card Type
Name On Card
Card No.
Card Type
Issue Number.
Security Number:
Start Date:
End Date
Registered House number
Registered Post Code

Fax Orders

A telephone order will appear as shown to the left. The delivery and
invoices addresses are noted, as are the contact name, order number
and product details. If you have taken the order yourself, this needs to be
printed before processing. Please see VM3COP27.29 for details on how
to take a telephone order.

Orders which arrive via fax will appear the same way as an email PDF
order and should be processed normally. Please remember to
acknowledge the order and advise of expected dispatch date by email if
an email address has been supplied, or by fax if no email address is
available on the purchase order or GoldMine/contact management.

There are no notifications to advise you when an order has been
uploaded via the website, so this must be checked daily. From the
magnifying glass tab in Intrastats, click ‘Uploaded Files’



You will be presented with this screen, completed orders will have a name in the ‘Completed By’

column, unprocessed orders need to be downloaded.

33224 22 Jun 2016 Click as Processed Download
2 27 May 2016 27 May 2016 Derek Lamb Download
1 26 May 2016 27 May 2016 {Derck Lamn Download

Click ‘Download’ on the unprocessed order line and the file will be downloaded to your

computer. Click the newly downloaded file to open it (Google Chrome)

33224 22 Jun 2016 Click as Processed Download
2 27 May 2016 27 May 2016 ! Derek Lamb. Download
1 26 May 2016 27 May 2016 ‘ Derek Lamb. Download

‘ &, Jeaffedaf21e53232b...pdf 7

If using Internet Explorer, click on Open

¥ Showalldownloads.. :

‘ Open ’ Save | ¥ Cancel x

jmemmmeEEEEREE =R f using Firefox, select the program you wish to open the document
| | Yeaffedat21e53232baf69748ec96457.pdf With and Click Open

Do you want to open or save c81e728d9d4c2f636f06/f89cc14862c.docx from vmsecure.me.uk?

which is: Text Document (1.9 KB}

from: https://wwwivmsecuremeik

‘What should Firefox do with this file?

&2 Open vith [ Notepad (gefaut)

>

) SaveFile

Do this automatically for files like this from now on.

Settings can be changed using the Applications tab in Firefox's Options,

BD20 7DT

Click the ‘Click as Processed’ button and continue as below.

Delivery Address
Viamed Lid
Cross Hills
BD20 7DT

Click the print button and proceed to print 1 copy

33225 22 Jun 2016 Click as Processed Download
33224 22 Jun 2016 Emily Hanson Download
2 27 May 2016 27 May 2016 Derek Lamb Download
1 26 May 2016 27 May 2016 Derek Lamb Download




Email Orders

Google o | o= When an order is received in the main

= inbox, click on it to open it.

Gmail ~ [¢]

More
m PECOS eProcurement Purchase Order GMPN942666 - Attached are documents related to purchase order GMP

Purchase Order GMPN942666

PECOS eProcurement <supf
8o Viamed =

Attached are documents related to purchase order GMPNG42655

Click the arrow on the right and click forward.

Google [ a |
11 1 1 " Type your email address in to the ‘To:" field and click
— s o send.

When the email arrives in your inbox, click on it to open it
Google # 0 M

_ -

Fwd: Purchase Order GMPN942666 - Forwarded message From: PECOS eProcurement <supporti@elcom com> | &

COMPOSE

S——
nnnnnnnnnnnnnnnn e et e D anarie Qant Trioedaw Maw 10 018 =t —

Order GMPN942685

Click on the attachment to open it.

Click the print button at the top of the page and print to the printer located on your desk. Current
printers in the main office are named HP LaserJet Professional P1102.

B poprint.pdf

PURCHASE ORDER: GMPN942666

Order Date:  13-Jun-2016 Invoice To:




Order Processing

From the magnifying glass tab on Intrastats, click into
the ‘Contacts’ field and enter the company/hospital
name or the Opera account number.

Click on the account number beginning in 0

Find the ‘Account type’, if this says ‘Proforma’, please
stop here and follow VM3COP27.31 (Doc ID: 17063)
If this says ‘Credit’, please proceed

From Viamed Opera, click ‘SOP’ and then
e ‘Processing’. Click ‘Find’ or press the F key.

i

r Wi
: ile  Edi

ESC F1 Ctrl+F4 Ctrl1+F5 Ctr1+F7 Ctr1+F8 Ctrl+F% Ctr1+F18
cancel Help | Diary |Calculator| About | Date |E-Mail |UWeb Site

% [Next Customer
e Add Address
= |Edit
T WView
B IMemo Curt Bal
* Quote Postcode Order Bal
LA . Turnover
( |Proforma) Telephone Credit Limit
. |Qrder Facsimile Last Invoice
Delivery Last Receipt
! [— Accts Gontact First Greated
< [ Order Contact Last Hodified
|Credit
|Quit Ledger Afc

Invoice Afc

Yo E—eeeeeeenn  -OCALE the delivery address for the company/hospital
'—g%, on the printed PDF email attachment and enter it into
— — the search bar in Opera. Some hospitals have several

+F18 Ctr1+F11
Site Viewer

0000408Anverctyde Royal Hospital firell

Ena | Account . .
e -, accounts, in this case, check the department and post
ot code and click on the correct one ensuring it is an
ptemo o account beginning with ‘0’ e.g. 000*****, You must NOT
v sl et voetes place an order on an account beginning in ‘I’ as this is
e | et bt e for invoicing.
b s S AY [ Supplier Order Contact [Delivery
| e O e 15 St Roas Prone o147 S0 ey
Keighley, West Yorks BD20 70T i i
Fax: 01535 635 582 Lohsuk

e BROAD
!GREEm PA1E DXM

If there is a memo present, check this thoroughly first,
s P sl i i ' o ensuring you adhere to the requirements. If you are

Date ‘E*Mall Web Site

e unsure of any of the memos, consult with office
b colleagues or the person who added the memo
maiee| gt ke rire trestes

Quit Ledger A/fc

Inveice A/c




PREUTIE . swm e

H ‘ H ’
ESC F1 |Ctrl+F4| Ctrl+F5 |Ctrl+F7|Ctrl+F8|Ctrl+F9|Ctrl+F10|Ctri+F11 Cllck on Involce
Cancel Help | Diary |Calculator EE""t Date |E-Mail Web Site| Uiewer
fAccount
Customer
Address
curr Bal
Postcode order Bal
Turnover
Telephone Credit Limit
Facsimile Last Invoice

Invoice . Accts Contact
"‘—w— order Contact
Ledger A/fc
Invoice Afc

Last Receipt
First Created
Last Hodified

5 OPIRA for Windowrs N T T

ESC
Cancel

F1
Help

Fé
Edit

F9
Inuoice

F11

F2
Print New View

F4
Delete/Undelete

F12
Hemo

TRE
Hore——->

Find Account
=

Next

W Invoice

Hemo | Document [Doc Date] Type

Customer

Humber Date

ust Ref.

Check the ‘Cust Ref.” Column and check the last 6
months to ensure the purchase order number which
sws 1| 1S listed on the printed attachment, has not already

DOc93281 16711715 Invoice IN141466

16/11/15F GHPN76 0836

DOC93982 21/12/15  Invoice ! IN142055 21/12/1

GHPN793798

rinted

been entered.

DOCOLLLY 22/81/16 Invoice IN142551 25/81/1

GHPH817491

inted

DOG95261 87/83/16 Quote qQuoes129 87/83/1

B7.83.16

inted

DOCY564E 24/83/16  Ord ORD79438 24/83/1

GPEB73652

rinted

DOC96132 21/048/16  Quote quoas187

21/084/16821/04/2016

rinted

DOCY641S 86/05/16 Invoice IN144371 86/ 05 /16 'GP

29FPrinted

N

V

[Malue (£}

fValue (non £)
[Cnly Show outstanding
S =
Choose

Display Invoice ?

| | Lines I | Totals I

¥ | OPERA for Winds

If there are many accounts with the same company/hospital name,
check for duplicated orders on Intrastats. From the magnifying glass,
click the ‘Invoice / Customer Reference’ link

Enter the PO number into the ‘Customer Reference’ field and
click search. If the PO has already been entered, a result will be
found, do not proceed to process the order. Instead, locate the
order which is already on the system and compare the lines to
ensure it is the same order.

From the same ‘Invoice’ screen, click on any of the orders and

press F11, then click on ‘Header’ in order to view the invoice

address. If this address is correct, proceed. If the address is

incorrect, check to see if there is another account for the same

company/hospital with a different invoice address. If the correct
account still cannot be found, check with the accounts
department or call hospital to see if the invoice address has
been changed permanently.

Press the Esc key to exit the invoice view and click ‘Order’; this
will display any outstanding orders, quotes and proformas.



Send Report to x|

IHP SN mz12nf vl File

Title

pooler.

iScreen: | [ printer || [ spoozer | | E-mair | | cancer |

Alert

® Unable to Position Object on Screen
5 ot s T |

Ctrl+F7|Ctri+Fg
Date

Ctrl+F9 | Ctrl+F10) Ctri+F11
Yeb Site Uiewer

Facsinile

elivery
linverclyde Royal Hospital
al Stores

Y
use  HAIN

Priority 3
W/House HAIN

"Order Date: 132016

PURCHASE ORDER: GMPN942666
Pay:
PO

Click the ‘F5 New’ button or hit F5 on the keyboard. You may
be presented with the printer dialogue box. From the drop-
down menu, select the printer named in the image, ‘HP SN
M1212nf and click ‘Printer’.

You will be presented with this dialog box

Click ‘OK’ or hit enter to proceed.
You will be presented with warehouse options, always choose
‘MAIN * Main Warehouse’

Here is where we enter the address details from the purchase
order. To start, check the invoice address in the left-hand box
matches the invoice address listed on the received purchase
order

The delivery address in the right-hand box may display an
incorrect department; if so, amend it to match the purchase
order.

PURCHASE ORDER: GMPN942666

Deliverv Information

In the ‘Cust Ref’ box, enter the purchase order number from
the purchase order.

If the purchase order number has more than 10 characters,
the ‘Cust Ref’ box must contain ‘#xxxxxxxxx’ using the last 9
digits of the purchase order number.

This does not apply to eBay and Amazon orders, follow the
steps on VM3COP20.16 (Doc ID: 15530) for eBay and
VM3COP20.23 (Doc ID: 16191) for Amazon.

From the products ordered, establish which courier is suitable. If the customer would like to use
their own courier, enter the ‘Priority’ as ‘2’ and enter the ‘Due’ date as per cut-off times listed on
the Customer Postage Pricing document VM3COPO03.011 (Doc ID: 16501)



This document can also advises if the appropriate courier is UPS or Royal Mail for the most
popular products; alternatively, check the Opera Stock page. Enter the appropriate ‘Priority’
code and ‘Due’ date as per cut-off times.

o e T Priority 1 — Urgent order to be processed immediately

conten ukp ackapt (only to be used when the purchase order states urgent)
Priority 2 — Courier other than UPS or Royal Mail

o s e it Priority 3 — UPS — all services

st e Priority 4 — Royal Mail — all services

IMemo

. TETIP IRk Document
Quoy fue 13786716 Order
Proformal Priority &

Order | P

Delivery
lInvoice
(Credit

|Quit Comments

Raised By KATIE

In the ‘Comments’ box, enter the name and telephone number (including any extension) of the
contact listed on the purchase order. If a contact name or phone number is not listed, check the
CRM on Intrastats or GoldMine for the details, if necessary, name the contact ‘Purchasing’ and

use the hospital/company main telephone number.
3 OPER for Windows T

e [ty | e PURCHASE ORDER: GMPN942666

Buyer Order Date:  13-Jun-2016 Invoice To:

NHS Greater Glasgow & Clyde Payments Dept.

Please Refer To Order Contact Details PO Box 7388
Glasgow, GS198S

Delivery

“Supplier

Geraldine Mcintee

Medical Physics

CENTRAL SUPPLIES
INVERCLYDE ROYAL HOSPITAL
LARKFIELD ROAD

GREENOCK, PA16 OXN

Cust Ref GHPNOLZ666 Documen t
D 13706716 order Keighley, West Yorks BD20 7DT

Fax: 01535 635 582

Delivery i Payment
-2 = = =

When you are confident that all of these details are correct, press ‘F9’ to continue to the next
page. If the purchase order number had more than 10 characters, beneath the name and
telephone number in the ‘Comments’ field, state the full purchase order number beginning with
H#, eg. FHXXXXXXXXXXXX .

If no purchase order number has been provided, enter the date in the ‘Cust Ref’ box. Eg.
‘16/06/16’ If the customer is paying via PayPal or credit/debit card, use PP followed by the date.
Eg, ‘PP16/06/16’ if payment is made via PayPal or ‘CC16/06/16’ for credit or debit card. If
paying by credit/debit card, add a note beneath the name/phone number stating ‘Payment
received with thanks’.

s *ocHE® 2

OB o1l 1/lo” Ol BIWIX On Intrastats, click on the magnifying glass and enter the
| — company/hospital name into the ‘Contacts’ box

Locate the correct account and look at the far right of the
screen to see if they are an end user or a distributor. If this
is not set, check the Opera account.




ccccc

To check the Opera account, locate account as above. Click
‘Edit’ and then click ‘Terms’

Options Analysis Delivery UAT
n ’—\ - I - y - -
Profite cose R AT 2 In white text, next to the ‘Profile Code’ you will find the type of
Discount Group
Price List Customer.

In\_J. Discount S.bisc. On D/Charges (]
S.D}SD. Days 1 Percentage
S.Disc. Days 2 Percentage

H e | Press ‘Cancel then ‘Esc’ to continue.
Debtors Letter [ Hin. VAT Inclusive [J]

Credit Limit 8 Stop O

part number in the ‘Stock Details / Quantities’ box
and hit enter.

L#7,|Stock Details | Quantities
saooon]
| e

Click on the ‘£’ button to display all of the prices.
Locate the price for the correct currency and
customer type (end user/distributor)

If the prices match the purchase order, proceed to
Opera to enter the details.

=t
L A £ D@ 2515 Ol O X

While on this page, check if the item requires a carriage charge for sending by clicking the ‘I’
button. This product does not include free carriage.

If an item does have free carriage (only applicable to UK end users and distributors), the
following notice will be displayed:

L 3£ |OQEE R OwlOBE X

For distributor and automotive carriage charges, see VM3COP20.34 (Doc ID: 17145)
Check these details for all products listed on the purchase order.
If these details are incorrect or if applicable carriage charges have not been added to the

purchase order, return to the first screen and change the priority to ‘8’, contact the customer
before proceeding. Contact the customer by telephone if possible but email if they are

unavailable. Make a note on the paper copy of the purchase order of any contact you have had

with the customer and their response. If the customer accepts the changes and is happy to
proceed, change the priority back to the appropriate number and proceed.



If these queries cannot be answered by telephone immediately and you have had to set the
priority to 8, fill in as many of the order details as possible, print one copy of the ORD and place
in tray 7 in the office labelled, ‘Tray 7 — Sales Orders - Awaiting Action’. Fill in the details on the
whiteboard. When the customer answers the queries and the order can proceed, remove from
whiteboard, collect order from tray 7 and proceed, ensuring any applicable notes are written on
the original order paperwork and any relevant emails are printed and attached.

When you are satisfied that all the prices and carriage charges are correct or have been
accepted by the customer, return to the customer account in Opera.

i ‘DPERAforWin\iu i ¢ !
7 TN, enter the part number in the ‘Reference’ box.

ESC | F1 |CtrlsFh| Ctrl+F5 |Ctrl+F7|Ctri+F8|Ctr1+F9|Ctrl+F18]CtrisF11
cancel Help | Diary Galculator| hout | Date | E-Mail |Veb Site Uiewer

eference WH Description Quantity
2520000 HAIH
Analysis UAT code | Sell. ane Disc’ 0,80 Ext.
ost . 8.00 Hargn 0.08% Prof.
bue  13/86/16 Pnnnty 4 P00
In Stock P_Orders :
Details x|
Description Quantity | Price |Pisc_|UAT| UValue

s <ot onters T

Edit

RS e o e | Hit the down arrow or the tab key on the keyboard, this

B iy e e, should fill in the description as per the purchase order. If
a dialog box appears, read the notes to ensure nothing is
i s sas comesons. ~|  missed and press Esc or F9 to proceed.

(

f OPERA for Wind

Enter the quantity noted on the purchase order in the

Analysis UM VAT code 1 Sell. 15.80 Line Disc ©.00 Ext. t t b d Fg
soit QY i DL | Quanti ox and press F9.
Due 13/86/16 Priority 3 P/0 O
In Stock P _Orders niar |
P Stock Notepad x|
With press studs connectors. -

_ Length: oo m

Set of 2, length 96cm - SJH
Standard cable as supplied with the umit.
= 1-16 pieces £5 Royal Mail

= 1Er * 0|
5. cres ot TP

ESC

Ensure the pricing and quantity is correct before

Diary |Calculator| About | Date |E-Hail Ueb Site| Uiewer

., proceeding.
et o 11 S e v .|
Due 13/86/16 Priority 3 PO O H
i When a_II items on the purchase order have been entered,
————————___1| the carriage must be added.




PEDUIING . san  es  oossssss

i To establish which courier to use, check the ‘UK Postage
il akly s

Pricing Guide’ document VM3COP03.011 (Doc ID: 16501)

o " " St Tmmn s e 1) FOr Royal Mail, enter ‘PPRD’ into the ‘Reference’ box; for

T R i i UPS, enter ‘PPUPSY into the ‘Reference’ box.

| In Stock P.0rders [Toiae 1 [prn-a- |

1 Stock Notepad x| . . .

B 4'|  Quantity should always be 1 unless advised otherwise by
Charges will wary from product to product and weight... Goods Out.

L o

Enter the required price into the ‘Sell’ box, leave blank if
the order qualifies for free carriage, press F9 to complete the line.

If you are unsure of which courier to use or of how much carriage to charge, check the Opera
stock memo, Intrastats memo, check with colleagues in the office or with the Goods Out
department.

i criA e NN, To check an Opera stock memo, from the menu page in
Eonret i | Veen Eoresitar] e hiea Opera, click ‘Stock’ and click ‘Processing’.
System [0 5.0.P. P.Orders

rocessing

CErl+Fg
Date

Click ‘Find’ and type the part number you require further

Concan vty |Corary|cobricgor | “Soaut | botar | ieuar. information on, press the ‘Enter’ key.

e See iemg xx

Find Stock x|
Stock Code or Part(s) of I)Escript)'un

Analysis UAT

Sales Code
Supply Code

category Type
Profile per

LR ===, click ‘Memo’ and you will be presented with additional

ooy | e —— information regarding the product. Locate carriage

Stock Ref. Search Ref 1

information and add this information to the order
pescription accordlngly

¥ Stock Record Memo [u]
NOTE: As of 5 Jan 2611 new pricing is:

» |X]

1 off -  E40.00
2 off - £36.00
3-10 off - £34_00
RELIE £32.00

01d pricing ¢ 850111 for reference only:
1 0ff - E50.00
2 off - EN5.00
3-10 off - £42.50
11+ - £40.00

Delivery FOC to end users: Royal Mail (1-6), UPS (7+)
Distributors: Royal Mail (1-6) £5, UPS (7+) £18 =

an ;

When you have all of the products and one carriage line entered into Opera, press ‘F9 Accept’
to complete the order.

Choose
This message will be displayed, click ‘Yes’ to confirm the
9 Update Document - ¥alue 60.00 ? order |S COI’I’GCt.
L | [ me |
i When this message is displayed, click ‘No’ as an Alignment
9 Print an Alignment Check? Check |S not needed at thIS pOlnt
Yes i

10



Print &J
s The print dialog will display, choose the correct printer
Whers:  USBO02 from the drop down box and select 2 for the ‘Number of
e et copies’. 2 copies are needed, one is kept with the
Print range Copies . .
- nber o cois purchase order after checking and the other is taken to
" Pages imm:hl_ to:,ﬁ GOOdS OUt
o 1'2'3 1'2_3 ¥ Collate
Cancel
g OFRafrwinsons = e ifi
e 1f the memo or purchase order state any specific
cance welp viary” reine sccepe Foif oo requirements that Goods Out need to know, such as the
ci - customer needs their own labels adding to sensors, hand

e

o
P
< éuxes are not required for Oxygen Sensors - 02/06/10LL

M
[Memo | PROFORMA ONLY This time there are no exceptions HL 1971712

B e =T
=B s

T
£

| write a note on both copies of the ORD. You must initial
“ and date any hand-written notes.

Proforma| PROFORMA ONLY HL 26/2/10 - HL & SH have agreed for now ue
roforma basis - 04/10/11 LL

liaice This account must remain proforma unless agreed with HL, as
e previously had to threaten legal action to get them to pay
E'e'tl 2273710

[Qui

Please refer to the new price list on L Drive - LC 05/85/69

B |

Secure the purchase order, both copies of the ORD and any correspondence together with a
paperclip and place in the checking tray (tray 4). If the customer is paying with a credit or debit
card (Please note: we do NOT accept American Express cards) slip 1 must be placed with the
ORD’s and slip 2 taken to the secure location detail in VM3COP03.02 — How to fill in a credit
visa card slip.

Acknowledge the order and advise customer of lead time.

V.A.T.

If an order is V.A.T. exempt, you will need to ensure you acquire a V.A.T. exemption certificate
from the customer before proceeding. A new V.A.T. exemption certificate is needed for each
order. Place the order on Opera but ensure the priority is stated as ‘8’ until the certificate is
received. Once received, pass to the accounts department to ensure it is valid and ask them to
sign it.

Iy oresa forwindows TP I

ESC | F1 | F11 | F12
Cancel Help |Stock temo

s I i wm @ 0 Once validated and signed, ensure the V.A.T. is removed
= (o5 from product and carriage lines. To do this, in Opera, change
x|

ey e ssemrese || the 'V AT, code’ box from ‘1’ to ‘E’.

Carriage

If the order contains products that have both free and chargeable carriage, the carriage is free
unless the courier service needs to be upgraded due to the chargeable items.

E.g. If a customer orders 1 box of flow sensors (free carriage), they would normally be sent free
via Royal Mail, but if they order an AX300i (chargeable carriage) which does not have free
carriage and must be sent via UPS, the courier would need to be upgraded from Royal Mail to
UPS and would be chargeabile.

11



Editing an Order

If an order needs editing, for example if the priority needs to be changed. Click ‘Find’ on Opera
and navigate to the correct account, click ‘Order’ and click on the order you wish to edit and
press F6. Change the priority or date as required.

If an order line needs to be edited, continue to the next page, click on the line required and click
F6, edit as appropriate and press F9, press F9 again to complete the order. After editing any
details, print 2 copies out again and place it in the checking tray to be re-checked, as Goods
Out will need a new copy of the ORD.

Priority 1

If the purchase order states that the order is urgent,
ensure stock is available and call the customer to ask
which date they need the order for. If they need it the
next day or you are unable to contact them, set the
priority as ‘1’. Ask a director to sign both copies of the
ORD and hand the order to an office staff member for
checking, ensuring they amend the box stating, ‘When
order picked inform:’ to *Your name*.

Order Checking:

Inform Goods Out that there is a priority 1 order coming over and ask them to carry out a mini
update. Place one copy of the ORD in the hand of a Goods Out staff member.

If the order is not needed the next day, place the order on the usual priority and make a note on
both copies of the ORD for it to be shipped ASAP, inform Goods Out of this.

Discounts
If any order has a discount applied or has any free of charge items/carriage (if not usually free
carriage) ask a director to sign both copies of the ORD before the checking stage.

PayPal

b orees oo T On occasion, a customer may wish to pay via PayPal.
T Should this occur, add a line above the carriage line.
pesaronce un pescription doamerty Use reference ‘BC’, amend the description to ‘PayPal

Charge’ and calculate 6% of the total cost of the order
including V.A.T. (excluding this PayPal charge). Add this
calculated charge to the ‘Sell’ box.

E.g. Products totalling £650 with a £10 carriage charge
would equal £792 including VAT. The PayPal charge
would be 6% of the total including VAT therefore the
PayPal charge in this example is £47.52.

If a line needs to be inserted to accommodate the
PayPal charge, select the line that you would like the
new line to appear above and press F7, type the
reference number as described above and press F9 to
confirm, then press Esc.

am 1 Using ‘Insert’ will always add the new line above the
selected line.
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