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On Intrastats, click the 'Opera Data' tab and click on 'Active List'

Each line of the active list should be checked DAIL Y by both the office and
Goods Out, an item that has been checked will have a tick in the 'O' column
on the right.

Click the account Number of the order to be checked

You will be presented with a screen displaying every item they have on order regardless of
ORD.



Current status notes for each stock item should
be visable, the Manufacture Icon can be 
clicked to retrieve further information relating to
the stock item, purchase order delivery dates 
and customer reference number will be 
displayed.

You are checking the order is not stuck in 
limbo, the customer is aware of any delays, 
and we are aware of the order. 

Once you are happy that nothing needs doing with the customer order you can return to 
the active screen and tick the box as checked.

There must be notes on every blue and pink order to advise if the customer is aware of 
any delays and what is happening. E.g. if the order is pink, there is an outstanding issue 
with the order, has anybody contacted the customer? Make notes of any contact.

If the lead time quoted to the customer has passed, the customer should be contacted 
again to explain why and be advised of the new expected lead time. This contact must be 
noted on the active list.

For pink orders, check the awaiting action tray in the office for details of current status 
which must be included as a memo on this list.

If an order is blue and has no notes, find the ORD paperwork and type any notes on here 
to explain the current status. If there are no notes on the ORD, speak with the person who 
added the order and ask them to make notes and add to active list.


