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If the customer chooses to purchase the inﬁiﬁm'.{,}, e
SOR items, they will provide you with an
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official purchase order; if they have only previaus i FOA A P
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1. Once received, retrieve the e __
SOR paperwork from the SOR | ——
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2. Locate the account on Opera —. =
and press ‘O’ to open the orders menu, or click on ‘Order’.

3. Click on the correct quote and press F9 to convert the quote to an order.

4. When asked if you would like to edit, chck yes Check the delivery address
- against the PO,; it is not always :
29{ 1 known at the point of quotation
qu\-%\‘ " but this must match the PO.

es¢ ! e
cancel nelp Accept

Account o] Delivery
I paieit /n GM Hedical A/S
Blokken 11
DK-3460 Birkerod
Denmark

Cust Ref” SUR7LD LTSI pocument
Due 22!0&}1& Quote
Priority Y

W/House MAIN

5. Amend the ‘Cust Ref’ box to the
purchase order number and
change the ‘Due’ date to the
next available shipping day.
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6. A note should have been added Comnents Henrik Nielson = “45 U557 0881

. Goods alveady supplied on SOR729
at the quote stage, in the T
‘Comments’ section “Goods

already supplied on SOR***”, Ensure it is still there, if not, add this note.
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7. Press F9 twice to complete the order.

8. Print 2 copies and highlight the note at the bottom stating, “Goods already
supplied on SOR**”. Place all of the paperwork in the checking tray. Once
checked by a member of the office admin team, take the unticked copy of the
ORD to Goods Out as per VM3COP20.05 order processing procedure. Goods
Out will then invoice the order. The checked paperwork should be filed as per
VM3COP20.28 Filing and Archiving.

Note: If the customer chooses to add any additional items to the order, hand-write a note
on both copies of the ORD to state which items need shipping and which only need to be
invoiced. E.g. “1 x 0012160 and 1 x 0014750 already supplied on SOR***, please ship
other items”.
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