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Vr VM3COP20.29 Checking the Purchase Order Log
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OBt g )/ Ol BW(X Firstly, click on the magnifying glass in Intrastats, then click(on ‘P.O Update L}Qﬁo
e find a list of purchase orders we have sent to our suppliers.\ -
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Order Not Sent/ Do not
|Order Unknown e

Work with the key displayed at the top of the page; firstly, check the orders in red,
pink and brown. If you click on ‘Should have arrived’ all the purcha hat
are in red will pop up. If any orders say ‘landed not yet booked iger Qpera” y;J do
not need to chase these. .
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If an order is coloured red and has no notes, chase the supplier by clicking on the purchase order number. ‘2-[ {SEJZ/\
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PORITE ~Taome Mwivicel nainamint There should be a contact name, this will be the person you would chase for this

Known Purchase Order Contacts order.
7 Betsy Margetts

T O PO el  Send them an email asking for a tracking
number:
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Oniy update Changes eave all othe: Fieias Blank

Click on to the notes field and type
that you have chased the supplier,
initial and date.

Follow these steps for the red and pink orders. Brown orders need to be chased in a similar way, but ask for an

order confirmation instead of a tracking number. Yellow and green orders can be ticked as they are not qui)stg/ndigg

any information. clees 0t S /] ﬁ’(,-, f"\
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Once you have chased the supplier, tick the box on the left-hand side of th .O.\Iog page to confirm this has been
completed.




If shipping date is after the required date

Check the purchase order notes, if nothing noted, message and issue Steve Nixon or Derek Lamb

Receiving Tracking Numbers P Lnsl C‘/\/‘&’CQ/
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;E When the tracking number is received, navigate to the ‘P

Batsy Margetts

" Update log’

Purchase Order Log

At the top of the Purchase Order Log screen, there is a search
R SRRk e box, enter the ROR number and click ‘Search’. This will open

the POR page
Scan / Enter POR ! de the beg| g text POR/ VST etc..) p g
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Alternatively, scroll down the page to locate the P/ORﬁnddﬂai“Ei( on the%umber on the left to open the POR
page I
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POR10760 - Teledyne Analytical Instrument.

Known Purchass Order Contacts
= Batsy Margetts

Enter the tracking number into an empt notes feld and chck Update
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