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Process a Shopify Order (Customer
Already in Intrastats)

1 Navigate to https://www.viamed.online/admin

https://scribehow.com
https://admin.shopify.com/store/viamed-ltd-online
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2 Click "Orders"

3 Click order to process, starting VIAWEB. Outstanding/unfulfilled orders are in bold
text.
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4 Click "Leave a comment..."

5 Type your initials
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6 Click "Post"

7 Copy the order number starting with "VIAWEB"
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8 Print the order to PDF.

9 Copy the customers name
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10 Open Intrastats and and search for the customers name.

11 When the customer is found, click the contact name or company which matches.
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12 Open "Opera Data" in separate tab.

13 Switch to new tab
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14 Click "Shopify Orders Processing"

15 Click "Viamed Ltd" or applicable host company you are processing the order for.
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16 When you have found the new order you wish to process, click "Review"

17 Select the correct delivery and invoice address, if present.
If not, select "New Address".
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18 Click "Create New Order"

19 Copy the CVM number from the order processing page.
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20 Return to Shopify and page the CVM number into the comments box and click
post.

21 Return to Intrastats and add an Order Note stating "Shopify Order".
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22 Select the Bold/Red radio button option.

23 Click "Add New Notes" button
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24 Click the "Order Prepaid" checkbox.

25 Select the "Web Shop" option from the Order Source dropdown.
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26 Amend, if required, the Incoterms Location.

27 Remove PPS Line by reducing the Qty to zero.
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28 Click "Update"

29 Click this text field. and add delivery code.
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30 Click this text field and add quantity "1".

31 Click this text field and type price paid for delivery.
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32 Click "Add to Order" button

33 As normal, check stock is available. If no stock available, process request as per
VM3COP20.30.
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34 Click "Print CVM..." button and review PDF as normal.

Once order is fully completed as per VM3COP20.30 submit order for checking.


