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

2 Click "Orders"
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3 Click order to process, starting VIAWEB. Outstanding/unfulfilled orders are in bold 

text.

4 Click "Leave a comment..."



5 Type your initials

6 Click "Post"



7 Copy the order number starting with "VIAWEB"

8 Print the order to PDF and save as copied order number "VIAWEB..."

9 To clarify if the customer is already in Intrastats, copy the customers name (not the 



email address)

10 Open Intrastats and and search for the customers name.


























