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SUS013:
Order Processing
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Step 1: From the homepage, view New Orders assigned to you
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Step 2: Click View to open the order and review the details.

Buynex

Orders - Quotes - Products - My Account
New Orders View all
D Products Order Value Actions
#327 800mm Standard Roller Banner £34.80
uynex LC))
y { Orders - Quotes - Products - My Account 3 (er)
€ Home / NewOrders / Order Summary
Order #327
€3 Placed on 20/01/2026 19:10 * £41.99
Fioa inct VAT
© Order Items © Payment Summary
Subtotal £2000
800mm Standard Roller Banner £41.99 Delivery £5.99
Quantty: 1
Total £41.99
© Delivery Information
Address Line 1 m
Address Line 2 m
city m
State/Region m
Postal Code m
Country United Kingdom
Business Name m
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A fairer, smarter way to buy and sell.




Step 3: Accept the order

BuyneX Orders - Quotes - Products - My Account - d

< Home / NewOrders / Order Summary

Order #327

& Placed on 20/01/2026 19:10

Accept Order

Are you sure you want to accept this order?
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Step 4: Go to Orders and click Active Orders to manage the order

&

Buynex e PP

New Orders
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0 Unread Notifications

o Order #327 is now ready to progress
3 minutes ago

o You have been assigned an order: #327
about 2 hours ago

Buynex Orders - Quotes - Products - My Account ® &

< Home / ActiveOrders

Active Orders

Order No. ¢ Customer C Date Submitted < Order Value Status ¢

#327 Danny Customer(Danny Ltd) 20/01/2026 £41.99 No & B 0 B

Step 5: Open the order to download the Purchase Order and generate
a Delivery Note

BUyneX o owe.  powess wyacom ®

< Home / ActiveOrders

Active Orders

®

OrderNo. ¢ Customer ¢ Date Submitted ¢ Order Value Status C Proof

jons.
#327 Danny Customer(Danny Ltd) 20/01/2026 £41.99 No z 0 @& B
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A fairer, smarter way to buy and sell.




Step 6: Update the order status (e.g. In Production, Packing and
Loading, Dispatched, Delivered) to notify the customer

B uy n e)( Orders - Quotes - Products - My Account ? S

/oY
@
€ Home / ActiveOrders / Order Summary
[ @ Generate Purchase Order ] [ & Generate Delivery Note ] 4 Update status ] [ © Documents ]
Order #327
€3 Placed on 20/01/2026 19:10 £41.99
Finalincl. VAT
Update Order Status Update Order Status X Update Order Status X
Current status: Pre-Production
Current status: Pre-Production .
New status:  Select new status You are updating the status of this order from Pre-

pre-Produc Production to In Production
Lbgisals New status:  In Production
In Production %

Packing and Loading
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B uy n e)( Orders ~ Quotes - Products - My Account g ia})
< Home / ActiveOrders / Order Summary

[ ® Generate purchase order ] [ @ Generate Delivery Note | | [ Update status 1 bo Documents J
L

Order #327
€ Placed on 20/01/2026 19:10 £41.99
Final incl. VAT
@ Order Items B Payment Summary
Subtotal £29.00
800mm Standard Roller Banner £41.99 Delivery £5.99
Quantity: 1
Total £41.99
L3
© Delivery Information
Address Line 1 m
Address Line 2 m
City m
State/Region m
Postal Code m
Country United Kingdom
Business Name 1

Success

Status updated s

Need Support?
Support@buynex.co.uk | Contact Us

Buynex

A fairer, smarter way to buy and sell.
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