
 
 

 

 

 

 

 

 

 

  

 

 

 

 

 

  

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

Training	Guide	
SUS013:	
Order	Processing	
	

Learn	how	to	view,	accept,	and	manage	
orders	through	to	completion.	
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Step	1:	From	the	homepage,	view	New	Orders	assigned	to	you	
	

	
	
Step	2:	Click	View	to	open	the	order	and	review	the	details.	
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Step	3:	Accept	the	order	
	

	
	

	
	
Step	4:	Go	to	Orders	and	click	Active	Orders	to	manage	the	order	
	

	
	

	
	
Step	5:	Open	the	order	to	download	the	Purchase	Order	and	generate	
a	Delivery	Note	
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Step	6:	Update	the	order	status	(e.g.	In	Production,	Packing	and	
Loading,	Dispatched,	Delivered)	to	notify	the	customer	
	

	
	

		 		 	
	

		
	
	
	
	
	
	
	
	
	

	
Need	Support?	

Support@buynex.co.uk	|	Contact	Us	

mailto:Support@buynex.co.uk
https://www.buynex.co.uk/contact-us

