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Delivery note crib sheet – display by the office PC 

 
All delivery notes must be entered onto APOS on the day of delivery. By accepting a manager’s own stock (MOS), 
you are confirming that all delivery note numbers, unit sizes and quantities are correct. The crib sheet is a support 
to ensure best practice and to reduce delivery note exceptions. 
 

 Weekly orders are made B2B (business to business), instead of via telesales.  
There is no requirement to enter the delivery note number for Tradeteam DHL or Matthew Clark. 

 The stock order number created in APOS is the reference; this should be visible on the delivery note. 

 Enter a delivery note number manually for East West Ales (EWA) via Tradeteam deliveries and  
microbrewer deliveries, as well as autoallocations and emergency orders. 

 

Matthew Clark 
 

 
 Before receipting the delivery, ensure that the Matthew Clark Customer Reference No. 

matches the Stock Order Number in Aztec. This will begin with a ‘1’ followed by your  

four-digit pub number. 

 On the day of delivery, you will receive a prompt that a delivery needs to be receipted.  

This is your ASN from the supplier. 

 Provided that no amendments are made at the point of delivery, this will match the 

delivery note received from Matthew Clark. 

 You should check to ensure that all items received are included and, before accepting, 

make any amendments to the ASN.
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 Once you have accepted the order, you cannot make any changes.  

If changes are required, they should to be made in APOS using a /1. 

 Matthew Clark will have an electronic device (EPOD) for signing for delivery. 

Any adjustments agreed on at the point of delivery must be made on the 

EPOD. Failure to do this makes you liable for the stock for which you have 

signed. 

 NOTE: The loading sheet will not be accepted as evidence of a shortage. 

 Once complete and agreed on by both parties, you will sign on glass; this will 

prompt a delivery note to be e-mailed to the pub’s PC. You should keep this 

delivery note for your records and use it for accurately acknowledging your 

order in APOS. 

 Any adjustments made on the EPOD will appear on the e-mailed proof of 

delivery – this will be used as evidence when making any claims. 

 For any orders not placed via APOS, you should use the Sales Order No  

as the delivery note number to receipt stock. This applies to all autodrops and 

emergency orders. 
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Tradeteam DHL 

 

 
 

 The ordering and receipting process in APOS is the same for all online  

ordering suppliers. 

 Tradeteam uses an electronic device (EPOD) when signing for a delivery.  

Any adjustments agreed on at the point of delivery must be entered on this device.  

You are liable for the stock for which you sign. 

 NOTE: The loading sheet will not be accepted as evidence of a shortage. 

 Once complete and agreed on by both parties, you will sign on the EPOD which will 

prompt a delivery note to be e-mailed to the office PC. Retain this delivery note and  

use to acknowledge the order in APOS accurately. 

 Any adjustments made on the EPOD will appear on the e-mailed proof of delivery,  

which can be used as evidence when making a claim. 

 For orders not placed via APOS, you should use the Tradeteam Ref as the delivery note 

number to receipt the stock. This applies to all autodrops and emergency orders.  

Any zeros at the start of the number should be ignored.  
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East West Ales (EWA) via Tradeteam 

 

 Orders are placed using telesales, so you are required to create a manual delivery note in APOS. 

 Manage this alongside your main Tradeteam delivery signed for on the EPOD. 

 The delivery note number to use is the Tradeteam Ref highlighted below, using ‘EWA via Tradeteam’  
as the supplier in APOS. 

 Any zeros at the start of the number should be ignored (eg below – 3018 is the correct number). 
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BOC 
 Enter each product in APOS, using the product code. 

 The correct delivery note number is highlighted.  

 
 

 

PHS 
 

 Enter each product in APOS, using the product code. 

 Before signing the PDA, check that the detailed services have all been carried out. 

 Once signed, this will prompt a delivery note e-mail to be sent to the office PC.  

Enter onto APOS the same day. 
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Standard practices for correcting, transferring and completing ad-hoc APOS adjustments 

 
1. Correcting an accepted delivery note 

 

 ‘Originally entered note number’/1 

 

2. Transfers 
 

 TXXXX DD/MM/YY (where XXXX is the other pub to/from which you are transferring) 

 

3. Ullage 

 

 Ullage DD/MM/YY 
 

4. Incentives 

 

 Follow the gift SOP 

 

5. Cash food 
 

 C.F. DD/MM/YY 

 

6. Enter delivery notes on day of delivery, without fail. 

 

7. Delivery notes must be checked at shift handover and again at MOS.  
Any corrections should be made immediately. 

 

8. Use the notes section in APOS to enter your name. 
 

 
FAQs 

 
I have not received an ASN in APOS. How do I receipt for my delivery? 

 
If this happens, you will still need to receipt for the goods. Create a manual delivery note using the 

highlighted number on the crib sheet. If the ASN is then received during the same MOS period,  

you should remove the manual delivery note to prevent doubling the purchasing data. If the ASN is 

received after the MOS, the auditor will make an adjustment at the next mega stock. 

 
I have a product which was autoallocated – what do I do? 

 
This should be receipted manually by creating a new delivery note – identify the correct delivery note 

number using this crib sheet. If you add these to your main order, it would trigger a delivery note 

exception. 

Matthew Clark autodrops – use the Order No to book in the stock.  

Tradeteam autodrops – use the Tradeteam Ref. 

 
I have received a product which is listed on the Matthew Clark extended range;  

I cannot see it in APOS. 

The supplier name for extended-range items is MCW Ext Range. If you are eligible to receive an 

extended-range product, this must be ordered via telesales and receipted manually under this supplier. 


