GIRFT — GET IT RIGHT FIRST TIME MANAGE YOUR DELIVERY

Delivery Note Crib Sheet 2021 — Display by Pub PC

All delivery notes must be entered onto APOS on the day of delivery. By accepting an MOS
you are confirming all delivery note numbers, unit sizes and quantities are correct. The crib
sheet is a tool for ensuring best practice and to reduce delivery note exceptions.

¢ Now that weekly orders are made B2B (Business to Business) instead of via telesales, there
is no longer a requirement to enter the delivery note number for Tradeteam DHL, Matthew
Clark and Heineken.

e Your stock order number created in APOS is your reference and this should be visible on
your delivery note.

e You should only need to enter a delivery note number manually for your EWA via
Tradeteam deliveries, Microbrewer deliveries as well as any auto allocations/emergency
orders.

Matthew Clark

Registered in England No This is a Proof of Delivery only. This is NOT an invoice.
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e Before receipting the delivery, make sure the Matthew Clark Customer Reference No.
matches the Stock Order Number in Aztec. This will begin with a ‘1’ followed by your 4 digit
pub number.

e On the day of delivery you will receive a prompt that a delivery needs to be receipted. This is
your ASN from the supplier.

e Providing no amendments are made at the point of delivery, this will match the delivery
note you have received from Matthew Clark.

e You should check to make sure all items you have received are included and make any
amendments to the ASN prior to accepting.
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e Once you have accepted this order you cannot make any changes. These would
subsequently need to be made in APOS using a /1.
e The process for recording undelivered products remains the same and is stepped out below.

JDW Process for recording Matthew Clark products not delivered, or over delivered.

00015747 WRAYSNEPHEW O/PROOF RUM 70xé TN CAB Y
Q0002228 SMIRNOFF RED LABEL 70xé o\ 2 CASE Y
00015882 | SKYY VODKA 7016 o\N1 CAS ¥
00015492 BOMBAY SAPPHIRE QIN 70xé o\NR CAS Y
00028432 CORDONS GIN 70Xxé o\ CAS!
00015495 | TANGQUERAY GIN 70xé 0\ 1 CASE
00015503 | HENDRICKS QIN 70x4 oV CASE Asterix (*) all
00016147 | JACK DANIELS 7016 ¥ o\a peoducts not
00011965 |~“JAMESON WHISKEY 70:xé 0\R2 CASEH .1 ored on load
00028431 BELLS 8YD SCOTCH 70xé 0O\ 4 CASE against the
00028410 TRIVENTD RESERVE MALBEC 75X 2\ 0 CASE répsemve
00010197 | VILLA MARIA PB SAUVI 4\ 0 product kine
00024382 HARDY PRIV BIN CHARD 7S5:é 2\0 CA
00024383 HARDY PRIV BIN ROSE 75:6 JDW 2\0 CAS
O 1077 ¢ BURGE BENCHMARK SHIRAZ 7516 - R < CASE Y
4384 HARDY PRIV BIN SHIRAZ 75x6 JDMW 4\0 [ o Y
00024318 DROSTDY HOF CHENIN BLANC 7514 1\VO CASE Y
00026562 COLDWATER CREEXK CHARD 18Lx1 2 CASE Y|
00023038 E LOT 40 CAR SAUV 7516 1 \O CASE Y
00029714 DWATER CALIF MERLOT 18LX!1 2 CASE Y
00012026 TINO VII TINTO 75x6 N VO CASE Y
0001 rss& PIN GRI 1BL:x! 1 CASE v
& Py | veet  p | VAT % | Goods & Coreainers
=
L Asterix (*) and write "Not on
+ Load" ard hen ciearly
F handwrite all products X __|NoT oN LOA
[ undedover delivered in the I X |70cL Imk
| "Less Returns’ secion of the | X [GASE VilLA
L delvery note. Failure to follow
this process wit mean JOW are ‘rom.sl
unable to requesta Credit Note &=
from MCW and the pub must = For For
book the items into Stock . —‘M..E E :
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Tradeteam DHL
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tradeteam™ Tradeteam Delivery Confirmation

sra

|SalesDrdeINa-.: 1002707863 \ |TradeteamRef.: 0002725 |Deliveerate: 09/09/2021 |Arriual: 06-32 | Departure: (p7-:13

'\

Deliver To: 0027 000 e Load Ref: D339266
JD JJ Moons 0027 J This should match your Route: NROZAH
JJ Moons 0027
553.556 Kingabury Road APOS Stock Order Number .
Kingsbury
Order text for Order No. 0003018
EWA order cannot refuse Customer Service
MW 9EL Order text for Order No. 0003018 Number: 020 3901 6162
Item Code TT Code Item Description ABV Quantity Despatched | Quantity Delivered Variance Code
TTO067 PM0O941 330ML GUNNA TWISTED CRAN X24 .00 1 ChR 1 Ch
TT0159 AK0025 | 30 K SHIPYARD AMERICAN PALE 4.50 2 EA 2 EA
e The ordering and receipting process in APOS will follow the same for all online ordering
suppliers.
e Trade team will have an electronic device (EPOD) to use when signing for the delivery. Any
adjustments that are agreed at point of delivery MUST be made on this device. If you fail
to do this then you are liable for the stock you have signed for.
e NOTE: The loading sheet will not be accepted as evidence of a shortage.
e Once complete and agreed by both parties, you will sign on glass which will prompt a
delivery note to be emailed to the pub PC. You should keep this delivery note for your
records and use for acknowledging your order in APOS accurately.
e Any adjustments that are made on the EPOD device will appear on the emailed proof of
delivery and this will be used as evidence when making any claims.
e For any orders that are 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.
Item Code TT Cade Item Description Quantity Ordered Quantity Delivered Variance Code
57200 PA4152 | 550ML NEWCASTLE BROWN ALE X12 2 ca 2 CA
60978 LE1060 |11 K CARLING LAGER T=ns =
56915 PC3589 | 20L WESTONS OLD ROSIE BIB X1 1 EA EA 1 EA
EARETE SE1NT2 11 K CITTNNESS KRS == ==
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EWA via Tradeteam

APOS.

This process is still Telesales so you are required to create a manual delivery note in

e You should manage this alongside your main Tradeteam delivery signing for on the EPOD

device.

e 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. E.g 3018 is the correct number.

°
£ : N
tradeteam® Tradeteam Delivery Confirmation
|SalesDrderNo.: EWAQ70920210027 |Tradeteamllef.: 0003018 |Deliver\rDate: 09/09/2021 |Arri\ral: 06:32 | Departure: (7:13
Deliver To: 0027 aoo Delivery Instructions: Load Ref: D339266
JD JJ Moocns 0027 Order text fo% Use this as the Route: NRO2ZAH
JJ Moons 0027 EWA order cannot r H
553-555 Kingsbury Road Order text for Or De"very Note 1
Kingsbury EWA order cannot r Number
Order text for Orde
EWA order cannot refu Customer Service
NW9 SEL Order text for Order No. 0003018 Number: 020 3901 &1s2
Item Code TT Code Item Description ABV Quantity Despatched | Quantity Delivered Variance Code
EWTTOO089 AC2155 9 C JDW PEERLESS FULL WHACK .00 1 EA 1 EA
Heineken
o The Customer Reference will match the Stock Order Number you have in APOS.
e The Carbon copy must be marked clearly if there are any shortages and you must
acknowledge your delivery the same as you would for Tradeteam and Matthew
Clark.
Account Number Delivery Note No.” =~ | - ]
Duty Status *" Delivery Date
HEINEKEN . .=
Trailer No.
Stﬁﬁi;ﬁ;?er Order Weight
Booking Time
Seal Numbers
Time Window [V
Customer Refer B __Page:o: | | Arrival Time RC |
Order Date Special Delive
Order No. Instructions Instructions. [
ShipmentNo: = ragpacye g gong e oe s s {aro e o 4 SRV — ——— |
Product Description WA'BV%LB_G{{"B_O'Q[Q _Order Qty. bgg&g}gﬁg@yj Deliv. OtyA] Reason Text Empty Returns Qty “

| Product |
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BOC

e Enter each product in APOS using the product code
e The correct delivery note number is highlighted

&7 BOC

A Member of The Linde Group

DELIVERY NOTE

BOC Limited, Friestley Road, UWorsley, Manchester M28 2UT
How did we do? Tell us today. www. bocfeedback. co. uk

Visit us at www, bocon | ine, co. uk

D;lte: B-Jul-16 Delivery No.: 0249787912
Time: 10:13 A es Urdep:

o
(7]

Enter each product in APOS using the product code
e Before signing the PDA you must make sure you agree with all services carried out

e Once signing, this will prompt a delivery note email to be sent to the Office PC and should be
entered onto APOS that day.

= 0 e -
S e fa S oen UHW Use the Visit ID number in APOS l
Visit Id: 225357618 I e ——

The visit ID must be populated in the Delivery Note No field on APOS without exception.

Dear Customer,

This automated email is being sent as a confirmation of service carried out at

44 High Street, Watford, WD17 2BS on 08/07/2016 06:27:06.

Produet Codes Products Serviced Number Serviced
ND1 Nappy Disposal 1

The service detailed above was conducted on behalf of PHS Group by Glenford Nanton.

The service was acknowledged and signed for by angie, a copy of the collected signature is
displayed below.
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Standard Practices for correcting/transferring and completing ad-hoc APOS adjustments.
1, Correcting an accepted delivery note
e “Originally entered note number”/1
2. Transfers
o TXXXX DD/MM/YY (Where XXXX is the other pub you are transferring to/from)
3. Ullage
e Ullage DD/MM/YY

4. Incentives
e Follow the Gift SOP
5. Cash Food
e C.F.DD/IMM/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.

FAQ

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

If this happens you will still need to receipt for the goods. This will be a timing issue and you should
create a manual delivery note using the highlighted number on the crib sheet. If the ASN is received in
the same MOS period, you will need to remove your manual delivery note to not double your
purchasing data. If this is received after your MOS, your auditor will be able to correct at Mega.

| have a product that was auto allocated, what do | do?

This needs to be receipted manually by creating a new delivery note. The correct delivery note number
to use can be identified using this crib sheet. If you add these to your main order then you will trigger a
delivery note exception.

For Auto-drops from Matthew Clark please use the Order No to book in the stock.

For Tradeteam Auto-Drops please use the Tradeteam Ref .

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





