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Revisions: 

Issue Date By Change comment 

1.0 Dec-2006 EA Initial version. Explains order states that cover orders from the online 
shop as well. 
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1. Background 
Prolancer accepts orders for Information and Communication Technology (ICT) products in one of the 
following ways: 

1. via our online shop; 

2. via e-mail or fax; and 

3. over the telephone. 

We make a considerable effort to keep you, our valued customer, informed of the progress of your order. We 
send you progress updates via e-mail or, in the case when e-mail is not available, we phone you when your 
order progresses in the processing queue. 

An order for ICT products goes through a number of different status states. This whitepaper explains the 
states and the triggers that cause orders to progress from one state to the next. We hope that you will find the 
information useful and that it will simplify your experience with Prolancer. 

2. Order Status 
The subsequent figure shows the status states for every order for ICT products. Explanation of every state 
follows the figure. 

sm Product Order Status

Initial

New

Inv oiced

Paid

Cancelled

Final (Cancelled Orders)

Shipped

Closed

Final (Shipped Orders)

On Invoice

On Payment

On Cancel

On Dispatch

On Confirmation
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2.1. New State 
All orders for ICT products start in the “New” state. This state simply means that we have received the 
order and that we have placed the order in the processing queue. 

You will receive a copy of our Product Sales Order which will show the ICT products that you ordered, 
quantities for each product and base cost (excluding applicable taxes, surcharges and logistics costs) when 
your order enters this state. The sales order will contain the billing and delivery addresses as well. 

If the information on the update is incorrect, you should contact us immediately. 

2.2. Invoiced State 
Your order will remain in the “New” state until we determine the exact costs of applicable taxes, 
surcharges and logistics. When we know these costs, we will generate an invoice for your order and 
progress your order to the “Invoiced” state. 

We sell to an international market and deliver products from various locations (warehouses) in Australia 
and sometimes other countries. Our aim is to minimize the additional costs such as surcharges and 
logistics when we generate the invoice. Unfortunately, we can not do the same for taxes. 

You will receive a Product Invoice when your order enters this state. The invoice will show the total cost 
(including taxes, surcharges and logistics). 

At this point you have the following choices: you can either cancel the order (no fee applies) or pay the 
amount shown on the invoice. 

2.3. Cancelled State 
If you cancel your order after receiving an invoice from us, then your order enters the “Cancelled” state.  

This is a final state for an order. If you later change your mind and wish to proceed with the order, then 
unfortunately we ask you to create a new order for the same products. 

2.4. Paid State 
Your order will remain in the “Invoiced” state until we receive a payment (in full) from you or for seven 
(7) calendar days from the order date - whichever occurs first. 

If we do not receive a payment (in full) from you, your order will transition to the “Cancelled” state 
automatically after seven calendar days from the order date. 

However, your order will enter the “Paid” state when we receive a payment (in full) from you. 

You will receive a copy of the original Product Invoice when your order enters this state. The invoice will 
show that you have made the necessary payment. 

2.5. Shipped State 
Your order will remain in the “Paid” state until we make the necessary arrangements for the delivery of 
the products to your nominated delivery address. 

When the products leave the warehouse, your order will transition to the “Shipped” state. 

You will receive an Order Status Update that shows the expected delivery date. 

2.6. Closed State 
One (1) calendar day past the expected delivery date, you will receive a curtsey communication from us to 
confirm the delivery of the products. If all is well, your order will transition to the “Closed” state. 

This is the final state for your order. 
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3. Feedback 
We appreciate hearing from you and value your comments, suggestions and complaints on all aspects of our 
business. We are committed to becoming a better business, and your feedback will help us to achieve this. 

Please take a moment to e-mail us your feedback, or to complete the on-line feedback form or simply write to 
us: 

Feedback 
2/34a Olive Street 
Kingsgrove NSW 2208 
Australia 

 

Thank you. 

 


