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FING-103 How to register a purchase invoice 

 

 

 
 

 

 
 

 

 
 

    
 Go to  
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A complete list of purchase invoice to be registered with appear: 

 

 
 

 

Double-click on the first line you want to register, and it will open in the registration screen (below). A scanned image of the 

invoice will appear on your second screen. 

 

 
 

 

 

Understanding the order screen        

 

 

It is extremely important to match the invoice against the original 

purchase order lines. Always check the description and original 

quantities, and if you require more information, go to the document 

archive and refer to the purchase order document. 
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If the ordered items have been ʸGRNʹdʹ (confirmed as received) then these order  lines will AUTOMATICALLY 

APPEAR on the screen ready to be matched, with a corresponding GRN number (always starting with 9).   
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Click to move to the next document for registration. 


