FING-103 How to register a purchase invoice
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A complete list of purchase invoice to be registered with appear:

Element type I Furchase invaice j Document tupe | Purchase Order Invoices j

Comments Client Transaction number Invoice No:

1 W fpins®

1 [0 rins U1 024420507
2 O rns U1 031321

3 O rns U1 091731060
4 [0 pins U1 030001994
5 O pFms U1 0 7535

6 O rns U1 03141394

7 [0 pins U1 01541103 RI
8 O rns U1 092079861

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.
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Itis 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.

Understanding the order screen
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If the ordered items have been YGRN'd' (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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44 F M Click to move to the next document for registration.
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