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VM3COP03.15 - Humanmed – Invoice Only Orders/No Goo ds Being Shipped 
 

Trails, loans and rentals 
 
The Sales Representatives often give trials, loans and rentals of equipment and as such, don’t 
need any goods to be shipped but the customer still requires an invoice for the loan of products 
and the representative’s time. 
 
The representative will send a quotation for us to work from. 

 
 

1. Place the order on the system as per VM3COP03.08, only one copy of the ‘order 
checking’ document is required.  

 
If the invoice is for a rental, or if the customer has used a single item that would normally be 
sold in boxes of 5, add the product as a descriptive item. 
 

2. To do this, from the order processing page, Click on 
the, ‘Add Descriptive Item to Order’ field and enter the 
full description of the item. Then click the, Add 
Descriptive Item’ button to add it to the order. 

 
3. The item will appear in the list but will have no pricing. In the, ‘Unit Price’ field, enter the 

price as per the quotation and click the, ‘Update’ button.  

 
 
Repeat for all items on the quotation. 
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4. Continue as per normal order but print one copy of the, 

‘Order Checking’ document.  
 
 

5. Then click the, ‘Order is Ready for Checking’ button.  
 

6. Place in the checking tray in the office. Do not take a copy 
to Goods Out as no items need to be shipped. 

 
 
 
Note:  The order checking document should look like this when 
completed. 
 
 
 
 
 
 
 
 
 
 
 

7. When the order has been checked, navigate to the, ‘Opera’ 
tab in IntraStats and click on, ‘Outstanding Customers 
Orders’. 

 
 
 

8. Find the order in the, ‘Started order, but not shipped’ list and click the, ‘Order Sent’ button 
on the correct line. 

 
 
A message will appear under, ‘Human Med Customer Orders’ at the top of the screen saying 
either, ‘order not complete’, or ‘ ‘order completed’. 
 
If it says, ‘order not complete’, contact the Humanmed 
Director and ask them to push the order through to the 
invoicing stage. 
 

9. Otherwise, the order will progress to the invoicing stage and can be invoiced as per 
VM3COP03.12. Before completing the invoice, it is recommended that you email the 
sales rep with a copy of the ‘Preview Invoice’ to confirm that everything is correct. 

 
10. File the paperwork as per VM3COP20.28. 
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11. When confirmation is received from the Sales 
Representative, commit the invoice and it will be sent as per 
VM3COP20.061. 

 
 
 
 
 
 
 
 
 
Service Contracts and Repairs 
For services and repairs of equipment, follow the above steps but print two copies of the order 
checking document. On the order checking documents, write, ‘no goods to be shipped, please 
print barcode for service/repair and scan to order’. 
 
Take one to Goods Out as per normal order. Goods Out will print a barcode and scan to the 
order as normal, it should then be ready for invoicing. If it does not appear in the invoicing list, 
speak to the Humanmed Director who will rectify this. Continue from step 9 above. 
 
 
Note: The invoice can be generated on the same day if no goods are being shipped. If any 
goods are leaving the building, do not invoice until the following day. 
 
 


