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VM3COP20.65 – VST - Invoicing  
 
Before sending the invoice to the customer, they must first be checked and printed to PDF. 
 
Log into IntraStats as per VM3COP20.73. 
 
Office staff will collect the paper copy of the invoice from 
the Goods Out department after shipping. This needs to 
be thoroughly checked to ensure all pricing details are 
correct and then re-checked by a different member of 
the office team. Both team members need to stamp the 
invoice with their ‘checked’ stamp, ensuring that the 
correct date is displayed and initial next to it. 
 
 
 
 
 
 
 
Once it has been checked, it needs to be printed to PDF. 
To do this, click on the ‘lookup’ tab in IntraStats, then 
click on ‘Opera Documents Req. PDF’ under the ‘Work 
Lists’ heading. 
 
 
 
 
 
 
 
 
 
 
 

 
Locate VST invoices in the list, they being with VSTIN. 

 
 
 
 
 
 
 
Login to VST Opera as per VM<3COP20.73 and click on 
‘S.O.P’>’Processing’. 
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Click ‘Find’ or press the ‘F’ key and type in the account 
number of the first invoice in the list on IntraStats, then 
press ‘Enter’. 
 

 
 
 
 
 
Click on ‘Invoice’ or press the ‘I’ key, a list of invoices will 
be displayed. Scroll to the bottom of the list to locate the 
invoice number displayed on IntraStats. Then click ‘F2 
Print’ or press the F2 key. 
 
 
 
 
 
 
 
A dialog box will open, in the drop down menu, select 
‘d1pdf’ and click ‘Printer’. 
 
 
 
 
When this message is displayed, click ‘No’ as an Alignment 
Check is not needed at this point. 
 
 
When asked if you would like to reprint the document, select 
‘No’. 
 
 
 
 
 
All invoices must be saved in U:\operadocs.  
 
A dialog box will appear. Amend the ‘File Name’ field to 
the correct location. To do this, click on the icon to the 
right of the field, this will open Windows Explorer. 
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Navigate to U drive, and then double-click on the folder 
named, ‘operadocs’. 
 
Type the invoice number in to the ‘File Name’ field. 
 
Ensure that when typing the invoice number, you type 
the letters in capitals, exactly as it appears in IntraStats. 
 
Then click the ‘Save’ button. Windows Explorer will 
close. 
 
 
 
 
You will be returned to the PDF saving dialog box. 
Check that the ‘File Name’ field is correct, it should state 
‘U:\operadocs\VSTIN*****.pdf’.  
E.g. ‘U:\operadocs\VSTIN00951.pdf’ 
 
 
 
 
 
 
 
 
 
 
 
After saving, the PDF will open, ensure that the file name displayed at the top, matches the 
invoice number on the PDF.  

 
 
Return to IntraStats and tick the box to confirm that it has been PDF’ed, then press the F5 key 
to refresh the page. If the invoice disappears, the task has been competed correctly.  

 
 

If it is still in the list, it has been saved with the incorrect name. Navigate to U:\operadocs, locate 
the file and amend the name – see colleagues if assistance is required. 
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Return to IntraStats. Click on the ‘lookup’ tab then click 
on ‘Invoice to be Emailed List VST’ under the ‘Work 
Lists’ heading. 
 
 
 
 
 
 
 
 
 
 
 
From the list displayed, click on the invoice number and locate the paper copy. Ensure the 
paper copy has two checked stamps. 

 
 
Ensure that the invoice number on the PDF matches the paper copy. Check the company name 
matches. Also check that the invoice has a value, occasionally Opera misses the value and it 
has to be added manually. Lastly, check if there are any memos on the body of the invoice 
telling you not to send the invoice, this may be due to an internal error. 
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When checked, close the PDF tab and click the ‘Send Invoices’ button on the same line. 

 
 
On the next screen, ensure that only invoices that have 
been checked are ticked. Click the ‘SEND SELECTED 
INVOICES’ BUTTON. 
 
A confirmation will be displayed. Click the ‘Return to 
Listing’ link and begin the process again with any further 
invoices. 
 
When the invoice has been emailed, place the paper copy in the shredding bin located in the 
office. 


