Humanmed Invoicing
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From the ‘Opera Data’ tab on Intrastats, click on ‘Deliveries Not Invoiced’

Recent deliveries will be displayed. Do NOT invoice deliveries that have been processed the same day, wait until the next working day.
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Click on, ‘Order Sent Delivery confirmed’ in order to generate the invoice
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A new button stating, ‘Generate Invoice’ will appear, click this
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You will be presented with a screen displaying all part numbers and prices applicable to that invoice. Click on the PDF at the top-left stating the purchase order (PO) number.

This will download a scanned fax or PDF version of the PO, open it and ensure all parts and prices (including VAT) are correct as per the preview list and ensure the purchase order number is correct. 

Any contact with the customer will be mentioned in the, ‘Order Checking Memo Notes:’ section.
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When you are satisfied that all is correct, click ‘Preview’. Ensure VAT has been added correctly. Next, ensure the invoice address matches the purchase order. If you are satisfied with the preview, click ‘Commit Invoice R-****** To Ledger’


[image: image4.png]Preview Final Invoice for Delivery D120267-1 - Note all items here listed individually

Customer Order Reference
Order Checking Memo Notes:
06/07/2016 Katie Evans.

6.07.16 Delivery Note * D120267-1 Number Packages in the Delivery 2

Updste Invaos R12025

e e e oo

x 503004 Irrgation | Aspiration Cannula STS 16 Hold Suction Holes bos 10 4182 25092 oK

x 5700015 Evo WAL Applicators for BodyJet 370cm Long (Box 5) o 40 119.48 71688 oK

s o o o ECTD)
e S





If there are any discrepancies, locate the paperwork, which may be filed or archived, see VM3COP20.28 – Filing and Archiving. 

This does not email the invoice but adds it to the “Invoices to be Emailed List”.

Please see VM3COP20.061 - Sending Invoices Via E-Mail in order to send.
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