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Invoicing an order
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To invoice an order 

by building the 

invoice in web3, 

click this button.
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To submit a PDF invoice 

by email, send to 

Accounts Payable 

invoices.acc.pay@post
office.co.uk.
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Building an invoice in web3
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To invoice the whole 

order, click this 

button.
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To invoice individual 

lines, expand the 

order and select 

the lines to invoice.
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Building an invoice in web3 cont.

INVOICES SUPPLIER USER GUIDE

You must enter a 

reference here.

1



Building an invoice in web3 cont.

INVOICES SUPPLIER USER GUIDE

You can change the 

amount to invoice 

here.
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You can change the 

tax code here.
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Click this button to go 

to the summary page 

to review the invoice 

before submitting.
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Building an invoice in web3 cont.
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Click this button to 

submit the invoice.
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