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Supplier User Guide



To submit a PDF invoice

by email, send to
Accounts Payable

invoices.acc.pay@post

office.co.uk.

INVOICES SUPPLIER USER GUIDE

Invoicing an order

o invoice an order
by building the
invoice in web3,
click this button.
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My Invoices
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Building an invoice in web3

To invoice the whole
order, click this
button.

To invoice individual
lines, expand the
order and select

the lines to invoice.

Dashboard

My Orders

My Invoices

My Payments

My Credit

My Produc

My Account

Register New Invoice

Notes and Attachments

Build Your Invoice Charges Finalise Your Invoice Confirm

7 .
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Update Results

%IE;‘ Items PerPage |5 ¥

. Grder Number: 6700000612 Lines: "I Totat-NetVatus: 1;888:85GoP Avaiableteinveics: 1,008:88

Add Selected to Invoice




INVOICES SUPPLIER USER GUIDE

Building an invoice in web3 cont.

You must enter a
reference here.
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Dashboard

My Orders

My Invoices

My Payments

My Returns

Credit Notes

My Products

My Account

Register New Invoice

(Y Lines added successfully: 1

Notes and Attachments

Build Your Invoice Charges Finalise Your Invoice Confirm

Header Details

Your Reference # : I Legal Entity : Post Office Limited

External Purchase Order References Address : No 1 Future Walk

West Bars
Document Date  : |27/02/2020 | Chesterfield
S491PF
Tax Point  :27/02/2020 E United Kingdom
Tax Location :| United Kingdom v
Show all available tax locations
Tax Reference
CIS Available :No
Line Details
Items Per Page |5 ¥
1. - Lauren test
Expected To Invoice Amount To Invoice Unit Price Tax
= 1 Units - 1,000.00 GBP ) 1 1,000.00 GBP VAT VS 20.00%

Net Total Tax Total Gross Total

1,000.00 GBP 200.00 GBP 1,200.00 GBP
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Building an invoice in web3 cont.

West Bars
Chesterfield
549 1PF

United Kingdom

YOU can change the Document Date : [27/02/2020
amount to invoice

here Dashboard Tax Location : | United Kingdom v

&=

Tav Daint - D7/02/2020

Show all available tax locatic ns

My Orders

Tax Reference :a

Ao CIS Available : No
My Invoices

Line Details
My Payments

Items PerPage 5 ¥

You can change the

tax code here. 1. - Lauren test

My Credit Notes Expected To Invoice Amount "o Invoice Unit Price Tax

Net Total Tax Total Gross Total

My Products [9 L)@ | Units - 1,000.00 GBP 1,000.00 GBP VAT VS 20.00% X 1,000.00 GBP 200.00 GBP 1,200.00 GBP
My Account Update All Remcie.Salectad

Click this button to go
Tax Type Tax Amount Tax Code Tax Notes Gross Total : 1,200.00 GBP
to the summary page
. . . VAT@2(.00% on 1,000.00GBP 200.00GEP VS  None NetTotal - 1,000.00 GBR
to review the invoice ! o i
b f b .. Tax Total : 200.00 GBP
€fore su mlttlng' Recove able Tax 200.00 GBP VS None
Non-Recoverable Tax 0.00 GBP Vs None




Building an invoice in web3 cont.

INVOICES SUPPLIER USER GUIDE

Click this button to
submit the invoice.
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Dashboard

Register New Invoice

Notes and Attachments

Build Your Invoice Charges Finalise Your Invoice Confirm

Supplier & Invoice Details

[= Document

Line No. PO Number Description

1 6700000612 Lauren test

Tax Type Tax Amount Tax Code Tax Notes

VAT@20.00% on 1,000.00 GBP 200.00 GBP Vs None
Recoverable Tax 200.00 GBP Vs None

Non-Recoverable Tax 0.00 GBP Vs None

aty.

uoMm

Unit Price

1,000.00 GBP

Net Total Tax%

1,000.00 GBP VAT@20.00%

Tax Total

200.00 GBP

Gross Total :

Net Total :

Tax Total :

Gross Total

1,200.00 GBP

1,200.00 GBP
1,000.00 GBP

200.00 GBP




