TECHMNOL OGTES Approve Supp“er |nVOiC€

We are currently updating our site; thank you for your patience.

PROCUREMENT

APPROVE SUPPLIER INVOICE

This will process the Supplier Invoice financial transaction via the SINV driver

to the linked Financial System.

Once approved, if there are any issues with the invoice, a Supplier Debit Note
will need to be raised against it. This Supplier Debit Note will reverse the Sup-

plier Invoice.

Ribbon Select Procurement > Invoices
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»N BUYBGRO0000157 SPROO1 ‘Sprint Distributors Local 27/01/2015 ‘GRO0000157 IR 100 14,00 500.00 570.00 456789123 A Harry Jackson
N BUYBGRO0000158 SPROO1 ‘Sprint Distributors Local 27/01/2015 ‘GR00000158 IR 1.00 14.00 500.00 570.00 456789123 A Harry Jackson
N BUYBGR00000171 SPROO1 ‘Sprint Distributors Local 16/03/2015 GRO0000171 ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGRO0000175 SPROO1 ‘Sprint Distributors Local 12/05/2015 GRO0000175 ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGR00000177 SPROO1 ‘Sprint Distributors Local 14/05/2015 ‘GRO0000177 ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N SWAPGR00000179 SUPOO1 ‘Buy Back Supplier 06/07/2015 GRO0000179 ZAR 1.00 14.00 15,000.00 17,100.00 0000000000 A ‘Supplier Contact
N SWAPGR00000180 SUPOO1 ‘Buy Back Supplier 06/07/2015 (GR00000 180 ZAR 1.00 14.00 15,000.00 17,100.00 0000000000 A ‘Suppler Contact
N SWAPGR00000181 SUP0O1 ‘Buy Back Supplier 06/07/2015 GROO000181  ZAR 1.00 14.00 4,000.00 4,560.00 0000000000 A Supplier Contact
N or2441 SPROO1 ‘Sprint Distributors Local 18/11/2015 ZAR 1.00 14.00 1,000.00 1,140.00 456789123 A Harry Jackson
N BUYBGRO0000281 SPROO1 Sprint Distributors Local 23/06/2016 (GR00000281 ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGRO0000282 SPROO1 ‘Sprint Distributors Local 23/06/2016 (GRO0000282 AR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGR00000283 SPROO1 ‘Sprint Distributors Local 23/06/2016 (GR00000283 ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGRO0000285 SPROO1 ‘Sprint Distributors Local 23/06/2016 (GRO0000285 AR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGRO0000286 SPROO1 ‘Sprint Distributors Local 23/06/2016 (GRO0000286 ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGR00000287 SPROO1 Sprint Distributors Local 23/06/2016 (GR00000287 ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N SINV741 SPROO1 ‘Sprint Distributors Local 05/07/2016 (GRO0000293 28R 1.00 14.00 45,000.00 51,300.00 456789123 A Harry Jackson
N 123456.99 SPROO1 ‘Sprint Distributors Local 12/08/2016 IR 1.00 14.00 150.00 171.00 456789123 A Harry Jackson
N SINV11.22.33 SPROO1 ‘Sprint Distributors Local 07/09/2016 IR 1.00 14.00 150.00 171.00 456789123 A Harry Jackson
N SINV4788 SPROO1 ‘Sprint Distributors Local 07/09/2016 ‘GR00000298 IR 1.00 14.00 2,500.00 2,850.00 456789123 A Harry Jackson
N 789456 SPROO1 ‘Sprint Distributors Local 31/10/2016 ZAR 1.00 14.00 200.00 228.00 456789123 A Harry Jackson
N SWAPGR00000311 SUP0O1 ‘Buy Back Supplier 03/04/2017 (GRO0000311 AR 1.00 14.00 4,850.00 5,529.00 0000000000 A ‘Suppler Contact
N SINV12344566 TON002 Tonys Copy Shop 12/04/2017 AR 1.00 14.00 500.00 570.00 9874561321 A Tony.
N SINV12344566 TON002 Tonys Copy Shop 12/04/2017 ZAR 1.00 14.00 500.00 570.00 9874561321 A Tony
N SINV12344566 TON002 Tonys Copy Shop 12/04/2017 ZAR 1.00 14.00 500.00 570.00 9874561321 A Tony
N inv1 SPROO1 ‘Sprint Distributors Local 13/04/2017 ZAR 1.00 14.00 11,500.00 13,110.00 456789123 A Harry Jackson
N BUYBGRO0000321 SPROO1 ‘Sprint Distributors Local 02/05/2017 (GRO0000321 AR 1.00 14.00 500.00 570.00 456789123 A Harry Jackson
N BUYBGR00000322 SPROO1 Sprint Distributors Local 04/05/2017 ‘GR00000322 IR 100 14.00 500.00 570.00 456789123 A Harry Jackson -
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Approve Supplier Invoice

Your employee user record should be linked to a default site. In this case, the

site will auto populate with this default, otherwise the site must be manually

selected.

Another site can be selected, if required, and if you have the security rights to

access the site.

If All Sites displays here, then you do not have a default site configured on

your user record, and need to select the required site.

Upon opening, this screen will default to the New status.
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O] BUYBGROD000157 SRODI  SprintDitrbutors Local 2pynis  cRooooss7  ZR 100 1500 500.00 57,00 456789123 A Harry Jedkson
N BUYBGRO0000158 SPROO1 ‘Sprint Distributors Local 27/01/2015 GRO0000158  ZAR 1.00 14.00 500.00 570.00 456789123 A Harry Jackson
N BUYBGRO0000171 SPROO1 ‘Sprint Distributors Local 16/03/2015 GRO0000171  ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGRO0000175 SPROO1 ‘Sprint Distributors Local 12/05/2015 GRO000017S  ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGRO0000177 SPROO1 ‘Sprint Distributors Local 14/05/2015 GRO0000177  ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N SWAPGR00000173 SUP0O1 ‘Buy Back Supplier 06/07/2015 GROO00017S  ZAR 1.00 14.00 15,000.00 17,100.00 0000000000 A ‘Supplier Contact
N SWAPGR00000180 SUP0O1 ‘Buy Back Supplier 06/07/2015 GROO000180  ZAR 1.00 14.00 15,000.00 17,100.00 0000000000 A ‘Supplier Contact
N SWAPGR00000181 SUP0O1 ‘Buy Back Supplier 06/07/2015 GRO0000181  ZAR 1.00 14.00 4,000.00 4,560.00 0000000000 A ‘Supplier Contact
N or2441 SPROO1 ‘Sprint Distributors Local 18/11/2015 AR 1.00 14.00 1,000.00 1,140.00 456789123 A Harry Jackson
N BUYBGR00000281 SPROO1 ‘Sprint Distributors Local 23/06/2016 GROO000281  ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGR00000282 SPROO1 ‘Sprint Distributors Local 23/06/2016 GRO0000282  ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGR00000283 SPROO1 ‘Sprint Distributors Local 23/06/2016 GRO0000283  ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGR00000285 SPROO1 ‘Sprint Distributors Local 23/06/2016 GROO000285  ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGR00000286 SPROO1 ‘Sprint Distributors Local 23/06/2016 GRO0000286  ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGRO0000287 SPROO1 ‘Sprint Distributors Local 23/06/2016 GRO0000287  ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N SINV741 SPROO1 ‘Sprint Distributors Local 05/07/2016 GRO0000293  ZAR 1.00 14.00 45,000.00 51,300.00 456789123 A Harry Jackson
N 123456.99 SPROO1 ‘Sprint Distributors Local 12/08/2016 AR 1.00 14.00 150.00 17100 456789123 A Harry Jackson
N SINV11.22.33 SPROO1 ‘Sprint Distributors Local 07/09/2016 ZAR 1.00 14.00 150.00 171.00 456789123 A Harry Jackson
N SINv4788 SPROO1 ‘Sprint Distributors Local 07/09/2016 GRO0000298  ZAR 1.00 14.00 2,500.00 2,850.00 456789123 A Harry Jackson
N 789456 SPROO1 ‘Sprint Distributors Local 31/10/2016 28R 1.00 14.00 200.00 228.00 456789123 A Harry Jackson
N SWAPGR00000311 SUP0O1 ‘Buy Back Supplier 03/04/2017 GRO0000311  ZAR 1.00 14.00 4,850.00 5,529.00 0000000000 A ‘Supplier Contact
N SINV12344566 TON002 Tonys Copy Shop 12/04/2017 AR 1.00 14.00 500.00 570.00 9874561321 A Tony.
N SINV12344566 TONOO2 Tonys Copy Shop. 12/04/2017 28R 1.00 14.00 500.00 570.00 9874561321 A Tony
N SINV12344566 TON002 ‘Tonys Copy Shop 12/04/2017 R 1.00 14.00 500.00 570.00 9874561321 A Tony
N inv1 SPROO1 ‘Sprint Distributors Local 13/04/2017 R 1.00 14.00 11,500.00 13,110.00 456789123 A Harry Jackson
N BUYBGRO0000321 SPROO1 ‘Sprint Distributors Local 02/05/2017 GRO0000321  ZAR 1.00 14.00 500.00 570.00 456789123 A Harry Jackson
N BUYBGR00000322 SPROO1 ‘Sprint Distributors Local 04/05/2017 GRO0000322  ZAR 1.00 14.00 500.00 570.00 456789123 A Harry Jackson
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TECHMNOL OGTES Approve Supp“er InVOiCe

A message box will come up noting: The supplier invoice, no. [invoice num-
ber] has been processed as accepted.

e Click on Ok.
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» 262 N SINVGRNS18PO514 SPROOL Sprint Distributors Local 23112022 PO0000514 AR 1.00 15.00 900.00 1,035.00 456789123 A Ha

261 N 51234567890 SPROO1 Sprint Distributors Local 2112022 PO0000497 R 1.00 15.00 900.00 1,035.00 456789123 A Ha

20 N SRO0L 13062018 POODOOSTS  ZAR 100 15.00 700,00 505,00 45679123 A o

27 N SIWGRNS15 RO Sprint Dstibutors Local 2jn2 P00 2R 100 15.00 50.00 69.00 456789123 A Ha

25 N SINVPGRN490 SPROOL Sprint Distributors Local 11/09/2018 PO0000185 R 1.00 15.00 98.00 112.70 456789123 A Ha

255 N BUYBDSGR00000508 SPRO0L Sprint Distributors Local 03/05/2019 DSGROO000S08  ZAR: 1.00 15.00 450.00 517.50 456789123 A Ha

28 N SINVPO457 SPROO1 19/11/2018 ZAR 1.00 15.00 15,300.00 17,595.00 456789123 A Ha

248 N BUYBDSGRO0000496 SPRO01 Sprint D Supplier Invoice - Process X 1.00 15.00 0.00 0.00 456789123 A Ha

247 N SWAPDSGROO000495  SUPOO  Buy Bac 100 15.00 7,500.00 5,625.00 0000000000 A su
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239 N BUYBGROO000436 SPRO0L Sprint Diy processed as accepted. 1.00 14.00 500.00 570.00 456789123 A Ha

28 N BUYBGROD000435 SOOI SpintDY 100 1400 500.00 .00 45679123 A Ha

237 N BUYBGROOD00434 SPROOL Sprint Dif 1.00 14.00 500.00 570.00 456789123 A Ha

236 N BUYBGR00000433 SPRO0L Sprint Diy 1.00 14.00 500.00 570.00 456789123 A Ha

235 N BUYBGROO0D00432 SPROO1 Sprint Distributors Local 16/04/2018 GROO0D0432  ZAR 1.00 14.00 500.00 570.00 456789123 A Ha

234 N BUYBGRO0000431 SPROOL Sprint Distributors Local 16/04/2018 GRO0000431  ZAR. 1.00 14.00 500.00 570.00 456789123 A Ha

233 N BUYBGRO0000430 SPROO1 Sprint Distributors Local 16/04/2018 GROO0D0430  ZAR. 1.00 14.00 500.00 570.00 456789123 A Ha

232 N BUYBGROOD00429 SPROO1 Sprint Distributors Local 16/04/2018 GROO0D0429  ZAR 1.00 14.00 500.00 570.00 456789123 A Ha

25 N SWAPGROD000407  SUPO1  Buy Back Suppler 0802018 GRODDOOH7  ZAR 100 1400 1,910.60 2,178.08 0000000000 A Su

21N SWAPGRODODOH03  SUPOL  Buy Back Suppler 06/12/2017  GRODOOOA3  ZAR 100 1400 3,500.00 3,390.00 0000000000 A su

29 N SWAPGRODOOO401  SUPOD  BuyBack Suppler 05122017 GROOOOOAOL  ZAR 100 1400 129.98 148.18 0000000000 A Su

28 N BUYBGRO0000396 SPRO01 Sprint Distributors Local 17/11/2017 GRO00003%  ZAR 100 14.00 500.00 570.00 456789123 A Ha

27 N SWAPGRODOD0192  SUPOL  Buy Back Suppler W07 GRoOOB2 2R 100 1400 4,000.00 4,560.00 0000000000 A su

216 N SWAPGR00000391 SUPOOL Buy Back Suppher 30/10/2017 GRO0000391  ZAR 1.00 14.00 4,850.00 5,529.00 0000000000 A Su

215 N SNv45678 SPROO1 Sprint Distributors Local 13/09/2017 GRO00003%0  ZAR 1.00 14.00 30.00 34.20 456789123 A Ha

23 N SINV-GRN388 SPROO1 Sprint Distributors Local 15/08/2017 R 1.00 14.00 3,675.00 4,189.50 456789123 A Ha

ne N amv-aas neMnt Murhan Cany Shan 12717 780 100 1400 A a0 708 NN @R7AEADI & [0
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The Supplier Invoice can be found by selecting the Updated status filter.
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» %20 SINVGRNSI8POS14  SPRODI  Sprint Distributors Local 21222 o004 ZAR 100 15.00 00.00 1,035.00 456789123 A Ha
254 U SIWPOS01L SPRODL  Sprint Disributors Local 09/03/2013  DSGRODOOOSDS ZAR 100 15.00 00.00 920,00 456789123 A Ha
23U SIV-PO500 SPRO0L  Sprint Distributors Local 03/03/2013  POOOOSO0  ZAR 100 15.00 70.00 805.00 456789123 A Ha
220 SWAPDSGRODOOOS00  SUPO1  Buy Back Suppler 19/1/2018  DSGRODO00S00 ZAR 100 15.00 125.98 149,98 0000000000 A su
510 SIW-P0472 SPRODL  Sprint Disributors Local 19/1/2018  DSGROD00049 ZAR 100 15.00 15,300.00 17,595.00 456789123 A Ha
20 U SIW-pO%8 SPRODI  SprintDistrbutors Local 19112018 DSGRODO0O4S ZAR 100 15.00 30.00 34.50 456789123 A Ha
26 U SINV4SS6712596523  SPRODI  Sprint Distributors Local 18032018 PODOODH4  ZAR 100 15.00 1,40.00 1610.00 456789123 A Ha
25 U SINVG38569856 SPRODL  Sprint Disributors Local 12/09/2018  DSGROD001 ZAR 100 1400 800.00 912.00 456789123 A Ha
244U SINV7B4578457845  SPRODI  Sprint Distributors Local 10032018 POO0OH0  ZAR 100 1400 4,950.00 5643.00 456789123 A Ha
230 test1020-478a SPRODL  Sprint Disributors Local 10052018 GRODOOOHS  ZaR 100 14.00 500.00 500 456789123 A Ha
%2 SWAPGRO0000440 SUPOOL  BuyBack Suppler /042018 GRODODHD  ZAR 100 1400 7,500.00 8,550.00 0000000000 A su
2410 BUYBGRO0000438 SPRO01  Sprint Disributors Local 16/042018  GRODODO4I  ZAR 100 14.00 500.00 57.00 456789123 A Ha
210 SINVb2b15perc SUPOOL  BuyBack Suppler 27j02/2018 7R 100 15.00 2,200.00 2,530.00 0000000000 A Su
20U SINV-15Perc SPRODI  SprintDitrbutors Local 13/02/2018 P 100 15.00 00.00 1035.00 456789123 A Ha
2 Testispercvat SPRODL  Sprint Distrbutors Local 210272018 R 100 15.00 15,900.00 18,285.00 456789123 A Ha
28 U babinvoice 12345 SPRODL  Sprint Disributors Local 01/02/2018 2R 100 14.00 10763 12270 456789123 A Ha
270 SWAPGROO000409 SUPOOL  BuyBack Suppler 080218 GRODDOO4S  ZAR 100 1400 3,500.00 3,390.00 0000000000 A su
26 U SWAPGRO0000408 SUPOOL  Buy Back Suppler 080218 GRODDOWS  ZAR 100 14.00 1,910.60 2,178.08 0000000000 A Su
24 u SWAPGROD000406 SUPODL Buy Back Suppler 08/01/2018 GROODD0405  ZAR 100 14.00 1,910.60 2,178.08 0000000000 A su
2 tests7541258964523  TONOO2  Tonys Copy Shop 2217 Powmsz  ZR 100 14.00 7,500.00 8,550.00 9874561321 A To
2 test87541258964523  TONOO2  Tonys Copy Shop 2)u20  Powood2  ZR 100 14.00 7,500.00 8,550.00 9874561321 A To
2w tests7541258964523  TONDO2  Tonys Copy Shop 21217 pooooaz  zR 100 1400 7,500.00 8,550.00 9874561321 A To
2 u SWAPGRO0000404 SUPOOL  BuyBack Suppler 06/12/2017  GRODDOO44  ZAR 100 14.00 500.00 570.00 0000000000 A su
20 u SWAPGRO0000402 SUPOOL  BuyBack Suppler 06/12/2017  GRODDOO402  ZAR 100 14.00 3,500.00 3,390.00 0000000000 A su
2w SINV-GRN387 SPRO01  Sprint Disrbutors Local 1408/2017  PODOODHL  ZAR 100 14.00 10,000.00 11,400.00 456789123 A Ha
iy SIWV-GRN384 SPRODL  Sprint Disributors Local 08/08/2017  POOOO3Z2  ZAR 100 14.00 166,022.49 189,265.64 456789123 A Ha
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Standard Supplier Invoice
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Approve Supplier Invoice

* Supplier Invoice Intro

* Add Supplier Invoice

* Edit Supplier Invoice

* Delete Supplier Invoice

* View Supplier Invoice

¢ Print Supplier Invoice

* Approve Supplier Invoice

* Decline Supplier Invoice

* Supplier Invoice Documents

Back to Back Supplier Invoice

* B2B Supplier Invoice Intro
* Add B2B Supplier Invoice
» Edit (same process as Edit Supplier Invoice)

e Delete (same process as Delete Supplier Invoice)

« View (same process as View Supplier Invoice)

e Print (same process as Print Supplier Invoice)

» Approve (same process as Approve Supplier Invoice)

* Documents (same process as Documents for Supplier Invoice)
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