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AIM 

To record invoices for goods and services that are provided by another department in the 

organisation, for internal accounting purposes. 

WORK ASSUMPTION 

Internal accounting has been set up as described in the relevant SOP.  

PROCEDURE  

STAGE ONE: RECORDING A MULTI-SHIPMENT INVOICE FOR AN INTERNAL 

CUSTOMER 

Aim: To record a multi-shipment invoice for goods or services provided to other departments 

in the organisation. 

1. Enter the Multi-Shipment Invoices form. 

2. Choose the internal customer that represents the department that received the 

goods or services. The Internal Invoice column (in the Price tab) is flagged 

automatically. 

3. Click the References tab. If the department providing the goods Is defined as a 

branch, make sure the correct Branch appears. 

4. Do one of the following: 

 To base the invoice on one document, specify its document type and 

number in the Document Number column of the References tab.  

 To base the invoice on multiple documents, enter the Documents for Invoice 

sub-level form. Record a line for each document to be billed by the current 

invoice. 

5. Enter the Invoice Items sub-level form. The parts, with their quantities and other 

details, are filled in automatically according to the documents linked to the invoice.  

 

Note: if no documents have been linked, itemise the invoice manually in this form.  

 

6. Revise the quantities, prices and discounts, as necessary.  

7. Return to the upper-level form. 

8. If the invoice needs to be checked before it is sent to the customer, assign it the 

Checking status (in the References tab). The invoice cannot be deleted, finalised or 

paid until this status is changed. 

9. When the invoice is ready to be finalised, select Finalise Invoice/Memo or Finalise & 

Print Invoice/Memo from the list of Direct Activations. 
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RESULTS 

 A unique internal invoice number is generated for internal invoice. 

 If the invoice is based on shipping (or return) documents or service calls, the Billed (or 

Credited) column is flagged in each document.  

STAGE TWO: RECORDING AN INTERNAL MULTI-GRV INVOICE 

Aim: To record a multi-GRV invoice for goods or services received from another department 

in the organisation.  

1. Enter the Multi-GRV Invoices form. 

2. Choose the internal vendor that represents the department that provided the goods 

or services. The Internal Invoice column (in the Price tab) is flagged automatically. 

3. Record a Date for the invoice. 

4. Specify the Invoice Number as it appears on the original invoice issued by the 

department that provided the goods or services.  

5. Click the References tab. If the department receiving the goods is defined as a 

branch, make sure the correct Branch appears. 

6. Record a brief remark in the Details column, if desired. 

7. Do one or more of the following: 

 To base the invoice on a single GRV, specify its number in the Documents 

Number column of the References tab. 

 To base the invoice on multiple GRV’s, enter the GRV’s for Invoice sub-level 

form. Record a line for each GRV being billed in this invoice.  

 To base the invoice on multiple return documents, enter the Return 

Documents for Invoice sub-level firm. Specify the return documents in 

question. 

Note: you can include both GRV’s and return documents in a single invoice.  

8. Enter the Invoice Items sub-level form. 

 If the invoice has been linked to one or more GRV’s and or return documents 

the parts, with their quantities and other details, are filled in automatically 

according to the linked documents.  

 If no documents have been linked, itemise the invoice manually in this form. 

Note: if the invoice includes both received and returned goods, the former are 

debited, and the latter are credited (appear with negative quantities). 

9. Revise the quantities, price and discounts, as necessary. 

10. Return to the upper-level form. 
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11. If the invoice needs to be checked, assign it the Checking status (in the References 

tab). The invoice cannot be deleted, finalised or paid until this status is changed. 

12. When the invoice is ready to be finalised, select Finalise Invoice/Memo or Finalise & 

Print Invoice Memo from the list of Direct Activations. 

RESULTS 

 A unique internal invoice number is generated for the internal invoice. 

 If the invoice is based on GRV ( or return ) documents, the Billed (or Credited) column 

is flagged in each document.  


