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Enter a Purchase Invoice 
 
 
Press the Purchases menu tab and then choose the Invoices received button. 
 

 
 
If required, choose the correct supplier in the drop down Search box. It will 
default to the last viewed one. 

 
 
 
 
 
 
 
 
 

 
 
When you have the right supplier, click on the New invoice button. 
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When the record is saved, the software will automatically fill in the Our number 
and Period/ Year end fields. The next number in the sequence or records will be 
chosen. Fill in the Delivery date and Invoice date.  If you put a full-stop [.] and 
press tab in Delivery date, it will default to today’s date and automatically fill in 
the other two fields. The software will supply the settle date based on the terms 
you input for this supplier record. You can overtype any of these dates if you need 
to. 

 
 
 
 
 
 
 
 
 
 
 
 

 
The Deliver to and Their ref fields are optional. There is also a Debit note field if 
you need it. The software will complete the Paid field once the invoice has been 
paid. 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Click on New line to enter the line items on the invoice. 
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Enter the Details followed by the Quantity and Price.  The Net will be 
automatically worked out. If you only know the Gross amount (the price including 
tax) then type that figure into the price field and press the Gross to Net (G>N) 
button.  The software then calculates the correct Net figure and completes the rest 
of the line for you. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the VAT code in the VC drop down box. The VAT will then be automatically 
calculated for you. Select the Nominal code from the drop down list. The Line total 
is the gross amount of that line. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Press Save to complete the record. Once you have saved the line, you can add 
additional lines by pressing the New line button. 
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Editing and deleting the invoice 
 
If you need to edit the header information, for example to add their reference 
number, you can edit what you need to and then click Update header only.  This 
will save the changes you have just made. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
To edit the line details, press Select next the desired line, change the details, then 
click Save. 
 
 
 
 
 
 
 
 
Press Delete next to the line to delete it.  
 

 
 


