
All screenshots in this document are from P-2. The screen below is the standard input screen for invoices.  Both 
sales and purchase invoices are entered into screens that are almost identical. 
 
Invoices can be created ‘manually’, i.e. not based on a parent document, but created from scratch, like this: 

The date and the supplier’s invoice number are entered on the first tab. All the other details are retrieved 
from the sales or purchase order from which the invoice is derived. If the invoice is derived from multiple 
GRNs or despatches with different parent orders, then there will be a choice of  which order to use as the 
basis for the invoice. 
 
This screen is configured to hide some fields such as currency, exchange rate, due date and discount level. 
There tab entitled References can optionally be hidden. This shows all the invoice references and terms. 
 
When this screen is completed, items will be entered (as over) and then return to this screen to authorise, 
print and save. On saving, the invoice can  (if the option is implemented) automatically be posted to Dream 
or PS Financials. 
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More usually, the invoice will be created by selecting a GRN document to 
base the invoice on. Either way, the next step is to process the items. 



Invoice Items can be selected manually (for a manual invoice) or will be pre-selected based on the combination of 
parent order and parent despatch note or GRN: 

The prices are taken from the parent order. The quantities are taken from the parent despatch note or GRN. 
Items not on any of the parent documents, e.g. carriage charges, can be added to the invoice manually. 
 
For purchase invoices, the principle of P-2 is that the value should equal that on the supplier invoice, and 
that is achieved by altering the price on the above screen to match the invoice. 
 
The bottom of the screen shows the order value as a running total, and the ‘Invoiced Items’ branch at the top 
just shows the items so far added to the order.  
 
As with all P-2 screens, there 
are extensive right-click options. 
 
Invoices can be entered using 
simple input (right), which is a 
faster option, particularly when 
staff who are familiar with your 
organisation’s part numbering 
are entering invoices manually. 
 
You will find more details about 
simple input screens in the bro-
chure about Order Processing. 
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Invoicing 
Purchase Invoices are subjected to an Invoice Matching process. 
 
An invoice is created using the quantity from a GRN and the price from the related order. If the value does not 
agree to these then the Invoice Matching screen,  shown below, pops up. 

• Adjust/Accept (as shown) where you simply acknowledge the difference and carry on with the invoice 
processing at a different price from that expected. 

• Create Adjustment where you create an adjustment document, add items to it (special items related 
to the reason for the discrepancy). These adjustments can be reported on, and can be posted to 
Dream or PS Financials. 

• Create Debit Note where you create a debit note to send to your supplier. Debit Notes can be posted  
to Dream or PS Financials. 

• Invoice later, which occurs if the invoice is for a smaller quantity than the GRN. 

The options you see for dealing with a discrepancy depend on your system settings, your system, and the permis-
sions given to your users . Options can include: 

There are other invoice matching options and functions, and these can be ex-
plained during a demonstration. 
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Invoicing 
 
Sales invoices can be output in a number of ways, which are described in our Order Processing brochure. 
 
If you are using the version of P-2 which shares data with Dream or PS Financials, you can post the invoice to 
Dream after authorising it. This can be done immediately on save, or in bulk at a later stage. Users whose system is 
linked to PS Financials can post invoices in bulk using P-2. 
 
In the case of sales invoices, the cost of sales can be 
posted to Dream or PS Financials as part of the posting 
process. 
 
The value taken as cost of sales can be one of several 
values stored in the system, e.g. standard purchase 
price or average price. The cost of sales is then debited 
to a cost of sales expense code and credited to the bal-
ance sheet stock code. An example is shown right. 
 
The data on Invoices and GRNs/despatches is used to 
create Intrastat returns. These can be prepared auto-
matically using the standard fields in P-2, and sub-
mitted electronically direct from the program to HMRC. 
 
The settings against each item in P-2 determine the rev-
enue or cost general ledger (nominal) code used on an 
invoice.  
 
The screen (right) shows two items on an invoice being 
set against variable nominal and account codes, though 
items can equally be assigned to a fixed nominal ac-
count code. 
 
The system can use wild-cards to assign revenue and 
costs to nominal codes which include a prefix or suffix 
equivalent to a department or division code. 

For more information about P-2, please download one of our other P-2 
brochures: 
 

• Overview 
• Order processing 
• Stock Control 
• Utilities 
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