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Confirm delivery

A confirmation of delivery must be done as soon as possible after the delivery of your
goods, or after your service has been performed. A confirmation of delivery must also
be done if your order has been partially delivered or executed.

Confirmation can be done in two ways, either through the tab "All requisitions", select
"Deliveries and orders" or through the invoice details.

Waiting for order confirmation

If an order has the status Pending order confirmation, a "Manual order response"
must first be done before the order can be confirmed.

o This order is waiting on Merck Life Science to respond with an order response. If you have already received the delivery create a manual order
respanse with the button to open up to confirm delivery. Manual order response

Click on the "Manual order response" button. The status of the order is changed to
Not acknowledged and a confirmation can now be created.

Support: https://www.staff.lu.se/
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Confirm delivery through All requisitions

Click on "All requisitions " and then "Deliveries and orders".

Visma Proceedo  Purchase  All requisitions  Invoices

Searchrequisitions  Approve Requisition  Deliveries and orders

Then a list of unreceived orders will be shown. Click on the order you wish to confirm
delivery.

If it's an order with goods, enter the received quantity. The system always suggests
that all items have been delivered. In case you did not receive the entire order, fill in a
zero on the items you did not receive. If you have received parts of the order, fill in
the quantities you did receive.

Item Unit price (exdl. Received quantity Previously received Confirm amount Confirm amount
VAT (net) ross)
. n @ Confirm delivery
Offertmapp Premium A4 PP svensk halning 160,02 SEX I:l Qe e | 15002 ‘ ‘ 20003 ‘
bl3 Erp 20st. (6302814) obe e ©ot 1) oo i
o Close order
Offertmapp Premium A4 PP svensk halning Ser I:l Qe e | 13133 ‘ ‘ 16115 ‘
rid Frp 20st. (6302848) i e P = 164,16
Offertmapp Premium A4 PP svensk halning . o
- 56,01 SEK (0 of 1 Frp) | 136,01 ‘ ‘ 195,01 ‘
svart Frp 20st. (6302863)
Offertmapp Premium A4 PP svensk halning h
i) SEK (0 of 1 Frp) | 161,11 ‘ ‘ 201,39
gul Frp 20st. (6302855)
Notislappar Post-it® Energy 654 76x76mm P I:I Dot E | R ‘ ‘ P ‘
229,66 SEK 0of Pl 229 7.0
Frp 6st. (654TFEN) - : ! ' o
Post-it Super Sticky Car 76x76. Frp 6 st. (83 I:I . | ‘ ‘ ‘
174,18 SEK (0 of 1 Frp) 1741 77
4BSSCARN) : ! 7418 217,73
Setalltozero  Fill all

It is optional to enter the delivery date for the delivery as well as the dispatch number.
When you have entered the quantity received, click on "Confirm delivery". The
acknowledgement is now made. The status of your order will now change to Partially
received if parts of the delivery has been made or Delivered if the entire order has
been delivered.

Invoices related to the order will be shown further down on the page.

Item Unit price (excl. Received quantity Previously received Confirm amaunt Confirm amount Confirm delivery
VAT) (net) (gross)
LACIE External Portable Hardrive 2TB USB 1 19200 5K I:I o ‘ 10200 | ‘ 0250 |
94,00 SEK Dof15T) 104,0 1482
3.2 Gen 1 up to 5Gh/s USB-C (1003421887) h : ! - - Close order
LACIE External Portable Hardrive 2TB USB . . "
) ) ; 1 196,00 SEK |:| 0of15T) | tmson| | 1asw|
3.2 Gen 1 up to 5Gh/s USB-C (1003421887)
et o zero all
Related invoices C Refresh
Invoice Invoice date Status Invoiced excl. VAT Amount
3 0686 2023/11/03 Review not performed (order match) 2390,00 SEK 2 987,50 SEK
Total invoiced: 2390,00 SEK 2 988,00 SEK
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Your delivery is now complete. If the invoice deviates from the quantity or amount,
the invoice will not match the order and the status on the invoice will be Review not
performed (order match).

The invoice must now be reviewed by the person who made the order and, in some
cases, also approved if the mismatch is due to a price deviation. When the invoice
has been reviewed it will be given the status Ready.

Delivery when you have received an invoice

If you have received an invoice for your order in your inbox and have not confirmed
your delivery, you can use the invoice to access the delivery view. Click on the text
"Confirm delivery" to get to the view for confirming your items.

Invoice status : Review not performed (order match)
Reviewer: Test2, Supportanvandare

[_] nvestigation ongoing

More actions ~

—a N )
@ Remind g;fr Confirm delivery

If it's an order with goods, enter the received quantity. The system always suggests
that all items have been delivered. In case you did not receive the entire order, fill in a
zero on the items you did not receive. If you have received parts of the order, fill in
the quantities you did receive.

Item Unit price (exdl. Received quantity Previously received Confirm amount Confirm amount

VA (net) ross)
. n @ Confirm delivery
Offertmapp Premium A4 PP svensk halning 180,02 5E I:l o1 | 160.02 ‘ ‘ 200,02 ‘
50,02 SEK 0of1 Frp 5 (
bla Frp 20st. (6302814) Bt 0o P 0,0 0,03
= : Close order
Offertmapp Premium A4 PP svensk halning - |:| CoriE | . ‘ ‘
E U of P 13 3 16 [
rod Frp 20st. (6302848) e o P 31,33 164,16
Offertmapp Premium A4 PP svensk halning R - I:I o1 E | 156.01 ‘ ‘ 195,01 ‘
56,015 0of1Frp y 5
svart Frp 20st. (6302863) - o P 1 193,0
Offertmapp Pramium A4 PP svensk hilning 6115 I:I ot E | s ‘ ‘ P
61,115 0of 1 Fro
gul Frp 20st. (6302855) s o P 1 3
Notislappar Post-it® Energy 654 7ex76mm o I:I . | - ‘ ‘ ; ‘
SEK o 66 a7 ne
Frp Gst. {(634TFEN) - 9,6 87,08
Post-it Super Sticky Car 76x76. Frp 6 st. (83 e I:I | P ‘ o
48SSCARN) 4,18 S of 1F 418 17,73
e ozero  Fillall

It is optional to enter the delivery date for the delivery as well as the dispatch number.
When you have entered the quantity received, click on "Confirm delivery". The
acknowledgement is now made. The status of your order will now change to Partially
received if parts of the delivery has been made or Delivered if the entire order has
been delivered.

Invoices related to the order will be shown further down on the page.

Support: https://www.staff.lu.se/
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Item Unit price (exc.  Received quantity Previously received Confirmamount  Confirm amount  [HGETREPRTVN
VAT) (net) (gross)

LACIE External Portable Hardrive 2TB USB 19400 5F I:I I, ‘ 19200 | ‘ Py |

3.2 Gen 1 up to 5Gb/s USB-C (1003421887) T R =00 = Close order
LACIE External Portable Hardrive 2T8 USB 195 00 5E I:| 0of{ ST ‘ 1196.00 | ‘ 149500 |
3.2 Gen 1 up to 5Gb/s USB-C (1003421887) SRR erts o =4

etalltozera  Fillall

Related invoices C Refresh
Invoice Invaice date Status Invoiced excl. VAT Amount
3000066 202311403 Review not performed (arder match) 2390,00 SEK 265750 SEK
Total invoiced: 2390,00 SEK 2 988,00 SEK

Your delivery is now complete. If the invoice deviates from the quantity or amount,
the invoice will not match the order and the status on the invoice will be Review not
performed (order match).

The invoice must now be reviewed by the person who made the order and, in some
cases, also approved if the mismatch is due to a price deviation. When the invoice
has been reviewed it will be given the status Ready.

Confirm more

If you have confirmed your entire order but then receive additional delivery, you can
search for your order and click on "Confirm more" then you can confirm more items
or hours. You can also go through the invoice and click on “Confirm delivery” to
access Deliveries and orders.

Confirmed for LU23022081 Status: Received in full

o This order is received in full. If you have received mare dlick Confirm more. Confirm maore

Enter your quantity and click on "Confirm delivery". To handle the invoice in the
system, enter the coding and approve then the invoice it will be sent for approval.

Close order

If the goods and services on your order cannot be delivered you can mark the order
as closed. When you choose to “Close order” it will change status in your list to
Closed incomplete delivery.

A closed order will not be shown in the list of orders you need to handle. In case you
still receive the items, you can revert the cancelation by clicking "Confirm more".

Support: https://www.staff.lu.se/
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Status of order

An order can have the following statuses:

Not received: The order has been sent to the supplier but not received.
Received in full/ Confirmed: The entire order is reported as received.
Closed incomplete delivery: The user has closed or partially received an order.

Awaiting order response: The order is awaiting handling and approval of the
supplier. To be able to receive an order in this status, click on "Manual order
response”.

Rejected: The order has been rejected by the supplier.
Sent to supplier: The order has been sent to the supplier.

Refused: Approver has refused the requisition.

Support

If you have questions about confirm delivery, please contact the Finance Division via
Support form category Supplier invoice to LU.

Support: https://www.staff.lu.se/
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