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How to complete an Invoice Requisition (Form SD001)
When to use this method:

1. When you do not have access to the Sales Module in SAP; and

2. When you have received an order for goods or services and/or have delivered these; and

3. When you wish to invoice the customer.

Procedures
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Use Tab or arrow keys to move between fields as field names and headers are locked.
1. In the Instructions section, tick off or click to select each supporting document as you attach it. 
2. Specify the Contract Type by ticking/clicking one of the options listed. 

3. Complete the Customer Details:

· Enter the customer’s purchase order number in the Customer Reference No. field.
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Attach a copy of the customer’s purchase order to this requisition

· Enter the customer’s details. 

· Customer no. 

· VAT Registration number 

· The full Name (and Title, if relevant) of the customer or corporation must be given (no abbreviations) in the name field.
· The name of the Contact person, if it differs from the customer name.

· Enter the customer’s contact details (E-mail Address, Telephone number, Web Site Address, Street Address, Postal address, if it differs from street address).
· Indicate whether the customer is new. If it is a new customer then the SD004 form must be completed and submitted to the Debtors Section, Finance Department, Kramer Building. 
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Proof of delivery e.g. a signed delivery note or a copy of the contract/agreement applicable to this sale must be attached to the requisition. 

5. Complete the Invoice Details
· The following details must be completed for each “line item” entered:

· Fund number to be credited;
· Cost Center or Real Internal Order to be credited;
· quantity;
· description of the goods or services rendered - please be explicit, e.g. Laboratory tests, Professional Consulting, Printing Booklets;
· unit price of the item excluding VAT;
· total amount of the line items excluding VAT;
· an indication as to whether this is vatable or exempt (Y = Vatable, N = NO VAT).
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Prices quoted to customers should include VAT, but the amount excluding VAT will be credited to your fund, where VAT is applicable. 
7. Complete the Fund holder information and sign the requisition (insert image of signature).

8. Ensure that all accompanying documents are attached to the requisition and send completed form to the Faculty/Area Finance Officer for signature (insert image of signature).

9. Send completed form to Debtors Section, Finance Department, Kramer Building.
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