2026/06/27 09:07 1/4 invoice_authorisation

Invoice Authorisation

mSupply provides the feature of subjecting Customer and Supplier Invoices to authorisation.
Authorisation may be done for a number of reasons, typically value based, and may set to be allowed
by only a restricted user or set of users. <note>Invoices that are subject to authorisation and are
unauthorised are held in status 'sg' or suggested status. This means the official invoice can not be
printed until the invoice is authorised.</note>

Configure mSupply for Invoice Authorisation

e Set Store preferences to allow for authorisation of invoices. Click drop down menu Special>
Store.. click tab Preferences and check boxes Customer invoices must be authorised and
Supplier invoices must be authorised. Click OK to return to the Navigator.
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Create a Supplier Invoice for authorisation

From the Navigator click section Suppliers and click New Supplier Invoice. Enter your supplier and add
items to the Invoice.
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Click the authorise button at the bottom left of the window.

Create a Customer Invoice for authorisation

From the Navigator click section Customers and click New Customer Invoice. Enter your customer and
add items to the Invoice.
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Click the authorise button at the bottom left of the window and click OK to return to the Navigator.

<note>Log in as another user while the invoice is not authroised to show the user cant confirm the
invoice.</note>

Prin an invoice with Authorisation status set

When an invoice is not authorised an attempt to print it will produce and invoice with an
‘unauthorised' watermark.

e From the Navigator click section Customers and select View Customer Invoices

e Select an invoice with unset authorisation.

¢ |In the main invoice window that appears select the Print check box at the bottom right and and
click OK.

https://docs.msupply.org.nz/ Printed on 2026/06/27 09:07


https://docs.msupply.org.nz/_detail/issuing_goods:si_auth.png?id=issuing_goods%3Ainvoice_authorisation
https://docs.msupply.org.nz/_detail/issuing_goods:si_auth.png?id=issuing_goods%3Ainvoice_authorisation

2026/06/27 09:07 3/4 invoice_authorisation
Sames
\ Invoice: 9181
= Page i of 1
Supphed o Shatus: cn
Nivia'Ustace Cwrevaprt : Haria Rissin
hitibe, DECLISS] Confirmed: 11/12/2012
Printed: 23/05/30L3
Irvwiiicn Cabagany | Authasgad by
Comments ; Maria Ribsirg Cobected by ;
Line Ttem Quan Pack  Baich Expiry Price Extension o
M Syvinge Dupsabie 2.5 mi wjreede 0.6 25 me 1.5m0 100 1. nomw 00,/00/D2 0.00 000
5 Syinge Disposabie 5 mi, wineedie 0,730 rm Smi 100 1 4204003 28 0.00 0.6
16 Disposstle Neode 19 6 % 1172 (bee/100) 1.1 & 40 108 i 00/00/08 am 1.2
17 Disposable Meadle 71 G x 1.1/2 (bosyL00) 0.7 ¥ 35 mm oo 1 000000 ool 1.00
18 Disposstle Neadie X1 G 1174 DS x T2mm 100 1 00/00/00 am 1.08
Total: 64768000
Prapated By Bigralum Didreared Ery Hegraluma
Checked By Signalue Rexcmrend By Sagnatee
Augthorised By Sagnatune

NOTE: The unauthorised watermark on the background of the invoice.

View authorisation logs

When an invoice is authorised a log is created. View authorisation logs from log tab.
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