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PURCHASE LEDGER TEAM
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PO raised by 
relevant 

team

Does it match 
the PO?

Invoice 
received

Enter on to 
Syrinx

Type?

Produce 
label

Scan on to 
Syrinx

File invoice 
until due for 

payment

YES

Non-hire

Produce 
label

Hire

Scan on to 
Syrinx

Print the invoice 
information on 
to a label and 

stick on 
supplier’s invoice

Correct?

Invoice approved 
by Purchase 
Ledger Team

Resolve 
query

YES NO

File invoice 
until due for 

payment

Correct?

YES

Resolve 
query

NO

Price query
Incorrect order no 

Open PO or 
unconfirmed PO

NO
INTERNAL?

Further 
investigation

Amend as 
appropriate

Follow 
process as 
indicated 

No order no
Price

Quantity

Email 
supplier

NO
EXTERNAL?

Further 
investigation

Credit?

YES

Raise credit 
note

NONo 
credit note

START

END

See note 1 
below

NOTES
1. Label includes Hire to and from dates, Rate charged, No. of Days Charged & Invoice Amount
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