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Why should we do anything
• Current system open to abuse
• No control on who can place orders
• Process is not being operated as documented and is unmanageable in its 

current state
• No audit trail from order to invoice
• Goods can be added to orders without authorisation
• Signatory list not complete
• Different processes for different suppliers
• Too much paper work
• Process too manual and too many coding errors.
• Lost Invoices
• Long turnaround time on invoices



Are There Any Benefits?
• Quicker turn around on Invoices – Better Terms with suppliers
• Encourage use of preferred suppliers – Save money
• Improved visibility of spending before invoices arrive – Cashflow
• Managers have more control of spending on their budgets.



Purchase Desk P2P – An Overview
•Purchase Desk for Legal - tightly integrated with PMS
•A set of processes providing anyone in Practice support with the ability to raise an 
electronic purchase order.
•Orders are raised for any existing supplier maintained in PMS 
•Items are costed to PMS matters or GL codes.
•Orders are either pre-approved based on order value and approval limits, or 
forwarded to someone who has the right level of approval authority.
•Authorisation limits are calculated by currency rates in PMS
•Deliveries are recorded against orders.
•Invoices are recorded and matched to orders and approved for payment. 



Key Process Stages
• Create a Draft PO / Quote

• Approval of PO

• Place order with supplier for goods/services

• Receive goods or services / match GRN to PO

• Receive invoice 

• Match invoice to PO 

• Post invoice data to PMS

• Archive PO



• Create bespoke PO’s or ‘copy’ standard re-order templates (job type or 
generic stock replenishment)

• Search/select supplier
• Search/enter Delivery location
• Add special instructions
• Add items – freeform or ‘pick’ from catalogue
• Option to save PO and return for editing at any time
• Finish and release PO for approval; approver governed by contract
• SLA timed reminders for approver and requester
• Approver can approve or reject back to requester with questions
• Approved PO is automatically assigned PO number
• Hard copy PO is delivered back to requester for faxing, post or email.

Purchase Order Initiation





Initiation



Purchasing



Approval



• Requester logs one or more deliveries against a PO
• Delivery acceptance can be delegated
• Delivery records can be saved and edited
• When complete, requester updates as a complete delivery

Delivery Note Matching



Delivery



• Accounts payable receive invoices
• Search for a PO
• Log invoice against a PO
• Update details on PO to reflect invoice
• Invoice can be forwarded for review to requestor (with questions)
• SLA timed reminders to reviewer and accounts payable
• Completed delivery notes associated to an invoice
• Option to enforce at least one delivery record before invoice can be 

approved
• Approved invoices can be automatically posted to accounts for payment

Invoice Matching
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