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Merging/Unmerging Invoices  
The Invoice Manager may require enabling in the Invoicing Category within Edit Application Settings before you can 

access these features. 

Merging Invoices  
You can only merge two or more Unissued invoices which are of the same prescription type, and for the same patient.  

 

Merging Patient and Prescriber invoices will set the Invoice To field on the merged invoice as whichever, either patient 

or prescriber, was set to be invoiced on the original unmerged invoice that was clicked first when selecting invoices to 

be merged. 

1. To begin, open the Invoice Manager from the ProScript Connect Main Screen by clicking the [ProScript 

Connect] menu button and selecting the Invoice Manager menu item. 

2. From the Invoice Manager, highlight the invoices in the grid you want to merge either by:  

o Using [Ctrl+left-click] to select scripts you want to merge one at a time and select the [Merge Invoice] button, or 

o Using [Shift+left-click] to highlight all consecutive scripts within your first and last click range for merging and select 

the [Merge Invoice] button 
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3. A pop-up window displays, asking whether you want to merge the selected invoices. Select the [Yes] button. 

 

4. Another pop-up window displays, advising you that the merge operation was successful, and asking whether you want to 

edit the new invoice now. If you select the [No] button, the invoice preview will display and you will be returned to the 

Invoice Manager where your invoice is updated as Issued. To edit the invoice, or save it as Unissued select the [Yes] 

button. 

 

5. The Edit Invoice form displays with all lines from the merged invoices. From here you can:  

o Amend the Invoice To drop-down to the patient or prescriber 

o Amend various Additional Information such as the invoice Status, Payment Terms and Discount. Selecting the [F7 – 

Discount] button will open the Discount window where you can select a pre-defined discount percentage, which can 

be applied to the selected item only using the corresponding tick box if applicable and required. 

o Add notes, or select the [F6 – Select Existing Note] button to select a previously saved note from the Select Message 

window. From this window you can also add, edit and delete a saved note. 

o Add additional items which have been previously deleted from unissued invoices for the same patient from the 

Select Invoice Item window by selecting the [Add Item] button. 

o Delete items where more than one line item exists by selecting the [Delete Item] button. 

o Edit the cost, margin, dispensing charges and discount for the line item from the Change Price window by selecting 

the [Edit Price] button. 

o See a preview of the invoice by selecting the [F8 – Preview] button. 

o Issue the invoice by selecting the [Issue Invoice] button. This will open a preview of the invoice which you can print 

or save, and will automatically mark the invoice as Issued. 
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6. Save your changes by selecting the [F10 – Save] button. The Invoice Manager displays, with the newly Merged invoice in 

the grid. 
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Unmerging Invoices  
You cannot bulk unmerge invoices. Each merged invoice must be unmerged one at a time. 

1. To begin, open the Invoice Manager from the ProScript Connect Main Screen by clicking the [ProScript 

Connect] menu button and selecting the Invoice Manager menu item. 

2. From the Invoice Manager, highlight an invoice marked as Merged and select the [Unmerge Invoice] button.  

3. A pop-up window displays, asking you to confirm whether you want to unmerge the selected invoice. Select the [Yes] 

button. 

 

4. The invoices will be unmerged and display in the Invoice Manager grid. 

If you merged Patient and Prescriber invoices, your merged invoice Invoice To field would be whichever – either patient 

or prescriber – was set to be invoiced on the original unmerged invoice that was clicked first when selecting the 

invoices to be merged. Once unmerged, the individual invoices will display with the original invoice details as set before the 

merge. 
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Not to be reproduced or copied without the consent of AAH Pharmaceuticals Limited 2019. 

Contact us 

For more information contact: 
Telephone: 0344 209 2601 

 

 


