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Darwin 

Shop 1-3 Tiwi Place, 

Tiwi NT 0810 

PO Box 40113, 

Casuarina NT 0811 

Phone: 08 8927 8488 

Fax: 08 8927 8515 

E: info@healthylivingnt.org.au 

Alice Springs 

Jock Nelson Centre, 

7/16 Hartley Street, 

Alice Springs NT 0870 

Phone: 08 8952 8000 

Fax: 08 8952 7000 

E: alicesprings@ 

healthylivingnt.org.au 

www.healthylivingnt.org.au 

ABN 11 374 693 055 

Healthy Living NT 

is the trading name of the 

Diabetes Association  

of the Northern Territory  

Incorporated. 

Healthy Living NT 

is the registered NT 

licence holder for 

Life. Be in it. 

 

 

DVA Product Invoice 

Aim 

Monthly invoice Department of Veteran Affairs for NDSS and Healthy Living NT 

sale of product. 

 
Process 

- Print MR48-50 report from NAV (should be done with EOM tasks) for NDSS 
sales 

- Highlight the total sales for each state eg. Sales made in NT for registrants 
in NSW  or Sales made in NT for registrants in NT 

- Highlight the Grand Totals 

 

 



 

 

  

- Retrieve DVA Gold Card Sales for Darwin out of the Dept. of Veteran Affairs folder and the 
Alice Springs one from emails 

- Add up all the categories and the total for all sales, both Darwin and Alice Springs 

 

- The DVA invoice can now be created in Reckon 

- In Reckon, Lists, Memorised Transaction List, select the file Department of Veteran Affairs 
(Amount: 1,526.10) 

- Change the date to the last day of the current month eg. 31/08/2020 

- The P.O. No. should be the month and year eg. August 2020 

- Fill out each line of the invoice, making sure the month and year in each line is changed to 
the current month and year.  

- Each line corresponds to the sales category such as HBGM, Med Aids etc, or the state NDSS 
sales were made for 

- Lines that are not required can be deleted and new ones added if required 

- Add up the totals for Darwin HLNT sales, Alice Springs HLNT sales and the grand total for 
NDSS sales. This should match the balance due on the invoice. 

- Print one copy of the invoice 

- Save & close. 

- Place the pages in order: Tax Invoice, NDSS MR48-50 report, Darwin HLNT sales, Alice Springs 
HLNT sales. 

- Scan all pages in colour to own email inbox. 

- Save the pdf in Shared (O:)/Front Counter/Invoices as DVA Invoice #(invoice number) 

- Send the invoice to rap.invoices.to.be.paid@dva.gov.au 

- Place paperwork in the front counter Invoice folder. 

mailto:rap.invoices.to.be.paid@dva.gov.au

