
Adding delivery address details – Web Form 
 Adding the correct delivery address is vital to secure your invoice is both accurate, accepted and valid.         

 Without the correct delivery address the invoice may be rejected and need to be resubmitted. 

 

 Always ensure the correct delivery address is selected 
The steps and screen shots below will clarify exactly how to add this information. For any further support 

please contact Tungsten Network directly using their support ticket function. 

On the Tungsten Home Page Select Create Invoice: 

      

 

     

 

 

 

 

 

 

 

➢ Use  to select your 

customer 

 

➢ Create invoice or credit 

note 

 

➢ Enter the invoice number 



 

 

        

 

 

 

 

 

 

 

 

➢ Select the correct IKEA 

Legal Unit to be invoiced 

(This can be found on the 

purchase order)  

 

➢ Please note this is not 

the delivery address 
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➢ Use  to select the 

delivery address 

➢ Use the scroll bar to 

select the correct 

delivery address (this can 

be found on the purchase 

order)  

 

➢ Select the correct 

address by clicking the 

corresponding sign 

 

➢ Adjust the page sixe to 

view all in one list 

NB the default is 10 
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