
Quick Start Guide 

Manage Invoices 

This menu lets you accrue new invoices 

for payment and view, modify, or delete 

existing invoices.  

Manage Invoices in Accounts Payable 

Search 

1) Search for invoices and filter by Date 

Range, Invoice Number, Type, and Status 

View/Edit 

4) Click this button to view or edit the selected 

invoice.  

Expand 

2) Click this icon to view quick 

details about the invoice.  

History 

5) Click this button to view an 

audit history of the invoice.  

Help Files 

Click the information icon to access step-by-

step instructions for this particular menu. 

Delete and Duplicate 

3) Click the Delete link to delete the invoice or 

the Duplicate link to make a copy of the invoice.  
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Quick Start Guide 

Manage Invoices — Create New Invoice 

Invoice Info 

2) Enter the Invoice #, PO #, Invoice Date, Post 

Date, Due Date, and any Check Stub Memo. 

Add 

1) Click this link to create a new invoice. 

Vendor vs. Employee 

3) Select either Vendor or Employee to remit to. 

This determines the fields that are required. 

Ship To 

4) This information will be automatically populated 

based on the Site selected, but this is editable.  

Invoice Items 

5) Click Add to add a new invoice item, and enter 

the information required in the fields that display. 

Comment 

6) Add comments, if necessary.  

Tax 

7) Enter the sales tax amount from the 

invoice. The sales tax amount calculated 

based on the line totals and sales tax 

rates will show as the Calculated 

Tax amount.  
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