
preparer · PREPARE INVOICE

1 	 Search for invoices with a status of Entered. 

Using the left hand results panel, click on 

supplier to expand list of invoices, click on 

invoice to view.

2 	 Review invoice document by clicking on the 

attachments button.	

(Refer to next page for steps 2a, 2b, 2c.)

3 	 Click Show Invoice Detail to view invoice tax 

details.

4 	 View comments and history if required.

5 	 Dispute invoice if necessary. 

6 	 Redirect invoice to another preparer or back to 

the originator if necessary.

7 	 Click Add GL Line to start preparing the 

invoice.
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preparer · PREPARE INVOICE

2 	 Review invoice document by clicking on the 

attachments button. 

a 	 Click the paperclip icon next to the document 

you wish to view. 

b 	 The document will load in a new window 

(you can leave this window open). 

c 	 To return to the invoice screen click back to 

invoice document button. 
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preparer · PREPARE INVOICE

8 	 In the popup that loads:

a 	 type the account information or use the search. 

	 i. define search criteria

	 ii. select required account from results

b 	 the full amount will automatically be displayed, 

change this if required.

c 	 enter a qty and unit of measure if required.

d 	 enter a narration if required.

e 	 enter a sub ledger type and code if required.

f 	 enter a asset if required.

g 	 select an approver from the dropdown list 

provided.

9 	 Continue adding lines if necessary.

 10 	 Select approval route / pre-approver if 

necessary.

11 	 Click Send to Approver when finished. 
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