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1 Getting Started

1.1 Invoice Manager Introduction
P2P Invoice Manager captures purchase order (PO), non-purchase order (non-PO), and work order
invoices through check requests or standard entry process.

Benefits of Invoice Manager:

• Automate invoice payment process and check requisition procedures.
• Track expenditures against specific projects.
• Maintain a complete audit trail.

1.2 Quick Access Carousel - Pay
The Quick Access Carousel – Pay section allows users quick access to enter an invoice, expense draft,
and/or check request. The tiles displayed in the carousel are dependent on the user’s module access and
permissions.

The selected carousel tile has a down caret indicating that the tile is open.

Figure 1: Quick Access Carousel – Pay tiles

Enter Invoice

The Enter Invoice tile allows the user to:

• Search for and select a specific vendor to create a non-PO invoice for by entering the vendor’s

name, selecting the appropriate vendor, and clicking .
• Select one of the last five vendors the user created a non-PO invoice for by clicking the vendor

name listed in the Recently Used Vendors field.

• Go directly to the Invoice Entry Search page by clicking .
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Figure 2: Enter Invoice tile

When searching for a vendor, the vendor must be selected before clicking the arrow. If the
vendor is not selected when the arrow is clicked, the Invoice Entry Search page is displayed.

Check Request

The Check Request tile allows the user to:

• Search for and select a vendor to create a check request for by entering the vendor’s name,

selecting the appropriate vendor, and clicking .
• Select one of the last five vendors the user created a check request for by clicking the vendor

name listed in the Recently Used Vendors field.

• Go directly to the Create Check Request Step 1 page by clicking .

Figure 3: Check Request panel

• When searching for a vendor, the vendor must be selected before clicking the arrow.
If the vendor is not selected when the arrow is clicked, the Create Check Request
Step 1 page is displayed.

• Refer to the Expense Manager User Guide for more information regarding the
Expense Report tile.
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1.3 Invoice Dashboard
The Invoice Dashboard allows easy access to all invoice related activities by organizing the tasks in a
work flow sequence.

Figure 4: Invoice Dashboard

Summary of Functionality

The Invoice Dashboard has the following options:

• Manage Invoice
• Approvals
• Payments

Invoice Tabs and Permissions

The following table lists each of the Invoice tab headings with the corresponding options and required
permissions.

Tab Heading Required Permission
Batch Can Assign Batched Invoices (3514)

Metrics Manage Invoices (3502)
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Tab Heading Required Permission
Manage Invoice Manage Invoices (3502)

OR
Can create Non-PO Invoice (3503)
OR
Can Create Purchase Order Invoice (34)

Inquiries Can Access Invoice Inquiry (3504)

Invoice Entry Can Create Purchase Order Invoice (34)
OR
Can Create Service/Work Order Invoices (132)
OR
Can Create Non-PO Invoice (3503)

Check Request Can Create a Check Request (3500)

Payments Manage Payments (147)
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2 Invoice Task Center

2.1 Invoice Task Center Overview
The invoice task center is a central management hub for AP users to view and perform certain tasks on
invoices, such as process invoices in pre-process, post-process, receiving discrepancy, financial
discrepancy, and approval.

The task center allows users to see at a glance where invoices are in the workflow. Users may be able to
view invoices in the work queues but may not be able to process them if they are not part of the
processing group.

The following permission is required to manage invoices:

• 3502 – Manage Invoices

Figure 5: Invoice Task Center page

Table 1: Queue Definitions

Queue Name Definition
Inbound Displays the number of invoices coming into the

system. These can be user entered or batch
invoices.

Pre Process Displays the number of invoices in each pre-
process work queue.

Discrepancy Displays the number of invoices in each
discrepancy work queue.

Post Process Displays the number of invoices in each post-
process work queue.

Approval Displays the number of invoices in approval.
These are sorted by PO and non-PO invoices.
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Table 1: Queue Definitions (continued)

Queue Name Definition
Post Approval Displays the number of invoices in post approval.

These are invoices that have been approved, but
need to be reviewed once more before they are
approved.

Payment Displays invoices that have the status of ready for
payment. Also displays invoices without GL
codes.

• Only work queues with invoices in them are displayed.
• Only the work queues the user has access to are displayed.
• The invoices displayed in the grid when the page first loads are the inbound invoices.

Search Options

Users are able to search for invoices in the grid. To perform the search, enter the first few characters of
the search criteria in the Search field and the invoices meeting the criteria are automatically displayed. To
display all invoices again, clear the Search field.

Users can use the drop-down box on the far right to view different data points of the same information
just in a different layout.

Figure 6: Task Center Vendor View
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Table 2: Invoice View Definitions

View Definition
Invoice This is the default view. It displays the action, the

invoice number, the invoice date, the date created,
the vendor, the invoice total, and the reviewer.

User This view is divided into two views. The first view
displays the user, the invoice total, and the invoice
count for the user. The second view displays the
invoice total in a bar graph per user.

Vendor This view is divided into two views. The first view
displays the vendor, the invoice total, and the
invoice count for the vendor. The second view
displays the invoice total in a bar graph per vendor.

Location This view is divided into two views. The first view
displays the location, the invoice total, and the
invoice count for the location. The second view
displays the invoice total in a bar graph per
location.

Batch This view is divided into two views. The first view
displays the batch, the invoice total, and the
invoice count for the batch. The second view
displays the invoice total in a bar graph per batch.

2.1.1 Viewing Invoices in the Work Queues

To view the invoices in each work queue:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center page, click the name of the work queue to be viewed.

The invoices in the work queue are listed in the bottom half of the page.

2.1.2 Viewing Invoice Work Queue Metrics in the Task Center

To view metrics for invoice work queues by vendor, location, or batch:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center page, click the line in the work queue to be viewed.

3. Click the drop-down box on the far right side of the data grid.

4. Select the one of the following to view: user, vendor, location, or batch.

The invoice metrics for the selected queue are displayed using the chosen sorting method.
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2.2 Reviewing Invoices

Figure 7: Review Invoice

Editable fields vary depending on the invoice status.

To review an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center page, click the name for the work queue you want to view.

3. Filter for the appropriate invoice.

4. Click the Review icon .

The invoice displays and, if in Inbound or Pre-Process status, can be edited.

2.3 Viewing References for Invoices
Users can view the reference documents for invoices within the task center. The reference document is
the purchase order or work order from which the invoice was generated.
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Figure 8: View Reference for Inbound Invoice

To view references for an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center page, click the name for the work queue you want to view.

3. Filter for the appropriate invoice.

4. Click the Reference icon .

The reference document for the invoice (the purchase order or work order) displays in a pane to the right
of the invoice list. If no reference document is available, such as for non-PO invoices, the vendor details
are displayed.

2.4 Cancelling Invoices
In order to be cancelled, the invoice must be in Inbound or Pre-Process status.

To cancel an inbound or pre-process invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center page, click the name for the work queue you want to view.

3. Filter for the appropriate invoice.

4. Click the Cancel icon  .

5. Click Yes in the confirmation pop-up.

Result: The invoice is removed from the Inbound work queue.

2.5 Viewing Images for Invoices
To view images for an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center page, click the line for the pre-process work queue to be
viewed.

3. Filter for the appropriate invoice.
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4. Click the Review icon .

5. To open the image associated with the invoice click Image.

2.6 Resetting Invoices

An invoice must be in inbound or pre-process status to be reset.

Figure 9: Select Vendor/Purchase Order page after resetting an invoice

To reset an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center page, click the line for the work queue to be viewed.

3. Filter for the appropriate invoice.

4. Click the Review icon .

5. Click Reset.

6. Click Yes on the confirmation page.

The invoice information entered against the image/PO is removed from the system. The image is sent
back to the invoice creator’s work queue for re-entry.

Basware P2P 18.2

© Copyright 1999-2018 Basware Corporation. All rights reserved.. 14



2.7 Pre-Process Invoices
If more than one pre-process work queue is enabled and if the user has permission 3518 – Can Assign
Invoice to Different Work Queue, invoices can move through several pre-process work queues before
being processed. This functionality is helpful for organizations that have complex AP workflows.

2.7.1 Processing Invoices

To review an invoice in a pre-process work queue:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center page, click the line for the pre-process work queue to be
viewed.

3. Filter for the appropriate invoice.

4. Click the Review icon .

5. Review the invoice information. Make any changes that are necessary.

6. If the invoice needs to go to another pre-process work queue, select the work queue from
the Select WQ drop-down box.

7. Click Process or Process+Next.

Result: The invoice is placed in the next pre-process work queue, sent for approval, or
posted.

2.7.2 Voiding Invoices

An invoice must be in the pre-process status to be voided.

To void an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center page, click the line for the pre-process work queue to be
viewed.

3. Filter for the appropriate invoice.

4. Click the Review icon .

5. Click Void.

6. Click Yes on the confirmation page.

The invoice and the image are removed from the system.

Basware P2P 18.2

© Copyright 1999-2018 Basware Corporation. All rights reserved.. 15



2.8 Receiving Discrepancy
Receiving discrepancy occurs when the number of items received does not match the number of items
invoiced.

When an invoice is sent to receiving discrepancy the system uses the receiving tolerances determined by
system settings 6500 – Receiving: Over Receiving Tolerance Percent and 6501 – Receiving Tolerance
Type.

• If an invoice is in receiving discrepancy, the system does not allow the invoice to be approved
if it causes the purchase order receiving to go over the tolerance setting.

• If the purchase order item is auto-received, the system matches any receipts entered for the
item, followed by auto-receiving any quantity up to the purchase order quantity. If there are
still more items to receive, the invoice is sent to receiving discrepancy.

When the tolerance levels are exceeded for an invoice and a user attempts to approve this invoice, a
warning message is displayed. Invoices that receive this warning message cannot be approved and
removed from receiving discrepancy; they can be short received or declined.

Optional Permission

• 3520 – Bypass Receiving Tolerances for Receiving Discrepancy Approval
• Set Receiving Tolerance field on the Add/Edit User page to the appropriate tolerance.

Receiving tolerance is set up at the system level. However, there are instances when a user may need to
have a different receiving tolerance. This can be accomplished by changing the value entered in the
Receiving Tolerance field for the user on the Add/Edit User page. The tolerance entered in the user’s
Receiving Tolerance field overrides the system’s receiving tolerance. There are times when a user may
need to override the receiving tolerance to approve receiving discrepancies. These users can be assigned
permission 3520 – Bypass Receiving Tolerance for Receiving Discrepancy Approval.

SS 6500 Tolerance
Percentage

User Receiving
Tolerance Field

System Receiving
Tolerance

User Receiving
Tolerance

0 0 Disabled Disabled

0 .10 Disabled Disabled

.10 0 10% 10%

.20 .25 20% 25%

.20 .05 20% 5%

2.8.1 Short Receive

When invoices are received for items that have not been received or partially received, the user has the
option to short receive the invoice. Short receive is where the user enters the amount actually received.
When the receiving import is run, the invoice is removed from the receiving discrepancy work queue.
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2.8.2 Processing an Invoice in Receiving Discrepancy Using Short Receive

Figure 10: Invoice in receiving discrepancy using short receive

To review an invoice in receiving discrepancy using short receive:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center page, click the line for the pre-process work queue to be
viewed.

3. Filter for the appropriate invoice.

4. Click the Review icon .

5. Click the Details tab.

6. Click on the line in the Disc Qty column to change the discrepant quantity.

7. Click on the Header tab.

8. Enter a reason in the Short Receive Reason field.

9. Click Short Receive.

2.9 Financial Discrepancy
Financial discrepancy occurs when an invoice is sent to the customer for an amount that does not match
the purchase order sent to the vendor. When this occurs, the user can choose to approve, decline, or short
pay the invoice.
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2.9.1 Approving Invoices in Financial Discrepancy

To approve an invoice in financial discrepancy:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center page, click the line for the financial discrepancy work
queue to be viewed.

3. Filter for the appropriate invoice.

4. Click the Review icon .

5. Click the Details tab to view the details of the invoice.

6. Click Approve.

2.9.2 Short Pay

There are times when an invoice needs to be paid for less than the amount on the original invoice (short
pay). This could be because of short shipments, defective goods, promotional programs, or other reasons.

Figure 11: Financial Discrepancy – Short Pay

2.9.3 Short Paying Invoices in Financial Discrepancy

To short pay an invoice in financial discrepancy:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center page, click the line for the pre-process work queue to be
viewed.
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3. Filter for the appropriate invoice.

4. Click the Review icon .

5. Click the Details tab to view the details of the invoice.

6. Change the unit price for the items that are to be short paid.

7. Click the Header tab.

8. Enter a reason for short paying the invoice in the Short Pay Reason field.

9. Click Short Pay.

2.9.4 Declining Invoices in Financial Discrepancy

To decline an invoice in financial discrepancy:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center page, click the line for the financial discrepancy work
queue to be viewed.

3. Filter for the appropriate invoice.

4. Click the Review icon .

5. Click the Details tab to view the details of the invoice.

6. Click Decline.

2.10 Reviewing Invoices in Post-Process
To approve an invoice in a post-process work queue:

1. From the Invoice Task Center page, click the line for the post-process work queue to be
viewed.

2. Filter for the appropriate invoice.

3. Click the Review icon .

4. Click Approve.

The invoice is moved to the approval or payment section.

2.11 Approval
Invoice enter the approval work queue after being processed. Approvers can approve, decline, short pay,
void, or add/reorder approvers (with applicable permissions).
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2.11.1 Approving Invoices in Approval

To approve an invoice in approval:

1. From the Invoice Task Center page, click the line for the approval work queue to be
viewed.

2. Filter for the appropriate invoice.

3. Click the Review icon .

4. Click Approve.

Result:

The invoice is approved and placed in the post-approval work queue or the payment section.

2.11.2 Voiding Invoices in Approval

When an invoice is approval, the approver has the can send the invoice to the Re-entry work queue if the
invoice is assigned to the wrong approver or if the information entered for the invoice is incorrect. This
functionality prevents the invoice from being declined or rejected and then having to be re-entered. See
below for instructions.

To void an invoice in approval:

1. From the Invoice Task Center page, click the line for the approval work queue to be
viewed.

2. Filter for the appropriate invoice.

3. Click the Review icon .

4. Open the Detail page.

5. Click Void.

6. Select the reason why the invoice was declined.

7. Click Void.

The invoice is in the Re-entry work queue in the Inbound Queue.

2.11.3 Declining Invoices in Approval

To decline an invoice in approval:

1. From the Invoice Task Center page, click the line for the approval work queue to be
viewed.

2. Filter for the appropriate invoice.

3. Click the Review icon .

4. Click Decline.

5. In the pop-up window, select the reason why the invoice was declined.
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6. Click Decline

2.11.4 Short Paying Invoices in Approval

To short pay an invoice in approval:

1. From the Invoice Task Center page, click the line for the approval work queue to be
viewed.

2. Filter for the appropriate invoice.

3. Click the Review icon .

4. Click the Details tab.

5. Change the amount in the Unit Price field to the amount that is to be paid for each line
item that is to be short paid.

6. Click the Header tab.

7. Enter a reason in the Short Pay field.

8. Click Short Pay.

Result: The invoice is approved and placed in the payment section.

2.11.5 Add Approver

When adding approvers to the route the following conditions apply:

• A new approver can only be inserted after the current active approver.
• The current approver or any previous approver cannot be moved up or down.
• Only the user who added the approver can delete the added approver.
• When there are multiple rules in effect, the selection of the approver under the rule determines

where the approver should go in the rule chain. Typically, it is right after the approver next to
the green plus icon selected.

2.11.6 Instructions to Edit Approvers in the Approval Route

Figure 12: Add Approver page
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To add an approver to the approval route:

1. From the Invoice Task Center page, click the line for the approval work queue to be
viewed.

2. Filter for the appropriate invoice.

3. Click the Review icon .

4. Click the Add Approver tab.

5. Begin entering the first name of the user to add as an approver in the Add Approver field.

6. Select the user to add.

7. Click Add.

8. To move an approver up the approval route, click the Up Arrow icon until the approver is
in the correct position.

9. To move an approver down the approval route, click the Down Arrow icon until the
approver is in the correct position.

10. To de-activate an approver, click the De-Activate icon.

De-activated in parenthesis is next to the approver’s name. To leave the Add Approver page, click the
Approve tab to approve the invoice.

2.11.7 Approving Invoices in the Post-Approval Route

To approve an invoice in post-approval:

1. From the Invoice Task Center page, click the line for the approval work queue to be
viewed.

2. Filter for the appropriate invoice.

3. Click the Review icon .

4. Click Approve.

The invoice is approved and placed in the payment section.

2.11.8 Declining Invoices in the Post-Approval Route

To decline an invoice in approval:

1. From the Invoice Task Center page, click the line for the approval work queue to be
viewed.

2. Filter for the appropriate invoice.

3. Click the Review icon .

4. Click Decline.

5. In the Reason for Reject pop-up, select the reason why the invoice was declined.
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6. Click Decline.
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3 Batched Invoices

3.1 Overview of Invoice Batches
Invoices can be loaded into the system in batches and be assigned to users to process. Once assigned to
users, the invoices are displayed in the Inbound section of the Invoice Task Center for that user.

Users with permission 3514 - Can Assign Batched Invoices are able to assign the batches to users.
Unbatched invoices that need to be assigned are listed in the Inbound section of the Invoice Task Center.

Once invoices or batches are assigned, they are moved from the Unbatched folder to the Batched folder.
In the Batched folder, invoices are organized by user and batch ID.

Figure 13: Invoice Batches

Table 3: Batched Invoices Column Definitions

Column Name Definition
Action Click  to change the invoices reference

(vendor or purchase order) associated to the
invoice image. Click  to view the invoice
image.

Batch ID Displays the system-generated ID for the invoice
batch.

Batch Name Displays the name assigned to the batch, if any.

Batch Date Displays the date the batch was loaded into the
system.

No. of Invoices Displays the number of invoices in the batch.

Source Type Displays how the invoices were received into the
system before being batched.

Source Types

The following Invoice Source Types can be batched:

• Mail Invoices
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• Fax Invoices
• Mail Expenses
• Fax Expenses
• Email Invoices
• Email Expenses
• Unknown Source

3.2 Assigning Batched Invoices
To assign batched invoices, the user must have following permission:

• 3514 - Can Assign Batched Invoices

To assign batched invoices:

1. Navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center page, click the Batch tab.

3. Click the + to the left of the Unbatched folder to display the source type folders for
unbatched invoices.

4. Click the + to the left of the source type folder that is to be opened, displaying the date
folders.

5. Click the + to the left of the date folder that is to be opened, displaying the batch files for
the selected date.

6. To assign invoices at the batch level, select the batch file, select the user in the drop-down
field above the Action column, and click Assign.

7. To assign invoices at the invoice level, select the batch file and double click on it.

8. Select the user from the drop-down field above the Action column.

9. Select the invoices (use Ctrl or Shift to select multiple invoices) and click Assign.

The selected batch files or invoices are moved to the Batched folder under a folder with the selected
user’s name. The assigned batched invoices are now listed in the user’s Inbound section of the Invoice
Task Center under the invoice source type.
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4 Metrics

4.1 Metrics Overview
The Metrics tab provides a quick graphical representation of invoices in the system. This tab allows users
to view key indicators in real time to enable efficient management of the AP process, provide tools for
better cash flow management, and maximize the efficiency of the AP operation.

The Metrics tab allows users to drill down to one level of dates for all metrics. Users can view invoice
information by invoice total ($ amount) or invoice count (number of invoices). The reports can be viewed
as line or bar graphs.

Figure 14: Invoice Metrics Page 1
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Figure 15: Invoice Metrics page 2

Filter Options

Users are able to view invoice information by invoice total or invoice count, and by bar chart or line
chart.

4.2 Available Invoice Metrics

Invoices by Due Date

This metric lists the number of invoices due in 3, 7, 15, 30, 60, and 90 days as well as past due invoices.
Users are able to drill down to view information at the vendor level.

Figure 16: Invoices by Due Date
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Invoices in Workflow

This metric displays all the invoices in workflow versus ready for payment and in entry. When the user
drills down, the workflow segment displays how many invoices are in approval, receiving discrepancy,
financial discrepancy, etc.

Figure 17: Invoices in Workflow

Invoices by Source

This metric displays the number of invoices entered into the system by different available sources such as
user entered, EDI/XML, file upload, vendor entered, scanned, and fax/email. Users are able to drill down
to view information at the user level.

Figure 18: Invoices by Source

Invoices from Entry to Pay

This metric displays the number of invoices entered and that is ready for payment. The information is
grouped by invoice type (PO, WO, and non-PO). Users are able to drill down to view information at the
vendor level.
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Figure 19: Invoices from Entry to Pay

Completed Invoices

This metric displays the number of invoices in in payment or paid status by the month and the previous
11 months. Users are able to drill-down to view information at the vendor level.

Figure 20: Completed Invoices

Invoices Currently in the System

This metric displays all the invoices in the system regardless of the status. The current month and the
previous eleven months are displayed. Users are able to drill down to view information at the vendor
level.
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Figure 21: Invoices Currently in the System

Invoice Discounts

This metric displays all the discounts used for payment terms by the month. The current month and the
previous eleven months are displayed. Users are able to drill down to view information at the vendor
level.

Figure 22: Discounts

4.3 Viewing a Metric
To view invoice metrics:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center, click the Metrics tab.

The Metrics page is displayed. Use the drop-down boxes and minimize/maximize icons to change the
view as needed.
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5 Manage Invoices

5.1 Invoice Management Overview
The invoice management function is for AP users to perform certain special functions on an invoice, such
as viewing, voiding, or copying an invoice.

The following permission is required to manage invoices:

• 3502 - Manage Invoices

Figure 23: Manage Invoices page

Table 4: Manage Invoices Page Action Definitions

Action Definition
View Invoice. Click to view the selected invoice. If an image or purchase order is associated to
it, that is displayed as well.

View Reference. Click to view the purchase order or work order associated to the invoice. If
no association exists, nothing is displayed.

Void Invoice. Click to void the selected invoice.

Mark for Export. Click to mark the selected invoice for export to the accounting system.

Copy Invoice. Click to create a copy of the selected invoice. Only available for Non-PO
Invoices.

Recurring Invoice. Click to create a recurring invoice for the selected invoice. Only available
for Non-PO Invoices.

Add Approvers to Approval Route. Click to add approvers to the current approval route.

Invoice statuses are assigned to all types of invoices in the system. This includes invoices entered in the
invoicing module, as well as, invoices imported by AP for purchase orders. The system assigns some
statuses according to an action taken. A user or a manager assigns other statuses, during invoice
reconciliation.
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The invoice reference type refers to the type of invoice in the system. The following invoices are
available in the system:

Table 5: Invoice Reference Type Definitions

Invoice Reference Type Definition
All This displays all the invoices in the system that the

user has permissions to view irrespective of the
status.

Check Request Displays the list of invoices that were created
through the check request interface.

Note: The Invoice Manager module
must be enabled.

Non-PO Invoice Displays the list of invoices that were created
through the non-PO interface.

Note: The Invoice Manager module
must be enabled.

PO Invoice Displays the list of invoices that were created
through the association of a purchase order in the
system.

Recurring Invoice Displays the list of invoices that were created as
recurring invoices through the system. This is for
non-PO invoices only.

Note: The Invoice Manager module
must be enabled.

WO Invoice Displays the list of invoices that were created as
work order invoices through the system.

Note: The Assets module must be
enabled.

The following table provides a brief explanation of the different invoice statuses found in the system.

Table 6: Invoice Status Definitions

Status Definition
All This displays all the invoice statuses in the system.

Paid/Downloaded The invoice has been released and/or is paid. This
is a system assigned status once the invoice is
exported to an external accounting system.
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Table 6: Invoice Status Definitions (continued)

Status Definition
System Error The invoice is in ready for post process, ready for

approval, or ready for post approval. When
invoices are in these statuses something went
wrong during processing. It is best to void the
invoice and start over.

Declined Any invoices that has been rejected has a status of
declined is listed using this option.

Exceptions This displays all invoices in the system that has
one of these statuses: wait, cancelled, no receiving,
or unmatched.

In Workflow Any invoices sent for further processing such as
post process, receiving discrepancy, financial
discrepancy, invoice approval, post approval, or to
a work queue is listed using this option.

Ready for Download All processing is completed, and the invoice is
ready to be released for payment or downloaded to
an external accounting system.

Void A user has voided the invoice.

• Invoices can be filtered based on whether they are check requests, non-PO invoices, purchase
order invoices, recurring invoices, or work order invoices. Select the option from the Source
Type drop-down field and click Search.

• The invoices in the Invoice List can be filtered based one of the invoice status mentioned
above.

• To filter based on one of these statuses select the status in the Invoice Status drop-down field
and click Search.

5.2 Viewing an Invoice from the Manage Invoices tab
To view an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center, click the Manage Invoices tab.

3. Filter for the appropriate invoices.

4. Click Search.

5. Select the invoice to view, and click the View Invoice  icon.

• If the PO is not displayed, click View PO
• Click the x in the upper right corner of either pane to close it.
• Drag the triple grey lines in the middle to widen either pane.
• If an image is associated to the invoice, the Image action is available.
• The contract number is shown on the PO for all users, regardless of permissions.
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5.3 Viewing Invoice Details from the Manage Invoices tab

Figure 24: Details tab

To view the details of an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center, click the Manage Invoices tab.

3. Filter for the appropriate invoices.

4. Click Search.

5. Select the invoice to view, and click the View Invoice  icon.

6. Click the Details tab.

7. If there is an image associated with the invoice, the Image action is displayed. Click
Image to view the image.

8. If the invoice is a PO invoice, View PO is displayed. Click View PO to view the PO.

5.4 Viewing Invoice Vendor Information

Figure 25: Vendor tab

To view the vendor information:

1. From the Dashboard, navigate to Invoices > Invoice Dashboard > Manage Invoices.

2. Filter for the appropriate invoices.

3. Click Search.
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4. Select the invoice to view, and click the View Invoice  icon.

5. Click the Vendor tab.

6. If there is an image associated with the invoice, the Image action is displayed.

7. Click Image to view the image.

8. If the invoice is a PO invoice, View PO is displayed.

9. Click View PO to view the PO.

5.5 Adding Notes from the Manage Invoices page

Figure 26: Notes tab

To add notes to an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center, click the Manage Invoices tab.

3. Filter for the appropriate invoices.

4. Click Search.

5. Select the invoice to view, and click the View Invoice  icon.

6. Click the Notes tab.

7. Enter the note in the Notes text box.

8. If another user needs to be notified, click the Magnifying Glass  icon to the
right of the Also Notify field.

9. Select the user to be notified by double clicking on the name.

10. Click Add to add the image to the invoice.

5.6 Editing Invoice Notes
To edit notes on an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center, click the Manage Invoices tab.
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3. Filter for the appropriate invoices.

4. Click Search.

5. Select the invoice to view, and click the View Invoice  icon.

6. Click the Notes tab.

7. Double-click the note to edit.

8. Edit the note.

9. Click Pencil  to save the changes made to the note.

5.7 Deleting Invoice Notes
To delete notes on an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center, click the Manage Invoices tab.

3. Filter for the appropriate invoices.

4. Click Search.

5. Select the invoice to view, and click the View Invoice  icon.

6. Click the Notes tab.

7. Select the note to delete.

8. Click Delete  in the Action field.

5.8 Adding Attachments to an Invoice

Figure 27: Attachment tab

To add attachments to an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center, click the Manage Invoices tab.

3. Filter for the appropriate invoices.

4. Click Search.
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5. Select the invoice to view, and click the View Invoice  icon.

6. Click the Attachment tab.

7. Enter a description of the attachment in the Description text box.

8. Click Attach to select the attachment.

9. Navigate to the file, select it, and click Open.

The attachment is added to the invoice and can be viewed in the attachments grid

5.9 Viewing Invoice Attachments
To view attachments on an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center, click the Manage Invoices tab.

3. Filter for the appropriate invoices.

4. Click Search.

5. Select the invoice to view, and click the View Invoice  icon.

6. Click the Attachment tab.

7. Select the attachment to view.

8. Click Magnifying Glass  in the Action field.

9. In the confirmation pop-up to download the attachment, click OK.

5.10 Deleting Invoice Attachments
To delete attachments on an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center, click the Manage Invoices tab.

3. Filter for the appropriate invoices.

4. Click Search.

5. Select the invoice to view and click the View Invoice  icon.

6. Click the Attachment tab.

7. Select the attachment to delete.

8. Click  in the Action field.

The attachment is deleted if the invoice is still in "in entry" status or in the inbound/pre-processing work
queue. If the invoice is out of the pre-processing work queue, then the attachment cannot be deleted
unless the user has permission 3502 – Manage Invoices.
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5.11 Viewing Approvers on an Invoice

Figure 28: Approval tab

To view approvals on an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center, click the Manage Invoices tab.

3. Filter for the appropriate invoices.

4. Click Search.

5. Select the invoice to view and click the View Invoice  icon.

6. Click the Approval tab.

5.12 Viewing Invoice Exports
The Exports tab is displayed after the invoice has been exported for payment. The information displayed
on this page is the batch ID, the batch amount, the export date, and the invoice amount.

Figure 29: Exports tab

To view approvals on an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center, click the Manage Invoices tab.

3. Filter for the appropriate invoices.

4. Click Search.

5. Select the invoice to view and click the View Invoice  icon.

6. Click the Exports tab.
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5.13 Viewing Invoice Payments
The Payment tab is only displayed when there are payments against the invoice.

Figure 30: Invoice Payment tab

To view payments on an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center, click the Manage Invoices tab.

3. Filter for the appropriate invoices.

4. Click Search.

5. Select the invoice to view and click the View Invoice  icon.

6. Click the Payment tab.

5.14 Viewing an Invoice Audit
The invoice audit takes a snapshot of the entire invoice workflow for the invoice. It even captures when
an invoice is edited.

Users have the option to hide or display system notes when viewing the invoice audit. Only user actions
and discrepancy related notes are displayed when the system notes are hidden.

Figure 31: Invoice Audit

To view an audit for an invoice:
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1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center, click the Manage Invoices tab.

3. Filter for the appropriate invoices.

4. Click Search.

5. Select the invoice to view and click the View Invoice  icon.

6. Click the Audit tab.

5.15 Viewing an Invoice Reference
The action allows the user to view the reference associated with a PO or WO invoice.

Figure 32: Manage Invoices - View Reference

To view a reference:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center, click the Manage Invoices tab.

3. Filter for the appropriate invoices.

4. Click Search.

5. Select the invoice whose reference is to be viewed, and click View Reference  .

5.16 Voiding an Invoice
To void an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center, click the Manage Invoices tab.
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3. Filter for the appropriate invoices.

4. Click Search.

5. Select the invoice to void, and click Void Invoice  .

6. Click Yes on the pop-up confirmation window.

5.17 Marking an Invoice for Export
This option re-exports the invoice to the accounting output export. The user can manually mark invoice
for the next export.

To mark an invoice for export:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center, click the Manage Invoices tab.

3. Filter for the appropriate invoices.

4. Click Search.

5. Select the invoice to mark for export, and click Mark for Export  .

6. Click Yes on the confirmation pop-up.

5.18 Copying an Invoice
The functionality is only available for non-PO invoices.

To copy an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center, click the Manage Invoices tab.

3. Filter for the appropriate invoices.

4. Click Search.

5. Select the invoice to copy, and click Copy Invoice .

6. Click Yes on the confirmation window.

5.19 Adding or Editing a Recurring Invoice
The following permission is required:

• 3508 – Manage Recurring Invoices

Recurring invoices can only be created from non-purchase order invoices in the following statuses:

• Ready for payment
• In payment
• Paid
• Void
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When a recurring invoice is generated, the system uses the original invoice number and appends an N and
a consecutive number.

Example

• Original Invoice Number: 1234
• Recurring Invoice 1: 1234N1
• Recurring Invoice 2: 1234N2

Figure 33: Add/Edit Recurring Invoice page

Table 7: Recurring Invoices Page Field Definitions

Field Name Definition
Recurring Name Enter the name for the recurring invoice.

Invoice Number This is the invoice number of the selected invoice.

Start Date Enter the date the recurring invoice is to start. This
is a required field.

End Date Enter the date the recurring invoice is to end.

Recurring Schedule Select how often the invoice is to recur. The
options available are daily, weekly, bi-weekly,
monthly, quarterly, semi-annually, or yearly.

Day of Month Select the day of the month the recurring invoice is
to run.

Day of Week Select the day of the week the recurring invoice is
to run.

User to Notify on Recurring Select a user to notify when the recurring invoice
has run.

Enabled Select yes, if the recurring invoice is active. Select
no, if the recurring invoice is inactive.

To add/edit a recurring invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.
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2. From the Invoice Task Center, click the Manage Invoices tab.

3. Filter for the appropriate non-PO invoices.

4. Click Search.

5. Select the invoice that is to be recurring.

6. Click the Recurring Invoice  .

7. Enter the required information.

8. Click Add/Edit Recurring Invoice.

5.20 Viewing a Recurring Invoice
To view a recurring invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center, click the Manage Invoices tab.

3. In the Reference Type field, select Recurring Invoice.

4. Enter the invoice number in the Filter field to narrow the search.

5. Click Search.

6. Click View  to view the invoice associated with the selected recurring invoice.

5.21 Adding Approvers to Invoice Approval Route
The following permission is required to add approvers:

• 75 - Can Add Users to Approval Route

Figure 34: Add/Edit Approvers
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• The added approvers cannot be moved ahead of the current approver in the approval
route.

• The original approvers in the route cannot be removed.

To add an approver to the invoice approval route:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. From the Invoice Task Center, click the Manage Invoices tab.

3. Filter for the appropriate invoices.

4. Click Search.

5. Select an invoice.

6. Click Add Approver  .

7. Select the approvers to add and click Add.

8. Click the blue up and down arrows to designate the order in which the added approvers
are to approve the invoice.
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6 Inquiries

6.1 Invoice Inquiries Overview
After check requests or invoices are submitted, they are tracked using the Invoice Inquiry page. This page
allows the users to view the status of and any actions taken on check requests and invoices.

The Inquiries page allows users to quickly view details about check requests and invoices. When an
invoice is closed after accessing it from the Inquiries page, the Inquiries page is displayed with the search
information and search results still displayed.

The following permission is required to access invoice inquiries:

• 3504 - Can Access Invoice Inquiry

Figure 35: Inquiries page

The initial page shows all of the invoices that the user is able to view with his granted permissions. It
shows a summation of the invoice information including the invoice number, vendor, PO number, WO
number, invoice date, date created, invoice total, and status.

If a specific invoice needs to be located, the following fields are used to help narrow the search.

Table 8: Inquiries Search Field Definitions

Field Definition
Vendor Select the vendor whose invoices are being

searched for. Only vendors with invoices in the
system are displayed in the list.

Created By Select the user who entered the invoice. Only users
who have entered invoices are displayed in the list.

Basware P2P 18.2

© Copyright 1999-2018 Basware Corporation. All rights reserved.. 45



Table 8: Inquiries Search Field Definitions (continued)

Field Definition
Invoice Type Select the invoice type being searched for. Invoice

type is a classification method determined by the
customer when the system is implemented. The
invoice types displayed have an active status in the
Manage Invoice Type page.

Source Type Select the source type for the invoice. Source types
are Check Request, Non-PO Invoice, PO Invoice,
Recurring Invoice, and WO Invoice.

Rejection Type Select the rejection type for the invoice. The
rejection types displayed have an active status in
the Manage Invoice Rejection page.

Invoice Status Select the invoice status of the invoice(s) being
searched for. The statuses are All, Paid/In
Payment, System Error, Declined, Exceptions, In
Entry, In Workflow, Ready for Payment, and
Void.

Note: Invoices that are shown when in
workflow is selected are invoices with
the following statuses: post process,
receiving discrepancy, financial
discrepancy, approval, and post
approval.

Date From Enter a date or click the calendar icon to search for
invoices created after this date.

Date To Enter a date or click the calendar icon to search for
invoices created before this date.

Exception Type Select the exception type for the invoice. The
exception types displayed have an active status in
the Manage Invoice Exception page.

Filter Enter any additional information to help narrow
the search for the invoice(s).

Table 9: Inquiry Column Definitions

Field Definition
Action Displays the icons used to view the invoice or

PO/WO associated with the invoice.

Invoice Number Displays the invoice number assigned to the
invoice.

Vendor Displays the vendor associated with the invoice.

PO Number Displays the PO number associated with the
invoice.

WO Number Displays the WO number associated with the
invoice.

Invoice Date Displays the date on the vendor invoice.
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Table 9: Inquiry Column Definitions (continued)

Field Definition
Date Created Displays the date the invoice was created in the

system.

Invoice Total Displays the total for the invoice.

Status Displays the status for the invoice.

Click the column header to sort the information in ascending or descending order.

Note: Remember to scroll up to view the results from the top.

Table 10: Action Field Icon Definitions

Field Definition

 View Invoice Displays the Invoice page for the selected invoice.

 View Reference Displays the PO or WO associated with the
selected invoice. If an image is not associated with
the invoice, the vendor profile is displayed.

6.2 Viewing an Invoice from Invoice Inquiry

Invoices viewed from the Invoice Inquiries page are non-editable.

To view an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. Click the Inquiries tab in the Invoicing tab section.

3. Select the appropriate filter information.

4. Click Search.

5. Select the invoice to be viewed.

6. Click the Magnifying Glass icon. The invoice is displayed, and cannot be edited.

6.3 Viewing a Reference for an Invoice from Invoice Inquiry
To view a reference for an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. Click the Inquiries tab in the Invoicing tab section.
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3. Select the appropriate filter information.

4. Click Search.

5. Select the invoice to be viewed.

6. Click the  icon.

An image of the related purchase order or work order is displayed.
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7 Invoice Entry

7.1 Invoice Entry Overview
The purpose of the Invoice Entry tab is to allow users to enter invoices directly into the system without
creating purchase orders. Invoice entry is ideally for items or services that do not require purchase orders.

Users with the right permissions can create check requests or non-PO invoices. The main difference
between check request entry and invoice entry is that one is for the end user and the other is for the AP
user.

When invoice entry is started from the Invoice Entry tab and after the invoice is processed, cancelled,
voided, or closed, the user is returned to the Invoice Entry tab with the filters, search criteria, and search
results still displayed.

The following permissions are required to enter invoices:

• Invoice Module access
• 34 - Can Create Purchase Order Invoice
• 3503 - Can Create Non-PO Invoice

Figure 36: Invoice Entry Main page

The default information displayed in the Reference Type field and the Search Type field is now based on
the user’s permissions.

Permission Reference Type Search Type
34 – Create PO Invoice Purchase Order PO Number

3503 – Create Non-PO Invoice Non-PO Vendor Name

Both 34 and 3503 Purchase Order PO Number

Table 11: Invoice Entry Main page - Field Definitions

Field Name Definition
Reference Type Select from the drop-down the type of invoice to

search for.

Basware P2P 18.2

© Copyright 1999-2018 Basware Corporation. All rights reserved.. 49



Table 11: Invoice Entry Main page - Field Definitions (continued)

Field Name Definition
Search Type Select from the drop-down what the criteria of the

search is to be based on. The information
displayed here is determined by what was selected
in the Reference Type drop-down field.

Filter Enter the search criteria.

Table 12: Invoice Entry Main page - Column Definitions

Column Name Definition
Action Click an icon to edit the invoice, view the invoice,

or view the image associated with the invoice.

Invoice Number Displays the invoice number associated with the
invoice.

Vendor Displays the vendor associated with the invoice.

Vendor Number Displays the vendor account number associated
with the vendor.

Invoice Date Displays the date the invoice was entered and
saved, sent for review, etc.

Invoice Total Displays the total of the invoice.

Location Displays the location to which the invoice is
assigned.

Table 13: Invoice Entry Main Page - Action Definitions

Action Definition

 Edit Allows the user to edit the invoice.

 Invoice Allows the user to view the invoice.

 Image Allows the user to view the image associated with
the invoice (if applicable).

 Cancel Invoice Allows the user to cancel a saved invoice. This
icon is only displayed when the Saved Invoice
reference type is selected.

Figure 37: Invoice Entry page
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Fields are configurable and may vary depending on the active invoice mask and invoice type.

7.1.1 Auto-Receive Purchase Orders during Invoice Entry

Purchase orders, item categories, and/or vendors can be configured in the system to be auto-received
when the invoice is created. The system uses the receiving tolerances determined by system settings 6500
– Receiving: Over Receiving Tolerance Percent and 6501 – Receiving Tolerance Type. If there are more
items to be received than were ordered, the system does the following:

• Matches any receipts already entered for the item.
• Matches auto-receiving receipts up to the purchase order quantity.
• If there is still a remaining quantity, the invoice is sent to receiving discrepancy.

Auto-receive can be configured on the following pages:

• Add/Edit Item Category
• Add/Edit Vendor
• Edit Purchase Order (the purchase order’s status must be new)

Note: The default value for the Edit Purchase Order page is controlled by system setting 984 –
Auto Receive Purchase Order Default Value.

7.2 Entering a Purchase Order Invoice
To enter a purchase order invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard > Invoice Entry.

2. Select Purchase Order from the Reference Type drop-down field.

3. Select the search type criteria from the Search Type drop-down field.

4. Enter the matching search type criteria in the Filter field (PO number, vendor name, etc.).

5. Click Search.

6. Click the green + icon to the left of the purchase order to be invoiced.

7. Enter the required header information and any additional information in each invoice tab.

• Invoice Image (PDF only)
• Details, including Accounts Coding distribution data
• Vendor
• Notes
• Attachment

8. Click Process to process the invoice or Process + Next to continue to the next invoice.
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7.3 Entering a Non-PO Invoice
To enter a non-PO invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard > Invoice Entry.

2. Select Non-PO from the Reference Type drop-down field.

3. Select the search type criteria from the Search Type drop-down field.

4. Enter the matching search type criteria in the Filter field (vendor name, vendor city, etc.).

5. Click Search.

6. Click the green + icon to the left of the purchase order to be invoiced.

7. Enter the required header information and any additional information in each invoice tab.

• Invoice Image
• Details, including Accounts Coding distribution data
• Vendor
• Notes
• Attachment

8. Click Process to process the invoice or Process + Next to continue to the next invoice.

7.4 Invoice Images
The system supports the use of PDF images only. While other image formats can be used, the client is
responsible for troubleshooting all other formats. It is recommended that if any other image format is
used, the invoice image attachments used in that format are converted to PDF (client responsibility)
before the invoice image attachment is uploaded in the system.

7.4.1 Replace Purchase Order Invoice Images

Location: Invoice entry page of desired invoice

Invoice images can be replaced while the invoice is in the inbound or pre-process work queue. Users with
permission 3502 - Manage Invoices can replace the image throughout the invoicing process.

To replace an invoice image:

1. Navigate to the Invoice Entry page.

2. Click Replace on the Image page.

3. Select the correct invoice image.

7.4.2 Delete Purchase Order Invoice Image

Location: Invoice entry page of desired invoice

To delete an invoice image:
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1. Navigate to the Invoice Entry page.

2. Click Delete on the invoice image.

3. Click Yes.

7.4.3 Convert Attachment to Purchase Order Invoice Image

Location: Invoice entry page of desired invoice

A PDF file attached to the invoice in the Attachments tab can be converted into the invoice image.

To convert an attachment to an invoice image:

1. Navigate to the Invoice Entry page.

2. Click the Attachment tab.

3. Click the  icon beside the attachment to be converted.

4. Click Yes.

7.5 Invoice Details
Below is a more detailed description of how the Details tab function works for PO and non-PO invoices.

Figure 38: Details tab PO Invoice

7.5.1 Editing Details for a PO Invoice

To edit the details for a PO invoice:

1. Open a PO invoice whose details need to be edited.

2. Click the Details tab.

3. Click once in the Invoiced Unit Price column to change the price of the line item.

4. Change the price for the line item.

5. Click outside the editable field to save the updated price.

6. Click once in the Invoice Qty column to change the quantity of the line item.

7. Change the quantity for the line item.

8. Click outside the editable field to save the updated quantity.
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7.5.2 Adding/Editing Details for a Non-PO Invoice

To add/edit details for a non-PO invoice:

1. Open a Non-PO invoice whose details need to be edited.

2. Enter the details of the invoice in the header.

3. Click the Details tab.

4. Click in the area in the Description column that has the message “Click to Add Line.”

5. Add the description for the item. Press the tab key to move to the next column.

6.

7. Enter the line ID for the item. Press the tab key to move to the next column.

8. Select the unit of measure from the drop-down box. Press the tab key to move to the next
column.

9. Enter the quantity of the item on the invoice. Press the tab key to move to the next
column.

10. Enter the price for the item.

11. Continue this process until all line items are added.

7.5.3 Distribution

Below is a detailed explanation of how the distribution function works.

When the line total or the invoice total is updated, the affected distributed amounts are automatically
updated.

Figure 39: Distribution page for line distribution

Table 14: Non-PO Distribution Field Definitions

Field Name Definition
AccCode Enter at least one of the account codes used for this

invoice. Account codes are entered until the total
amount of the invoice is reached.
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Table 14: Non-PO Distribution Field Definitions (continued)

Field Name Definition
Notes Enter an optional note in the Notes field for the

account code being entered.

% Enter the percentage of the cost of the invoice that
is applied to this account code. This must equal
100% for the invoice to be processed.

Amount Enter the amount of the cost of the invoice that is
applied to this account code.

Account Code Template 

Select an existing template for distribution. The
icon is to the right of the page, at the top of the
grid.

7.5.3.1 Adding Distribution for a Non-PO Invoice

To add distribution on a non-PO invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. Search for the desired invoice using the Task Center or Manage Invoices section. If
needed, see Entering a Non-PO Invoice to enter a new invoice.

3. Click the Details tab.

4. Enter the necessary details.

5. Click Distribution.

6. Select the line to distribute.

7. Enter the account code in the Account Code field.

8. Enter a note in the Notes field.

9. Enter a percentage in the Percentage field or an amount in the Amount field and click
Add.

10. Repeat this process until the remaining total and remaining percent = 0.00 for the line.

11. Repeat the process for all lines.

12. Click Process or Process + Next.

The invoice is successfully processed and the Invoice Task Manager page is displayed or the next invoice
in the queue is displayed.

7.5.3.2 Editing Distribution for a Non-PO Invoice

To edit distribution for a non-PO invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. Search for the desired invoice using the Task Center or Manage Invoices section. If
needed, see Entering a Non-PO Invoice to enter a new invoice.

3. Click the Details tab.

4. Enter the necessary details.

5. Click Distribution.
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6. Select the line whose distribution needs to be edited.

7. Enter the account code in the Account Code field.

8. Enter a note in the Notes field.

9. Enter a percentage in the Percentage field or an amount in the Amount field and click
Add.

10. Repeat this process until the remaining total and remaining percent = 0.00 for the line.

11. Repeat the process for all lines.

12. Click Process or Process + Next.

The invoice is successfully processed and the Invoice Task Manager page is displayed or the next invoice
in the queue is displayed.

7.5.3.3 Adding Distribution for a Non-PO Invoice with an Account Code Template

To add distribution to a non-PO invoice with an account code template:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. Search for the desired invoice using the Task Center or Manage Invoices section. If
needed, see Entering a Non-PO Invoice to enter a new invoice.

3. Click the Details tab.

4. Enter the necessary details.

5. Click Distribution.

6. Select the line to distribute.

7. Click the Magnifying Glass icon to the right of the Account Code Template field.

8. Select the account code template to add by double-clicking it.

9. Repeat the process until all lines are distributed.

10. Click Process or Process + Next.

7.5.3.4 Editing Distribution for a Non-PO Invoice with an Account Code Template

To edit distribution on a non-PO invoice with an Account Code template:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. Search for the desired invoice using the Task Center or Manage Invoices section. If
needed, see Entering a Non-PO Invoice to enter a new invoice.

3. Click the Details tab.

4. Enter the necessary details.

5. Click Distribution.

6. Select the line with the distribution that needs to be edited.

7. Click Delete to remove the current account code template from the grid.

8. Click the Magnifying Glass icon to select an account code template.

9. Select the account code template to use by double-clicking it.

10. Click Process or Process + Next.
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The invoice is successfully processed and the Invoice Task Manager page is displayed or the next invoice
in the queue is displayed.

7.5.3.5 Accounts Coding Segments

Codes is available when account code segments are enabled. This functionality allows the user to select
account code segments and distribute a percentage or amount of the invoice cost to that account code.
Codes is available with BOLO and Excalibur Integration or it can be configured during the
implementation process. Contact your Basware Implementation or Client Care Team for more
information.

Figure 40: Invoice with sample BOLO account code fields

7.5.3.6 Adding Account Code Segments for Distribution to a PO Invoice

To add account code segments for distribution to a PO invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. Search for the desired PO invoice using the Task Center or Manage Invoices section.

3. Click the Details tab.

4. Enter the necessary details.

5. Click Distribution.

6. Select the line whose distribution needs to be edited.

7. Click Codes if the it is not grayed out.

8. Select the account code segments and click Add.

9. Enter either the percentage in the Percentage column or the amount in the Amount column
to apply to the account code segment.

10. Press the tab key to move to the next column.

11. Repeat this process until the Remaining Percent and Remaining Total equal zero.

12. Repeat the process until all lines are distributed.

13. Click Process or Process + Next.
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The invoice is successfully processed and the Invoice Task Manager page is displayed or the next invoice
in the queue is displayed.

7.5.3.7 Adding Account Code Segments for Distribution for a Non-PO Invoice with an Account
Code Template

To add account code segments for distribution for a non-PO invoice with an Account Code template:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. Search for the desired Non-PO invoice using the Task Center or Manage Invoices section.

3. Click the Details tab.

4. Enter the necessary details.

5. Click Distribution.

6. Select the line whose distribution needs to be edited.

7. Click Codes if the it is not grayed out.

8. Select the account code segments and click Add.

9. Enter either the percentage in the Percentage column or the amount in the Amount column
to apply to the account code segment.

10. Press the tab key to move to the next column.

11. Repeat this process until the Remaining Percent and Remaining Total equal zero.

12. Repeat the process until all lines are distributed.

13. Click Process or Process + Next.

The invoice is successfully processed and the Invoice Task Manager page is displayed or the next invoice
in the queue is displayed.

7.6 Invoice Notes
Invoice notes can be added during invoice entry or processing to document additional invoice information
or notify another user of something related to the invoice. All notes can be viewed, edited, and deleted in
the Notes tab while viewing the invoice.

7.6.1 Adding Notes

To add a note on an invoice:

1. Navigate to the invoice for which notes need to be added.

2. Click the Notes tab.

Result: The Notes Entry page is displayed.

3. Enter the note in the notes text box.

4. If another user needs to be notified, click the Magnifying Glass icon to the right of the
Also Notify field.

5. Select the user to be notified by double-clicking the name.
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6. Click Add.

7.6.2 Edit Purchase Order Invoice Notes

Location: Invoice entry page of desired invoice

To edit previously entered invoice notes on a purchase order invoice:

1. Navigate to the invoice entry page.

2. Click the Notes tab.

3. In the table, find the note to edit and click in the Notes cell.

4. Click anywhere outside the cell to finish editing.

Changes are saved automatically.

7.6.3 Delete Purchase Order Invoice Notes

Location: Invoice entry page of desired invoice

1. Navigate to the invoice entry page.

2. Click the Notes tab.

3. In the table, find the note to delete and click .

7.7 Invoice Attachments
Below is a more detailed description of how the Attachment tab function works. The number of
attachments attached is displayed in the tab.

Figure 41: Attachment tab

7.7.1 Adding Attachments During Invoice Entry

Location: Invoice entry page of desired invoice

You can add many attachments to an invoice using the Attachments tab on the Invoice Entry page. The
attachments can be of many types, including PDF, JPEG, RTF, etc.
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Only PDF attachments can be converted to invoice images

To add attachments during invoice entry:

1. Enter all of the appropriate information in the invoice header.

2. Click the Attachments tab.

3. Click Attach, select the document to be attached, and click Open.

7.7.2 Viewing Attachments

To view an attachment:

1. Navigate to the invoice with the attachments to be viewed.

2. Click the Attachment tab.

3. Highlight the attachment to view.

4. Click the  icon in the action column.

The image downloads to your computer and can be opened and viewed.

7.7.3 Deleting Attachments on an Invoice

Invoice attachments can be deleted by the user while the associated invoice is in an inbound or pre-
process work queue.

To delete an attachment on an invoice:

1. Navigate to the invoice with the attachments to be deleted.

2. Click the Attachment tab.

3. Highlight the attachment to delete.

4. Click  in the Action column.

The attached file is deleted.

7.8 Saving an Invoice
There are times when entering an invoice that it may need to be saved before it is processed.

To save a purchase order invoice:

1. Follow the instructions to enter an invoice, as described in Entering a Purchase Order
Invoice or Entering a Non-PO Invoice

2. Click  to save the information entered on the invoice.
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3. Click X in the top right corner to exit the invoice.

7.8.1 Processing a Saved Invoice

To process a saved invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard > Manage Invoices.

2. Locate the invoice to be processed and open it.

3. Complete any remaining information for the invoice.

4. Click Process or Process + Next.

7.9 Cancelling an Invoice
During invoice entry, a user does not want to save the information he is entering for an invoice. He has
the option to cancel the invoice entry without any changes being saved. When an invoice is cancelled, the
image has to be rescanned into the system.

To cancel an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard > Manage Invoices.

2. Locate the invoice to be cancelled and open it.

3. To cancel the invoice, click .

4. Click Yes in the confirmation pop-up.

A message is displayed at the top of the invoice stating that it has been successfully cancelled. The user is
taken to the Invoice Task Center.

7.10 Resetting an Invoice
There are times when a user realizes that the information entered does not match the vendor and/or the
image associated. The user can use Reset to reset the information. The invoice image remains in the
system.

To reset a purchase order invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard > Manage Invoices.

2. Locate the invoice to be reset and open it.

3. To reset the invoice, click .

4. Click Yes in the confirmation pop-up to reset the invoice.

A message is displayed at the top of the invoice stating that it has been successfully reset. The user is
taken to the Invoice Reference page.

Basware P2P 18.2

© Copyright 1999-2018 Basware Corporation. All rights reserved.. 61



7.11 Selecting a Reviewer for an Invoice
The following permission is required to perform this action:

• 3517 - Can Assign Invoice to Different User

There are times when a user may want another user to reviewer an invoice before it goes to the pre-
process work queue. Users who are displayed in the select reviewer list are users with invoicing
permissions.

To select a reviewer for an invoice:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard.

2. In the Invoice Task Center or the Inbound work queues, locate the invoice to for which a
reviewer needs to be set and open it.

3. Click Select Reviewer to view the list of reviewers.

4. Click once on the user’s name to select that user as the reviewer. The user’s name selected
is displayed in place of select reviewer.

5. Click Process to process the invoice or Process + Next to continue to the next invoice.

The invoice is assigned to the selected user to review.
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8 Check Requests

8.1 Check Request Overview
The Check Request Entry tab takes the user through the same steps as the wizard icon from the
Dashboard. The purpose of check request entry is to enter a request for payment of an invoice that does
not have an associated request or purchase order. They can be created based on an invoice number or an
account number. If an account number is used, the system automatically appends a dash and an additional
number to make the invoice number for that vendor unique.

The following permission is required:

• 3500 - Can Create a Check Request

Figure 42: Check Request Entry - Step 1

Field Name Definition
Create with Invoice Number Select this radio button if the check request is to be

created with an invoice number.

Create with Account Number Select this radio button if the check request is to be
created with an account number.

Note: This system automatically
appends an incremental number to the
end of the account number to make it a
unique number for the vendor.

Figure 43: Check Request Search page
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Field Name Definition
Vendor Enter the first few letters (or more) of the vendor

that is being searched for.

City Enter the first few letters (or more) of the city
where the vendor is located.

Zip Enter the zip code that the vendor is located in.

Address Enter part or all of the address for the vendor.

State Enter the state the vendor is located in.

Account Number Enter part or all of the account code number for the
vendor.

Figure 44: Enter a Check Request page

The order and labels of Check Request Entry page may be different in the organization’s
environment as these are configurable options. The following are some of the typical fields and
their descriptions.

Table 15: Check Request Entry Field Definitions

Field Name Definition
Vendor Name Displays the name of the vendor selected in the

previous step. This is a non-editable field.

Vendor Code Displays the accounting code for the selected
vendor from the vendor profile. This is a non-
editable field.

Address 1 Displays the 1st address line for the selected
vendor from the vendor profile. This is a non-
editable field.

City/State/Postal Code Displays the city, state, and postal code for the
selected vendor in the vendor profile. This is a
non-editable field.

Invoice/Account No. Enter the invoice or account number that is
associated with the check request. This is a
required field.

Invoice Gross Amount Enter the amount for the check request. This is a
required field.
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Table 15: Check Request Entry Field Definitions (continued)

Field Name Definition
Goods Received Date Enter the date the goods were received. This is a

required field.

Invoice Date Enter the date the check request was created. This
is a required field.

Invoice Received Date Enter the date the invoice associated with the
check request was received. This is a required
field.

Service End Date Enter the end date for the services received. This is
a required field.

Table 16: Check Request Entry - Details Field Definitions

Field Name Definition
Item SKU The item number for the item purchased.

Item Name The item name for the item purchased.

Item Category The item category assigned to the item purchased.

GL Code The general ledger code associated with the
specific item.

Unit The unit for the item purchased.

QTY The quantity of the item purchased.

Cost The cost of the item purchased.

The Details page is only displayed when it is enabled. Contact your Basware Implementation
or Client Care Team about this feature.

Table 17: Check Request Entry - Distribute Totals Page Field Definitions

Field Name Definition
GL Account No. Enter one of the account codes used for this

invoice. Account codes can be entered until the
total of the invoice or 100% is reached.

% Enter the percentage of the cost that is applied to
the entered GL code for the invoice.

Note: Percentages on this page are
entered as whole numbers.

Example: 50 = 50% .5 = 0.5%

Amount Enter the amount of the cost that is applied to the
entered GL code for the invoice.
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Table 17: Check Request Entry - Distribute Totals Page Field Definitions (continued)

Field Name Definition
Type Select if the distribution is for the invoice total or

for a specific line.

Note: Line information is displayed
only if details are enabled.

Note: All distributions must equal 100
percent before the next page can be
accessed.

All Select this checkbox to use only one GL code for
the entire invoice.

Sub Account Enter an additional account code that is to be used
as a secondary account code.

Bill To Enter the location name or location ID to associate
the account code to.

Notes

Figure 45: Check Request Entry – Summary page

8.2 Creating a Check Request Entry
To create a check request entry:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard > Check Request.
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2. Select whether the check request is going to be created with an invoice number or an
account number.

3. Click >>.

4. Enter the necessary search criteria. Only one field needs to be completed.

5. Select the vendor by clicking the radio button to the left.

6. Click >>.

7. Enter all the required information.

8. Click >>.

9. Enter the item information for the invoice, if necessary. If the space available for items
has been exhausted, click Add More at the bottom of the page and continue to add more
items to the invoice.

If the organization does not require details for check request entries, this step is
not displayed.

10. When all the item details are entered, click >>.

11. If needed, apply the cost of the invoice across multiple account codes.

12. To add multiple codes, enter the GL code to be applied, the percentage of the total invoice
cost or the amount, and click Add. Continue to add account codes until the percentage is
equal to 100 or the amount is equal to the total of the invoice. If only one account code is
used, enter the amount and click All. Then click >>.

13. The Check Request summary allows the user to view the information entered into the
system. The system also verifies account codes and distribution totals at this point.
Feedback on this information is provided if needed. If the summation and verification is
correct, the check request is sent for processing.

14. Click Finish.

A confirmation page displays if the invoice was created successfully and if approval is needed depending
on the rules set up.
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8.3 Adding a Note to a Check Request

Figure 46: Add Note to Check Request

To add a note to a check request:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard > Check Request.

2. Select whether the check request is going to be created with an invoice number or an
account number and click >>.

3. Enter the necessary search criteria. Only one field needs to be completed.

4. Select the vendor by clicking the radio button to the left and click >>.

5. Click Add Note to add a note.

6. Select the users to notify using the typeahead functionality.

7. Enter the note in the Body field.

8. Click Add.

Result: The note entered is displayed under the Add a Note section.

8.4 Adding an Attachment to a Check Request
To add an attachment to a check request:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard > Check Request.

2. Select whether the check request is going to be created with an invoice number or an
account number and click >>.

3. Enter the necessary search criteria. Only one field needs to be completed.

4. Select the vendor by clicking the radio button to the left and click >>.

5. Click Add Attachment to this Invoice.
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6. In the pop-up Attachments window, enter notes about the attachment in the Notes field.

7. Select the document to attach by clicking Browse.

8. Click Upload.

8.5 Invoice Image Attachments on Check Requests
Invoice image attachments can be added to a check request using one of the following methods:

• Attach the image as an attachment while creating the check request. Then once the check
request is created, the attachment can be converted to an invoice image during approval or
while viewing the invoice.

• Attach the image as an attachment when approving or viewing the invoice and convert the
attachment to an image.

P2P Invoice Manager only supports PDF image attachments. While other image formats can be
used, the client is responsible for troubleshooting all other formats.
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9 Payments

9.1 Invoice Payments Overview
The Payments list allows the user to edit, delete, and view payments that have been imported into the
system through payment imports.

The following permission is required:

• 147 - Manage Payments

This permission is listed under the Purchasing permission group, not the Invoicing permission
group.

Figure 47: Invoice Payments List

Table 18: Payments List Action Definitions

Action Name Definition
Edit Payment Allows the user to make changes to the selected

payment.

Delete Payment Allows the user to delete payments.

View Payment Allows the user to view the payment information
but changes cannot be made.

9.2 Editing a Payment

Basware recommends that users do not edit payment details. If edited, payment details and
invoice information may not be in sync.
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Figure 48: Edit Payment page

Table 19: Edit Payments Field Definitions

Field Name Definition
PO Number Displays the PO number the payment is associated

with. This is a non-editable field.

PO Total Displays the total for the associated PO. This is a
non-editable field.

Total PO Payments Displays the total of payments made against this
PO. If more than one payment has been made, this
field displays the sum of all the payments. This is a
non-editable field.

Vendor Name Displays the name of the vendor associated with
the PO. This is a non-editable field.

Payment Date Select the date the payment is to be made.

Payment Reference Enter the reference used to associate the payment
with the PO and the invoice.

Payment Type Select the type of payment used to make this
payment. The standard selections are cash, check,
or credit card. More specific types can be defined
when setting up the catalog.

Payment Currency Select the currency the payment is to be paid in.

Payment Notes Enter any notes related to the payment being made.

Table 20: Payment Details Field Definitions

Field Name Definition
Invoice No. Enter the invoice number that is to be associated

with the payment for the PO.

Amount Enter the amount of the payment that is being
made at this time.
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Table 20: Payment Details Field Definitions (continued)

Field Name Definition
Add Payment Click the + icon to add the entered payment

information.

Note: When the + icon is clicked, an
additional line is displayed.

To edit a payment:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard > Payments.

2. Select the payment whose information is to be edited and click Edit Payment.

3. Edit the necessary information.

4. Click Save Payment.

9.3 Deleting a Payment
To delete a payment:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard > Payments.

2. Select the payment whose information is to be deleted and click Delete Payment.

3. Click OK in the confirmation pop-up.

9.4 Viewing a Payment
To view a payment:

1. From the Dashboard, navigate to Invoicing > Invoice Dashboard > Payments.

2. Select the payment whose information is to be viewed and click View Payment.

Basware P2P 18.2

© Copyright 1999-2018 Basware Corporation. All rights reserved.. 72



10 Invoice Imports

10.1 Imports Overview
Invoice imports provide users with the ability to import payments, account code templates, and invoices.
The import specifications have to be established in the system before the user is able to import wizards.
For more information about creating import specifications, refer to the General Admin Guide – Chapter 3.

10.2 Payment Import
The Import Payments link allows users to import payments without having to wait for the scheduled
task to run. Payment imports have to be already established in the system before users can use this link to
import payments.

The following permission is required:

• 3511 - Can Import Payment data from External Sources

Figure 49: Payment Import Wizard Step 1

Table 21: Payment Import Step 1 Definitions

Action Name Definition
Import Map Select the payment import specification that is to

be used.

The drop-down list only lists payment
imports that have been created for this
import specification.

Upload a File Select the payment data file that is to be imported.
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Figure 50:

Table 22: Import Feedback Field Definitions

Feedback Fields Definitions
Total Records Read Displays the number of records that were

successfully read from the import file.

Total Records Saved Displays the number of records that were
successfully saved to the batch processing tables.

Total Records Not Saved Displays the number of records that contain critical
errors.

Save and Import Now is greyed out if
there are any critical errors. These need
to be corrected before the import can be
finalized.

Total Records Skipped Displays the number of records that have been
skipped due to errors.

Number of Records to be Created Displays the number of records to be added.

Number of Records to be Updated Displays the number of records to be updated.

Number of Records to be Discontinued Displays the number of records to be discontinued.

10.2.1 Importing Payments

Invoices must be in in payment status for a payment import to be successful. An invoice in any other
status, including ready for payment, will cause the import to fail.

To import payments:

1. From the dashboard, navigate to  > Imports > Import Payment.

2. Select the payment import that is to be used from the Import Type drop-down field.

3. Browse to the correct file that is to be imported.

4. Click Next.

5. If needed, click Review and Correct to review the import feedback and make
corrections. Click Save and Analyze to save the corrections.

6. Click Save and Import Now to immediately import the payments, or schedule the import
by selecting a date and clicking Save and Schedule Import.
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Once the payments are imported, the status for the affected invoices changes to paid. To view invoices
with imported payments, go to the Invoice Dashboard, then to Manage Invoices or Inquiries.

10.3 Invoice Import

The Import Invoices link allows users to import invoices without having to wait for the scheduled task to
run. Invoice imports have to be already established in the system before users can use this link to import
invoices.

The following permission is required:

• 3506 - Can Import Invoice Data from External Sources

Figure 51:

Table 23: Invoice Import Step 1 Field Definitions

Field Definition
Import Map Select the invoice import specification that is to be

used.

The drop-down list only lists invoice
imports that have been created in the
import specifications.

Upload a File Select the invoice import file that is to be
imported.

10.3.1 Importing Invoices

1. From the dashboard, navigate to  > Imports > Import Invoice.

2. Select the invoice import that is to be used from the Import Type drop-down field.

3. Browse to the correct location for the account code file that is to be imported.

4. Click Next.

5. If needed, click Review and Correct to review the import feedback and fix incorrect
lines. Click Save and Analyze to save the corrections.

6. Click Save and Import Now to immediately import the invoices, or schedule the import
by selecting a date and clicking Save and Schedule Import.
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The invoices are imported into the system. To view the imported invoices, go to the Invoice Dashboard,
then to Manage Invoices or Inquiries.

10.4 Blanket Purchase Order Free-Form Invoice Imports
Invoice imports for blanket purchase orders work much the same as other invoice imports. However,
there are a few functional differences:

• When the invoice is imported, you will NOT be prompted to review and correct the data. Each
item on the invoice is entered inot the system as a new item and is not matched to an existing
item.

• After successfully importing the invoice, it will either be in Pre-Processing (if the work queue
is set up) or in the Approval queue. All blanket PO invoices require approval.

The invoice amount is automatically applied to the blanket purchase order total after approval.

Validations are required when importing a blanket purchase order. If any of the fields listed below are
invalid, they are skipped and a message is displayed:

• Item Price
• Item Qty
• Item Name Unit of Measure
• Item Category Name
• Blanket PO Max Amount

Basware P2P 18.2

© Copyright 1999-2018 Basware Corporation. All rights reserved.. 76



Index

I

invoices
attachments
add........................................................................................................................................................ 59
convert to invoice image...................................................................................................................... 53
invoice image
convert from attachment......................................................................................................................  53
delete....................................................................................................................................................  52
replace..................................................................................................................................................  52

P

purchase orders
invoices
add attachments...................................................................................................................................  59
convert attachment invoice image.......................................................................................................  53
delete invoice image............................................................................................................................  52
invoice notes........................................................................................................................................  59
replace invoice image..........................................................................................................................  52

Basware P2P 18.2

© Copyright 1999-2018 Basware Corporation. All rights reserved.. 77


	Table of Contents
	Getting Started
	1.1 Invoice Manager Introduction
	1.2 Quick Access Carousel - Pay
	1.3 Invoice Dashboard

	Invoice Task Center
	2.1 Invoice Task Center Overview
	2.1.1 Viewing Invoices in the Work Queues
	2.1.2 Viewing Invoice Work Queue Metrics in the Task Center

	2.2 Reviewing Invoices
	2.3 Viewing References for Invoices
	2.4 Cancelling Invoices
	2.5 Viewing Images for Invoices
	2.6 Resetting Invoices
	2.7 Pre-Process Invoices
	2.7.1 Processing Invoices
	2.7.2 Voiding Invoices

	2.8 Receiving Discrepancy
	2.8.1 Short Receive
	2.8.2 Processing an Invoice in Receiving Discrepancy Using Short Receive

	2.9 Financial Discrepancy
	2.9.1 Approving Invoices in Financial Discrepancy
	2.9.2 Short Pay
	2.9.3 Short Paying Invoices in Financial Discrepancy
	2.9.4 Declining Invoices in Financial Discrepancy

	2.10 Reviewing Invoices in Post-Process
	2.11 Approval
	2.11.1 Approving Invoices in Approval
	2.11.2 Voiding Invoices in Approval
	2.11.3 Declining Invoices in Approval
	2.11.4 Short Paying Invoices in Approval
	2.11.5 Add Approver
	2.11.6 Instructions to Edit Approvers in the Approval Route
	2.11.7 Approving Invoices in the Post-Approval Route
	2.11.8 Declining Invoices in the Post-Approval Route


	Batched Invoices
	3.1 Overview of Invoice Batches
	3.2 Assigning Batched Invoices

	Metrics
	4.1 Metrics Overview
	4.2 Available Invoice Metrics
	4.3 Viewing a Metric

	Manage Invoices
	5.1 Invoice Management Overview
	5.2 Viewing an Invoice from the Manage Invoices tab
	5.3 Viewing Invoice Details from the Manage Invoices tab
	5.4 Viewing Invoice Vendor Information
	5.5 Adding Notes from the Manage Invoices page
	5.6 Editing Invoice Notes
	5.7 Deleting Invoice Notes
	5.8 Adding Attachments to an Invoice
	5.9 Viewing Invoice Attachments
	5.10 Deleting Invoice Attachments
	5.11 Viewing Approvers on an Invoice
	5.12 Viewing Invoice Exports
	5.13 Viewing Invoice Payments
	5.14 Viewing an Invoice Audit
	5.15 Viewing an Invoice Reference
	5.16 Voiding an Invoice
	5.17 Marking an Invoice for Export
	5.18 Copying an Invoice
	5.19 Adding or Editing a Recurring Invoice
	5.20 Viewing a Recurring Invoice
	5.21 Adding Approvers to Invoice Approval Route

	Inquiries
	6.1 Invoice Inquiries Overview
	6.2 Viewing an Invoice from Invoice Inquiry
	6.3 Viewing a Reference for an Invoice from Invoice Inquiry

	Invoice Entry
	7.1 Invoice Entry Overview
	7.1.1 Auto-Receive Purchase Orders during Invoice Entry

	7.2 Entering a Purchase Order Invoice
	7.3 Entering a Non-PO Invoice
	7.4 Invoice Images
	7.4.1 Replace Purchase Order Invoice Images
	7.4.2 Delete Purchase Order Invoice Image
	7.4.3 Convert Attachment to Purchase Order Invoice Image

	7.5 Invoice Details
	7.5.1 Editing Details for a PO Invoice
	7.5.2 Adding/Editing Details for a Non-PO Invoice
	7.5.3 Distribution
	7.5.3.1 Adding Distribution for a Non-PO Invoice
	7.5.3.2 Editing Distribution for a Non-PO Invoice
	7.5.3.3 Adding Distribution for a Non-PO Invoice with an Account Code Template
	7.5.3.4 Editing Distribution for a Non-PO Invoice with an Account Code Template
	7.5.3.5 Accounts Coding Segments
	7.5.3.6 Adding Account Code Segments for Distribution to a PO Invoice
	7.5.3.7 Adding Account Code Segments for Distribution for a Non-PO Invoice with an Account Code Template


	7.6 Invoice Notes
	7.6.1 Adding Notes
	7.6.2 Edit Purchase Order Invoice Notes
	7.6.3 Delete Purchase Order Invoice Notes

	7.7 Invoice Attachments
	7.7.1 Adding Attachments During Invoice Entry
	7.7.2 Viewing Attachments
	7.7.3 Deleting Attachments on an Invoice

	7.8 Saving an Invoice
	7.8.1 Processing a Saved Invoice

	7.9 Cancelling an Invoice
	7.10 Resetting an Invoice
	7.11 Selecting a Reviewer for an Invoice

	Check Requests
	8.1 Check Request Overview
	8.2 Creating a Check Request Entry
	8.3 Adding a Note to a Check Request
	8.4 Adding an Attachment to a Check Request
	8.5 Invoice Image Attachments on Check Requests

	Payments
	9.1 Invoice Payments Overview
	9.2 Editing a Payment
	9.3 Deleting a Payment
	9.4 Viewing a Payment

	Invoice Imports
	10.1 Imports Overview
	10.2 Payment Import
	10.2.1 Importing Payments

	10.3 Invoice Import
	10.3.1 Importing Invoices

	10.4 Blanket Purchase Order Free-Form Invoice Imports

	Index

