Creating an Invoice

How to create an invoice
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e 2 |In the Payables tab select Invoices
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0 Total O Other O Rejected
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e 3 To enter a new invoice for payment click on the Create button
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Create Invice: © = N v oo | e | e macee | core|

4 |nvoice Header show More

Identifying PO Q * Number | test °® 4
— " Date | 03-17-2025 3
* Business Unit | CC BU v | ® 1 * Amount | USD - w 123412 o 5 )
* Payment Terms | Immediate L
* Supplier | Test McTester-Testington Il Es O, @ 2 * Type | Standard w
* Terms Date | 03-17-2025 Y
L lier Number 4
et Sumier g3 Description T"IIS_ text appears on the
) - - - — remittance letter attached to ® 6 Requester ol © 7
Supplier Site | Springfield-1 * | O 3 the check
Attachments Mone ==
* Legal Entity | Champlain College, Inc -
S— Note [EZ e 8
Invoice Group
b Lines (& Match Invoice Lines vi®
b Taxes )
4 Totals
Items Freight Miscellaneous Tax Included Prepayments Total
0.00 0.00 0.00 0.00 0.00 A50.00
Retainage Withholding Applied Prepayments Due
0.00 0.00 0.00 1,234.12

e 1 Select the Business Unit;: CC BU

e 2 Enter the name of the supplier. This may automatically fill in as you type.
3 The supplier site often auto-populates, if it does not use the drop down menu
to chose the site that matches the remit to address on the invoice

* 4 Enter an invoice number; best practice is to use the number provided on the
invoice from the supplier
e 5 Enter the amount to pay

* 6 Enter useful information in the Description box, e.g. honorarium for guest
speaker in Liliputian Literature 100

e 7 Enter your name, last name, first name in the requester field

e 8 Attach you receipt and other supporting documents
¢ 9

4 Lines @ | Match Invoice Lines v‘ ()

veww <= [BH M §F EF I Detach | Allocate | ¥ || CancelLine || Distributions

Distribution = Budgetary Control = Reference = Tax | Purchase Order = Asset | Project

Distribution Budgetary Control Reference
* Number ~ Type * Amount Prorate Across
Distribution Set Distribution Combination Accounting Date : * Budget Date Status Description Tax C
PY 11 All Item Lines
e 10

1 item v/ | 1234.12 ||| v |8 [o0317-2025 g 03-17-2025 [ig | Not attempted This text appears on the remittance etter | |

2 [tem . 03-17-2025 — 03-17-2025 Mot attempted

3 [tem . 03-17-2025 — 03-17-2025 Mot attempted

4 [tem . 03-17-2025 — 03-17-2025 Mot attempted

] [tem . 03-17-2025 ARELE S Lintstmmning

P — Distribution Combination ID x

4 Hide Segments

* 9 Clickon the arrow to pull down the Lines entity [200 | w | Champlain Coliege

Center for Community and

e 10 Enter the amount, be sure it matches the Department | 102 | ¥ | Socia justce

amount entered above object 54200 | v | suppes
e 11 Enter the accounting line. You can click on the Restriction [ 10| v | Unrestictc

blue icon t open a pop up window that offers more pesignetion | 220 | beet

. . Activity | 00000 w | Default

Informatlon Intercompany | 000 w | Default
e 12 Once the information is entered and the names it [0 To ] detaut

appear next to the numbers click OK e 12

Search || Reset | | | OK || Cancel
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e 13

n Invoice Actions w Save and Create Next Save Save and Close

» 13 To submit your invoice click on Invoice Henage insiaiment
. Calculate Tax Ctri+Alt+X
Actions to pull down the menu N
e 14 Validate the invoice. Once the invoice is vaiidate ® 14 S Y
validated the word Validate will appear to the Request Overide :
left of Invoice Actions el ornepRl Frepsymens
. . . . Manage Holds E‘E ‘
e 15 Once validated click on Invoice Actions, p— | e 15
ApprOval, and |n|t|ate. View Approval and Notification History Withdraw
Cancel Invoice Hold
Delete Invoice Force Approve
Pay in Full Resubmit
Post to Ledger Approve
Account in Draft Reject

Budgetary Control Reference

e 16
n Invoice Actions w Save and Create Next E Save and Close

16 Once your invoice has been validated and
initiated click Save and Close.

QYour iInvoice has now been submitted for
payment

If you have any questions or need any assistance,
please contact Accounts Payable at:

ap@gmhec.org



