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Q To access Invoices click on the Payables tab.

Q In the Payables tab click on Invoices
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e 1 Click on the menu icon to pull open the list of options

e 2 Click on Manage Invoices

Invoices

Create Invoice

Create Invoice from Spreadsheet
Create Recurring Invoices
Manage Invoices ® 2

Apply Missing Conversion Rates
Validate Invoices

Initiate Approval Workflow

Import Invoices
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* 3 You can search by invoice number

* 4 You can also search by supplier name

* 5 Once you have entered your search criteria click search
* 6 Your search results will appear in the field below

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

ap@gmhec.org



