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Create Invoice

Manage Invoices

Payables Invoices
Dashboard
' an the Payables tab select Invoices
— 0¥ SAINT MICHAELS
COLLEGE
Invoices @
Recent 24 Hours Holds 7 Days Approval Prepaid
O Incomplete | () Validation () Pending
O Complete O Purchasing 1 3 Others 0
Q Total 0 Other 1 Rejected
I v v v
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Q To enter a new invoice for payment click on the Create button
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= N COILLEGE QO w P Q TW
Create Invoice: @ n Invoice Actions w Save and Create Next m Save and Close m
4 Invoice Header show More
- 0 - . ® 4
Identifying PO Q Mumber | How to Create an Invoice
| * Date | 18-Mar-2025 le
* Business Unit | SMC BU v o 1 * Amount | USD - v 123450 B
i ' * Payment Terms | Immediate v
* Supplier | Fisher Scientific Q| e 2 * Type | Standard v
Sl Humber 1133 * Terms Date | 18-Mar-2025 (e
ik ksl Description | This text appears on the
T remittance letter attached to 6 Requester Qe 7
* Supplier Site | SM Boston-1 v e 3 the checl
) o T Attachments MNone ==
Legal Entity Saint Michael's College, Inc. ® 8
Note E°

Invoice Group

» Lines @

Match Invoice Lines

V@

e 1 Select the Business Unit: SMC 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

e 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

Prora

Accounting Date All It

| 18-Mar-2025 i

e 9
4 Lines @ | Match Invoice Lines v| o
veww o= [ X F E¥ = Detach Allocate | ¥ || Cancel Line || Distributions
Distribution Budgetary Control Reference Tax Purchase Order Asset Project
Distribution
* Number ~ Type “ Amount
Distribution Set Distribution Combination
e 10 e 11
1 Item -.-| | 123.45| | v £0,
2 [tem |

* 9 Click on the arrow to pull down the Lines
e 10 Enter the amount, be sure it matches the

amount entered above
e 11 Enter the accounting line. You can click on the

blue icon t open a pop up window that offers more

information
e 12 Once the information is entered and the names

appear next to the numbers click OK

A Hide Segments

Distribution Combination ID

Saint Michael's College,

Entity | 400 Y nc
Department | 1010 w» | Flayhouse
Object | 54200 w | Supplies
Restriction | 10 w | Unresfricted
Designation | 000000 w | Default
Activity | 00000 w | Default
Intercompany | 000 w | Default
Future1 | 0 w | Default
e 12
Search || Reset | | | OK || Cancel




Creating an Invoice

How to create an invoice

Page 3 of 3
o
Manage Installments
e 13 Click on Invoice Actions to pull down the Calcuiate Tax ClrvAlteX
Check Funds
menu . . . . . . Validate P 14 Ctri+Al+Y I i
e 14 Validate the invoice. Once the invoice is etuect Overide | e
validated the word Validate will appear to the Apply or Unapply Prepayments =
. . dnage Holas EE
left of Invoice Actions - ' .
. . . . rova . Intiate o 715
e 15 Once validated click on Invoice Actions, Viow Aoproval and Notiication History S
Approval, and Initiate. CancelInvoice Hol
Delete Invoice Force Approve
Pay in Full Resubmit
Post to Ledger Approve
Account in Draft Reject
e 16

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

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

O Your invoice has now been submitted for approval

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

ap@gmhec.org



