
Placing a Hold on an Invoice
How to place a hold on an invoice that has been initiated
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1  Find the invoice you need to place on hold in Manage Invoices

2

2  Click on the purple invoice number to enter the invoice

3

3  Find the Holds section at the bottom of the page, you may need to scroll down.
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4  To add a hold click on the  +  

5

7

6

5  Select a name for your hold from the drop down menu
6  Add specific information in the reason field

8

7  Click Save to ensure your hold is in place
8  Click Save and Close.  You have placed a hold on your invoice

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

ap@gmhec.org


