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Invoice Processing – Matching an Invoice to a 
Purchase Order 

 
Navigation Path: Payables > Invoice 
 

 
 
 
 
 
 
 
 

 
On the far right, click on the fourth icon down (2 pages of paper). 
 
A small pop-up will appear. Enter your PO number, invoice number, 
and date. 
 
Click “Create Invoice.”  
 
 
 
 
 
 
 
After the pop-up leaves, click the refresh button on the main invoices 
page. 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
Click on your invoice number after page refresh. 
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Your invoice will appear with all the information from the PO copied over, including EDORDA (account 
numbers). 
 
 
Under the Invoice Header information enter the “Requester” as yourself. Type in your last name first – 
Oracle will auto-search and find your name. 
 
Enter the description in the description field. This information is printed on the Check Remittance (sent to 
supplier).  
 

 
 
 
If applicable, attach the actual invoice. 

• Attachments” – click the “+” where it says “Attachments” 
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How to Review Your Invoice: 
 
OPTIONAL: To review your PO information, click the Purchase Order tab. 
 

 
 
 
 
 
 
 
 

 
 
OPTIONAL: To review your distribution/EDORDA click the “Distributions” button in the Lines section. 
 

 
 
 
 
 
 
 
 
 

OPTIONAL CONTINUED: A pop-up box will appear displaying where your invoice will be charged. DO NOT EDIT this 
information. This is for reviewing purposes only. Close out of the box once reviewed. 
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When finished with reviewing information, go to “Invoice Actions” and choose “Validate.”  

 
 
 
Your invoice will now show that it has been validated. 

 
 
 
 
 

Click “Invoice Actions” and choose “Approve” and then choose 
“Initiate”. 

 
 
 
 
 
 
 
 
 
 
 
 
Your invoice will auto-approve because the PO was previously approved. If your invoice is stuck in the approval 
process, an error was made. Contact Accounts Payable at ap@gmhec.org or 802-443-2321. 
 
Click “Save and Close” to exit the Invoice. 
 
 
 
 
Your invoice is now in the queue for payment. 
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