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Invoice Processing — Matching an Invoice to a

Navigation Path: Payables > Invoice

Invoices
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35 Validation 0 Pending $2 98
0 36 45 10 0 O -JOM
0 Purchasing Q Others —
07 814 15+ 0-30 31-60 61+ Discount $0
0 Other 116 Rejected
v v v v v
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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.

Match in Full

* Purchase Order

Business Unit

GM-PO-1017 Q

GMHEC BU

Supplier Cyber Research Systems
H “ H ”
Click “Create Invoice. Site GMMiddiebuy-1 | v
Invoice Number Inv012345|
Date 29-Jul-2019 e
Total 20.00 USD
@Reset
After the pop-up leaves, click the refresh button on the main invoices
page.
Invoices
0
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View v 7 Ev & Detach |Create| Validate  Cancel  Postto Ledger
Invoice Number Amount Supplier pplier Site Status A Status Paid Status Creation Date Last Updated |
Inv012345 20.00USD Cyber Research Systems ‘VGM Middlebury-1 Not validated Unaccounted Not paid 29-Jul-2019 416 PM  29-Jul-2019 4:15
< >

Click on your invoice number after page refresh.
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numbers).

Oracle will auto-search and find your name.

supplier).

Your invoice will appear with all the information from the PO copied over, including EDORDA (account

Under the Invoice Header information enter the “Requester” as yourself. Type in your last name first —

Enter the description in the description field. This information is printed on the Check Remittance (sent to

Edit Invoice: Inv012345 ‘g‘ A\ Notvalidated | Invoice Actions ¥

4 Invoice Header  show tore

Identifying PO GM-PO-1017 * Number | Inv012345 * Date | 29-Jul-2018

Business Unit GMHEC BU

* Amount USD F 20.00 * Payment Terms Net 45
Supplier Cyber Research Systems '

Invoice Group Note E!_E
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viewry = B ¥ T E [ Detach ‘ Allocats | ¥ H Cancel Line H Distributions
Distribution | Budgetary Contral | Reference | Tax = Purchase Order | Asset | Project
Distribution Budgetary Control
* Number * Type * Amount
ik PP P " Prorate Across | »
Distribution Set Distribution Combination Accounting Date . Budget Date | Status
All tem Lines
1 ftem 20.00 29-Ju-2019 fig O 29-Jul2018 G Not attempted
<

‘ Save || Save and Close ‘ ‘ Cancel ‘

Last Saved 29-Jul-2019 4:15 PM
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Supplier Number 19346 Type Standard F * Terms Date__20du68 .
Supplier Site  GM Middlebury-1 Description Red
Legal Entity Green Mountain Higher Education Consortium, Inc Attachment e

Descripti

Cyber tec
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If applicable, attach the actual invoice.
e Attachments” — click the “+” where it says “Attachments”

L Attachments

Actions v Vieww o=

Type Category * File Name or URL Title Description Attached By

From Supplies ~ | Invoice Example For Reference Guide pdf  Update... Invoice Example For Refer |nvoice_Example_2019072 Cheryl Foster
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Created: 02/09/2019
Revised: 9/5/2019, 6/9/2026




How to Review Your Invoice:

OPTIONAL: To review your PO information, click the Purchase Order tab.

4 Lines Match Invoice Lines )
vewy 4= B X F E E Detach Cancel Line | Distributions
Distribution | Budgetary Control ~ Reference = T Purchase Orderr  Assd Project

Purchase Order Asset Project

* Number * Type * Amount
B Trackas  Project E i i
Number Line Schedule Asset Number Task Number Item Date Type Organization
1 Item 2000 | GM-PO-101i w = 1 v 1 v O
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OPTIONAL: To review your distribution/EDORDA click the “Distributions” button in the Lines section.

4 lines Match Invoice Lines M)
viewy 4 [ ¥ 5 [ o Detach | Alocate ¥ | Cancellffne | Distributions
Distribution ~ Budgetary Control | Reference ~ Tax  Purchase Order = Asset  Pr

Purchase Order Asset Project
* Number * Type * Amount
N Track as  Project
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information. This is for reviewing purposes only. Close out of the box once reviewed.

‘Ad Manage Distributions

‘V\ewv‘ 4+ ¥ 7 [ [ Detach InvoiceLine 1

v ‘ ‘ Reverse H Adjust Tax Recovery H Check Funds. H View Results.

Budgetary Control | Status | Purchase Order | Receipt | Project

Budgetary Control

Line * Distribution * Type * Amount | * Distril

* Budget Date | Status

20.00 | 100-1001-54004-10-000000-40104-C  29-Jul-2019 figy Cyber technological su | 29-Ju-2019 (i M Not attempted

< >
Distributions Total Amount 20.00

Remaining Amount @ 0.00

Line Amount 20.00

Save and Close ‘ ‘ Cancel ‘

OPTIONAL CONTINUED: A pop-up box will appear displaying where your invoice will be charged. DO NOT EDIT this
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When finished with reviewing information, go to “Invoice Actions” and choose “Validate.”

Invoice Actions w Save | Save and Close Can|

Manage Installments Your invoice will now show that it has been validated.
Calculate Tax Ctrl+Alt+X
Check Funds Validated Invoice Actions =

CHrl+Alt+V

Apply or Unapply Prepayments Initiate”.

Request Override Click “Invoice Actions” and choose “Approve” and then choose

BI Manage Holds

Save || Save and Close Cancel

li Approval »
Manage Instalments

View Approval and Notification History Calculate Tax ChrleAltexX 5:05 PM
Cancel Invoice Check Funds
Delete Invoice Validate Ctri+Alt+Y
Pay in Full Request Override
Post to Ledger Apply or Unapply Prepayments
Account in Draft First-Par Manage Holds
Del < Initiate > i Approval »

Withdraw View Appraoval and Notification History

Hold . Cancel Invoice

Force Approve Delete Invoice

Resubmit Pay in Full

Approve Post to Ledger

Reject . Account in Draft

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 how in the queue for payment.

Save Save and Close Cancel
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