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How To Approve A Supplier Invoice

1 Click inbox to search for the invoice to approve
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2 Click "Supplier Invoice: V00000703, TRIMARK- ADAMS BURCH INC on 05/08/2024
for $5,200.00"

3 Click here.
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4 Click the side bar to scroll up or down to view the screen and make sure that the
supplier is the correct supplier to be paid

5 Click the "Freight Amount" field to check the shipping amount
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6 Check the total amount to be paid against the invoice attached

7 Click the "Tax Amount" field to check if the tax amount is equivalent to the sales
tax amount on the invoice
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8 Click here to scroll left to right of the screen

9 Click here to review the attached invoice
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10 Click "Attachments"

11 Click this image to open the attachment
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12 Click this icon to go back to previous screen if finished reviewing the attachment

13 Click "Approve" if entry is correct or Click "Send Back" if there is some discrepancy


