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In this course you will learn how to
Update a Saved Invoice in iSupplier.
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Step 1

From the login page, click in the User
Name field and enter the User Name
provided during the registration process.
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Step 2

Click in the Password field and enter
the password you created during the
registration process.
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Step 3

Click the Login button.
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Search

Mote that the search is case insensitive
Supplier ATLANTA ARBORETUM
Invoice Number

Purchase Order Number 1036177

Invoice Amount

Invoice Date From

Invoice Date To
(example: 14-Nov-2016)

Invoice Status - Currency

Invoice Number Invoice Date Invoice Currency Code Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments
Mo search conducted.

Create Invoice  With a PO El
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Invoice Actions

Create Ivoice  With a PO [ Go |
Search

Mote that the search is case insensitive
Supplier ATLANTA ARBORETUM

Invoice Number

Invoice Date From

Purchase Order Number

Invoice Amount

1036177

Invoice Date T il
Invoice Status - Currency
o]

Invoice Number [Invoice Date [Invoice Currency Code | Invoice Amount Purchase Order Status Withdraw Cancel Update View Attachments
1036177-2 14-Nov-2016 USD 650.00 1036177 In Process -El - 4 ﬂ-j L 5]
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Step 11

The system will retrieve invoices
meeting your search criteria. Locate the
correct invoice and click the Update
Invoice Request button.
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Logout Preferenc

@ ¢
Purchase Orders Details
Create Invoice: Details
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Manage Tax

Review and Submit

= Indicates required field

Supplier

= Supplier ATLANTA ARBORETUM
Tax Payer D

* Remit To |AP-ATLANTA Q,

Address

Remit To Bank Account  X0COOX5025 Q\

Unique Remittance Identifier

Remittance Check Digit

Number Llneshlpmentllumher ]Iem Description

Humber

* Invoice Number
= Invoice Date
Invoice Type

Currency
Invoice Description

Customer
* Customer Tax Payer ID |SYS11976 Q
Customer Name DEKALB COUNTY - LE
Address
Items
Supplier
PO Ttem

ship To

I

Flease attach electronic invaice by dicking on Add  None

1036177-4
14-Nov-2016 [

(example: 14-Nov-: 2ots)

<[

.

Invoice
usD
|
Available Unit
Quantity “Quantity Price UOM Amount
] v

Step 2 of 4 '
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Step 12

In this example, we will add an
attachment. Click the Add... button.
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™ Navigator v B2 Favorites v

Home.| orders | Fnance | ntslience | Assesements | Admin : In the Attachment Region, click

Create Invoices | View Invoices | View Payments

P the Browse... Button next to the File
Cancel Add Another Apply Fleld
Title Invoice - 1036177-3| '

D pti

Category From Supplier B = 1
Define

Type @ File | Browse... |
';: URL

cancel | | Add Aanother | | Apply | |
rences -~
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Step 15

Select the appropriate attachment and
click on the Open button.
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Create Invoices | View Invoices | View Payments

Finance: Create Invoices >

Add Attachment

[ cancel (] [ Appiy | |

Title llnvoice - 1036177-3
Description

Category From Supplier

n

. Define Attachment

Type @ File  C:\Users\sjackson\Desktop\1036177-3.pdf
© URL
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Step 16

You can add additional attachments by
clicking on Add Another. Here we will
proceed by clicking on Apply.
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Step 16

Click the Next button to proceed.
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