
 
Quick lesson                                                                                                                           For more information, see Help > Contents > Vendor invoices. 

Goal: Learn how to view, change, and pay a vendor invoice. 

Managing vendor invoices 
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With Ajera, it’s easy to view, change, and pay vendor invoices.  
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Quick lesson: Managing vendor invoices                                                                           For more information, see Help > Contents > Vendor invoices. 

Step 1: View vendor invoices 
1. Click Manage > Vendor Invoices > Existing.  

You use the Existing tab to view or change invoices you already entered.  
You use the New tab to enter vendor invoices. 

2. If the window does not contain the invoice you want, click the Change View  button 
and change the invoices that appear in the window. 

 

  

   

At a glance, you can 
see if the invoice has 
been paid or billed to a 
client. 

If the Billed check 
box is selected, the 
invoice was fully or 
partially billed to the 
client. 

You can delete an 
invoice if it has not 
been billed or paid. 

If it has been billed or paid, you 
must either change the invoice 
status or void the check. For more 
information, from the Contents in 
Help, select Vendor invoices > 
Deleting vendor invoices. 

If the Balance 
column is blank, the 
invoice was paid. 
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Quick lesson: Managing vendor invoices                                                                           For more information, see Help > Contents > Vendor invoices. 

Step 2: Change a vendor invoice 
1. Let’s change an invoice. Double-click the invoice.  

 

2. When you press the Tab button after changing the amount, you’ll notice a few things:  

 
 
 
 
 

Change the cost 
amount here. 

The billing amount 
is updated. 

The invoice amount 
is not updated. 

The invoice is now 
out of balance. 
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Quick lesson: Managing vendor invoices                                                                           For more information, see Help > Contents > Vendor invoices. 

Step 2: Change a vendor invoice (continued) 

3. To update the invoice amount, delete it and press the Enter key. 

 

 
 

 

  

Ajera updates the 
invoice amount. 

The invoice is 
now in balance. 
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Quick lesson: Managing vendor invoices                                                                           For more information, see Help > Contents > Vendor invoices. 

Summary 
You now know how to view, change, and pay a vendor invoice. 

To learn more, see these lessons: 

 Engering vendor invoices. 

 Setting up and creating recurring vendor invoices.  
(for vendor invoices you enter repeatedly) 

Step 3: Pay a vendor invoice  
Now you’re finished changing the invoice. You can save it or pay it. Let’s look at how to pay it. 

1. Click the Pay button. The Pay This Invoice window appears. 

 

 

 

2. Now, you’re ready to save the invoice you just changed. 
Click the Save button. 

 

Because the Approve for payment
option is selected, the invoice is 
included in your next check run.  

By selecting one of the other 
options, you could indicate that 
you want to pay the check now, or 
that you already issued payment 
in one of these ways. 

In this lesson, you just want 
to approve the invoice for 
payment, so you click OK. 


