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

Managing vendor invoices

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

In this quick lesson

Step 1: View vendor invoices 2
Step 2: Change a vendor invoice 3
Step 3: Pay a vendor invoice 5

With Ajera, it's easy to view, change, and pay vendor invoices.
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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 IE 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

Mew Eisting .
client.
e ﬂ All lrevoices .
- — — _ If the Billed check
Vendar Number Dae & SRt Amount box is selected, the
B Group 45 0A7A1 invoice was fU”y or
i oo e partaly il o e
ary Boyle arch Expenses client.
Kriz Kingsley 33104 01413841 march expenzes
Jamesz Singer 33104 01413841 march expenzes If the Ba|ance
Mark A, Ropce 0331 04R opcl 01413841 Travel Expenses . . column is blank, the
invoice was paid.

[ Close ][ Edit ] Save Cancel Delete You can delete an

L e

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

Step 2: Change a vendor invoice

1. Let's change an invoice. Double-click the invoice.

Mew Euisting

Wendor |B\"'A Group |:|| Description | | On hold
Invaice number Datetopay [027B/11 =] accountingdate (014711 <] [
Invoice date | 01417411 i Amourt | 500.00 i Motes | E]|
. Commitment as : Cost Cost Billing —
Project # Fhase Activity A Units Rate % % Account
p 03127 Glizo.. E] Space Planni.. Other Consulta.. B30.00
=
< m
In balance
Change the cost
[ Cose ][ Edt |[ save |

amount here.

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

The invoice amount

*i

Existin .
New o is not updated.
Wendor |B\"'A Group |:|| Description ) [ Onhold
Invaice number Datetopay |D216/TT Tonting date |D1A7T <] i
Invoice date | 01417411 i Amount i Motes | E]|
. Caormmitment - . Cost Cost Biling -
Project # Fhase Activity A Units Rate % % ] Account =
103121 Glison Lo Space Planni.. Other Consulta.. F00.00 805, 0] vI531D Billable Congultant ExpenseE|
= -
< m J
[ Over 100.00 ]
\

The invoice is now

The billing amount
is updated.

out of balance.
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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.
Yendor |BVA Group C| it On hold
Invoics rumbe: :
Invoice date Motes | =]
5 Commitrent - Cost Eilling -
| Project # Phase Activity Rate A A Account E
TIEHZ‘ Gleon Lo Space Planni. (Other Consulta . 70000 20500 - 5310 Billabl: Consultant ExDense|E|
zl ks
| m | »
[_ {n balance l
\
\ve_] [ Cancel ] Delete Fesst Pay ] [ Help ]

The invoice is

now in balance.
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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.

@ Pay This Invoice -_

Bank account |

Crckrurter [
Check date |11/15/11 -
Total check amount |834.57 -

Payment option @) Approve for payment —_—
() Print check now
() Paid with manual check
() Paid with debit/credit card
() Paid with EFT

[ ok

I Cancal [

Help

J

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.

N—

2. Now, you're ready to save the invoice you just changed.

Click the Save button.

Summary

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

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

To learn more, see these lessons:

e Engering vendor invoices.

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



