Receivables — Create an Invoice

For employees creating an invoice.
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5. From the Transaction Source dropdown, select your department. Transaction type will then auto-
populate.

6. Click the magnifying glass icon next to Bill-to-Name.
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9. In the Name field, enter the organization’s name.

10. Click Search. Select the organization you to bill. Click Okay to return to the invoice.
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13. Repeat the above steps for additional memo lines. Once you have added all
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15. To include an attachment, click the plus (+) sign next to attachments.

Conaral Informaticny | o s Show o

Transaction Class | Invoice v

y | USD US Dollar

Transaction Date | 5/5/22

,,,,,,,, 5 T R Te e

| =-=aCp

Customer.__.. .

Due 30th +1Mo v * Bill-to Name | Jakes NY Deli

Payment Terms

Due Date  6/30/22 Rillen Sita | 5072

Invoice Lines

Law B T AT T PR

Pavment
Q‘ Ship-to Name | Jakes NY Deli Q R
| =1 | Shinen iea | 2920 =

Line Information = Tax Determinants =~ Revenue Scheduling

Tax Determinants

Vima leam # Nasavinkian

Line Information

16. Click the Choose File button under file name or URL. Select your attachment. Click Okay to return to your

invoice.










