
 

 

 

 

Entering AP Invoices  

from Vendors 
 



Introduction 

There are two types of Accounts Payable invoices:  

1. There are invoices that come from vendors  

2. Invoices that are not vendor driven such as utility invoices.   

Invoices that are from vendors should be verified and created from the Purchase Order program. The Purchase Order 

program makes it possible for the invoices to be created after they are received. This is beneficial because the cost 

and quantity that was received can be verified. This will catch any discrepancies with the cost so that they can be 

investigated. It could be that the vendor charged the wrong amount or that purchasing does not have the correct 

cost, regardless, purchase orders should have the pricing confirmed before they are updated. 

Note: Only items that were received on the current invoice should be updated.  

The purchase order must be received before it can be invoiced (the status cannot be pending or updated). 

 

The Purchase Order program is 

located on the Purchasing menu > 

Purchase Orders.   

Locate the Purchase Order that is 

being invoiced and double click on it. 

 

 

 

  

At this time, the received quantity and 

the cost should be checked for each 

item.  If the cost is not correct, it 

should be clarified with the purchasing 

agent and the vendor on why there is a 

difference.   

The cost can be changed on this screen 

by clicking in the cost field. 

Click Invoice Entry to start the invoice. 



3 | P a g e  
 

The invoice number, freight amount, 

and invoice date will need to be 

entered. 

The total invoice amount, PO Number 

and default pay dates will 

automatically be entered. 

After the invoice has been verified and 

entered, it will show in the Accounts 

Payable menu as a non-updated 

invoice.  At this time the Purchase 

Journal and Update can be run. 

The Purchase Order screen can be 

used to see what invoices have been 

invoiced by selecting the ‘Invoiced’ 

status filter. 

 

 

Have questions? Feel free to send us an email, we welcome the questions! 
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