
FINANCE DEPARTMENT

PURCHASE ORDER 
INVOICE



Purchase Order Invoice

Step One:

 INVOICE ENTRY

Step Two:

 ADD BATCH

Step Three:

Here you will enter the Warrant 

number of invoices, and amount 

total.  Like you are entering any 

other invoice



 

Step Four:

Step Five:  SALES TAX

Here you will enter the PO number 

(or you can search for it).  Then 

you will tab through the page and 

add the invoice, gross amount, 

update the tax information if 

needed, and add a description.

Here is the screen that will 

automatically pop up to update the 

sales tax information (if needed).  

To update you will click on the 

paper symbol.  This will allow you 

to edit the information in the 

Highlighted blocks.



Step Six: FILLED IN INVOICE

Step Seven:

This is what the screen 

will look like once you 

have completely filled out 

the in invoice entry.



Once you have entered all information you will then click the GREEN check:

Step Eight: LIQUIDATE

Step Nine:

Once you click the green check 

you will see this screen.   You will 

want to confirm the all the 

information in the top is correct, 

and then you will click FULL 

LIQUIDATE.



After you click FULL LIQUIDATE it takes you to this screen, here you will confirm that the ORG 

and OBJECT are correct, if so you can click the green check.

Step Ten:

After Clicking the Green Check you will notice that the OPEN amount is now .00, which means 

the PO is now closed.




