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Lesson 7: Accounting
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❖ Locating an Order for Invoicing

❖ Recording an Invoice

❖ Recording Multiple Invoices
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The Invoicing/Payment part of the system begins by recording an 

invoice against an order.  Once an invoice has been recorded, a 

payment can be recorded against the invoiced order. This is the 

Invoicing Navigation Tab on the Navigation Menu:

It expands to display the Unpaid Orders, Search 

Invoice/Pmt, and Orders to Invoice links. 

Lesson 7: Invoicing Navigation
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Page: 4 The Unpaid Orders link allows you to search for 

orders that have already had an invoice recorded 

against them.  This is useful if you have already 

recorded an invoice against an order, and you are 

trying to locate it to record a payment.  This will be 

explained more in Lesson 8.

The Search Invoice/Pmt. link allows you to record 

invoices against an order, and also gives you the 

option of recording a payment against the invoice or 

invoices you recorded.

The Search Invoice/Pmt. link is the easiest way to 

record an invoice in the system.

The Orders to Invoice link allows you to search for 

orders that have been received but not invoiced.

Lesson 7: Invoicing Navigation Explained
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Clicking on the Search Invoice/Payment link will bring you to this screen.

This screen allows you to search the Entities in the system so you can find the 

order you want to invoice.

Lesson 7: Recording an Invoice
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If you only want unpaid Entities to show up in the results, click Show Only Unpaid Entities.

This screen works just like the Entity Search screen (explained in Lesson 2). Click on the pop-up menu of 

the field that you want to search, enter partial or full information, and press Find.

Lesson 7: Recording an Invoice
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Click Select to view an order. 

Click Invoice link to invoice an order

Click Acctng Suspend (Accounting Suspend) if you have paid the order, but don’t have the specific 

payment information to record it in the system. 

The results from your search will look like these below:

Lesson 7: Recording An Invoice
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If you need to record multiple invoices against an order, return to the order after recording the first invoice 

and record the second by selecting the additional items.  For example, if you had a second invoice you 

could follow the same steps that led you to this screen and select a line with to record another invoice 

against it.

The first step to recording an invoice is to select the items you want to invoice on each order. Choose the 

selected box and click  Submit.

Lesson 7: Recording An invoice
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This is the 3rd Party Invoice Details screen.

Lesson 7: Invoice Details Screen
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Start by making sure that the Bill To and Remit To addresses are recorded correctly.

Record the information from the Invoice on this screen. 

Lesson 7: Invoice Details Screen
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Enter the remaining details of the invoice amounts.

Enter the Invoice Number, Invoice Date, and Due Date.

Use the Adjustment boxes (Indicated by the arrow), if you need to make an adjustment to the amount of the 

order.  Remember to record an Adjustment Note in the proper field to explain the change.

Lesson 7: Invoice Details Screen
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If you have recorded the invoice correctly, you will get a message like the one below.  If you want to pay 

this invoice immediately, click the Invoice Payment link.  If you want to go back to the Purchase Order list, 

click the Return to PO link.

If there are any errors in the information you entered (i.e., forgetting a field) this screen will be displayed.  

It will tell you what fields you need to correct before you can post the invoice.

Lesson 7: Invoice Messages
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Lesson 7: Complete
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Lesson 7: Invoicing Complete!
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❖ To continue with the next lesson, please press the Next button

❖ To review this lesson, please press the Back button

❖ To return to the CBT menu, please press the Menu button

❖ To end CBT Training, please press the End button
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Thank You For Your Viewing

The Prorizon Active SCM

CBT Training Module

USA

If you have questions,

please give us a call at

001-770-579-1323

or contact us at

support@prorizon.com

End

Back

Page: 14


