Training Exercise: Supplier Invoice Workbench

		




	Module:
	Supplier Accounts (AP)

	Scenario:	  

PREREQUISITES:
	Create a Supplier Invoice (Supplier Invoice Workbench)

ACCOUNTS PAYABLE DATA ENTRY SPECIALIST




	Action
	Icon
	Field/Value

	Navigate to Supplier Invoice Workbench 
	
	· Search Supplier Invoice Workbench
· Or
· Search Sup Inv Wor

	Invoice Information

	Company
	
	· CO100 County of Placer

	Supplier
	
	· Folsom Lake Appliance Inc

	Invoice Date
	
	· Enter Yesterdays date

	Click OK
	
	

	Add Lines to this Invoice from:

	Click Receipts
	
	

	Selection Criteria

	Purchase Order
	
	· Enter Purchase Order Number that you had received against earlier

	Click Search
	
	[bookmark: _GoBack]

	Select Receipt
	
	· Click the box next to your reciept

	Click OK
	
	

	Click “Complete Supplier Invoice”
	
	· Do NOT click Done

	Invoice Reference Information

	Supplier’s Invoice Number
	
	· 12345-XX  (XX=Your initials)
Example: 12345-KJ

	Memo 
	
	· Supplier Invoice Description: 
· Microwave

	                [image: ]	  Invoice Lines Tab

	Review Line
	
	· Review Worktags etc, information comes from PO/Receipt can be updated

	Attachments
	
	· Attach scanned invoice from supplier

	Click Submit
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