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STEP 1: Access the Accounting Module.

Receiving Invoices
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STEP 2: Click on the 'Vendors' option in the top bar and click on the ‘Bills’ on the 
dropdown menu to proceed.
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STEP 3: Click the 'Import E-Invoices' button to view the new invoices.
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STEP 4: Validate the invoice. Once the vendor bill is validated, its status will shift from 
"draft" to "open."
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Once the vendor bill is validated, its status will shift from "draft" to "open."
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STEP 1:  Click the 'Send Invoice Response' button to initiate the sending of the invoice.

Sending Invoice Responses
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STEP 2: Specify the response status.
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STEP 3: Enter the response note. (Optional)

STEP 4: Click the 'Send' button to send the invoice response.
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Once you've sent the invoice response, you can also view the details on the E-Delivery tab.



Digital solutions that powers your business
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