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[bookmark: _Toc443920294]Adding a Purchase Order Number to an Invoice 
Reminder: Staff should be advising the supplier of the PO number to quote on the invoice submitted for payment and then you won’t need to manually attach the PO number.
· Make sure you have the PO number handy 
· Click on ECM Exec Invoice Approval from the G2 portal main menu.
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1.  Click Assign PO [image: ] icon for an invoice.
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2. Type in the Purchase Order Number – remembering to include the - 001 at the end of the PO
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3. Press Save button to save invoice details. 
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4. Press Approve/Submit for Changes button.
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A message will appear confirming that the invoice has been associated with the PO.
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snon tems at  time. You are viewing items 1 through 4 o 4. Show in Excel
Vendor Vendor Incice Imoice PO Assign Invoice Approval
D Name Number Date  Number PO Amount Action MNote
ASPO14 ASPECT PERSONNEL PTY LTD 19321 14/10/2015 o oo2u0® @
CHEQ34 CHEFSCENE PTY LTD 1 o1022016000267-001 B 75000 © ® @D
CHE034 CHEFSCENE PTY LTD 2 o1022016000257001 B 75000 © ® B
DYNOD1 THE DYNAMITE GROUP PTY LTD 20089989 15/10/2015 B n200® @





image4.tiff
Internal Voucher# 000487790 Company 001

Invoice. 19321 Status. Unpaid
Vendor ASPECT PERSONNEL PTY LTD Invoice Amt 2,220 04 AUD
AmtDue 2,220.04 AUD AmtPaid 0,00 AUD
Invoice Date. 147102015 RoceiptDate 03/0222016

Scheduled Pay Date 13/11/2015.

o 048153001

‘show[10_ ] toms ata time. You areviewing tems 1 rough 2or2. Show in Excel

Posting Account Description Amount Units UseTax Sales Tax
017000 60000000 LIABILITIE CRCONT /A -2.220.04 000 000 000
011503 1950 0000BUSINESS APP SUPP /A 2.220.04 0.00 20182 20182

. Distibuton Amount 000
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Quese fler

Internal Voucher# 000487790

Invoice. 19321

Vendor ASPECT PERSONNEL PTY LTD
AmtDue 2.220.04 AUD

Invoice Date. 147102015

Scheduled Pay Date 13/11/2015.

‘show[10_ ] toms ata time. You areviewing tems 1 rough 2or2. Show in Excel
Posting Account Description Amount Units Use Tax

017000 6000 0000 LIABILITIE CRCONT /A -2220.04 000 0.00

011503 1950 0000BUSINESS APP SUPP /A 2220.04 0.00 20162

... Distribution Amount 000

Company 001

Status. Unpaid
Invoice Amt 2,220 04 AUD
AmtPaid 0,00 AUD

Rocoptbsa 03072016
N = =a

Sales Tax
0.00
20182





image6.tiff
Queue fiter |

Internal Voucher# 000487790 Company 001
Invoice 19321 Status Unpaid
Vendor ASPECT PERSONNEL PTY LTD Invoice Amt  2,220.04 AUD
Amt Due 2,220.04 AUD AmtPaid  0.00 AUD
Invoice Date 1471012015 Receipt Date 03/02/2016
Scheduled PayDate  13/11/2015 PO# 048153-001
Transfer to another user
Hold Until Date

+The deiaiis for the invoics you seiecied are shown sbove. This information is fead-only: you cannot modify it in any way
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