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Entering Invoices 
 

1. Under the Inventory Menu, Choose the option for “Edit Invoices”. 
 

 

 
2. Select the Store you are entering information for (ie..Villa San Diego).  

 
3. To enter your invoice: 

 
a. Click on the green “+” sign (located on the tool bar on the far left) 
b. Select the correct vendor. 

 

 

 
c. Enter the correct invoice date and invoice number.   

 
 



4. The following fields are NOT needed to enter an invoice, but may be required by your 
corporate office. 
 

a. Under Due/Date Amount: 
b. Enter the date that payment for the invoice is due. 
c. Enter the total amount of the invoice. 
d. Under Discount: 
e. Enter the discount percent, the Amount will be completed for you after the percent is entered. 
f. Enter the date the invoice is due to receive the discount. 
g. Under Payment: 
h. Chose the payment option for the invoice (ie. Outstanding, check) 
i. If paid by check, enter the check number. 
j. “Posted to A/P” – check only if it posted.  

 

 

 
5. Entering the inventory items to the invoice: 

 
a. Click on “INSERT”. 

 

 



b. To find your Inventory Item, click on the down arrow in the Description Field. 
c. Enter the quantity of the items purchased.  Double check the purchase size (ie. Case, pound) 
d. Based on the information entered into the “Edit Inventory Items”, the Total Cost will be 

calculated for you.  If the invoice amount is different, simply enter the Total Cost that 
matches the invoice. 

e. Click on “OK”, that item will be saved in the invoice and you will be prompted to enter the 
next item.  When you are finished entering the invoice items, click on “Cancel”. 

 

 

 

 

 
  f.  When you have entered all items in the invoice, click on “OK”. 


