
Invoicing Against a Contract 

To find a contract, use the menu on the left to go to Accounts Payable -> Invoices -> 
Create New Invoice, Credit Memo.  

 

In the “Type” field, select “Invoice” 

 

 

 



In the “From” field, select “Contract” 

 

Click on the magnified glass to search for the contract. 

 

 

  



You can search by the contract name, supplier name, or other relevant information. Once 
you find the contract, click the “+” at the right side of the screen to invoice against the 
contract. 

 

Once the contract is selected, click “Create” 

 

  



For each line of the invoice, you must include a description, quantity, and unit price. 
Click the Add Item button on the right to add the line to the invoice.  

If you have multiple lines on your invoice, you must add the additional lines prior to 
clicking Create Invoice. 

 

 

Click Create Invoice. 

 



 

 

In order to finish your invoice, you must address the missing items as shown below 

including the attachment of your invoice. 

 

 

 

 

 



Switch to the Summary Tab to populate your accounting codes and commodity code. 

 

 

Click the Edit Pencil to populate your accounting codes 

 

 

Click Save. 

 

 

Scroll down to locate the Commodity Code area. Click Required (Red Letters). 

 

 



If you know the correct commodity code, enter inside the red box. Otherwise, you may 

search for it. 

 

  



Enter your description and click Filter 

 

 

 



Click the Plus + Sign to add your Commodity Code. 

 

 

Click Save. 

 

Click the Attachments tab. 

 

 



Click Add Internal Attachments and upload your invoice (PDF Format). 

 

 

Click Complete. 
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