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.
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In the “Type” field, select “Invoice”
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In the “From” field, select “Contract”
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Click on the magnified glass to search for the contract.
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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.
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¢ > Page 1 off  1-10 of B0 Results 10 Per Page +
Contract Number Contract Name Status Contract Type Version Type Version Start Date End Date
102201915 On-Call Multi-Trade Complete Facilities On-Call Contracts Original Renewal 0, Amendment 0 6/21/2019 12:00:00 AM 6/21/2020 11:59:56 PM -
102:2020-25 Trash Bags Facilities On-Call Contracts Original Renewal 0, Amendment 0 7/10/2019 12:00:00 AM 7/9/2020 11:59:59 PM -
102-2020-33 janitorial services Procurement Original Renewal 0, Amendment 0 B8/3/2017 12:00:00 AM 9/1/2019 11:59:59 PM -
103202053 Kognito Software Original Renewal 0, Amendment 0 9/14/2019 12:00:00 AM 6/17/2020 11:59:59 PM -
103202085 eRezLife Software Original Renewal 0, Amendment 0 71142019 12:00:00 AM 6/30/2020 11:59:59 PM |-
105202056 qgas services [ Executed: in Effact | Consulting Original Renewal 0, Amendment 0 9/14/2019 12:00:00 AM 9/13/2025 12:00:58
105202081 renewals M Original Renewal 0, Amendment 0 10/15/2019 12:00:00 AM 10/19/2019 11:59:59 PM
105-2020-81 renewals Complete ™M Renewal Renewal 1, Amendment 0 10/20/2019 12:00:00 AM 11/19/2019 11:59:59 PM -
1052021115 wharten | Exccuted: in Effect ] Task Order Original Renewal 0, Amendment 0 11/6/2020 12:00:00 AM no value
1052021118 Data Depot [ Executed: in Effect ] Consulting Original Renewal 0, Amendment 0 12/1/2020 12:00:00 AM no value -
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Once the contract is selected, click “Create”
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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.

Create Invoice
Contract Information 2
Contract Name: Electricity Start Date: 7/1/2019
Contract Number: PROC-2020-90  End Date: No Expiration
Invoice
Invoice No. 564545 Invoice Date 11/08/2021
mm/dd/yyyy
Line tems to Add (0)
There are no items on the selected contract
~ Add Additional Lines to Invoice
Part No. Description * Product Size Quantity * Unit Price®  Packaging
Services p v oo ‘ | 1000 EA v/ |[#addrem
T . 4
* Create Invoi Close

Click Create Invoice.
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Contract Information ?
Contract Name: Electricity Start Date: 7172019
Contract Number: PROC-2020-90  End Date: No Expiration
Invoice
Invoice No. 564546 Invoice Date 11/08/2021 &
mm/dd/yyyy

Line items to Add (1)
There are no items on the selected contract

~ Add Additional Lines to Invoice
Part No. Description * Product Size Quantity * Unit Price ™  Packaging
| | | w & EA w * Add ttem

254 characters remaining

Services 1 1000 EA Remave

In order to finish your invoice, you must address the missing items as shown below
including the attachment of your invoice.
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Switch to the Summary Tab to populate your accounting codes and commodity code.
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If you know the correct commodity code, enter inside the red box. Otherwise, you may
search for it.
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Enter your description and click Filter

Code starts with... consulting| Filter
ar All Filiers
¢ > Page 1 of 18 1-20 of 342 Results 20 Per Page -
Code T Description
0110010 Athletic Equipment +
0110020 Athletic Officials +
0110030 Athletics Uniforms Apparel & Accessories +
0110210 Game Equipment +
0130030 Athletic Game Guarantees +
0130040 Athletic Recruiting +
0130050 Athletic Training & Medical Supplies +
0130060 Athletics Facilities Rental +
0130070 Athletics Ticketing Services +
0130550 Fitness Equipment +
0131210 Sports Equipment, Supplies and Accessories +
0131240 Trainers +
0210040 Audio Visual Supplies +
0270020 Audio Video Consulting Services +
0270030 Audio Video Installation +
0270040 Audio Video Repair +
Cloze




Click the Plus + Sign to add your Commodity Code.

[code starts with... consulting Filter

Clear all Filters

Code T Description
0270020 Audio Video Consulting Services +
0830620 Human resources consulting +
3670130 Consulting Services +
3870180 IT Consulting +
Close
Click Save.
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Click the Attachments tab.
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Click Add Internal Attachments and upload your invoice (PDF Format).

b Inveice * 2011099 =

Attachments found: 0

Thsre are no atfschments for this document.

Click Complete.
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