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ACCOUNTS PAYABLE INVOICE TRAINING
0)1%+-21%&,-)-).13-4(*1!(1!-5515(,&)1%+(16*55*!-).1,7*'%18&*/(22-).1,)418*2%-).11
9//*')%21:,$,75(10)3*-/(2;11

<1
<1
<1
<1 =*!1%*1/*4(1%+(1(>8()2(15-)(18&*8(&5$1
<1 ?+,%1%*1()%(&1-)1%+(1%&,)2,/%-*)14(2/&-8%-*)15-)(
<1 9)41+*!1%*1,1&')1,)1')8*2%(41%&,)2,/%-*)1&(8*&%1,)418*2%1%+(12(22-*)

Step 1
@-&2%1$*'1!-551)((41%*1()%(&1,//*')%218,$,75(1-)3*-/(217$1/5-/A-).1*)19//*')%21:,$,75(1
*)1%+(1B,3-.,%*&1%**57,&C1,)41%+()1*)1%+(1D)%(&10)3*-/(21-/*)"11 "

Step 2
B(>%1$*'1)((41%*1()%(&1%+(12(22-*)1-)6*&#,%-*)"1@*&19//*')%21:,$,75(10)3*-/(2C1!(1
&(/*##()417(.-))-).1%+(1E(22-*)10F1'2-).1G9:H1!+-/+1&(8&(2()%219//*')%21:,$,75(C1
,)41%+()1%+(1%!*I14-.-%1$(,&C1#*)%+C1,)414,$"19)$1*%+(&14(2-.),%-*)1#,$17(1,44(41%*1
%+(1()41,21$*'14((#1)(/(22,&$"1J,7(5-).1E(22-*)10F21%+-21!,$1!-551),%'&,55$12*&%1$*'&1
E(22-*)10F21-)14,%(1*&4(&1,)417$1%&,)2,/%-*)1%$8("1 "
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Step 3
J(,3(1%+(12(22-*)12%,%'21,21L:1ML,%/+1%*1:*2%N"1O+-21!-551,55*!1$*'1%*1&(3-(!1,)41(4-%1
%+(1%&,)2,/%-*)17(6*&(18*2%-).C1,)41,52*1!-551,55*!1$*'1%*1-)/5'4(1%+(2(1%&,)2,/%-*)21
*)13,&-*'21&(8*&%212'/+1,21%+(1B*&#,51O&-,51L,5,)/(C1D>8,)4(41P()(&,51J(4.(&C1,)41
E%,%(#()%1*61Q(3()'(21,)41D>8()4-%'&(2"1 "

Step 4
1

E(22-*)1F(2/&-8%-*)14(6,'5%21%*1%+(1F*/'#()%1F(2/&-8%-*)1,)41$*'1!-551+,3(1%*14(5(%(1
*&1&(85,/(1-%1!-%+1%+(1/*&&(/%1-)3*-/(14(2/&-8%-*)"1 "

Step 5
J(,3(1%+(1E(22-*)1F,%(1,21-2"

Step 6
R5-/A12%,&%1%*1,//(221%+(14*/'#()%1-)6*&#,%-*)1,)417(.-)1%+(1-)3*-/(1()%&$18&*/(22"1

"
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Step 7

$*'&1*!)1-)3*-/(1)'#7(&"10)3*-/(1)'#7(&21#'2%17(1')-T'(1!-%+-)1,1.-3()12(22-*)"11

<1 ?+()1,)1-)3*-/(1)'#7(&1-21)*%18&*3-4(417$1%+(13()4*&C1!(1&(/*##()41
'2-).1%+(1%!*I14-.-%1$(,&I#*)%+I4,$16*&#,%1,)41,18-(/(1*61%+(13()4*&1),#("11

1
-)3*-/(1)'#7(&1')-T'("

<1 @*&1-)3*-/(21%+,%1*)5$1,&(18&*/(22(41*)/(1,1#*)%+1!(1&(/*##()41'2-).1

),#(16*&1(,/+1-)3*-/("1
<1 R&(,%-).1E(22-*)10F21,)414*/'#()%1)'#7(&21-)1%+-21#,))(&1!-551,22'&(1

%+,%1%+($1!-551),%'&,55$12*&%17$1E(22-*)10FC1,)41%+()17$14*/'#()%1*&1-)3*-/(1
)'#7(&1!-%+-)1(,/+1&(28(/%-3(12(22-*)"1

Step 8

J,%(&C1$*'1!-5517(1,75(1%*1&')1%+(19//*')%21:,$,75(1,.-).1&(8*&%1'2-).1(-%+(&1%+(1-)3*-/(1
4,%(1*&1%+(14'(14,%("1 "1

Step 9
U*'1!-551%+()1()%(&1%+(1%*%,51,#*')%1*61%+(1-)3*-/(1%+,%1!-5517(1/+,&.(41%*1%+(19//*')%21

,#*')%"1 "
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Step 10
:&(221%+(1%,71A($1,.,-)1,)41()%(&1%+(1F*/'#()%1F(2/&-8%-*)"1O+-214(2/&-8%-*)1!-5511
,88(,&1*)1%+(1/+(/A12%'71,)41&(5,%(21%*1%+(1*3(&,5514*/'#()%"1 "

Step 11
1

*&17$12(5(/%-).1-%16&*#1%+(14&*814*!)1#()'"1 "1
<1 061$*'&14(2-&(413()4*&14*(21)*%1,88(,&1-)1%+(14&*814*!)15-2%C1$*'1!-551)((41

%*1()%(&1-)1,1)(!13()4*&"11061$*'1,&(1()%(&-).1-)1,1)(!13()4*&185(,2(12((1
%+(1V()4*&1E(%'81O&,-)-).1V-4(*1MVDB1WKN"

Step 12
96%(&1$*'12(5(/%1,13()4*&1%+(12$2%(#1!-551,'%*#,%-/,55$1.()(&,%(1,14'(14,%("1O+(14'(1
4,%(1-21/,5/'5,%(417$1%,A-).1%+(1-)3*-/(14,%(C1,)41,44-).1%+(1)'#7(&1*614,$21-)1%+(1

<1

3()4*&1,44&(22(2"1:5(,2(12((1%+(1V()4*&1E(%'81O&,-)-).1V-4(*1MVDB1
WKN1!+-/+1!-5512+*!1$*'1+*!1%*1()%(&1,)41#,),.(1#'5%-85(13()4*&11
,44&(22(2"111
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Step 13

#,&A(41,21,1KWYY1%$8(C1%+(1KWYY1%$8(1!-5517(1.&,$(41*'%1,)41$*'1/,)1#*3(1%*1%+(1)(>%1
2%(8"1

Step 14
?(1)*!17(.-)1%+(1,/%',51/*4-).16*&1%+(1-)3*-/("1O+-21/,)17(14*)(17$1(-%+(&1'2-).1%+(1

*61,//*')%2"1@-&2%1()%(&1%+(1(>8()2(1*&1%+(1)*)I,//*')%218,$,75(1,//*')%"1?+()1$*'1
7(.-)1()%(&-).1%+(12(.#()%1/*4(2C1$*'1#,$1)*%-/(1%+(1P()(&,51J(4.(&12(.#()%11
,'%*#,%-/,55$18*8'5,%(21!-%+1,)1,//*')%1)'#7(&"1061%+-21*//'&2C1-%12-#85$1#(,)21%+,%1,1

1

1
MVDB1WKN"1 "

<1 O*1/*4(1%+(1KWYY17*>1/*&&(/%5$1$*'1)((41%*1/+**2(1%+(1KWYY17*>11
)'#7(&16&*#1%+(14&*8I4*!)1#()'1$*'1()%(&(41!+()1/&(,%-).1%+(11
3()4*&1,//*')%"1

<1 ?+()1()%(&-).1(>8()2(2C1(,/+12(.#()%1)((421%*17(18*8'5,%(4"

Step 15
9551*61%+(1()%&-(21%+,%1$*'1!-5517(1#,A-).1!-5517(1*61,)1GBH1*&1)*&#,51()%&$1%$8("1061$*'1
7(5-(3(1$*'1)((41%*1'2(1,14-66(&()%1()%&$1%$8(185(,2(1/*)%,/%1%+(1Z/P*3(&)1R*)2'5%-).1
P&*'8"

1

[
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Step 16
95!,$21&(#(#7(&1%+(1(66(/%-3(14,%(1-21%+(1#*2%1-#8*&%,)%14,%(1-)1%+(12$2%(#"1O+-21

1

!-5517(1,//'&,%("

Step 17
1

O&,)2,/%-*)1F(2/&-8%-*)1!-551,'%*#,%-/,55$14(6,'5%16&*#1%+(1F*/'#()%1F(2/&-8%-*)1,%1

"1

Step 18
96%(&1$*'1+,3(1/*#85(%(41%+(1()%&$1'2(1%+(1\662(%10/*)1%*17,5,)/(1%+(1%&,)2,/%-*)1%*1
%+(19//*')%21:,$,75(1,//*')%"1

<1 061,)1(&&*&1#(22,.(1,88(,&21%+,%1%+(1,//*')%1*662(%1/,))*%17(16*')4C1
$*'1/,)1A($1-)1%+(12(/*)415-)(1%*1#,)',55$17,5,)/(1%+(1%&,)2,/%-*)1
%*%,521%*1,//*')%218,$,75("1:5(,2(1&(6(&1%*1%+(1E(%%-).1'81,)411
Z,-)%,-)-).1\662(%19//*')%1922-.)#()%21O&,-)-).1V-4(*1MPJE1XWN1%*1
5(,&)1+*!1%*12(%'81*662(%1,//*')%1,22-.)#()%2"

]
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Step 19
96%(&1,551%+(14,%,1-21()%(&(41,)41$*'1,&(1&(,4$1%*12,3(1%+(14*/'#()%C1%+(12$2%(#11
8(&6*&#212(3(&,51/+(/A217(6*&(1%+(14*/'#()%1/,)17(12,3(4"1@-&2%1-%1!-551/+(/A1%*11
4(%(&#-)(1-61-%1-217,5,)/(417$1(66(/%-3(14,%(C1%+()17$16')4"1D)%&$1%$8(21,&(13,5-417,2(41
*661*61%+(1(66(/%-3(14,%(17(-).1'2(4"1O+(14*/'#()%1,#*')%1!-551(T',51%&,)2,/%-*)1
,#*')%2C1,)414(7-%21#'2%1(T',51/&(4-%2"1?+()1%+(2(1,&(1,5513,5-41$*'1/,)12,3(1$*'&1
4*/'#()%17$1/5-/A-).1*)1%+(12,3(17'%%*)"1 "

Step 20
Q(8(,%1%+-218&*/(221')%-51,551*61$*'&1-)3*-/(21,&(1-)"11U*'1#,$1%+,)1&(3-(!1%+(1')8*2%(41
%&,)2,/%-*)1&(8*&%21*&18*2%1%+(1E(22-*)"1\)/(1,551*61$*'&1()%&-(21,&(1-)1/5-/A1R5*2(1,%1
%+(17*%%*#1%*1(>-%1*'%1*61%+(12(22-*)"1 "

Step 21
O*1&')1,1&(8*&%16*&1$*'&1')8*2%(41%&,)2,/%-*)21/5-/A1*)1Q(8*&%2C1O&,)2,/%-*)1Q(8*&%2C1
,)41%+()1/5-/A1*)1^)8*2%(41P()(&,51J(4.(&1O&,)2,/%-*)2"1O*15(,&)1#*&(1,7*'%11
')8*2%(41%&,)2,/%-*)1&(8*&%12(%'81,)41&'))-).1&(8*&%212((1%+(1^)8*2%(41Q(8*&%21
O&,-)-).1V-4(*1MQ:O1WKN"1 "

<1 96%(&1$*'1+,3(1&')1$*'&1&(8*&%21,)414(%(&#-)(1%+,%1,4_'2%#()%21)((41
%*17(1#,4(1*&1-61,44-%-*),51-%(#21)((41%*17(1,44(4C1$*'1#,$14*12*1'81
')%-51%+(1%-#(1%+,%1%+(12(22-*)1-218*2%(4"

`
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a

Step 22
O*1#,A(1(4-%21*&1,44-%-*),51()%&-(21%*1,)1(>-2%-).12(22-*)C1.*17,/A1%*1()%(&1,//*')%21
8,$,75(1-)3*-/(2C12(5(/%1%+(1*&-.-),512(22-*)16&*#1%+(14&*814*!)1,)41/5-/A1E%,&%1%*11
,//(221%+(1-)6*&#,%-*)1-)1%+,%12(22-*)"1B*%(1%+,%1*)5$1')8*2%(412(22-*)21!-551,88(,&1-)1
%+(14&*814*!)15-2%"1\)/(1,12(22-*)1-218*2%(41-%1!-551)*15*).(&1,88(,&1-)1%+(14&*814*!)C1
,)41-61/*&&(/%-*)21)((41%*17(1#,4(1-%1!-551&(T'-&(1,1/*&&(/%-).1()%&$"11:5(,2(12((1%+(1
R*&&(/%-).19)19:10)3*-/(1O&,)2,/%-*)1O&,-)-).1V-4(*1M9:01aWN1*)1+*!1%*1/*&&(/%1,)11
,//*')%218,$,75(1-)3*-/("1 "

Step 23
96%(&1,551(4-%21*&1,44-%-*),51()%&-(21,&(1()%(&(41$*'1,&(1&(,4$1%*18*2%1%+(12(22-*)1%*1
#,A(1-%1,18(&#,)()%1&(/*&41!-%+-)1%+(12$2%(#"1O*18*2%1,12(22-*)1/5-/A1%+(19//*')%21
:,$,75(1%,71*)1%+(1B,3-.,%*&1%**57,&C1,)41%+()1*)1%+(1:*2%1O&,)2,/%-*)21-/*)"1 "

Step 24
0)1%+(1:*2%1O&,)2,/%-*)212/&(()1/5-/A1%+(17*>1)(>%1%*1%+(12(22-*)1$*'1,&(18*2%-)."111
\)/(1%+(12(22-*)1-21/+*2()1/5-/A1*)1%+(1:*2%1%&,)2,/%-*)17'%%*)1%*18*2%1%+,%12(22-*)"1

"
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Conclusion
O*1&(/,81%+-21%&,-)-).13-4(*1*)19//*')%21:,$,75(10)3*-/(21$*'12+*'541+,3(15(,&)(41

5-)(18&*8(&5$C1!+,%1%*1()%(&1-)16*&1%+(1%&,)2,/%-*)14(2/&-8%-*)C1,)41+*!1%*1&')1,)11
')8*2%(41%&,)2,/%-*)1&(8*&%1,)418*2%1%+(12(22-*)"1
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