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How to Resend Invoices



In order to resend an Invoice to Accounting, you must first “Unpost” the Invoice you wish to send.

1. Go into “Admin” and select “Closed Invoices”.
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2. Select the Invoice(s) you wish to unpost by highlighting them.
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PO Ref No Invoice No__Inv Dt_Log Mo Vendor Total Amt___Status 4|

PO-12029929 11/20/33 11 Canavaggio Distibuidora 3980

PO-12043985 77863 113033 11 Tagaropulos 25800
P0-12029936 AB0840  11/30/33 11 Dispal, 5.4

Distubuicora Comecial 5.

Disie Industrial





3. Go to PO Tasks and select “Un-Post Selection”.
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4. The following screen will appear where you will select “Yes”.
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5. The Invoice(s) selected will now be able to be re-transmitted to Accounting.  Return to your splash screen and go into “DATA LINK/eMail”, choose “Data Upload”.
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6. Select “Send Invoices”.  
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7. Highlight the Invoice Record(s) you wish to send to Accounting and select “OK”.
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8. A confirmation screen will appear, saying “About to post “X”# of selected records. Continue?” You will now select “OK”.

9.   This will take you back to your “Data Upload Preparation” screen.  Send Invoices will now have an “X” next to it, and you will now select “Transmit”.
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           10.  The eMail message screen will now appear. The Invoice(s) you just sent will  



have a status of “Uploaded”.  You have now successfully re-uploaded



Invoices to Accounting.
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Subject In/Out Status 4|

152 oulback@ply.com Fersonnel OB /PNO1>>CORF. SEND!
193 outback@ply.com Personnel 0B/PNO1>>CORF. SEND!
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Subject In/Out Status 4|

224 corp_teceiver@cimartonsoltware.com  DSR_DB/PNOT>>CORF. 02/16/00445PM  Upboaded
225 corp_teceiver@cimartonsoftware.com  Post_PR_OB/PNOT>>CORF. 02/16/00451PM  Uploaded






Select ADMIN Here.





Click Closed Invoices Here.





Click Here.





Click Here First.





Then choose “Data Upload”.








You will now have an “X” here.





Click “Transmit” Here.





Once an eMail Message has successfully been sent, the status will change from “SEND!” to “Uploaded”.
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