
 

Uploading Invoice Images via Email 
Quick Reference 
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6. A new invoice line will be created and displayed in 

the Draft Invoices section 

 

7. Click on the invoice to display it on the right side of 
the screen.  
 

8. Click the Images button to display the attached 
images on the left side of the screen. 

 

9. Click the Edit button on the right side of thges
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• Account Number 
• Customer Number 
• Order Number 
• Brief description (Maintenance Subscription 

10/23/19-10/22/20) 
 

 
 

12. Enter a Department Approval / Routing name 
when additional staff are required to review the 
invoice. When extracting data from a PDF, this field 
may automatically populate. This value can be 
updated or removed. 
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18. Search for and select the appropriate name in the 
field provided. 

 

 

19. Handling Options





P a g e  | 6 

 
  
32. Click the green Approve button to submit the 
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