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Adding or Removing Document During 
Allocation and Approval

Quick Steps



Adding or Removing 
Document

Overview of Quick Steps procedure

Click the numbered circles on the left to move to the 

first step in each phase. 

Use the arrows or Pg Up/Down keys to proceed 

through each step and sub-step.

Begin

Step 1: Attach additional 

documents to a vendor 

invoice.

1

Step 2: Remove documents 

on a vendor invoice.

2

Best viewed in IE or Adobe PDF Reader.



Adding or Removing 
Document

Step 1 Attach additional 

documents to a vendor 

invoice.

Click the filter list.
B

Step 2: Remove documents 

on a vendor invoice.

1

2

Under the Accounts Payable 

menu, go to the Invoice 

Allocation workspace.

A



Adding or Removing 
Document

Step 1 Attach additional 

documents to a vendor 

invoice.

Step 2: Remove documents 

on a vendor invoice.

1

2
Select a vendor invoice 

from the filter list.

C
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Document

Step 1 Attach additional 

documents to a vendor 

invoice.

Step 2: Remove documents 

on a vendor invoice.

1

2

Click Attach Document.
D



Adding or Removing 
Document

Step 1 Attach additional 

documents to a vendor 

invoice.

Step 2: Remove documents 

on a vendor invoice.

1

2

In the dialog that opens, click 

Choose Files to open your file 

explorer.

E
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Document

Step 1 Attach additional 

documents to a vendor 

invoice.

Step 2: Remove documents 

on a vendor invoice.

1

2

Select the file/s you 

want to upload.

F

Click Open, or press ENTER.
G
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Document

Step 1 Attach additional 

documents to a vendor 

invoice.

Step 2: Remove documents 

on a vendor invoice.

1

2

Click Ok.
H
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Document

Step 1 Attach additional 

documents to a vendor 

invoice.

Step 2: Remove documents 

on a vendor invoice.

1

2

Click Save.
I

The file/s are uploaded and listed 

in the Documents tab. 
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Step 1: Attach additional 

documents to a vendor 

invoice.

Step 2 Remove documents on 

a vendor invoice.

1

2

Click the filter list.
B

Under the Accounts Payable 

menu, go to the Invoice 

Allocation workspace.

A
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Document

Step 1: Attach additional 

documents to a vendor 

invoice.

Step 2 Remove documents on 

a vendor invoice.

1

2
Select a vendor invoice 

from the filter list.

C
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Document

Step 1: Attach additional 

documents to a vendor 

invoice.

Step 2 Remove documents on 

a vendor invoice.

1

2

Open the Documents tab.

D
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Document

Step 1: Attach additional 

documents to a vendor 

invoice.

Step 2 Remove documents on 

a vendor invoice.

1

2

Click the Row Tools icon 

of the document you wish 

to remove.

E

Click Delete Document.
F
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Document

Step 1: Attach additional 

documents to a vendor 

invoice.

Step 2 Remove documents on 

a vendor invoice.

1

2

Click Delete.
G
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Document

Step 1: Attach additional 

documents to a vendor 

invoice.

Step 2 Remove documents on 

a vendor invoice.

1

2

The file/s are removed from the 

Documents tab. 
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Step 1: Attach additional 

documents to a vendor 

invoice.

Step 2 Remove documents on 

a vendor invoice.

1

2 This concludes

Adding or Removing Document During 

Allocation and Approval

Quick Steps.


