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Invoice on Account

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: Locate a job.

1

Step 2: Transfer invoicing 

plan.

2

Step 3:  Approve edits to 

draft.

3

Step 4: View and print draft 

invoice.

4

Step 5: Submit draft for 

approval or print invoice.

5

Best viewed in IE or Adobe PDF Reader.



Invoice on Account

Note: There are two options for invoicing via the 

Invoice on Account workspace: 

• Using Invoicing Plans

• Ad-hoc Invoicing

Both scenarios are covered here. 

Step 1: Locate a job.

1

Step 2: Transfer invoicing 

plan.

2

Step 3:  Approve edits to 

draft.

3

Step 4: View and print draft 

invoice.

4

Step 5: Submit draft for 

approval or print invoice.

5



Invoice on Account
Using Invoicing Plans

Using Invoicing Plans



Invoice on Account
Using Invoicing Plans

Step 1: Locate a job.

1

Step 2: Transfer invoicing 

plan.

2

Step 3:  Approve edits to 

draft.

3

Step 4: View and print draft 

invoice.

4

Step 5: Submit draft for 

approval or print invoice.

5

Search for the job you want to 

invoice.

B

Click to access the Invoice on 

Account workspace.

A



Invoice on Account
Using Invoicing Plans

Step 1: Locate a job.

1

Step 2: Transfer invoicing 

plan.

2

Step 3:  Approve edits to 

draft.

3

Step 4: View and print draft 

invoice.

4

Step 5: Submit draft for 

approval or print invoice.

5

Click Transfer Invoicing 

Plan.

A



Invoice on Account
Using Invoicing Plans

Step 1: Locate a job.

1

Step 2: Transfer invoicing 

plan.

2

Step 3:  Approve edits to 

draft.

3

Step 4: View and print draft 

invoice.

4

Step 5: Submit draft for 

approval or print invoice.

5

Click the calendar icon.

B

Select a cut-off date.

C



Invoice on Account
Using Invoicing Plans

Step 1: Locate a job.

1

Step 2: Transfer invoicing 

plan.

2

Step 3:  Approve edits to 

draft.

3

Step 4: View and print draft 

invoice.

4

Step 5: Submit draft for 

approval or print invoice.

5

Click Transfer 

Invoicing Plan.

D



Invoice on Account
Using Invoicing Plans

Step 1: Locate a job.

1

Step 2: Transfer invoicing 

plan.

2

Step 3:  Approve edits to 

draft.

3

Step 4: View and print draft 

invoice.

4

Step 5: Submit draft for 

approval or print invoice.

5

Click Approve.

A



Invoice on Account
Using Invoicing Plans

Step 1: Locate a job.

1

Step 2: Transfer invoicing 

plan.

2

Step 3:  Approve edits to 

draft.

3

Step 4: View and print draft 

invoice.

4

Step 5: Submit draft for 

approval or print invoice.

5

Review details and make any 

necessary adjustments.

B

Click Print Draft to print a 

PDF of the draft invoice.

CGo to the Invoice Editing tab.

A



Invoice on Account

Step 1: Locate a job.

Step 2: Edit the invoice.

Step 4: Approve edits to draft.

Step 5: View and print draft 

invoice.

Step 6: Submit draft for 

approval or print invoice.

1

2

3

4

5

Click Submit 

Draft. 

This submits the 

draft invoice for 

approval.

To complete invoice editing, you can: 

• Click Submit Draft (if Approval 

Hierarchies are in place)

OR

• Click Print Invoice (if Approval 

Hierarchies are NOT in place)

Click Print 

Invoice. 

This prints the 

finalized invoice 

and 

automatically 

posts entries to 

the General 

Ledger.

OR



Invoice on Account
Ad-hoc Invoicing

Ad-hoc Invoicing



Invoice on Account
Ad-hoc Invoicing

Step 1: Locate a job.

1

Step 2: Enter the amount to 

invoice.

2

Step 3:  Review lines under 

Specification section.

3

Step 4: Approve edits to draft.

4

Step 5: View and print draft 

invoice.

5

Search for the job you want to 

invoice.

B

Click to access the Invoice on 

Account workspace.

A

Step 6: Submit draft for 

approval or print invoice.

6



Invoice on Account
Ad-hoc Invoicing

Step 1: Locate a job.

1

Step 2: Enter the amount to 

invoice.

2

Step 3:  Review lines under 

specification section.

3

Step 4: Approve edits to draft.

4

Step 5: View and print draft 

invoice.

.

5

Enter a value or 

amount to invoice.

A

Step 6: Submit draft for 

approval or print invoice.

6

Press Enter.

B



Invoice on Account
Ad-hoc Invoicing

Step 1: Locate a job.

1

Step 2: Enter the amount to 

invoice.

2

Step 3:  Review lines under 

Specification section.

3

Step 4: Approve edits to draft.

4

Step 5: View and print draft 

invoice.

.

5

Review and edit lines in 

Specification section as 

needed. 

A

Step 6: Submit draft for 

approval or print invoice.

6

Click + Add Invoice on 

Account Entry to add 

additional lines.

B



Invoice on Account
Ad-hoc Invoicing

Step 1: Locate a job.

1

Step 2: Enter the amount to 

invoice.

2

Step 3:  Review lines under 

Specification section.

3

Step 4: Approve edits to draft.

4

Step 5: View and print draft 

invoice.

5

Review totals from changes.

A

Step 6: Submit draft for 

approval or print invoice.

6

Click Approve.

B



Invoice on Account
Ad-hoc Invoicing

Step 1: Locate a job.

1

Step 2: Enter the amount to 

invoice.

2

Step 3:  Review lines under 

Specification section.

3

Step 4: Approve edits to draft.

4

Step 5: View and print draft 

invoice.

5

Click the Invoice Editing tab.

A

Step 6: Submit draft for 

approval or print invoice.

6

Click Print Draft to print a 

PDF of the draft invoice.

B



Invoice on Account
Ad-hoc Invoicing

Step 1: Locate a job.

1

Step 2: Enter the amount to 

invoice.

2

Step 3:  Review lines under 

Specification section.

3

Step 4: Approve edits to draft.

4

Step 5: View and print draft 

invoice.

5

Step 6: Submit draft for 

approval or print invoice.

6

Click Submit 

Draft. 

This submits the 

draft invoice for 

approval.

To complete invoice editing, you can: 

• Click Submit Draft (if Approval 

Hierarchies are in place)

OR

• Click Print Invoice (if Approval 

Hierarchies are NOT in place)

Click Print 

Invoice. 

This prints the 

finalized invoice 

and 

automatically 

posts entries to 

the General 

Ledger.



Invoice on Account

Step 1: Locate a job.

Step 2: Edit the invoice.

Step 3: Open the detailed 

view.

Step 4: Approve edits to draft.

Step 5: View and print draft 

invoice.

Step 6: Submit draft for 

approval or print invoice.

1

2

3

4

5

6

This concludes

Invoice on Account Quick Steps.


