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iAccess Vendor 
Invoice Management

Overview of click guide 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 2: Attach and view 

documents on a vendor invoice.

2

Step 5: Submit a vendor 

invoice allocation.

5

Best viewed in IE or Adobe PDF Reader.

Step 1: Find, view, and assign a 

vendor invoice for allocation.

1

Step 4: Allocate or reallocate

a vendor invoice.

4

Step 3: Start and reply 

to a conversation.

3



Under the Accounts Payable 

menu, go to the Invoice 

Allocation workspace.

A

Select a vendor invoice from 

the filter list.

B
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Step 2: Attach and view 

documents on a vendor invoice.

2

Step 5: Submit a vendor 

invoice allocation.

5

Step 1: Find, view, and assign a 

vendor invoice for allocation.

1

Step 4: Allocate or reallocate 

a vendor invoice.

4

Step 3: Start and reply 

to a conversation.

3

Follow the steps on the next slide to 

assign a vendor invoice for allocation.

To find and view a vendor invoice 

for allocation:
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Step 2: Attach and view 

documents on a vendor invoice.

2

Step 5: Submit a vendor 

invoice allocation.

5

Step 1: Find, view, and assign a 

vendor invoice for allocation.

1

Step 4: Allocate or reallocate 

a vendor invoice.

4

Step 3: Start and reply 

to a conversation.

3

In the Responsible For 

Allocation field, specify 

the employee name or 

number who is responsible 

for allocation.

A

Click Save.
B

To assign a vendor invoice for allocation:
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Step 2: Attach and view 

documents on a vendor invoice.

2

Step 5: Submit a vendor 

invoice allocation.

5

Step 1: Find, view, and assign a 

vendor invoice for allocation.

1

Step 4: Allocate or reallocate 

a vendor invoice.

4

Step 3: Start and reply 

to a conversation.

3

Click Attach Document.

A

Follow the steps on the next slide to 

continue to attach documents to an invoice.

To attach documents to an invoice:
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Step 2: Attach and view 

documents on a vendor invoice.

2

Step 5: Submit a vendor 

invoice allocation.

5

Step 1: Find, view, and assign a 

vendor invoice for allocation.

1

Step 4: Allocate or reallocate 

a vendor invoice.

4

Step 3: Start and reply 

to a conversation.

3

Select the files you want to 

upload, and click Open, or 

press ENTER.

C Click Save.

E

The files are uploaded and 

listed in the Documents tab. 

You can use the Documents tab to 

upload, view, or delete documents 

attached to the invoice. 

Follow the steps on the next slide to 

view documents on a vendor invoice.

Click OK.

D

In the dialog that opens, 

click Choose Files to open 

your file explorer.

B
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Step 2: Attach and view 

documents on a vendor invoice.

2

Step 5: Submit a vendor 

invoice allocation.

5

Step 1: Find, view, and assign a 

vendor invoice for allocation.

1

Step 4: Allocate or reallocate 

a vendor invoice.

4

Step 3: Start and reply 

to a conversation.

3

On the right-hand side 

of the workspace, click 

the Invoice pane.

A

View the main/first 

attachment.

B

To view the main/first attachment 

on an invoice:

This feature only displays a scanned invoice that 

was attached when the record was created.  

The Document Viewer does not display documents 

you have uploaded as additional attachments 

to the record in the document archive. 

You can view these attachments by downloading 

them to your computer/device. 

Follow the steps on the next slide to 

view all the attachments on an invoice.
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Step 2: Attach and view 

documents on a vendor invoice.

2

Step 5: Submit a vendor 

invoice allocation.

5

Step 1: Find, view, and assign a 

vendor invoice for allocation.

1

Step 4: Allocate or reallocate 

a vendor invoice.

4

Step 3: Start and reply 

to a conversation.

3

Go to the Documents tab.

A

In the Document field, 

click on a filename to 

download the file to your 

computer/device.

B

To view all the attachments on an invoice:
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Step 2: Attach and view 

documents on a vendor invoice.

2

Step 5: Submit a vendor 

invoice allocation.

5

Step 1: Find, view, and assign a 

vendor invoice for allocation.

1

Step 4: Allocate or reallocate 

a vendor invoice.

4

Step 3: Start and reply 

to a conversation.

3

On the right-hand side of the 

workspace, click the 

Messages pane. 

A

Follow the steps on the next slide

to reply to a conversation.

To start a conversation:

In the input area, type your 

message and mention a 

specific person by typing 

@[name] as part of the text.

B
Click the paper plane icon or 

press ENTER to send the 

message.

C
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Step 2: Attach and view 

documents on a vendor invoice.

2

Step 5: Submit a vendor 

invoice allocation.

5

Step 1: Find, view, and assign a 

vendor invoice for allocation.

1

Step 4: Allocate or reallocate 

a vendor invoice.

4

Step 3: Start and reply 

to a conversation.

3

To reply to a conversation:

Others can mention you in a conversation 

to notify that you have a vendor 

invoice for allocation.

Click the blue Notifications 

icon to expand your list of 

unread messages.

A

Expand a vendor invoice 

from the list and click on 

the comment.

B

Follow the steps on the next slide 

to continue replying to a conversation.
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Step 2: Attach and view 

documents on a vendor invoice.

2

Step 5: Submit a vendor 

invoice allocation.

5

Step 1: Find, view, and assign a 

vendor invoice for allocation.

1

Step 4: Allocate or reallocate 

a vendor invoice.

4

Step 3: Start and reply 

to a conversation.

3

iAccess then navigates to the Invoice 

Allocation workspace, and opens the 

Messages pane for that vendor invoice.

In the input area, type your 

message and mention a 

specific person by typing 

@[name] as part of the text.

C
Click the paper plane icon or 

press ENTER to send the 

message.

D
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Step 2: Attach and view 

documents on a vendor invoice.

2

Step 5: Submit a vendor 

invoice allocation.

5

Step 1: Find, view, and assign a 

vendor invoice for allocation.

1

Step 4: Allocate or reallocate 

a vendor invoice.

4

Step 3: Start and reply 

to a conversation.

3

You can allocate invoices, or reallocate 

invoices that were initially registered 

or posted to a suspense account, 

to an account or job.

In the Allocation tab, 

enter information about 

the allocation in the line 

as needed.

A

Click Save.
C

Click + Add Allocation 

Line to add another 

entry line to the bottom 

of the invoice.

B
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Step 2: Attach and view 

documents on a vendor invoice.

2

Step 5: Submit a vendor 

invoice allocation.

5

Step 1: Find, view, and assign a 

vendor invoice for allocation.

1

Step 4: Allocate or reallocate 

a vendor invoice.

4

Step 3: Start and reply 

to a conversation.

3

Click Submit for 

Approval.

A
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Step 2: Attach and view 

documents on a vendor invoice.

2

Step 5: Submit a vendor 

invoice allocation.

5

Step 1: Find, view, and assign a 

vendor invoice for allocation.

1

Step 4: Allocate or reallocate

a vendor invoice.

4

Step 3: Start and reply 

to a conversation.

3

This concludes the 

iAccess Vendor Invoice Management

click guide.


