How to fix Common Invoice issues

Use this guide to help fix some of the common
issues with invoices




How to fix
duplicate

Invoice Issue

Log into Supplier Portal
(https://costpoint.cadmusgroup.org/cpweb)

Navigate to Materials >> Supplier Portal >>
Dashboards/Actions >> Manage Invoices

Click on Query

In the Invoice Control No field, type in the invoice control
no that is provided by the Cadmus team that needs to be
deleted.

Click on Find.

If the invoice was already approved by you, uncheck the
“Approved” box, then click on Save & Continue.

Then click on Delete and Save & Continue again.

Log out



How to fix duplicate Invoice Issue - Screenshots
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How to add
missing
attachment

Issue

Log into Supplier Portal (https://costpoint.cadmusgroup.org/cpweb)

Navigate to Materials >> Supplier Portal >> Dashboards/Actions >> Manage Invoices
Click on Query

In the Invoice Control No field, type in the invoice control no that is provided by the
Cadmus team that missing the attachment.

Click on Find.
Click on Process, File Upload
Click on Choose File, and select the attachment file that should go with your invoice.

Select the “SUPP-PROD-SP-AFL” for the Alternate File Location.

Click on Upload
Click on Attach.
In the “Linked Content Files” window, click on New

Under the “Content File Name” column, click on the magnifier icon and select the
file you just uploaded, then click on Close

Click on Save

Log out



How to add missing attachment Issue - Screenshots
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* Loginto Supplier Portal
(https://costpoint.cadmusgroup.org/cpweb)

* Navigate to Materials >> Supplier Portal >>

Dashboards/Actions >> Manage Invoices
How to _ ;
) * Click on Query
S I 8 n/A p p rove * In the Invoice Control No field, type in the invoice control
. no that is provided by the Cadmus team that missing the
dn | nvolice attachment.
* Click on Find.

* Check the “Approved” box.
* Click on Save

* Logout




How to Sign
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Approve an Invoice - Screenshots
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