
Vendor Invoices
Accounts Payable > Journals > Invoices > Invoice journals

Invoice journals record non Purchase order related invoices.Summary

1. Create an Invoice journal header
2. Create Invoice journal lines - Offset account
3. Create Invoice journal lines - multiple segments
4. Create Invoice journal lines - Project expense

Steps

• Group types of invoices in a journal
• Pay attention to voucher numbers; a new voucher should 

be created for each invoice

Tips



Create an Invoice journal header

• Click the New button.

• Select a journal Name.

• Type a journal Description.

• Click the journal Lines button.
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Create Invoice journal lines - Offset 
account

• Select the Vendor Account.

• Type the vendor’s Invoice 
number.

• Add a Description for the 
General ledger.

• Credit the invoice amount.

• Select the Main account and 
Dimensions in Offset 
account.

• Type the invoice date in 
Document date.

• Click Post > Post.
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Account Credit Offset account

Document date

Interactive 4.2 Invoice Journal Lines
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Movie 4.2 Vendor Invoices
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Create Invoice journal lines - multiple 
segments

• Add the vendor invoice line 
without an Offset account.

• Click the New button.

• On the second line, change 
the Account type to Ledger.

• Fill in the Main Account and 
Dimensions.

• Allocate invoice amounts in 
Debit.

• Press the New button and 
continue breaking down the 
entry.
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Create Invoice journal lines - Project 
expense

• Add the vendor invoice line.

• Click the New button.

• On the second line, change 
the Account type to Project.

• Fill in the Project number in 
Account.

• Debit the Project.

• On the Project tab, fill in 
the necessary project fields 
such as Activity number, 
Category, Worker, and 
Line property.
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