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VENDOR CONTRACTS 

To keep track of all your vendor Contracts we have a section under vendors just for that. To access 

your Vendor Contracts section, click “PURCHASE” followed by “Contracts in the drop down menu. 

From here you can see all your vendor contracts and filter according to the company department 

and project. You can select multiple companies, projects, and departments to see exactly what you 

need.   

To create a new contract, click “NEW” in the left hand corner of the screen. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

Enter of the details of the contract you would like to capture. You 

can attach a copy of the contract to keep in your files. If you have 

multiple contracts or additional documents that you would like to 

add to add click the      button to add another attachment. 

 

 

 

 

 

 

With the new contract entered we can view the contracts. To view, edit, or delete the contract click 

the desired button below the contract details. To view all the contract sections click and drag the 

scroll bar to the right of the screen, or simply click the scroll arrow at the bottom right hand corner of 

the screen. Another 

option to view all the 

sections at once is to 

reduce your zoom 

level percentage on 

your browser. 



 

VENDOR BILLS 

 

 

To enter a vendor bill, 

click on “PURCHASE” and 

in the drop down menu 

select “Invoices”. Click on 

“NEW” 

 

 

 

 

 

 

 

In this section you can enter 

the details of the vendor’s 

bill. Click “SAVE at the 

bottom right-hand corner to 

complete entering the bill. 

 

 

 

 

 

 

 



 

To view the all the invoice details click the scroll bar and drag it to the right. You can also click the 

scroll arrow button and hold it until you move the scroll bar to the right.   

Currently we see the payment request status as blank. This is showing blank since the approval setting 

wasn’t set for the payment requests. If you would like to adjust the approval settings for the payment 

request click on “PURCHASES” followed by “Settings” and select the approval tab. Click “New 

Approval Settings” and in that section you will be able to add approvers for the payment request. 

We can also see that currently the payment status as unpaid. To process a payment click the “View” 

button underneath the invoice name.  

 

From here we can view 

the payment record, 

send reminders, add a 

task for the invoice, 

make and view notes, 

and view or add 

attachments. We can 

also mark the invoice as 

paid. Click the                   

button to enter the 

payment details. 

 



 

 

 

 

Enter the payment details as desired. Once the payment 

details are complete click “SAVE” to mark the invoice as 

paid.  

 

 

 

 

We can now see the purchase invoice 

marked as paid in green above the 

invoice number. 

Under the payment record tab we can 

see the payments listed. To view the 

payment in detail, click the       icon. To 

delete the payment, click the     icon. If 

you click the       edit button you will only 

be able to edit the invoice not the 

payment. Once a payment is made you 

will only be able to delete the payment 

and create a new one.  

PURCHASE REPORTS 

We have a wide array of Purchase Reports 

to choose from. To access these reports click 

on “PURCHASE” from the left-hand menu 

and then select “Reports” from the drop 

down menu. Here we can see the reports 

split into two categories: Reports by Table 

and Charts Based Report. The Reports by 

Table will give you a list of the reports under 

that category. The charts based reports will 

provide a graph or chart with the 

information in the system. 


