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Introduction 

Welcome to NexusPayables Training! Our goal is to equip you, as the user, with the knowledge and skills 
required to make optimum use of your NexusPayables systems.  
 
Training will consist of following the trainer format:  
 

 Section exercises  
 

 Student participation   
 

At the end of this training the NexusPayables Participant Guide will serve as a reference guide in assisting you 
in your job responsibilities.  
 
The Nexus Systems Training Team is here for you.  If you would like to schedule additional training or a 
review session please send your request by e-mail to the Training Department at training@nexussystems.com  
 

mailto:training@nexussystems.com
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Customize User Settings – Setting User Specific Defaults 

To begin, mouse over the ‘Administration’ link on the NexusPayables menu bar, and click on ‘My Settings’:  
 

 

The screen will open to six tabs. The following tabs should be viewed and completed where applicable. User 
information, Settings, Email Notification, User Delegation, and Mobile Settings. 
 

Note: 
Mobile settings will only appear if permission has been granted. 

 
  

User 
Information 

Settings Email Notification User Delegation Mobile 
Settings 

Update your 
password  

Enter your email 
address  

Enter additional 
user information  

Click ‘Save’ to 
update 

Configure the 
default settings for 
your Home Page:  

Select your default 
property or region 

Select auto-display 
summary statistics  
Display    

Choose which 
default percentage 
setting to view on 
split screen views 

Set up customized 
alerts to stay up to date 
with your documents as 
they go through the 
approval process  

Decide which Status 
Alerts to set (you will 
get notified every time 
your documents enter 
the status you selected)  

Set your Frequency-
Based Alerts and 
specify their timing 
(you will only get 
notified about these 
documents at those set 
times) 

This tab allows you 
to delegate approval 
rights for your  
POs/ Invoices to 
another user, for a 
specified period  

Use this function to 
ensure coverage 
while you’re away 
from the office 

This tab will allows 
users to use their 
mobile device to 
approve and reject 
purchase orders, 
receipts,  and invoices 
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Dashboard 

The NexusPayables Home Page (Dashboard) provides a snapshot of your work, and allows easy access to 
critical information.  
 

 

From the Dashboard, you can: 
 

 Select and view statistics for any of the properties assigned to you, using the drop-down menu at the 

top of the screen 

 Decide to view information on one property, one region, or all properties, by clicking the appropriate 

radio button 

 Click on “Accounting Details” to view accounting information for the current property 

 View any existing Property Delegations 

 View detailed information on any summary statistic. For example, clicking ‘My Invoices’ link will 

display a list of the invoices you created at the bottom part of the Dashboard page 

 Navigate to a specific Purchase order, Invoice, Image, Vendor or Message from the bottom part of 

the Dashboard 

 Sort information, by clicking on any underlined column heading in the bottom part of the Dashboard 

 Perform a Quick Search for invoices or purchase orders in the past 45 days from creation, using the 

window on the right side of the Dashboard 
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The Navigation / Tool Bars 

Menu Bar  

The menu bar will be shown at all times while you are navigating the home page. It will allow you to begin 
one of eight processes.  
 

 

Vendor Catalog: View Catalog Listing-Open Orders-Favorite Items 

Purchase Orders: Register-New-Search 

Invoices: Register-New-Search 

Vendor: Search 

Image Management: Upload-Indexing-Convert 

Budgets: Review 

Reports: Custom-Standard 

Administration: My Settings 

 

Button Bar 

The Button Bar of the purchase order and invoice windows provides access to a variety of tools designed to 
simplify and accelerate data entry. 
 
The Button Bar will display icon options depending on the user roles and the status of the purchase 
order/invoice. 
 

 

  



N E X U S P A Y A B L E S  T R A I N I N G  W O R K B O O K :  

System Navigation – Catalog - PO’s - Invoices - PO’s - Images and Scanning – Reports –Budgets             Rev. 3/2012  

  

Nexus Systems, Inc.                                                Proprietary & Confidential  

 

5 

Dashboard / My Setting Exercise 

Complete the following task:  
 Add your e-mail address 1.

 Change split view ratio 2.

 Select a new property from the drop down menu 3.

 Change the view from ‘Current Property’ to ‘All Properties’ 4.

 Perform a Quick search by vendor. Keyword (Home) 5.

 Once you have completed the entire task click the NexusPayables banner or the “Home” button 6.

to return to the Dashboard 

 

Notes: 
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Vendor Catalog 

 

 
 

The main Nexus Catalog register displays all the catalogs that have been setup and assigned to the properties 
accessible by the user.   The catalog home page enables users to navigate the catalog module. The catalog 
home page is equipped with the following functionalities: 
 

Shop By Brand Allows a user to search for items by manufacturer.  This only applies to catalogs that 
were uploaded and does not apply to catalogs that are linked directly to the vendor’s 
web-site at this time. 
 

Advance Search Allows a user to search multiple catalogs at once.   
 

Favorites Displays a listing of items saved in a favorites list by the user for quick reference 
and/or use.  This only applies to catalogs that were uploaded and does not apply to 
catalogs that are linked directly to the vendor’s web-site at this time. 
 

Jump to Catalog Provides users the ability to navigate between catalogs without having to return to the 
catalog main page. 
 

Search Allows user to search for catalog items by any keyword, category, item type, item 
number, item description or brand.  This only applies to catalogs that were uploaded 
and does not apply to catalogs that are linked directly to the vendor’s web-site at this 
time. 
 

View Order Displays the details for items selected for purchase. 
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Viewing a Catalog 

To view a catalog, click on the vendor name  
 

 
 

There are several different views of catalogs. These include the following: 
 

Non-Integrated Vendor 
Catalog (Upload Catalog) 

Displays the listing of items that were uploaded from the vendor. The user 
selects items from the catalog and the items are added automatically to a 
PO in NP. The PO can then be routed for approval and the order 
automatically placed once the final user approves it. 
 

Information Page Displays an information page about the services the vendor offers and 
provides information on how to contact them for a quote.  Purchase 
Orders for these vendors will need to be entered into NP manually, routed 
for approval, and forwarded to the vendor. 
 

Vendor Site Link Provides a link to order directly from the vendor’s web-site.  Items selected 
during the shopping process are not pulled into NP and automatically 
added to a PO.  Users must create a PO in NP, manually enter the items to 
be ordered, and submit the PO for approval before submitting their order 
online. 
 

Integrated Nexus Catalog 
(Punch Out Catalogs) 

Links the user to the vendor’s online catalog that is integrated with the NP 
Nexus Catalog module. The user selects items from the vendor’s website 
and the items are pulled into NP and automatically added to a PO in NP. 
The PO can then be routed for approval and the order automatically placed 
once the final user approves it. 
 

 
 

Item Search 

As an alternative to drilling down to find the item you are looking for, you can use the Quick Search feature 
that is on the button bar on all pages of the catalog.  You can search by Category, Item Type, Item Number, 
Item Description or Brand or Any (default), which will look through all the search options by the keyword 
entered.  Simply enter the keyword and click Search. 
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For example, when entering Tape as the keyword and clicking search, the search results display the two items 
that include Tape in the Item Description. 
 
 
 

Searching Across Catalogs 

For the catalogs that have been uploaded, you also have the ability to search for items across all uploaded 
catalogs.  To search across all uploaded catalogs, click on the Search drop down and select ALL Catalogs 
(default).  
 

 

 
For example, when selecting All Catalogs by Item Number and entering “21” as the keyword, results from 
two different vendor’s catalogs display. 
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Creating a Punch Out Order 

To being selecting items for punch-out complete the following steps: 
 

1. Begin order by searching for and selecting items to order and adding them to your cart.   

2. All vendor sites will have a View Order or View Card function on each page where you can review 

the list of items for order at any time. 

 
 
When you are ready to check out, go to the Order and click Submit/Check Out 

 

 
 

Order Check Out 

When you are ready to create Purchase Orders out of your selected catalog items, click View Order from the 
top right Shopping Cart Summary button on any page in the Catalog module. 
 
This page will display all items that have been selected, grouped by vendor, as Purchase Orders are vendor 
specific. 
 
To create a purchase order for a specific vendor, select the items that are to be added to the purchase order 
by selecting the check box next to the item.  If all items are to be added to a single Purchase Order, simply 
click on Select All and all items will be selected. 
 

 
 
 



N E X U S P A Y A B L E S  T R A I N I N G  W O R K B O O K :  

System Navigation – Catalog - PO’s - Invoices - PO’s - Images and Scanning – Reports –Budgets             Rev. 3/2012  

  

Nexus Systems, Inc.                                                Proprietary & Confidential  

 

10 

 
 

Order Editing 

In the event edits are necessary prior to processing your punch-out order, the following functionalities are 
available for use: 
 

Remove If clicked, will remove the line item from the punch out 
order. 
 

Item Details Only works for uploaded items and will not display 
additional details for punch out catalogs at this time. 

QTY Update If clicked, will allow user to update the quantity for 
purchase. 

 

To add the shopping cart items to a Purchase Order, complete the following steps: 
 

1. Click  
 

 
 

2. Select header property for the PO 
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3. Select the following fields as appropriate 
 

 PO drop-down (select an Open PO number if you are adding these items to a an existing 

open PO) 

 Line property selection (if different than the header property) 

 Unit/Department (select the unit number the expense is for if applicable) 

 Taxable (toggle check box) 

 GL code (the vendor default will display if setup; this is a required field that must be selected 

before the PO can be created) 

 
 

4. Click  to create the Purchase Order. This brings the user back to the familiar NP 
Purchase Order interface, from which the user can make any additional edits to the PO (add notes, 
over budget notes, header information) and submit the PO for approval.  
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Vendor Catalog Exercise 

Complete the following task:  
 

1. Open a catalog for viewing 

2. Search for catalog item - paint 

3. Create a favorites list of five items 

4. Create a PO with items from a catalog 

5. Once you have completed the entire task click the NexusPayables banner or the “Home” button to return 
to the Dashboard 

Notes: 
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Purchase Order 

NexusPayables includes a register for Purchase orders. The register allows users to view documents by their 
status, run reports, or search for a specific Purchase order. 
 
To open the Purchase Order Register, complete the following steps: 
 

 From the Menu Bar  1.

 Mouse over  Purchase Orders in the Menu Bar  2.

 Mouse down and click on Purchase Order Register 3.

 
The following seven tabs will display 
 

 

Open tab POs that only have a vendor, property, and line item field completed.  These have not 
been processed or submitted for approval. 
 

Rejected tab POs that were sent back by the approver to the originator of the PO. 
 

Template tab Saved POs that can be re-used on a regular basis. 
 

Pending tab POs pending the approval of one or more users. 
 

Approved tab  POs that have been approved (Released) by all users triggered by workflow.  These are 
now ready for final review and to be converted to or linked to an Invoice. 
 

Invoiced tab POs that have been approved by all users triggered by workflow.  These are now ready 
for final review and to be converted to or linked to an Invoice. 
 

Cancelled tab POs that have been marked cancelled 
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Creating a Purchase Order 

From the Menu Bar mouse over Purchase Order 
 

 Select New PO 1.

The screen will refresh and open with a blank PO. The following information will be required to 

be entered. 

 Select a Property from the property drop down list and click GO 2.

 Select Vendor from the vendor favorite drop down list and click GO 3.

 Click ‘Add to Line’ 4.

 Enter the Quantity 5.

 Enter the Price 6.

 Enter the line item Description 7.

 Confirm that the default GL is correct or select a new GL 8.

 Click Save or Save and Add Another 9.

 Click ‘Ready for Processing’ to Submit the PO for Approval. If no approval is needed click 10.

‘Release’ 

 

 Once line items are filled out, the vendor cannot be changed. 
 All blue shaded fields are required information 
 Use bulk entry for multiple line items 

 

 

Purchase Order – Using Receiving (If applicable) 

To assist users in the tracking Purchase order items that have been received, the system can be configured to 
enable the process of documenting the received items.  
 
To add Receiving, complete the following steps: 
 

 Open a PO in the ‘Released’ status 1.

 Select Receipt Required (if not set as default) 2.

 Mark item as received (If user right has been granted) 3.
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The PO to Receipt Conversion Page will open to select received items 
 

 Enter the Quantity received 1.

 Enter the amount, tax, and shipping 2.

 Click Save to complete the conversion 3.

 

 
 

Only line items that have been marked as received will be allowed to be converted to or 
linked to an invoice. 

 

 

Purchase Orders – Using Job Costing (If applicable) 

Creating a Purchase order using job costing will required the normal fields to be completed. To use job 
costing, complete the following actions: 
 

 From the Menu Bar mouse over Purchase Orders 1.

 Drag the mouse down and click New Purchase Order 2.

 Fill in the following fields 3.

 Property (click GO) 

 Vendor (click Update) 

 Quantity 

 Description 

 Item price 

 GL account (replaced by cost code and will not appear) 
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When all the above fields have been completed, complete the appropriate job cost fields below. 
 

 Contract 

 Change Order 

 Job Codes 

 Phase Codes 

 Cost Codes  

 Retention 

To view the contact budget prior to saving the entry click on the contract budget report   
icon. This will display the budget amount, actual amount, and the variance. 
 

 
  

If you have gone over the contract budget you will receive a warning message that you have exceeded the job 
costing budget and will need to follow internal procedures. 
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Once the appropriate fields have been completed click the  button.  All fields selected will appear on the 
line item and you may proceed with the next line item entry or submit for approval. 

 

 

Purchase order Template 

PO Templates can be used as a starting point for quick entry of similar POs in the future. An unlimited number of 
templates can be created in the system.  

There are two types of Templates that can be created in the system.  

System Templates Clicking on this button saves the PO as a Template for later use. When a PO is saved 
as a Template, the system will make the Template available to all users of the current 
property and will appear in the Template tab of the Purchase order Register. 

 

User Templates Clicking on this button saves the PO as a Template for later use. When a PO is saved 
as a User Template, the system will make the template available to the current user 
only for the properties listed in the PO and will show up in the Template tab of the 
Purchase order Register. 
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Create a Purchase order Template  

In order to create a new PO Template (as allowed by user rights), follow the steps to create a New Purchase 
order. Once the Vendor has been selected on the PO, the new PO can be saved as a Template by clicking on 
the Template button or User Template button in the buttons bar at the top or bottom of the page.  

 

Retrieve and Process a Purchase Order Template  

A Template is a shortcut for creating a new PO. When the user retrieves and processes a PO Template, the 
system creates a copy of the Template to be used. This ensures that the original Template remains the same 
and can be used for future POs.  
 

To Retrieve and Process a Purchase order Template  

 Go to the Purchase order Register Main Page by clicking ‘PO Register’ in the Purchase Order 1.

menu bar at the top of the screen.  

 Click on the Template Tab.  2.

 Click on the Vendor Name to select a PO Template. The Template will display.  3.

 Review the Template to ensure it is the desired Template. Click the ‘Use Template’ button.  A 4.

new PO will be created with the information from the Template.  

 Fill in the required PO fields at the top and click the ‘Update’ button to save the changes.  5.

 Edit a line item by clicking on the ‘Edit’ link under the Amount of that line item. Edit PO line 6.

item fields. If multiple lines need to be edited, consider using the PO Bulk Entry button.  

 Add another row by clicking ‘Add a Line’ button above the Amount field.  7.

 To delete an item; click the ’Delete’ button in the amount column.  8.

 Verify the tax estimates based on the taxable line items and enter a shipping estimate for the 9.

order, if appropriate.  

 Enter Notes and/or Budget Overage Notes (notes to explain reason for this transaction that 10.

caused a budget overage), as necessary.  

When complete, click the ‘Ready for Processing’ button or if the PO does not require approval click the ‘Release’ 
button. 

Purchase Order split 

This section will show you how to split Purchase orders between multiple properties and/or GL accounts. 

Once you have created your Purchase order with a quantity, description, and item amount. Click ‘Update’ and select 
the ‘Split’ link on the line item.  

Complete the following steps to apply the split to the Purchase order: 

 Click the plus sign(+) in the corner of the split box for  additional line item to open 1.

 Enter the Amount or Percentage in which you are splitting 2.

 Click ‘Save’ to apply the split to the Purchase order or click ‘Save as Default Split’. 3.
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Choosing save as default split applies the split to the purchase order and will also save the 
split for future use. 

 

 

 

Bulk Entry 

Bulk Entry enables a user to quickly make entries and edits to several line items of a Purchase order without having 
to update the document line by line. 

Take the following steps to complete bulk entry: 

 From the Button Bar click ‘Bulk Entry’ 1.

The bulk entry page will open  

 Enter the Quantity 2.

 Enter the Description 3.

 Enter the GL code 4.

 Enter Item Price 5.

 Click ‘Save’ 6.
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You can create line items for multiple Properties, by clicking on the building icon, and       
selecting the appropriate property. 

You cannot make or edit splits within the Bulk Entry screen. Splits must be done on the Purchase 
Order Detail page. 

Use keyboard ‘Tab’ button to navigate through the screen 

If a new GL account is needed, exit bulk entry and add the new GL account from the ‘Add a 
Line’ view 

 
 

Submitting Purchase Orders 

Once you have completed the entry of information onto the purchase order and save, the purchase order will need 
to be submitted to the next person in the workflow.  

Complete the following step to submit the purchase order for approval: 

 Click, ‘Ready for Processing’, followed by clicking, ‘Release’ or ‘Submit for Approval’. 1.

The PO will be routed according to the workflow setup. 
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Purchase Order Search 

For auditing and research you will have the ability to look up purchase orders in any status.  

Complete the following step to research a purchase orders: 

 From the Menu Bar mouse over Purchase order 1.

 Click ‘Search P.O.’ 2.

 Enter the available search information 3.

 Click ‘GO’ to process the search 4.

 

 

When conducting a search you will need to use a least two characters when searching by 
vendor or PO number. 
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Purchase order Exercise 
Create a purchase order using the following functions: 

 

 Split the purchase order between two properties 1.

 Save as a system or user template 2.

 Search for a PO in the ‘Open’ status 3.

 Once you have completed the entire task click the NexusPayables banner or the Home button to 4.

return to the dashboard 

Notes: 
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Images – Main Page 

 

The Image Management Main Page provides access to all imaging related functions. In order for images to be listed 
here, they first need to be scanned and uploaded into NexusPayables. 

The Image Management module offers four tabs in which images and documents can be located. 

Images to Be Indexed Images that have been uploaded but have not been indexed. 

 

Image Hub Images that have been indexed into purchase orders or invoices for conversion. 
 

Exceptions Images that have been indexed but are missing an invoice number, vendor, 
property, or other items flagged as an exception.               
 

Deleted Images that have been deleted. 
 

 

 

 

The Barcode Separator 

For multi-page invoices, you’ll need a barcode separator to identify the distinct invoice. You can print a barcode 
separator from the Image Management main page: 
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Scanning Images 

Invoices need to be stacked and scanned according to one of these 4 groups listed below: 

Document Group 
Bar Code Separator 
Sheet? 

Other Requirements 

Single Sided,  

Single Page Invoice 

No 
Invoices can be stacked and scanned.  The scanner will 
automatically create a new file for each page that is scanned. 

Double Sided, Single Page 
Invoice 

No 
Invoices can be stacked and scanned.  The scanner will 
automatically create a new file for every two pages (front and 
back) that is scanned. 

Single Sided,  

Multi-Page Invoices 

Yes, on top of each invoice 
that is scanned. 

The first page that is scanned should be the bar code separator 
sheet followed by an invoice, followed by another separator 
page, etc.  The last page should never be a bar code separator 
sheet. 

Double Sided, ( A copy of 
the back page should be 
made) 

Multi-Page Invoices 

Yes, on top of each invoice 
that is scanned 

The first page that is scanned should be the bar code separator 
sheet followed by an invoice, followed by another separator 
page, etc.  The last page should never be a bar code separator 
sheet. 

 

Indexing Images 

Once indexed, images move to the ‘Image Hub’ tab, where they are sorted into two main tabs (where applicable): 
Invoices and PO’s. From here you can: 

 Convert images of invoices. 

 Revert all images back to the ‘Images to be Indexed’ tab. 

 View images, search images, or delete images. 
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Documents and Images – Uploading 

NexusPayables allows you to upload images and documents to attach to purchase orders and invoices.  

Complete the following step to upload images and or documents: 

1. From the Menu Bar 

2. Click ‘Image Management’ 

3. Click the ‘Upload’ icon 

The file upload box will appear. Select the images or documents that you want to upload 

4. Click ‘Add Files’ 

5. Click ‘Upload files’ to add them to the Images To Be Indexed tab. 

Once the images have been uploaded you will be able to retrieve them in the Images To Be Index tab. 

 

 

The above steps can be followed to upload an image or document while working in a 
purchase order or invoice. Fifty images can be uploaded at one time. 
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Image Management – Exercise 

 Complete the following task in Image Management: 

 

1. Upload an image to an existing invoice 

2. Index an image 

3. Convert an image into an invoice 

4. Index an image as an Exception 

 

Notes: 
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Invoices 

NexusPayables includes a register for Invoices. The register allows users to view documents by their status, run 
reports, or search for a specific Invoice. 

To open the Invoice Register, complete the following steps: 

 From the Menu Bar  1.

 Mouse over Invoice in the Menu Bar  2.

 Mouse over and click on Invoice Register 3.

The following eleven tabs will display 

 

 

Open Invoices that only have a vendor, property, and line item field completed.  These have 
not been processed or submitted for approval. 
 

Rejected Invoices that were sent back by the approver to the originator of the Invoice. 

 

Overdue Invoices that have exceeded the system date of 30 or more days without being 
paid 
 

Template Saved Invoices that can be re-used on regular basis. 
 

On Hold Invoices that have been placed on hold for internal reasons 
 

Pending Invoices pending the approval of one or more users. 
 

Approved Invoices that have been approved by all users triggered by workflow.   
 

Submitted for Payment Invoices that have completed workflow and are ready to be submitted for 
payment to the GL system. 
 

Transferred to GL Invoices that have been submitted for payment in the GL system displaying their 
status. 
 

Paid Invoices that have been paid in the GL systems. This tab will only display one to 
three periods of payments depending on the system configuration. 
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Creating an Invoice 

 From the Menu Bar mouse over Invoices 1.

 Select New Invoice 2.

The screen will refresh and open with a blank invoice. The following information will be required to be 
entered. 

 Select a Property from the property drop down list  3.

 Select Vendor from the vendor favorite drop down list and click ‘GO’ 4.

 Enter the invoice number 5.

 Enter the invoice date 6.

 Enter invoice total amount 7.

 Click ‘Update’ 8.

 Click ‘Add to Line’ 9.

 Enter the Quantity 10.

 Enter the Price 11.

 Enter the Description 12.

 Enter the GL Account 13.

Enter any notes, if applicable 

 Click Save or Save and Add Another  14.
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Invoices – Using Job Costing (if applicable) 

Creating an invoice using job costing will required the normal fields to be completed. To use job costing you will 
complete the following action 

From the Menu Bar mouse over Invoices 

 Click on New invoice 1.

 Fill in the following fields 2.

 Property 

 Vendor 

 Invoice number 

 Invoice date 

 Invoice total 

 Quantity 

 Description 

 Item price 

 GL account (replaced by cost code and will not appear) 

 
The line item quantity, description, and item price must be filled out before selecting job cost 

data. 

 
When all the above fields have been completed, complete the appropriate job cost fields below. 

 Contract 

 Change Order 

 Job Codes 

 Phase Codes 

 Cost Codes  

 Retention 
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To view the contact budget prior to saving the entry click on the contract budget report   icon. This 
will display the budget amount, actual amount, and the variance. 
 

 
If you have gone over the contract budget you will receive a warning message that you have exceeded the job 
costing budget and will need to follow internal procedures. 
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Once the fields have been completed click the   button. Job code and cost code will appear on the 
line item description and you may proceed with submitting for approval. 
 

 

 

Invoice Template 

Invoice Templates can be used as a starting point for quick entry of similar invoices in the future. An unlimited 
number of templates can be created in the system. You can also choose to create a schedule for your template that 
will alert you via email that it is time to use the template. You can modify a template and create a copy of the 
template. And, you have the ability to save Contract Codes, Job Codes and Cost Codes on templates.  

There are two types of Templates that can be created in the system.  

 Templates: When an Invoice is saved as a Template, the system will make the Template available to all 
users of the current Property and will show up in the Template tab of the Invoice Register Main Page.  

 
 User Templates: When an Invoice is saved as a User Template, the system will make the Template available 

only to the current user and the Property for which the template was created. The User Template will show 
up in the Template tab of the Invoice Register Main Page.  

Create an Invoice Template  

In order to create a new Invoice Template, follow the steps to create a new Invoice. Once the Vendor has been 
selected on the Invoice and a line item has been added, the new Invoice can be saved as a Template by clicking on 
the Template or User Template button.  

 Name the invoice template.  1.

If you have created this invoice from converting an image to an invoice, you will have the option to 
save the image on the template. The image attached at this time will be attached to any future 
invoice that you create from this template. Or, you may choose to not include the image. 

 Click update before exiting the template 2.

 
A Template is a shortcut for creating a new Invoice. When the user retrieves and processes an Invoice Template, the 
system creates a copy of the Template to be used. This ensures that the original Template remains the same and can 
be used for future invoices.  
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Retrieve and Process an Invoice Template  

A Template is a shortcut for creating a new Invoice. When the user retrieves and processes an Invoice Template, the 
system creates a copy of the Template to be used. This ensures that the original Template remains the same and can 
be used for future invoices.  

 Go to the Invoice Register Main Page by clicking Invoice Register in the menu bar at the top of 1.

the screen.  

 Click on the Template Tab.  2.

 Click on the Vendor Name to select an Invoice Template. The Template will display.  3.

 Review the Template to ensure it is the desired Template. Click the Use Template button. A 4.

new Invoice will be created with the information from the Template.  

 Fill in the required invoice fields at the top and click the Update button to save the changes.  5.

 Edit a line item by clicking on the Edit link under the Amount of that line item. Edit Invoice line 6.

item fields. If multiple lines need to be edited, consider using the Invoice Bulk Entry button.  

 Add another row by clicking on the ’Add Line’ button above the Amount field.  7.

 To delete an item, click the ‘Delete’ button in the amount column.  8.

 Verify the tax estimates based on the taxable line items and enter a shipping estimate for the 9.

order, if appropriate.  

 Enter Notes and/or Budget Overage Notes (notes to explain reason for this transaction that 10.

caused a budget overage), as necessary.  

 When complete, click the ‘Ready for Processing’ to submit for approval. If the Invoice does not 11.

require approval then you will see the Process for Payment button, click that instead. 

 

Invoice split 

This section will show you how to split an invoice between multiple properties and/or GL accounts. 

Once you have created your invoice with a quantity, description, and item amount. Click update and select the ‘split 
link’ on the line item. In order to save the split, left to allocate must be a zero. 

Complete the following steps to apply the split to the invoice: 

 Click the plus sign (+) in the amount field to gain additional lines when the split window opens. 1.

 Enter the Amount or Percentage in which you are splitting 2.

 Click Save to apply the split to the invoices or click Save as Default Split. 3.
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For future use of the saved split, you can make a selection from the select a split drop down 
located in the top right corner of the split box. 

 

Bulk Entry 

Bulk Entry enables a user to quickly add or make edits to several line items of an Invoice without having to update 
the document line by line 

Take the following steps to complete bulk entry: 

 From the Button Bar of the invoice , click Bulk Entry , the bulk entry page will open  1.

 Enter the Quantity 2.

 Enter the Description 3.

 Enter the GL code 4.

 Enter the line Item amount 5.

 Click Save 6.
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Submitting Invoices 

Once you have completed the entry of information onto the invoice and save. The invoice will need to be submitted 
to the next person in the workflow.  

Complete the following step to submit the invoice for approval: 

 Click ‘Ready for Processing’ on the button bar 1.

Once the submit for approval is selected, the invoice will be routed to the next approver 

 

If the invoice does not require additional approval, you will see Process for Payment button. 
When clicked, the invoice will be placed in the completed status. 

 

Invoice Search 

For auditing and research, you will have the ability to look up an invoice in any status. 

 Complete the following step to research an Invoice: 

 From the Menu Bar mouse over Invoice 1.

 Click ‘Search Invoices’ 2.

 Enter the available search information 3.

 Click ‘GO’ to process the search 4.
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Invoice Exercise 

Create an Invoice using the following functions: 
 

 Create a template 1.

 Complete a Bulk Entry on the Invoice 2.

 Record the number of items you have in the ‘Open’ status of  the Invoice Registry 3.

 Once you have completed the entire task click the NexusPayables banner or the Home button to 4.

return to the Dashboard 

Notes: 
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Linking Invoices to Purchase orders 

Once you have created or converted an image to an invoice you will be able to link the associated purchase order to 
the invoice creating one record with two references. To start the linking process you should first create the purchase 
order and it should be in the released status. The next step would be to either create an invoice and link to the 
existing PO or convert the PO to an invoice 

Complete the following steps to link an invoice to a purchase order. 

1. From the Dashboard click ‘My Invoice’  

2. Create a new invoice or locate an existing invoice 

3. Click on ‘Link PO’ from the button bar (Button will only appears if PO exist for vendor and property) 

4. Once the link to PO button is selected the purchase order information page will display for you to begin 
the linking process.  

 
On completion of the above steps you will have to select the corresponding purchase order line and click ‘Process 
Invoice’ for the linking to take place.  

Once the invoice is linked to the purchase order you will be able to go back and forth between the two by clicking 
the reference numbers located on the line item.   
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Linking Invoices to Purchase orders – Exercise 

Please complete the following assignments of creating and linking an Invoice to a PO: 
 

1. Create a new Invoice. 

2. Link the Invoice to an existing Purchase order in the released status. 

Notes: 
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Approval  

This section will cover the process of approving Purchase orders and Invoices. If you have been granted the right to 
approve Purchase orders and/or invoices the functionalities that will be available are Rejecting, On-Hold, Modify, 
Modify GL, and Submit for payment. In this section you will be provided step by step directions on how to 
complete each function. 

Approving Purchase Orders/Invoices 

From the Dashboard under summary statistics, locate Purchase orders and /or Invoices needing approval by 
clicking on ‘Purchase orders to Approve’ or ‘Invoices to Approve’. 

 

 

The list of Purchase orders/Invoices needing Approval will be listed below the summary statistic. To complete the 
approval of a Purchase order and/or Invoice complete the following steps. 

 

 From the Summary Statistic list 1.

 Click on the Vendor Name of the Purchase order/Invoice  2.

 Click on ‘Approve’ in the Button Bar or ‘Approve and Next’ to approve the next Purchase 3.

order/Invoice 
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The History log located at the bottom of the Purchase order/Invoice will indicate who 
submitted the Purchase order/Invoice and for whom Approval is pending. 

 

Rejecting Purchase Orders/Invoices 

To reject a Purchase order/Invoice complete the following steps: 

 From the Summary Statistic list of ‘Purchase orders to Approve’/’Invoices to Approve’ 1.

 Click on the Vendor Name  2.

 Click on ‘Reject’ in the Button Bar 3.

 Select a rejection reason from the drop-down list 4.

 Click Save 5.

 

 

 

If a Purchase order/Invoice is rejected it will be routed back to the creator for adjustment and 
sent back through workflow. 

  

Modify Purchase Order/Invoice 

To modify a Purchase order/Invoice complete the following steps: 

1. From the Summary Statistic list of ‘Purchase orders to Approve’/’Invoice to Approve’ 

2. Click on the Vendor Name  

3. Click on Modify in the Button Bar 

This will allow the approver to modify header information and line item information 

4. Click on Modify GL 

This will allow the approver to modify the GL account only 

5. Make modification 

6. Click Save 
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On-Hold Invoices 

To place an Invoice On-Hold complete the following steps: 

1. From the Summary Statistic list of ‘Purchase orders to Approve’/’Invoice to Approve’ 

2. Click on the Vendor Name  

3. Click on ‘On-Hold’ in the Button Bar 

4. Select an On-Hold reason 

5. Click Save 
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If an Invoice is placed on hold, the user who placed it On-Hold must reactivate the Invoice. Once 
reactivated, the invoice will go back to status it was previously in. 

 

To Active an Invoice that had been placed On-Hold complete the following steps: 

1. From the Menu Bar 

2. Click on Invoice registers 

3. Click On-Hold Tab 

4. Select the Invoice  

5. Click ‘Activate’ 

 

 

 

 

Approver Button Bar – Glossary 

 

Modify / Modify GL Allows you to modify the invoice and / or the GL code. 

 
Forward Sends the Invoice to another user 

 
Upload Upload image 

 
Approve / Approve & Next Approves the PO / Invoice. 

 
Approve & Route Manually Provide your approval and select up to three additional users to approve 

the PO / Invoice. 
 

Pass & Route Manually You are not placing your approval on the PO / Invoice but pass to up to 
three users for their approval. 
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Reject Decline approval for the PO / Invoice 
 

Previous / Next Skip this document, and go to the previous or next one in the list. 
 

Place on Hold Used if you need to delay the approval, but don’t want to reject the 
document. 

 
 

The following buttons are available only if an image is attached: 

Split Screen: Invoice / PO View Select if you wish to see the image and the invoice / PO, or if you wish to 
hide the image. 
 

View Image To review a copy of an invoice in a separate window. 

 
Manage Images Allows you to see a folder of all the images attached to the invoice / PO, 

select individual images for viewing, and change the primary image. 
 

Upload Image Allows you to browse and add up to 50 scanned files/images from your 
computer to be associated with this invoice or PO.    
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Approval – Exercise 

Please complete the following assignments on Invoice and PO approvals: 
 

1. From the Dashboard, access several invoices requiring approval. 

2. Approve the first invoice. 

3. Forward the second invoice (send it to your own email address). 

4. Modify the GL Code 

5. Select a different primary image 

6. Place the invoice on hold while waiting to resolve a vendor dispute 

Notes: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



N E X U S P A Y A B L E S  T R A I N I N G  W O R K B O O K :  

System Navigation – Catalog - PO’s - Invoices - PO’s - Images and Scanning – Reports –Budgets             Rev. 3/2012  

  

Nexus Systems, Inc.                                                Proprietary & Confidential  

 

45 

Vendors 

As a NexusPayables user you will have the ability to look up vendor information for the processing of the invoice. If 
vendor record maintenance is required, submit a request with your system administrator. 

Complete the following steps to view a vendor record: 

1. From the Menu Bar 

2. Mouse over Vendor 

3. Click Search vendor 

4. Enter a key word with at least two characters 

5. Click ‘GO’ to process the search 

 

 

Viewing Vendors 

Once you click ‘GO’ the page will refresh with the search findings. To view the vendor records complete the 
following steps: 

1. Locate the vendor  

2. Click the ‘View’ icon 

The vendor record will open and you will be able to view the listed information 
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Budgets and GL 

NexusPayables integrates with your General Ledger system and reports real-time expenditures. Budgets and actuals 
are sent from the G/L system to NexusPayables for reporting purposes, allowing users to make informed decisions 
when approving purchase orders and/or invoices

. 

To view Budget At-A-Glance complete the following step: 

1. Mouse over Budgets on the Menu Bar 

2. Select At-A Glance 

 
The At-A-Glace budget screen will open. 

Once the page has open you will be able to view the budget in a summary detail organized by Month-to-date and 
Year-to-date. You will also be able to organize the information by category, budget, accrual, and variance. Budget 
information will also be displayed on purchase order and invoice line item by month and year to date. 

 

 

  



N E X U S P A Y A B L E S  T R A I N I N G  W O R K B O O K :  

System Navigation – Catalog - PO’s - Invoices - PO’s - Images and Scanning – Reports –Budgets             Rev. 3/2012  

  

Nexus Systems, Inc.                                                Proprietary & Confidential  

 

47 

Notes: 
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NexusPayables Reports 

NexusPayables provides the ability to run reports at any time by month-to-date or by year-to-date. Reports can be 
run in a detail or summary format and by multiple search criteria. 

NexusPayables offers two types of reports: predefined and custom reports. Predefined report parameters have been 
set by NexusPayables. Custom reports allow the user to set the parameters. 

To access predefined reports complete the following steps: 

1. Mouse over  Reports on the Menu Bar 

2. Select Report Type (Invoice Register Reports) 

3. Complete report filter fields 

4. Click ‘Generate Report’ to process the report  

 

NexusPayables Custom Reports 

The Custom report feature gives you the ability to create a System Saved report or a My Saved report. System Saved 
reporting provides access to users of the system. My Saved reports are only accessible by the report creator. 

To create a System Saved or My Saved report, complete the following steps: 

 Mouse over  Reports on the Menu Bar 1.

 Select Custom Reports 2.

 Select New Report 3.

 Select the Report Type 4.

 Select Assigned Columns 5.

 Click Next Step 6.

 Select your report Filters 7.

 Name the report 8.

 Choose  save as ‘System Saved Report’ or ‘My Saved Report’ 9.

 Click Generate Report 10.
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Retrieving Saved Reports 

To retrieve your saved reports complete the following steps: 

1. Click Reports on Menu Bar 

2. Click  Custom Reports 

3. Select System Saved Reports or My Saved Reports 

4. Locate report name 

5. Click ‘Generate Report’ 

Notes: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


