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Save the cost of postage and envelopes.  Save time taking invoices to the post office or putting them in a pickup area.  

Send invoices to the Town 24x7.  And get paid faster.  Invoice mail time and check mail time is eliminated with this 

system and your electing to use direct deposit. 

And this can all be done in 6 quick and easy steps after log in.  Please see the other instructions for tracking payments. 

 

Click on the Log In button at the upper right hand corner of the screen. 

 

 

Enter user name and password then click: Log in 
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Click the Submit invoices link 

 

 

Enter Invoice Number – enter numbers exactly as it appears on your invoice with dashes and spaces if they are included. 

Select Invoice Date 
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Click Continue 

 

Select the purchase order for the payment being made.  If there is no purchase order available please contact the 

department that has requested the services. 

Click Continue.  With a purchase order you cannot enter a description.  That fills in automatically. 

 

 

Enter the quantity or dollars to be paid depending on whether this is a contract for services or the purchase of goods. 
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Similar to adding a document to an e-mail, click on the Browse button to find your invoice to be attached.  More than 

one document can be attached.  Evidence of the completion for the work or goods being delivered are appreciated and 

will speed the audit and approval process leading to paying you faster. 

When finished adding attachments click Continue. 
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Review the invoice submission.  If it is not correct click the update link at the top right hand corner of the screen.  If all is 

correct click the Submit button. 
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When the submission is completed you will see the information shown above.  You may click on invoices to see your 

invoice that will be in progress. 

 

 

Find out 24 x 7 the status of your invoice.  Click on the invoice number for more detail.  Payments made back to 2005 to 

you can be found during this search.  
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Would you like to see what checks have been paid and whether they have cleared by the Town’s bank reconciliation, 

click on the Checks search capability. 


