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How to . . .
Check the status of vendor invoices 


	Purpose
	When a vendor invoice is entered into Maconomy, it becomes part of a vendor invoice journal which gets eventually will be posted.  When posting a journal you may receive the error message “Journal XYZ cannot be posted as there are vendor invoices remaining to be released”.  
This occurs simply because some of the invoices in that journal have not been fully approved.  Follow the steps below to check the status of the invoices.  



1) Navigate to Menu > Accounts Payable > Registration > Vendor Invoices.  In this window, you will see vendor invoice journals waiting to be posted.  In the table part of the window are all the invoices that make up the journal.  There is a column called Status that shows the status of each invoice.  Note: This field may be found far on the right hand side of the table part.  You can drag this field to the left to make it easier to find in the future. 







If you look down this column, you will see the status of each invoice.  For a journal to be posted, all invoices must have the status of Awaits Posting.  
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2) If the status says Awaits Approval, it means the invoice has not been approved.  In some cases it may also need to be submitted, this message will also appear in the Status column. 
To approve the invoice, simply navigate to the Invoice Allocation window and search for the invoice that is still awaiting approval or submission.  Then you can go to Action > Submit for approval and then Action > Approve for posting (depending if the invoice has been submitted already).  


3) Do this for all invoices that do not have the status of Awaits Posting.  Once all invoices in the journal have the status of Awaits Posting, the journal can be posted.    
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