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Review a vendor invoice journal

Purpose Vendor invoices that are entered into Maconomy become part of a Vendor
Invoice Journal. This journal is then posted. In Maconomy, you have the
ability to review, in a pdf. format, the vendor invoice journal before it is
posted.

Individual invoices are entered in the Invoice Allocation window (Menu > Accounts Payable >
Registration > Invoice Allocation). From this window, the invoices can be submitted for approval and
subsequently approved for posting.

Once an invoice or group of invoices are entered, a vendor invoice journal is created that can be
reviewed and posted in the window Vendor Invoices (menu > Accounts Payable > Registration >
Vendor Invoices). To review the details on each individual invoice that appears in the journal, you must
produce the journal in a pdf. format. To do so, take the following steps. . .

1) Locate the journal that you wish to review by using the search function in the Vendor Invoices
window (Menu > Accounts Payable > Registration > Vendor Invoices)

2) After locating the journal, go to File > Print. A new window now appears where you can enter in
journal number you wish to review. In the screen shot below, | wish to review journal 2010018.
| therefore enter it into the Journal No. field range.



3) Inthe print control island, select the layout Allocations

4) Hit Print
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5) A pdf. document will now be produced that has detailed information regarding each invoice that
is included in the journal. From this, you can review the invoices.
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JOURMAL NO. 2010018 LINE NO. 1

ENTRY DATE 6/13/2009 VENDOR NO. 2010 AMOUNT 150.00 company no. 20

INV. NO. 123 Nadir Productions Ltd.  Tax 0.00 CURR GBP

TRans.nO. 123 PAY TO 2010 DiC Credit aLLoc.aper. No

PO NO. 0 Nadir Productions Ltd.  INv.DATE  6/15/2009 REF. DATE

DUE BY 6/19/2009 TEXT test

JOBDEFT. - EMFL. DEFT. - JOBTYPE - PURPOSE -

CLIENT CATEGERY SPEC. 2 - SPEC. 3 - LC.SP. 1 -

LCSP.2 - LC.SP. 3 -
ACCOUNT NO. JOB NO. ACT.NO. TEXT AMOUNT DISCOUNT TAX COMPANY NO.
JOB DEPT. EMPL. DEPT. JOB TYPE PURPOSE CLIENT CATEGEREE. 2 SPEC. 3 L. SPEC. 1 L. SPEC. 2 L SPEC. 3
17040 Bank accounts 150.00 0.00 0.00 20

JOURMNAL No. 2010018 LINE NO. 2

ENTRY DATE  6/15/2009 VENDOR No. 2007 AMOUNT]| 150.00 company nO. 20

INV. NO. 1234 @Once Lid. TAX 0.00 curr. usD

TRANS.NO. 2 PAY TO 2007 Dic Credit ALLOCAPPR. No

PIO NO. 0 @Oonce Ltd. mv.DaTE  6/15/2009 REF. DATE

DUE BY 6/15/2009 TEXT test

JOBDEFT. - EMFL. DEFT. - JOBTYPE - PURPOSE -

CLIENT CATEGORY SPEC. 2 - SPEC. 3 - LC.SP.1 -

LCSP.2 - LC.SP. 3 -
ACCOUNT NO. JOB NO. ACT.NO. TEXT AMOUNT DISCOUNT TAX COMPANY NO.
JOB DEPT. EMPL. DEPT. JOB TYPE PURPOSE CLIENT CATEGERE. 2 SPEC. 3 L SPEC.1 L SPEC. 2 L SPEC. 3
16020 Other receivables 150.00 0.00 0.00 20

Unknown Zone

6) If the invoices look correct, you can post the invoice journal. To do so, go to the Vendor Invoice
window and select Action > Post. . .
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