
 

 

 

  

 

Quick Reference Guide 
Upload an Invoice to a PO 

Use these steps to upload an invoice to a PO as a campus user.  

Upload an Invoice to a PO as a Campus User 

1. Open the purchase order that you want to add the invoice(s) to.  

2. Go to the Comments tab and click the + icon to create a new comment.  

 

 
 

3. Add Bethany Davis and Tina Livingston as recipients.  

 

If the recipient you want to add is listed to the right of the comment box, click the checkbox next to their name to 

select them.  

 

 
 

If the recipient you want to add is not listed, click Add recipient. This will open a search window.  
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Enter the recipient’s name and click Search.  

 
 

Select the recipient by clicking the + icon to the far right of their name. This will return you to the Add Comment 

screen.  
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4. Type your message in the comment box.  

5. Click Choose File to upload the invoice.  

 

 
 

6. Select the file you want to upload and click the ✓ icon in the top right corner to post the comment. 

 

 
 

Note: if you are uploading multiple invoices, please upload each invoice in a separate comment.    


