
System Integrated Vendor Invoicing Portal 



Step One: Log into the vendor portal. Verify “Make Checks Payable To” is correct. If it is not, add the 
correct information and click “Save and Continue” 
Step Two: To submit an invoice, select the small receipt icon in the upper left. This will take you to the 
invoice section. 



Step Three: Set the “Status” filter to “For Invoicing.” This provides a list of all certificates available to 
invoice against. *Note: you will only see certificates with start dates that are current or past. Future services will not 
appear until the first day of services starts. Certificates will appear for 90-days after the start date before expiring. 
Please submit invoices promptly after services are rendered to avoid expiration. 



Step Four: Review the student name, service, amount, and start date for accuracy. If correct, click the 
small invoice icon in the “actions” column to submit your invoice. *Note: not all services will have an end date 
listed. For example, monthly services will only have a start date. 



Step Five A: Review the details of the order. If the details are incorrect, click “HERE” at the top 
of the screen. This will launch a pre-populated survey entry with room to describe the 
necessary changes. Submit your changes and click “Cancel” to return to the previous screen. 

*Note: Once 
submitted, the 
Order Accounting 
department will 
contact the parent 
to make the 
requested changes. 
Once complete, the 
team will notify you 
via email that your 
certificate is ready 
to invoice. 



Step Five B: Review certificate details. If the information is correct, click “Proceed.” 
Step Six: A pop up with an auto-generated invoice number and invoice date will appear. You may 
leave notes or leave this section blank. Click “Invoice.”



Step Seven: After clicking invoice, you will be prompted to verify your payment mailing address and 
checks made payable to name. If these are correct, please click “Submit.” This concludes the 
submission of your invoice for processing. 

If these details are incorrect, you may update them in your portal or you can email Vendor Relations 
for assistance with updates. Press cancel and do not submit your invoice if these details are incorrect! 



The system will allow you to set your Status as For Invoicing, For 
Approval, and Processed. 
For Invoicing = lists certificates available to invoice against. 
For Approval = lists certificates you have submitted an invoice for and are 
awaiting School approval for. 
Processed= lists certificates which have been approved by the School for 
payment. (More details on the next page)



From the “Processed” status you may download a copy of the invoice you submitted. You may save 
this copy for your records. 
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