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Use this Procedure to Enter and Park an LIV Invoice that Reference a Purchase Order
Use the following menu path(s) to begin this transaction: Accounts Payable [image: ] Invoice Process [image: ] Manage Invoice - LIV [image: ] Enter and Park Invoice[image: ]Enter the following Information:
1. Inv. recpt date & Invoice date  (When using contract payments, determine the invoice date and the date goods/services were received and use the most recent date)  
2. Reference “Invoice #”
3. Amount (Total Vendor’s Invoice including all line items)
4. Currency “USD”
5. Purchase Order & Line # (Type or drop down and select line item)  
6. Hit Enter Key
[image: ]

7. Enter Line Item “Amount”
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8. Click “Payment Tab”
9. Type “Payt Terms” or drop down and Select Payment Terms (When using Contract Payments, the payment terms will be either 14 or 30 days. Please review the Payment Transmitter to determine Payment Terms).
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10.  Click the “Saved parked document” or Click “More” Select “Saved as completed” 
11.  Print Screen or White down Document
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