View Rejected Invoices

Welcome to the WebITOMS online training tutorial. This tutorial will explain the steps on how to view Rejected invoices.

First, click the Orders tab at the top of the page.

Then, type the Order ID in the Search box on the right hand side, and click the Search Button.

You will then check the box next to the Order ID, and run your mouse over the Orders tab at the top of the page, and click the Invoices link.

On the Invoices Summary page, you can see the status of all invoices associated with this order.

If you would like, you may click the View History link, and that will take you to the Invoices History page.

You will then be able to click the Rejected radio button under status, and view only the Rejected invoices.  (You can do the same for Accepted, Pending, or Deleted Invoices).

This concludes the tutorial on how to view Rejected Invoices.

