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PayMode Invoice Management Capabilities 
PayMode Invoice Management service can save you time and money.  Fast and 
easy to use, PayMode helps to reduce the labor and expense associated with 
preparing and mailing paper invoices.  As a PayMode network user, you invoice 
your customers and receive payment and digital remittance information 
electronically in a secure online environment.  PayMode lets you track inbound 
invoices and pending payments in real-time with an array of online reports.  More 
importantly, there is no charge to send invoices or receive payments via the 
PayMode network. 

Add Invoice Capabilities  
► To add invoice capabilities to your PayMode account: 

1. Log in to the PayMode Home page. 

The PayMode Home page displays.  

 

 

2. Click Learn more or enroll now in PayMode Invoice Management.   

The PayMode Biller Invoice Management page displays. 
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3. Read the information on the screen and click Add Invoicing. 

The Invoice Entry (input method) page displays.  

 

4. Determine if you want to manually input your invoicing information via the 
PayMode application or to use a data file to transmit invoice information to 
your client via PayMode. Click Continue. 

The Choose Existing PayMode Account screen displays: 
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5. Choose the PayMode Account(s) from which you want to send invoices 
(in most cases, this will be the same PayMode Account that receives 
payments) and click Continue. 

The PayMode Account User Privileges screen displays (displayed on next 
page). 

 To add user privileges: 

1. Update your existing user privileges by selecting the applicable checkboxes 
(see next page) in the Invoice Sending section.  The other privileges that have 
been selected are for incoming electronic payments and are specific to your 
personal access within your company’s PayMode membership.  The privileges 
you are now selecting are for your individual processing of electronic 
invoices.  Once you are through the enrollment process for invoicing, you will 
be able to add additional associates from your company and assign them 
electronic invoicing privileges.  When you are finished, click the Submit 
button at the bottom of the screen. 



PayMode® Invoice Management Biller User Guide 

 

 4 

 



PayMode® Invoice Management Biller User Guide 

 

 5 

The screen displays red text indicating that the user privileges have been updated:. 

 

 

 

 

Congratulations! You have now completed your enrollment for PayMode Invoice Management. 

There are additional Administrative set-up tasks you should review to determine how you want your 
membership to be set-up for electronic invoicing.  These tasks are covered in the next section of this 
guide. 
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Administration 

Membership Administration 
Users with the Manage Company Information privilege have access to the Administer Membership 
Invoicing settings link.  This link takes you to a screen where you can select e-mail notification 
options.  
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Membership Invoicing Settings 

1. Click the Administer Membership Invoicing Settings link from the Home 
page. 

The Membership Invoicing Settings screen displays. 

 

These settings are for e-mail notifications that are generated when any of the defined events occur.  If 
required data is missing or the payer rejects/disputes an invoice, the information will be viewable once 
you access your membership.  The e-mail notifications are a tool you may want to utilize so that you 
know immediately if the event has occurred.  The Number of Days for Invoicing Aging is pre-set to 45.  
Mississippi state law requires all open invoices to be paid within 45 days of receipt.  This field is not 
editable. 
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User Privileges 
User privileges include Membership-Level Privileges and Invoice Account-level Privileges. 

Membership-Level Privilege 

• The Administrator has the ability to assign this privilege to additional users. 

• The user can view the Invoice File Exception Report, which is an exception from 
Importing an Invoice File. 

Invoice Account-Level Privilege 

• The Administrator has the ability to assign this privilege to users needing invoice 
functions. 

• The user can view invoices via the View Invoices privilege. 

• The user can view invoice details via the View Invoice Detail privilege. 

• The user can manually enter invoices via the Manual Invoice Entry privilege. 

• The user can manage invoices that are disputed, rejected or exceptions from an import 
file via the Manage Invoice Exceptions privilege. 

• The user can import an invoice file via the Invoice File Import privilege. 
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Approver Codes 
Approver codes are required for billers to submit invoices.  Any user who has the Manual Invoice 
Entry or Invoice File Import privileges will be prompted for an Approver Code. 

Users are asked to create Approver Codes on the first login to PayMode after the invoicing module 
is activated.   
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