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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. 
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Biller Invoice Processing 
After a successful login to www.paymode.com you will be directed to your personal home page within 
the PayMode application.  To create or import invoices you will either select the Invoice tab at the top of 
the screen or the Manage Invoices or Import Invoices link on the right navigational area. 

 

Selecting the tab at the top of your personal home page will direct you to the primary screen for 
invoicing.  This first overview will start from the primary screen for Invoicing. 

Biller Invoice Processing is made up of two components: Manage Invoices and Import Invoices. 

  

 

 

 

http://www.paymode.com/�
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Manage Invoices 
The Manage Invoices feature allows users to manually enter invoice data.  Selecting the Manage 
Invoices will present the following screen. 

 

Select “Create New Invoice” to manually enter invoice information. 

Manual Invoice Entry 

The application will present a screen where you can enter the detail for your invoice.  A key piece of 
information is who you are invoicing.  After you select a Billing Account, select the Find Your Customer 
link and the following screen will display. 
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Clicking Search allows you to query disbursers to invoice.  Once the results are returned, you must select 
the PayMode Account that matches your client (under the Action header).  This will populate your 
“favorites list” (favorites list are those companies you send manual invoices to regularly) shown on the 
next screen. 
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Selecting any of the links in the search window will add the PayMode account name to the invoice. 

 
 

 

Once you have completed your invoice data entry (including line items and terms), select Save.  The 
system will then display a summary view of the invoices you’ve created and saved (see next screen 
shot).  Invoices need to be approved as the last step before being sent to your client.  Continue to create 
as many invoices as you need and then select all that you want submitted for approval.   
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When you are finished with your data entry, click Submit for Approval to approve the manual invoice/s. 
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The Invoice Entry Summary screen displays. 

 

Manual Invoice Approval 

 

From the primary screen on the Invoicing tab, select Manage Invoices.  The link will display the various 
queues for invoices – Saved, Disputed, Rejected and Exceptions.  The “Saved” queue displays by 
default.  Selecting any of the other tabs will display any available invoices in the corresponding queues. 
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Approve the invoices you want to send to the payer by placing a check mark in the box to the right of 
Options link.  Generally you will have several saved invoices in this queue.  Using the Select All button 
allows you to check all that are in the list.  Select De-Select All to remove all check marks. 

1. Click Submit for Approval. 

 

The Invoice Entry Summary screen displays.  Select Approve. 

 

 

 

2. Enter your approver code. 

The confirmation is displayed on the screen. 
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Invoicing Queues  

Invoices are created and saved prior to approval.  Once approved, the PayMode system checks that 
required information has been provided.  If required data is missing, the application will send you an  
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e-mail notification advising you that you have an exception invoice.  You will need to log-in to PayMode 
and add the missing information. 

Disputed Queue  

The disputed queue contains invoices that have been disputed by the payer. 

An e-mail will be sent to those employees who you have identified in your membership and for those 
you have given notification privileges.  This is your notification to take action on this invoice.   

► To view disputed invoices: 

1. From the PayMode Home page, click the Invoicing tab. 

2. Select Disputed on the red bar to view the disputed invoices. 

A list of disputed invoices displays. 

 

3. Click the Options link for additional actions you can take on an invoice. 
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Invoice options include adding a comment, retracting the invoice or forwarding it to another user within 
your membership. 

 

 

Selecting the link under Invoice number lets you edit the Invoice.  After you are finished with your edits, 
select Submit for Approval and follow the same approval steps as outlined in the Manual Invoice 
Approval section (page 7).  A Resubmit Reason must be selected prior to Approval. 
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Rejected Queue 

The rejected queue contains invoices that have been rejected by a payer.  If the invoice has been 
rejected, this means it is in a “final” state.  If you want the payer to take action, you must make the 
necessary corrections and electronically submit a new invoice.  You can review the invoice by clicking 
its Invoice Number link. 
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1. Acknowledge the invoice has been rejected by checking the box next to each invoice and click 
Acknowledge Selected.  Acknowledgment is optional, but if you check the box it gives your payer 
insight into whether or not you have read the notice sent advising you that the invoice was rejected. 

Exceptions Queue 

The exceptions queue contains invoices that had errors during the processing of an invoice file.  You can 
also run a report that shows you all invoices where an exception has occurred.  Select Invoice 
Exceptions report and define the parameters you want on the report filter screen. 

Import Invoice (Browser Import of an Invoice file) 
1. From the PayMode Home page, click the Invoicing tab and click the Import Invoices link. 

2. Select the PayMode account you will be importing invoices for. 

 

 

3. Select the file you want to import from your desktop or network. 

 

Enter your Approver Code. 
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A summary confirmation displays. 

 

Invoice Reports 
 

 

 

Invoices Sent Report 

1. From the PayMode Home page, click the Reports tab and click the Invoices Sent link. 

The Invoices Sent Report screen display. 
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2. Enter selection criteria for the report and click Submit.  You can customize your report results by 
indicating Invoice status (see below options), date range, buyer or payer invoice number, the Payer’s 
and/or PayMode ID. 
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An Invoice Sent Report displays. 
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