QUICK GUIDE

PAYMENT ENTRY

InEight®
CONTRACT

®

@ REVIEW PROGRESS DETAIL

1. Inthe Contract Summary pop out click on any of the
Blue rectangles and the system will drill in to further
detail.

@ UPDATE PAYMENT INFORMATION @ CONTRACT SUMMARY

To Review the progress of a Contract at any time
press the icon

1. Select the Payment Progress tab. The list of invoices 1.
will appear. Update the payment information
against the paid invoices by updating the Paid

Amount, Method and Reference for each invoice. r_> =] Q 2. Selecting the “Received to date” takes you to the
4 — line item progress view where you can see total
< e Invoices, Goods Receipts etc per line item
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