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You will receive both paper and electronic invoices. There are different instructions
depending on the way in which the invoice is received.

Electronic Invoices
From desktop computer log into Image Now.
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Open electronic copy of invoice from email, right click on document.
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This box will open.
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This is your opportunity to view/edit your documents before saving.

This box might located at the bottom of your
screen. You can scroll through the scanned
pages by clicking on the arrows.
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Enter custom properties for this document
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Save and close your document.

Mekfton  Feiden Window He
0 Biasve

Click Save

A Pantan Puhlicatinn

Close Document

This part of the process is complete.



