
Invoice View, Entry & Edit 

Profile View & Edit 
 



Log In Page:  Enter Log In Name and Password, click “Sign-In” 

Home Screen:  Choose either Agreements, Invoicing, or My Profile 

Go here to edit name, organization, 
address, phone, email address, 
and change password 

Go here to create new, edit, and 
view invoices 

This category is not active 

Exit website 



Edit/View Invoices: 

Click title to sort on any heading 

Click here to start new invoice 

Click on this 
icon to see 
invoice detail 

Type here to   
search / filter  
selection info 



Enter name 
and contact 
information 

Enter invoice date  
and period covering 

Leave Status 
“Draft” until  

ready to finalize 

Enter interest and 
interest rate here Save your data 

(see next screen) 

Choose available 
projects here 

Enter New Invoices: 



Enter Invoice Funding/Expenditure Information: 

Enter Individual Invoicing Detail (see next page): 

Enter name 
and contact 

Enter invoice date  
and period covering 

Leave Status 
“Draft” until  

ready to finalize 

Choose available 
projects here 

Enter interest and 
interest rate here 

The top section is the same 
as previous page 

Click on 
phase to enter 
invoice  
funding/
expenditure 
info for each 
phase 

Save your data 
Click here to go back to 
beginning of this invoice 

Click here to 
select an 
invoice or 
create new 
invoices 



Enter RTR and Local Payments for each Phase: 

Enter invoice 
current  
expenditures 
for  RTR and 
Local 

Attach Documentation: 

Click to choose files from your computer to attached 
for supporting documentation 

Enter summary of work completed during the period 



My Profile Screen:   


