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Purpose of this document 

 
This document explains how to use the Purchase Invoice functionality in Ceres. 

 
   

 

 

 

 

 

 

 

 
Copyright © Feeding America 2014, All Rights Reserved. 

 
This document may be printed and reproduced only by Feeding America and member organizations. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Table of Contents 

mailto:swiacek@feedingamerica.org


Purchase Invoice Overview Page 2 of 6                                  Last Reviewed 2/14/2018 
 

PURPOSE ............................................................................................................................. 3 

CREATING PURCHASE INVOICES .......................................................................................... 3 

PURCHASE INVOICE HEADER ............................................................................................................ 4 
PURCHASE INVOICE LINES ................................................................................................................ 5 

RELATED TOPIC ................................................................................................................... 6 

 

 

  



Purchase Invoice Overview Page 3 of 6                                  Last Reviewed 2/14/2018 
 

Purpose 
 

Generally, Purchase Orders are used for transactions involving inventory and Purchase Invoices for 
other types of purchase transactions.  Entering and posting transactions directly from a Purchase 
Invoice means that the receiving function is not included. Using Purchase Invoices alone is most 
relevant when recording non-inventory related transactions, such as utilities, services or office 
supplies. 
 
Ceres object release 4.00.00 is required for some of the functionality described in this document.   
 

Creating Purchase Invoices 
 
1. Purchase Invoices can be accessed from Departments  Purchase  Order Processing  

Purchase Invoices.  
 

 
  

2. Click New in the Action Pane. 
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Purchase Invoice Header 
 

1. If Manual Numbers are used, enter the Purchase Invoice number or tab through the No. field if you 
have assigned a document number series for Purchase Invoices. 

 

2. Enter the Buy-from Vendor No. or use the lookup button  to select the Buy-from Vendor No. 
from the Vendor List.  After tabbing off of this field, a number of fields will automatically be filled 
in (Buy-from Vendor Name, Buy-from Address, Buy-from City, Buy-from State, Buy-from ZIP, etc.). 

 
3. In the “Document Date” field, enter the invoice date from the vendor’s document.  Ceres will 

calculate the “Due Date” for this invoice by using this date and the vendor’s payment terms which 
are displayed on the Invoicing tab. 

 
4. Before posting, the Vendor Invoice No. field is a required field and must be filled in.  This number 

will print on the check stub when the vendor payment is made. 
 

5. Fill in the other fields on the Header as needed 
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Purchase Invoice Lines 
 
1. Select the appropriate Type from the drop down list.  In the case of Purchase Invoices, G/L Account 

would be the normal selection. 
 

2. Enter the Account No. you wish to post to or hit F4 to get a list of your Accounts.  Although the 
name of the GL Account pops into the “Description” field by default, you can use the “Description” 
field to add any relevant notes or other descriptive text regarding the transaction.  If the Post 
PO/PI in Detail is toggled in the Purchases & Payables Setup, then the Description entered on the 
Invoice Lines will post in detail to the General Ledger Entries and the Vendor Ledger Entries.  

 
3. Enter the quantity in the ‘Quantity’ field (usually 1). 

 
4. Enter the Direct Unit Cost.  This value will be multiplied by the value in “Quantity”, and be 

automatically entered in “Line Amount Excl. Tax” field Ceres. 
 

5. Fill in the other fields on the Line, as needed. 
 
6. Enter additional lines, if needed. 
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7. Be sure to confirm that all the data has been entered correctly, especially paying attention to the 

G/L Account No. and Direct Unit Cost and then Post or Post & Print the document. 
 

 

Attaching PDF Documents to the Purchase Invoice 
 
Prior to Posting the Purchase Invoice, you can upload and attach a PDF copy of the Purchase Invoice. 
This document will then be available to attach to the AP Check. 
 

1. From the Purchase Invoice, click Related Information  Invoice  Matriks Document 
 

 
 

2. Click Import to browse to the location of the PDF document you with to upload. 
3. You can upload multiple documents by repeating the step above. Click OK when done. 

 

 

Related Topics: 
 
1. Purchase Order Overview 
2. Purchase Credit Memo Overview 
3. Document Management – Matrix Doc 


