
I’m just an 
invoice…

You are here to hear and see just what we 
do to get an invoice through to the 
treasury.

The life cycle of Greene County invoices



Process  - Typically takes 10 days to 28 days 
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Receive invoice

Variety of invoices, expense reports, 
invoices from all different offices on and 
off campus, directly from vendors. With 
and without po? Is it coded properly?

Input, verify, approval process

Print batch, create check list, then take 
all to Treasurer for payment 



Receiving Invoice 

• Yes, I’m an Invoice.  So lets see the process 
of getting an invoice, just like me, through 
the Auditor’s Office to the end of my 
courthouse journey at the treasury

• I’m received via GCAP, snail mail, interoffice 
or hand delivered

• Next step is triage – Print, open, sort and 
date stamp 

• It’s a process you see, to receive via, one, 
two or three.  Oh, make that four if 
someone comes through the Auditor’s door. 
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Inputting invoices into Eden 

• Input invoice number

• Input description

• Input date on invoice and date 
we received

• In approval department queue 

• Is there a contract or po? If so, 
input information

• Input vendor number 

• Type service or goods
• Service add price
• Goods add quantity and 

price
Input correct coding number 
listed
If on a PO the above info will 
populate.
Verify remit to address 
matches invoice
• Scan invoice 
• File in basket 
• Now  the invoice is in 

• It’s a lot of 
information we know. 

• We are very thorough 
you see and that is for 
accuracy

• Yes, I’m only an 
invoice I know, and I’m 
in process

• It must be done this 
way, so  our vendors 
can get paid
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• Does invoice have a PO:
Is it a blanket PO or regular PO
If regular PO, has it been received in Eden  
If yes, process if no, hold invoice until 
product is received

• Is it an existing vendor?

• Is it coded? 

• Sort invoices alphabetically and put in file folders by 
check group

• File folders – Blue, Green, Yellow, Orange, Red 

• I’m an invoice in the Auditor’s Office you 
see, onto the next step, this is my duty.  
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Approvals

• Yes, I’m only an 
invoice I know and 
this part of the 
process maybe 
slow

• It takes five 
approvers before I 
arrive back at the 
Auditor

• Why, because this 
is the policy



Auditors approval 
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• Well, I’ve made it this far, with 5 approvers 
sending me on to the final steps of this long 
journey

• Once again, I’m checked & checked & checked 
for accuracy before being paired with a check 
& mailed to the payee

• Print a batch list - Expedite, Aud or Paymode which 
includes vendor, invoice number & amount.  From 
the list, pull invoices from file 

• In Eden, use document # and open invoices in our 
approval queue

• On opposite screen, pull up scanned invoice

• Check again for accuracy 

• Check any coding changes made by previous 
approvers

• Approve 



Whew here we go,
Look at the steps we do,

before we convert the invoice into a check.
Here we go the next steps you see, a check batch              

to the Treasury.
Off we go down the stairs to the Treasurer’s,

where they will cut a check to the payee.  
Yippee.
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Our job is now done you see the check will be 
mailed, or sent via paymode to payee.

Back up the stairs I go.  Oh no… while I was 
away looks like we received more invoices 
today.  

What can I say. That’s what we do.  
Thank you for your time and have a good day!



Thank you for all 
you do and 

remember we are 
here to help you 
and the vendors 

too!

Don’t forgot when 
we receive, we 

need coding 
accuracy. 

We are all 
connected and 

everything you do 
helps get the 

invoices through 
the process.

Please remember 
we check, check 

and triple check to 
make sure the 
entries are as 

accurate  as can 
be.
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Questions or Comments??  
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