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Edit a Purchase Order Invoice 
 

The details of a Purchase Order Invoice can be edited if the Status Flag of the Status it is in is set to Open.  (The 
Status of a Purchase Order Invoice can be edited as long as the Status Flag is not set to Closed or Canceled.) 

 

1. From the menu, under Accounts Payable – Purchase Order Invoice 

 

2. Click Purchase Order Invoice hyperlink and then click  

a. Alternatively, you can click  from the menu. 

 

3. Enter the criteria needed to find the Purchase Order Invoice and click  

 

4. You will get a list of Purchase Order Invoice that meet your criteria, select the one you want and click 
the  
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5. Click the Transaction hyperlink to select the Purchase Order Invoice. 

6. Click:  

 

7. Only a few of the fields on the Purchase Order Invoice can be edited. 

• Description 

• Invoice Number 

• Invoice Date 

• Status 

8. To edit a Line Item, click the Line hyperlink. 

 

a. Edit the fields as necessary.  You can click  to recalculate the Totals in that column. 

b. You can click the Disursement Sequence hyperlink to view that disbursement line. 



Accounts Payable                                                                                                                  AiM User Guide 

 

Revised: May 31, 2023                                                                               Proprietary and Confidential | Page 3 

 

a. To finish editing the Disbursement, click  

b. To finish editing the Purchase Order Invoice Line Item, click  

9. To remove a Line Item, click the checkbox and then click  

 

10. To add a Line Item click .  This is something that should only be done in rare cases. 

 

a. To finish adding the Purchase Order Invoice Line Item, click  

11. When done editing the Purchase Order Invoice, review and 
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click  
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