Corpay”

Corpay Complete

Invoices Module
User Guide




© 2026 Corpay. All Rights Reserved.

This document is the proprietary and confidential information of Corpay and may not be
disclosed, duplicated, or distributed without the prior written consent of Corpay.

No part of this publication may be reproduced, stored in a retrieval system, or transmitted in any
form or by any means—electronic, mechanical, photocopying, recording, or otherwise—without
the express written permission of Corpay.

All product names, trademarks, and registered trademarks are the property of their respective
owners and are used for identification purposes only. Use of these names, trademarks, and
brands does not imply endorsement.

Version

Date

Description of Changes

1.0

07/25/2025

Initial Release

1.1

08/18/2025

Added note about availability of Projects,
Business Unit, Department, and Location fields.
New Add Fields to Line Items section added.
Added Locate a Vendor-Specific Invoice and
Locate an ERP Synchronized Invoice sections.

1.2

01/2/2026

Updates to Inbox Tab, Invoice Creation, Reports
Module for Invoices, and Administration Module
for Invoices sections. Added General Navigation,
Duplicate Invoices, Payments, and Credit Memos
sections. Added Data Audit log to the Invoice
Inbox Details page and new
invoice_ap_previewer role.

1.3

01/26/2026

Added Recurring Invoice Details section.

1.4

02/24/2026

Updated the Duplicate Invoices section.
Removed General Navigation Features section;
all general navigation features are now
discussed in the Corpay Complete Navigation
and Core Features User Guide.

1.5

04/13/2026

Updated the Create an Invoice Manually, Upload
an Invoice to the invoice Inbox, Edit an Invoice,
Link an Invoice to a Purchase Order, and Inbox
Details Page sections. Procedures were moved
to a new Invoice Tasks section. Added a new
Invoice Form section.

1.6

04/24/2026

Updated Invoice Details section. Added Posted
Date and Ext. Payment Number fields. Updated
Invoice Form and Line ltems sections to reflect
manual amount entry and editable line item
quantities. Updated Pay Invoices section for
blank Due Date support.




1.7

04/30/2026

Updated invoice procedures and improved clarity
of form guidance.

1.8

06/03/2026

Added new Invoice, Credit Memo, and Payment
Grouping Fields section. Improved clarification of
payment grouping behavior and reference fields.
Updated Inbox Tab, including new Processing
Uploads section. Updated Upload Invoice to
Invoice Inbox procedure.

1.9

07/17/2026

Updated Duplicate Invoices and File Upload
Details Page sections. Renamed the Bulk Import
of Invoices from the File Uploads Tab to Upload
a File from the File Uploads tab.




Table of Contents

L@ YT 1 PP 1
MOAUIE OVEIVIEW ...ttt e e e e e e e e e e e e e e as 1
Configuration and ROIES OVEIVIEW ...........uiiiiiiiiiiiiiiiei e e e 1
INVOICE CrEALION ...ttt e e e e e e e e e e e e e e e as 2
(D18 o] for=1 (=T [ 1Yo ] (ot SRR 3
Duplicate INvoiCe EValUuation............oouuuiiiiii e 3
Duplicate Invoice Detection BEhavior ............oooeiiiiiiii e 3
Invoice, Credit Memo, and Payment Grouping FieldS............ccooviiiiiiiii i, 4
Tracking REFEIENCES ... e e e 4
Payment Grouping REEIrENCES ..........ouiiiiiiiiiii s 4
Payment Processing Field ...........oooo i 5
1N ZoT (o= TN o] o PRSPPI 5
Invoice Identification and CONEEXE...........ie e 6
INVOICE HEAMEBN ...ttt e e e e e ettt e e e e e e e e eeeea e e e eaeaeeeees 7
g o | (Y o 1 PSPPSR 10
L€ o0 T | € P 12
L€ 12 g1 o 7= T SRR 13
F I 1o (o= I o 14
e (o] o N - PP 14
F | Yo (o= €T o 15
LN o (o7 T I = = | RSP 18
INVOICE Status MEANINGS ....covvriiiii i e e e e e ettt e e e e e e e e e eaa e e e e eaeeeens 38
ReCUrring INVOICES Tab ... et e e e e e e 40
ReCUrriNg INVOICES G ......oiiiiiiiiiiiie et e e et e e e e e e e e 40
Recurring INvoice DetailsS Page ....... ... 42
1] 0o G = o TR 49
F o AVZ= T LoT = 11 =T = R 50
31T 1Y = - T 51
Processing Uploads Grid.........ocoo ittt e e e e e e et e e e e e e e e 52
1] oo Q1 T PP 53
Optical Character Recognition (OCR)........uuuiiiiiiiiiii e 54
L] oT0) Q=1 =] ST =T = 55
Pay INVOICES TaD ..ottt e e e e e e et e e e e e e e e e e et eeeaeeeenae 60

Invoice Payment REQUINEMENTS ... ... s 61



Y aXe (o] I AN (== T TP 61

VA 1Y) (o1 T €4 o TSP 62
1L o] (o =T E- = o J PR 65
3T I 2 = - TS 65
F | 1 L= o] (o= To LS €Ty o R 66
INVOICE TASKS .. e 70
Create an INvoice ManUAIlY ............ouueiiiiii e e e e e e 70
Upload an Invoice to the INVOICE INDOX ........oi i 76
Upload a File from the File Uploads Tab...........ccoooiiiiiiiii et 83
IMPOrt INVOICES IN BUIK ... e et e e e e e e e e e e e e eeeens 88
Create @ ReCUITING INVOICE ........ooiiiiiiiiee et e e e e 92
[T 1= 1 1 17 o7 SR 101
Search for an INVOICE..........ooi ittt eeaeneneenes 103
Locate a Vendor-Specific INVOICE .........ccooeiiiiiiiiiee e 105
Locate an ERP Synchronized INVOICE..........oooiiiiiiiiiiiicee e 108
Link an Invoice to @ Purchase Order...........ooooiiiiiiiiii i 110
Link an Invoice to an ACCIUAL...........cooo oo 115
Create/Restart an Approval WOrkfIOW............oovviiiiiiiiiiiiiiiiiiiiiiieiee e 116
Update an Approval WOTKFIOW ............ceeeeeee e e e 119
Apply a Credit MeEMO t0 @n INVOICE .......covviiii e 120
Pay @ SiNGIE INVOICE ..ottt e e e e 123
Submit Multiple Invoices to @ Payment RUN............cuuiiiiiiiiiie e 126
Pay Invoices Externally from Corpay Complete.........ccoiiiiiiiiiiiiiiie e, 129
Extract Invoice Data fOr ERPS ........oooiiiiiiiiiiiiiieeee s 132
= LT o UL (=P 132
Create a Data Extract from the Invoices Module.................oooviiiiiiiiiiiiiiiiiiiiiiiieiiiiieee 133
Create a Data Extract from the Reports Module ..., 135
Reports Module fOr INVOICES. ........eiiiiiiiiiiiiiiiiiiieiietie et ssesessnssnsnnnnnnnnnsnnnns 138
(=T 0o o =T 1= o TSP 138
Create @ REPOM . ... ———— 141
Schedule a RecUrring REPOIT ......ooouiiiiii e e e e e eeaaaas 145
Available Reports in the Invoices ModUIE ... 149
Administration Module fOr INVOICES. ..........uiiiiiiiiiiiiiiiiiiiei e 151
ROIES @Nd PeIMISSIONS ... 151

Configure Auto Start Invoice Approval Settings ............eeiiiiiiiiiiiii e 153



Add Data Audit Logs to Invoice PDFs
Add Fields to Line ltems.....................



Overview

Corpay Complete is a comprehensive spend management platform that integrates multiple
financial processes into a single, easy-to-use system. It offers customization options and
seamless integrations with Enterprise Resource Planning (ERP) systems.

The Invoices module in Corpay Complete helps users manage invoices efficiently, ensuring
that all invoices are tracked and processed correctly. It includes features for viewing, paying,
and marking invoices as paid, both individually and in bulk. Additionally, the module integrates
with other functions within Corpay Complete, such as the Payments module, to provide a
seamless experience for managing financial transactions.

This guide focuses on Invoices module-specific functionality. Platform-wide navigation, grid
behavior, filtering and sorting, column visibility tools, pagination, document management,
messaging, and audit history are covered in the Corpay Complete Navigation and Core
Features User Guide.

Module Overview

The Invoices Module User Guide shows users how to navigate the Invoices module, create
and manage invoices, view and edit invoice details, generate invoice reports, and manage
invoice user roles.

Configuration and Roles Overview

The visibility of fields, tabs, and information in Corpay Complete is determined by a Company’s
configuration and the roles assigned to users. Refer to the Roles and Permissions section of
this guide for more information about invoice roles and permissions.

Company configuration also depends on whether users make payments through their financial
institution (Direct Banking) or Corpay makes payments on behalf of users (Payment
Automation).

As a result, certain pages, information, and features may not be accessible, or the information
may be available in a view-only format. These permissions, access levels, and configuration
settings should be considered when reviewing this user guide.
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Invoice Creation

The procedures for accessing and modifying invoices may differ based on the source of the
invoice:

ERP Sync invoice: This is the most common way invoices are created. Invoices are
automatically generated based on the user’'s ERP activity.

Manually Created Invoice: This approach is typically used when an invoice must be
generated quickly. Users have two options for creating an invoice manually:

O

Add Invoice: Administrators or authorized users can add invoices directly using the
+Add button on the All Invoices tab.

Request Invoice: Staff users can use the +Request button on the All Invoices tab
to request the creation of an invoice. This option is for users who cannot add
invoices directly but need to start the process.

Vendor-created invoice: Vendors have several methods of creating and submitting
invoices:

O

O

Email Alias: For this method, Vendors submit invoices to an email alias that pushes
invoice attachments into Corpay Complete for initial processing using Optical
Character Recognition (OCR). After scanning is complete, new invoices display in
the invoice Inbox for processing.

Vendor Portal: After setting up their Vendor Portal account, Vendors can submit
invoices by clicking the Submit Invoice button on the Vendor Portal Dashboard
page.

Electronic Data Interchange: Electronic Data Interchange (EDI) is a method that

enables vendors to submit invoices electronically. This submission method enables
limitless lines of data, faster processing, and increased accuracy.

Customer-emailed invoices: This process uses OCR, where a user sends a PDF
invoice to a designated email address. The OCR technology creates an invoice for
addition to Corpay Complete. Invoices sent by email must be received by 5:00 PM
Pacific Time (PT) to be processed the next day.

Bulk Uploads: Invoices can also be created in bulk using the following features:

O

Import Invoices: The Import Invoices feature allows users to import multiple
invoices concurrently by uploading the invoice data in bulk. A template is provided to
ensure that all necessary information is accurately recorded.

Bulk Operations: This method involves importing and updating records separately.
Users need to specify whether they are creating new records or updating existing
ones.

File Uploads/Bulk Operations 2.0: This newer version of Bulk Operations
combines the import and update processes into a single step. The system
automatically checks the records being managed and determines whether to create
new records or update existing ones based on the data provided. Users can select
either standard file or customized file templates. Customized templates need to be
configured by the Corpay Implementations Team before they can be used.



Duplicate Invoices

Corpay Complete evaluates invoices for duplicates to help prevent duplicate processing and
duplicate payments. This validation helps protect Customers from unintentionally processing or
paying the same invoice more than once.

Duplicate Invoice Evaluation
Corpay Complete evaluates invoices for duplicates using the following fields:

e Invoice Number
e Vendor ID
e Company ID

These fields are always considered when determining whether an invoice is a duplicate.

Company administrators can also control whether the invoice Reference Number is included in
duplicate evaluation. This behavior is managed through the Include reference number in
duplicate definition setting in the Company’s invoice configuration.

o When this setting is disabled, invoices with the same Invoice Number, Company ID,
and Vendor ID are treated as duplicates, even if the Reference Number differs.

¢ When this setting is enabled, the Reference Number is included in the evaluation. In
this case, invoices with different Reference Numbers may be treated as unique, even if
the Invoice Number, Company ID, and Vendor ID are the same.

This configuration allows Companies to align duplicate validation with how the Reference
Number is used within their organization.

Duplicate Invoice Detection Behavior

Duplicate invoice logic applies when invoices are created through multiple entry points,
including API integration, the invoice Inbox, manual invoice creation, and payment file uploads.

The way Corpay Complete handles a possible duplicate depends on the invoice entry point. For
example, invoices submitted to the invoice Inbox may be marked as duplicates and assigned a
duplicate sequence in the invoice number, such as INV222-1 (duplicated) or INV222-2
(duplicated).

Payment file uploads have different duplicate handling because a payment file can create
invoices and prepare those invoices for payment processing from the same upload. Payment
file uploads are the only entry point where users can bypass the duplicate definition and allow a
possible duplicate invoice to continue processing.



Invoice, Credit Memo, and Payment Grouping Fields

Corpay Complete uses multiple identifiers to support invoice and credit memo tracking,
payment grouping, reconciliation, and payment processing workflows. Some identifiers
are used for business tracking purposes, while others determine how invoices and credit
memos are grouped and processed for payment. These fields help Companies track invoices
and credit memos, group related transactions into the same payment, and improve payment
reconciliation.

For example, a Company may enter a purchase order number in the Reference Number field
to track an invoice internally, while using the External Payment Number field to ensure that
related invoices and credit memos are paid together in the same payment.

Depending on Company configuration and enabled payment features, these fields may appear
throughout invoice, credit memo, payment, payment run, and export workflows.

Tracking References

Invoice Reference Number

The invoice Reference Number provides an internal or external business reference used
for tracking and reporting, such as a purchase order number, receipt number, or contract
number. This value does not control payment grouping.

Depending on Company configuration, the invoice Reference Number may also be included in
duplicate invoice evaluation. For more information, refer to the Duplicate Invoice Evaluation
section of this guide.

Payment Grouping References

External Payment Number

The External Payment Number identifies invoices and credit memos that should be grouped into
the same payment when the Group Invoices by External Payment Number setting is enabled.
This value also supports payment reconciliation across related transactions. Invoices and credit
memos may first be grouped into individual payments using External Payment Number logic,
and those payments may later be processed together within a payment run.

the External Payment Number feature and the Group Invoices by

. The External Payment Number grouping functionality is only available when
External Payment Number setting are enabled for the Company.

The Group Invoices by External Payment Number setting is configured on the
Administration module > Settings tab > Company Default tile > Payment tab.



Payment Processing Field

Purchaser Account Number

The Purchaser Account Number identifies the account associated with the purchaser
during payment processing. This value may be used when a Vendor manages multiple
Customer or billing accounts. If a value is not provided with the invoice, the system uses the
value stored on the Vendor record instead. If both values are present, the Purchaser
Account Number provided with the invoice takes precedence. This field is not entered on
the Invoice Form.

Invoice Form

The Invoice Form is the primary invoice coding workspace in the Invoices module. It is used
to create, review, and edit invoices and is accessible from the Add Invoice dialog, the Inbox
Details page, and the Edit Invoice dialog.

The form provides a consolidated workspace where invoice header details, line items, and
accounting information can be viewed and updated. As line items are coded, the system
automatically aggregates the total coded amount and displays any variance between the invoice
header amount and the total coded value. These amounts update dynamically as changes are
made, allowing users to monitor coding progress before the invoice advances to approval and
payment processing.

headings group related fields and may not match the exact labels shown in

. The Invoice Form is organized into sections for readability. These section
the user interface.




Invoice Identification and Context

These fields define who the invoice belongs to, how it is identified, and the total amount
being processed. Accurate completion supports approval routing, reporting, matching, and
Payment processing.

Subsidiary* Q Vendor® (po Required) e
search/select
Number* o Invoice Date™ @ Invoice Amount e
INV-363790 03/05/2026 $ 0
Status G Purchase Order @

New search/select po

A. Subsidiary: Identifies the subsidiary responsible for the invoice. This selection
affects reporting, approval routing, and financial posting. This field may be required
depending on Company configuration.

B. Vendor (PO Required): Identifies the Vendor that issued the invoice. The selected
Vendor determines matching eligibility, payment terms, and downstream payment
processing. This field is required before the invoice can be submitted.

C. Number: Displays the Vendor’s invoice number. This value is used for duplicate
detection, reporting, and ERP synchronization.

D. Invoice Date: Indicates when the Vendor issued the invoice. This field is required and
affects due date calculation and aging reports.

E. Invoice Amount: Represents the total amount billed by the Vendor at the header
level. This value reflects the Vendor invoice total and must match the total of the coded
line items before submission. As line items are entered, the system automatically
aggregates the coded total and updates the Invoice Amount accordingly. If automated
extraction is unavailable or inaccurate, users may key in the invoice amount manually
to ensure processing can continue.

F. Status: Displays the invoice’s status. Status determines whether the invoice can be
edited, submitted, or processed further.

G. Purchase Order: Associates the invoice with an existing purchase order when
applicable. Linking enables matching against authorized amounts and supports
controlled spend management.



Invoice Header
These fields provide additional classification, payment timing, service period, and system

context for the invoice. Field visibility and editability depend on Company configuration and user
role.

General Classification and Payment Setup

These fields establish how the invoice is classified within the Company structure and define the
core payment terms and routing context.

Line ltems GL Accounts GL Impact
Vendor Address o Discount Amount 9 Location o
0

-- Select Address - $ - Select -

External ID 0 Business Unit e Bill Distribution Schedule e

-- Select - — Select Bill Distribution Schedule --

Requestor @ Department 0 Payment Terms * o

-- Select -

A. Vendor Address: Identifies the Vendor remit or billing address associated with the
invoice. Accurate selection supports proper payment routing and record alignment.

B. Discount Amount: Represents any early payment discount applied at the invoice
level. This amount affects the total eligible for payment.

C. Location: Classifies the invoice by operational location, when applicable. This field
supports reporting and financial segmentation.

D. External ID: Displays the unique identifier assigned to the invoice once it has been
synchronized to the ERP system. If this field is blank, the invoice has not yet been
synchronized.

E. Business Unit: Associates the invoice with a specific business unit for reporting and
approval routing.

F. Bill Distribution Schedule: Identifies a predefined billing schedule when invoices are
distributed over time. This field supports structured accounting allocation when
configured.

G. Requestor: Identifies the individual who requested the invoice. This field provides
ownership context and supports internal review and approval routing.

H. Department: Identifies the department responsible for the invoice. This classification
determines how the expense is reported and routed for approval.

I. Payment Terms: Defines when payment is due and determines how the Due Date is
calculated. This field is required before the invoice can be submitted.



Timing and Service Period

These fields define when the invoice is due and identify the service period associated with the
billed expense.

Currency Code o Due Date” e Submit Date o

usD 04/04/2026 MM/dd/yyyy

Discount Expire Date 0 Service Start Date e Service End Date e

MM/dd/yyyy MM/dd/yyyy MM/dd/yyyy

A. Currency Code: Defines the currency in which the invoice is issued. This affects
reporting and Payment processing in multi-currency environments.

B. Due Date: Indicates when payment is due. This date drives aging and payment
scheduling and is required before the invoice can be submitted.

C. Submit Date: Indicates when the invoice was submitted. This supports tracking and
audit review.

D. Discount Expire Date: Indicates the last date on which an early payment discount
can be applied. This date helps determine eligibility for discounted payment.

E. Service Start Date: Indicates when the billed service period begins. This supports
period-based accounting and reporting alignment.

F. Service End Date: Indicates when the billed service period ends. Together with the
Service Start Date, this defines the coverage period of the invoice.

Accounting Reference and System Controls

These fields provide accounting references, posting context, and system-level controls that
affect integration and workflow behavior.

payment processing. The External Payment Number is used to group
invoices and credit memos into a single payment when the Group
Invoices by External Payment Number setting is enabled.

I The Reference Number is used for business tracking and does not affect




Prior Period o

MM/dd fyyyy

Posted Date” 0

MM/dd fyyyy

External Payment Number o

Reference Number e

Force Sync with ERP e

Kept On Hold e
Do not push to ERP @

A. Prior Period: Identifies the accounting period to which the expense should be
attributed when different from the invoice date.

B. Reference Number: Provides a business reference for the invoice, such as a
purchase order number, receipt number, contract number, or other internal tracking
value. This field is used for identification and reporting purposes and is not used to
group invoices for payment.

C. External Payment Number: Displays the External Payment Number associated with
the invoice. This value is typically provided by the Customer and is used to group
invoices and credit memos into a single payment when the Group Invoices by
External Payment Number setting is enabled. It also supports reconciliation across
related transactions.

D. Posted Date: Indicates the date the invoice is posted for accounting purposes. This
field determines the financial reporting period and is required before the invoice can be
finalized.

E. Force Sync with ERP: Forces synchronization of the invoice with the ERP outside
of the standard integration schedule. This option should be used only when
necessary.

F. Kept On Hold: Indicates that the invoice is intentionally prevented from
progressing. Invoices on hold will not advance to payment until the hold is removed.

G. Do Not Push to ERP: Prevents the invoice from being synchronized to the ERP
system. This setting may be used in exception scenarios or controlled environments.



Description and Supporting Information

These fields allow users to provide contextual details and attach supporting documentation
before submitting the invoice for approval or Payment processing.

Description e

Attachments:

BO

Additional Coding Fields G
GL_ACCOUNT

A. Description: Provides internal context for the invoice, such as purpose, special
handling notes, or approval guidance. Information entered here supports review and
reporting and may be included in ERP synchronization depending on Company
configuration.

B. Attachments: Displays and manages supporting documents associated with the
invoice, such as invoice files, receipts, or related correspondence. Attachments become
part of the invoice record and support approval transparency and audit requirements.

C. Additional Coding Fields: Displays Company-specific custom fields used for
enhanced financial classification or ERP integration. Field availability and whether
completion is required depend on Company configuration.

Line lItems

The Line Items tab defines the goods or services being billed and determines how the
invoice amount is distributed for matching, approval, and financial reporting. Each row
represents a distinct billed item and may be linked to a purchase order when matching is
enabled. Changes made here affect invoice totals and downstream accounting behavior.

Users can update line item details, including quantity and unit price, as needed during invoice
creation or editing. This supports corrections when Vendor-provided information changes and
reduces the need to recreate invoices.
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nvoice Header GL Accounts GL Impact
G 000 O 0 L o 0 ©

Unit Price Qty Unit Tax Total Item Description Account Department Location  Business Unit Project

E @ 0w 3o 1 Ea $0.00 $0.00 HOMI cablet2 HDMI cable IT Equipment

otal: $0.00

+ADD LINE ITEM

A. Drag Handle “: Allows users to reorder line items within the grid. Adjusting the
sequence does not affect totals but may improve clarity for review or matching.

B. Link PO Item ¢: Associates the invoice line item with a corresponding purchase
order line. Linking supports two-way or three-way matching and helps validate
quantities, pricing, and authorized amounts.

C. Edit ¢ / Save v: Displays as an Edit icon by default. When selected, the line item
becomes editable and the icon changes to a Save icon. Selecting Save applies the
updates to the line item and recalculates totals as needed.

D. Duplicate 7: Creates a copy of the selected line item. This is commonly used when
multiple items share similar pricing or coding but require separate quantities or
descriptions.

E. Delete 7: Removes the selected line item from the invoice. Deleting a line item
updates the invoice total and may affect matching or approval validation.

F. Unit Price: Displays the price per unit for the line item. This value, combined with
quantity and tax, determines the line total.

G. Qty: Displays the quantity billed for the line item. Quantity impacts the calculated total
and is used during purchase order matching when enabled.

H. Unit: Identifies the unit of measure associated with the quantity, such as Each (Ea) or
Package (Pkg). This field provides context for how the quantity is interpreted.

I. Tax: Displays the tax amount associated with the line item when enabled. Tax settings
depend on Company configuration and may affect the calculated total.

J. Total: Displays the calculated total for the line item based on Unit Price, Qty, and Tax.
This amount contributes to the overall invoice total.

K. Item: Identifies the billed good or service. This field supports reporting, matching, and
account defaulting when configured.

L. Description: Provides additional details about the line item. This information supports
approval review and reporting clarity.

M. Account: Identifies the general ledger account assigned to the line item. This field
determines how the expense is recorded and reported.

N. Department: Classifies the line item by department for reporting and approval routing
purposes. Availability depends on Company configuration.

O. Location: Classifies the line item by operational location when enabled. This
supports financial segmentation and reporting.
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P. Business Unit: Associates the line item with a specific business unit for reporting
and internal financial tracking.

Q. Project: Associates the line item with a project or initiative when enabled. This
supports project-based tracking and reporting.

R. + Add Line Item: Adds a new line item to the invoice. Each additional line allows entry
of pricing, quantity, and financial coding details and updates the invoice total
accordingly.

GL Accounts

The GL Accounts tab defines how the invoice posts to the general ledger and ensures that
debit and credit entries are properly structured before approval, synchronization, or
Payment processing. Entries on this tab determine the financial impact of the invoice and must
balance prior to submission.

The grids on this tab use the same Action icons described on the Line Items tab of this guide,
including the Drag Handle ¢, Edit ¥/ Save -, Duplicate 7, and Delete ™ icons. These icons
function consistently and allow users to manage individual posting lines. When purchase order
matching is enabled, a Link PO Expense ¢ icon may also appear.

Invoice Header Line ltems GL Accounts GL Impact

Apply Usa Tax o
Debit Entries @
o Account Tax Code Tax Sub Amount WH Tax Code WH Tax Amount Rebate Rebate Amount Total
8§ & & (01 1050 - First Community Bank VISA  -Not Taxable-  $1.11  $12.00 $0.00 $0.00 $13.1

Totak: $13.1

20D peerr Lne (@)

Credit Entries e

Account Parcent Amount Mamo Departmant Location Businass Unit Catagory

& (0 T 1400 - IT Equipment 100 $25.11 Sample mamo

~+ADD CREDIT LINE e

A. Apply Use Tax: When enabled, this option applies use tax to the invoice based on
configured tax rules. Selecting this checkbox automatically calculates the applicable
tax and updates related debit entries. Availability of this checkbox depends on Company
configuration.
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B. Debit Entries: The Debit Entries grid displays expense or asset accounts impacted
by the invoice. Each row represents a debit posting line and includes financial
classification fields such as Department, Location, Business Unit, Project, and Category
when enabled. The total of all debit entries contributes to the overall invoice posting
amount.

C. Link PO Expense ¢: Associates the debit entry with a corresponding purchase order
expense line. Linking supports matching validation and ensures the invoice is applied to
the appropriate authorized expense.

D. + Add Debit Line: Adds a new debit posting line to the grid. Each additional line
requires appropriate account and classification details.

E. Credit Entries: The Credit Entries grid displays the offsetting liability or revenue
accounts associated with the invoice, most commonly Accounts Payable. Entries may
be defined using either Percent or Amount. When Percent is entered, the Amount
updates automatically. When Amount is entered, the Percent recalculates accordingly.
Total credit amounts must equal total debit amounts before the invoice can be finalized.

F. + Add Credit Line: Adds a new credit posting line to the grid. Credit totals must
balance with debit totals prior to submission.

GL Impact

The GL Impact tab provides a system-generated view of how the invoice will post to the
general ledger. It reflects the final debit and credit structure derived from the Line Items and
GL Accounts tabs and displays the complete accounting impact of the invoice.

Invoice Header Line [tems GL Accounts GL Impact
GL Impacts

# D+ Account Type Account Tax ftem Name Amount Business Unit Department Location Project

suwneg i

1 6989227 Cradit 2001-Account $0.00 $1,200.00 Admin 01: San Franci.

6989226 Item 6110-Interest ... $0.00 Test item A $100.00 Admin

6989225 Expensa 1005-Vendor $0.00 $100.00 Admin 01: San Franci

6989224 Expense 6120-Meals & ... $0.00 $1,000.00 Admin 01: San Franci.

This tab is read-only and is intended for validation and audit review. It allows users to
confirm that accounts, amounts, and financial classifications such as Department, Location,
Business Unit, and Project are structured correctly before approval or ERP synchronization.
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Each row represents a posting line and includes the Account Type, Account number, Tax
amount when applicable, and the calculated posting Amount. Total debit and credit values must
balance for the invoice to proceed.

Column visibility may be adjusted using the Columns button. For more information about
column controls and grid behavior, refer to the Corpay Complete Navigation and Core
Features User Guide.

Changes to posting results must be made in the GL Accounts or Line Items tabs.

All Invoices Tab
The All Invoices tab is the central workspace for managing every invoice in Corpay Complete.

Use it to view, add, edit, or organize invoices and perform key actions like updating approvals,
creating exports, or viewing synchronizations.

Action Area

The top of the All Invoices tab contains several action buttons.

All In\mlces Recurring Invoices Inbox Pay Invoices  File Uploads

-= Bulk Action ~ * Quick Filters ~ &

A. Bulk Action: Click the Bulk Action drop-down to choose from the following options:

o Create/Reset Approval Workflow: Click this option to create or reset an approval
workflow.

o Refresh all invoices: This option refreshes all invoice data in the All Invoices
grid.

¢ Send Approval Reminder: This option sends an approval reminder to approvers.

o Force Sync Invoice to ERP: This option forces a synchronization to the user’s
ERP.

B. Quick Filters: Click the Quick Filters drop-down to choose from the following options:
o Clear Filters: This option clears all filters from the All Invoices grid.
o Reset Grid: This option resets the All Invoices grid to its default state.

¢ No PO Specified: This option filters the All Invoices grid by invoices without a
purchase order attached to them.
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¢ No Vendor Specified: This option filters the All Invoices grid by invoices that do
not have a Vendor.

¢ Outstanding: This option filters the All Invoices grid by outstanding (unpaid)
invoices.

¢ This Month: This option filters the All Invoices grid by invoices from the current
month.

o This Year: This option filters the All Invoices grid by invoices from the current year.

e This Quarter: This option filters the All Invoices grid by invoices from the current
quarter.

o Last Quarter: This option filters the All Invoices grid by invoices from the previous
quarter.

C. + Add: Click the + Add button to create a new invoice manually via the Add Invoice
dialog.

Note: The + Add button is only available to invoice users with an administrator role.

D. + Request: Click the + Request button to request a new invoice via the Add Invoice
dialog.

Note: The + Request button is typically used by staff users to request a new invoice.

E. Export Invoices: Click the Export Invoices GJ icon to export invoices to a comma-
separated value (CSV) file.

F. Import Invoices: Click the Import Invoices th icon to import invoices in bulk using
the provided Excel template.

Note: Refer to the Import Invoices in Bulk section to learn more about this feature.

G. Toggle Filter: Use the Toggle Filter Y icon to show or hide filter fields in the grid.

All Invoices Grid

This section describes the columns in the All Invoices grid.

Invoice ldentification and Financial Overview

This section describes the columns used to identify invoices, review payment grouping
information, and monitor invoice balances and due status.

L] (5] LC) @ L) LF) © 0 o o
Number Vendor PO Mumbers Reference Number External Payment Date Due Status  Amount Dpen Balance Outstanding
MNumber (Oustd - Pending) Balance

INV-649967-01  Testrigh&001 TRUYTYBE766  TRUYTYSE766 05/12/2026 $100,00 $0.00 $98.00

A. Number: This column displays the invoice number. Click the Number link to open the
Invoice Details page.
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. Vendor: This column displays the Vendor’s name. Click the Vendor Name link to open
the Vendor Details page.

. PO Numbers: This column displays the purchase order number(s). Click the PO
Numbers link to open the Purchase Order Details page.

. Reference Number: Provides an internal or external business reference used for
tracking and reporting, such as a purchase order number or contract number. This
value does not control payment grouping.

. External Payment Number: Identifies invoices and credit memos that should be
grouped into the same payment when the Group Invoices by External Payment
Number setting is enabled. This value also supports payment reconciliation across
related transactions.

. Date: This column displays the invoice creation date.
. Due Status: This column displays the invoice’s status.

o New: This status indicates a Payment Date that is greater than seven business
days from the current date.

¢ Due Soon: This status indicates a Payment Date that is within one to seven
business days from the current date.

o Due Today: This status is based on the automatically calculated payment date.
o Past Due: This status indicates that the Due Date has passed.
e Paid: This status is for paid invoices:

o Paid (Pending): This status means that the payment has been generated for
the invoice but is pending payment approval.

o Paid (Approved): This status means that the payment has been approved.

o Paid: This status means that the Vendor has received the payment.

. Amount: This column displays the invoice amount.

Open Balance (Oustd — Pending): This column displays the open balance of the
invoice, which is calculated by subtracting the Outstanding Balance from the Pending
Balance.

Outstanding Balance: This column displays the invoice’s outstanding balance.
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Workflow, Payment, and Processing Information

This section describes the columns used to review invoice workflow status, payment method
details, ERP synchronization information, approvals, and available actions.

(K] (L] @ (M) @ (P @

Open PO Balance  Status a External ID Payment Method  Final Approver Final Approval Date  Action
Type

$0.00 OPEN (PENDL... 5676uyBuf678... Check

K. Open PO Balance: This column displays the balance of open purchase orders
connected to the invoice.

L. Status: This column displays the status of the invoice. Refer to the Invoice Status
Meanings section for more information about invoice statuses.

M. External ID: This column displays the unique identifier that is created once the invoice
is synchronized to the ERP system. If the field is blank, it means that the invoice has
not been synchronized to the ERP or has not been synchronized yet.

N. Payment Method Type: This column displays the type of payment method that was or
will be used to pay the invoice.

O. Final Approver: This column displays the name of the person who has or will have the
ultimate authority to approve the invoice.

P. Final Approval Date: This column displays the date the final approval was received
for the invoice.

Q. Action: This column displays the following Action icons. The availability of icons
depends on the invoice’s status.

¢ View: Click the View @ icon to open the Invoice Details page.

e Edit: Click the Edit ¢ icon to open the Edit Invoice dialog.

e Message: Click the Message >4 icon to send a message to another user or to a
Vendor:

e Delete: Click the Delete ﬂ icon to delete the invoice.

e Submit for Payment Approval: Click the Submit for Payment Approval O iconto
submit the invoice for payment approval.

Note: This icon will only be displayed for Direct Banking customers.

¢ Log New Receipt: Click the Log New Receipt B icon to open the Log New
Receipt page, where users can upload a receipt for the invoice.

R. Column Editor: Use the Column Editor B to adjust visible columns or export
invoice data.
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Invoice Details

The Invoice Details page is where users can review detailed information about an invoice,
including line items, expenses, general ledger (GL) impact, payment methods, approval
workflows, and credit memos.

Invoices
INV'363726 @ OPEN [ @Message J [ Match Accrual ]

Invoice Info  Line ltems  Expenses GLImpact Payment Method

Number:  INV-363726 Amount:  $112.00 Outstanding Balance:  $52.00
Vendor: Corpay Test active Original Amount: ~ $112.00 Pending Payments:  $52.00
PO Not Required:  False Currency Code:  USD Status: OPEN
Vendor ID: 313121 Posted Date:  02/17/2026 Payment Method Type:  CorpayCard
g A ipnicadatd® poetagams gt I N Ay Tarme ittt AT el pese® arteg, 181556L.0076-02-_ 4
= Data Audit Log v
5 Activities A

The Invoice Details page also includes shared platform sections such as
Documents, Data Audit Log, and Activities. These sections function
consistently across Corpay Complete. For information about how these
sections record activity, display history, or manage attachments, refer to the
Corpay Complete Navigation and Core Features User Guide.

Invoice Info

The Invoice Info tab contains detailed information about the invoice, including payment
information, status, and due dates.
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Invoice Identification and Core Details

This section describes the invoice identification and core details on the Invoice Info tab.

Invoice Info | Line tems Expenses GLImpact Payment Method

€ Number:  INV-28-Q11-001
® Vendor:  Testrigh5001 sciie
® PO NotRequired:  False
@ vendor ID:
@ invoice Date:  04/28/2026
@ Due Date:
® servica Date:
@ subsidiary:  Test Sub B
@) Reference Number:  Inv-Ref-Number-001
© LastPayment  PAY-214676
(D Last Payment Date  05/03/2026

A. Number: Displays the invoice number.

r o ™ mo

Vendor: Displays the Vendor’s name. Click the Vendor link to open the Vendor
Details page.

PO Not Required: Indicates if a purchase order is not required for the invoice. If a
purchase order is required, the field will display True.

Vendor ID: Displays the unique identifier for the Vendor.

Invoice Date: Contains the date an invoice was sent to a Customer from a Vendor.
Due Date: Displays the invoice due date.

Service Date: Displays the date of service provided by the invoice.

Subsidiary: Displays the subsidiary with which the invoice is associated.
Reference Number: Displays the Reference Number used for business tracking.

This value is separate from payment grouping and does not determine how invoices
are combined into payments.

Last Payment: Displays the latest payment number on the invoice if applicable. Click
the Last Payment link to open the Payment Details page.

Last Payment Date: Displays the date of the last payment for the invoice if applicable.
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Status, Submission, and Payment Information

The following fields provide status, submission, and payment information for the invoice.

€} Amount:  $2000 @) Outstanding Balance:  $0.00
@ original Amount:  $20.00 © Peonding Payments:  $0.00
(® currency Code:  USD (3 Discount Expired Date:  05/08/2026
(® Payment Terms: 1% 10 Net 30 O stas:  PaD
@ Payment Runfs): 22126 () Payment Method Type:  Chack
@ submit Date:  05/03/2026 @ External ID:
@ Raquestor: @ Description: A discount of 0.2 has been applied.
(D) Purchaser Account Number: (® vendor Address
{(® Ext. Paymant Number:  EXT pay_numbar-001

A. Amount: Displays the invoice amount, minus partial payments or Vendor credits.

B. Original Amount: Displays the original invoice amount.
C. Currency Code: Displays the three-letter currency code for the invoice.

D. Payment Terms: Displays the Vendor’s payment terms for the invoice.

E. Payment Run(s): Displays the payment run number(s) associated with the invoice. Click
a Payment Run(s) link to open the Payment Run Details page.

F. Submit Date: Displays the date the invoice was submitted to Corpay Complete.

G. Requestor: Displays the name of the user who requested the invoice, when applicable.
This field is blank for invoices submitted via email or ERP.

H. Purchaser Account Number: Identifies the purchaser account used during payment
processing. If a value is not provided with the invoice, the system uses the value
stored on the Vendor record instead. If both values are present, the Purchaser
Account Number provided with the invoice takes precedence. This field is not
entered on the Invoice Form.

I. Outstanding Balance: Displays the remaining amount to be paid on the invoice. If a
partial payment has been made, this amount may differ from the original invoice amount.

J. Pending Payments: Displays the amount scheduled for payment, when applicable.
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K. Discount Expired Date: Indicates the last date an early payment discount can be
applied. After this date, the discount is no longer available.

-

Status: Displays the current status of the invoice.

=

Payment Method Type: Displays the type of payment method used or selected for the
invoice.

External ID: Displays the Customer’s external ID from the ERP.
Description: Displays the invoice description.
Vendor Address: Displays the Vendor address associated with the invoice.

0 VO Zz

Ext. Payment Number: Displays a payment reference from an external system,
when available. This value may be used to support payment grouping or
reconciliation. Users with appropriate permissions can update this field when editing
the invoice.

Line ltems

The Line Items tab helps users manage and view individual line items within an invoice. It is
used to review invoice components to verify the details of each transaction.

If users have enabled two-way or three-way matching, a matching variance percentage will
display at the top of the Line Items grid. The matching variance percentage is based on the
Matching Variance (%) in the Administration module > Settings tab > Company Default tile.

Invoice Line ltems

The Invoice Line Items grid displays any line items associated with the invoice, and whether
they have been linked to purchase orders or receipts.

Matching Variance : 20%
Inyoice LinE |tems
Action PO Line # Item # UnitPrice Qty Amount Tax Total Custom Fields
Item Number Project Name Bike Company User Name
1 @Y pgr  $10000 1 $100.00 $100.00 )
- project op Royal Enfield 1
Total $100.00
e Y

A. Action: This column aligns with the Action column in the PO Line Items grid.

B. PO Line #: This column contains the serial number assigned to each line item on a
purchase order. For instance, if a purchase order has four line items, each line item
would be numbered sequentially from 1 to 4.
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C. Icons: If a Company has three-way matching enabled, meaning a purchase order,
invoice, and receipt must match, icons will display in this column.

¢ No Match: If an invoice has not been matched with a purchase order the No
Match @ icon wil display.

¢ Match: If there is a match between the purchase order and invoice, the Match ©
icon will display.

o Receipt: If there is a match between the purchase order, invoice, and receipt, the
Receipt % icon will display.

Item #: This column displays the name of the line item.

Unit Price: This column displays the line item’s unit price.

Qty: This column displays the number of line items.

Amount: This column displays the amount of the line item.

I o mmo

Tax: This column displays the tax on the line item if applicable.

Total: This column displays the total amount of the line item, which is calculated based
on the Amount, Qty, and Tax fields.

J. Custom Fields: The Custom Fields area displays any custom fields associated with
the line item. These fields will vary depending on Company configuration.

PO Line Items

The PO Line Items grid displays the purchase order line items that are connected to invoice
line items and indicates whether these purchase order line items have been linked to the
invoice.

PO Line ltems 0 Purchase Order Search
Action POLine# PO# I:nrn I;dni:. Qty Billed Received Amount Tax Total Custom Fields
Item Project User Dependent User
PO- Number Name Name List Number
% 1 19832 par $100.00 1 1 1 $100.00 $0.00 $100.00
project op 1 test B 1
i P Tt e S WIS

A. Purchase Order Search: Click the Purchase Order Search link to open the Purchase
Order Lookup dialog, where users can find related purchase orders to link to the
invoice.

B. Action: This column is used to link or unlink a purchase order line item to an invoice.
Click the Link % icon to link a purchase order line item. Click the Unlink % icon to
unlink a purchase order line item.

C. PO Line #: This column contains the serial number assigned to each line item on a
purchase order.
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PO #: This column displays the purchase order number.

Item #: This column displays the name of the purchase order line item.

Unit Price: This column displays the unit price for the purchase order line item.
Qty: This column displays the number of purchase order line items.

I ommo

Billed: This column displays the number of items billed for the purchase order line
item.

Received: This column displays the number of items received for the purchase order
line item.

J. Amount: This column displays the amount of the purchase order line item.
K. Tax: This column displays the tax on the purchase order line item if applicable.

L. Total: This column displays the total amount of the purchase order line item, which is
calculated based on the Amount, Qty, and Tax fields.

M. Custom Fields: The Custom Fields area displays any custom fields associated with
the purchase order line item. These fields will vary depending on Company
configuration.

Outstanding PO Line ltems

The Outstanding PO Line Items grid displays purchase order line items that have not been
linked to the invoice.

QOutstanding PO Line ltems

[C) (D) e WG@ @ o O

# PO# PO Issuance Date Item # Unit Price Received  Amount Tax

1 PO-81987 Jan 13, 2025 Book $20000 2 - $400.00 $0.00 $400.00

A. #: This column contains the serial number assigned to each line item on a purchase
order.

B. PO #: This column displays the purchase order number.

o

PO Issuance Date: This column displays the date when the purchase order was
issued.

Item #: This column displays the name of the purchase order line item.
Unit Price: This column displays the unit price for the purchase order line item.
Qty: This column displays the number of purchase order line items.

@ mmo

. Received: This column displays the number of items that were received for the
purchase order line item.

H. Amount: This column displays the amount of the purchase order line item.

Tax: This column displays the tax on the purchase order line item if applicable.

J. Total: This column displays the total amount of the purchase order line item, which is
calculated based on the Amount, Qty, and Tax fields.

23



Expenses

The Expenses tab is used to view and manage expenses associated with an invoice.

Invoice Info ~ Line ltems ~ Expenses  GL Impact ~ Payment Method

Invoice Expenses. PO Expenses.
Account Tax WHTax  Amount Department Project Memo PO# Account Amount Recelved Amount Billed Amount Memo

o 61 -Meals & Entertainment $0.00 $300.00 Engineering TESTABC  test PO-12712 61" - Meals & Entertainment $300.00 $300.00 test %

Unlinked Purchase Order Expenses
PO# Recelved Account Tax Sub Amount. Amount Received Amount Billed Amount  Memo

Records not found!

Invoice Expenses

The Invoice Expenses grid displays expenses associated with the invoice, and whether they
have been linked to purchase order expenses.

Invoice Info  Line ltems  Expenses GLImpact Payment Method

@ 06 6 060 0

e Account e Tax WH Tax Amount Department Project Memo

0 6120-Meals & Entertainment 5$0.00 S$$300.00 Engineering TESTABC  test the data

A. Status: This column indicates whether the expense line item has been linked to the
invoice or if it requires review.

B. Account: This column displays the account associated with the invoice expense. It
includes the GL code and the description of the code.

C. Tax: This column displays the tax associated with the invoice expense.

D. WH Tax: This column displays the withholding tax if applicable. Note that this column
may not display depending on Company configuration.

E. Amount: This column displays the amount of the invoice expense.

Department: This column displays the department associated with the invoice
expense.

Project: This column displays the project associated with the invoice expense.

H. Memo: This column displays any notes or additional information about the invoice
expense.
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PO Expenses

The PO Expenses grid displays the purchase order expenses that are connected to the invoice.

— @ 6 6 6 o6

PO# 0 Account e Amount Received Amount Billed Amount Memo

PO-12712 6120 - Meals & Entertainment S$300.00 S$300.00 test the data >

A. PO #: This column displays the number of the purchase order that is linked to the
invoice expense.

B. Account: This column displays the account associated with the purchase order
expense. It includes the GL code and the description of the code.

C. Amount: This column displays the amount of the purchase order expense.
D. Received Amount: This column displays the amount received from the purchase

order.

E. Billed Amount: This column displays the billed amount for the purchase order
expense.

F. Memo: This column displays additional information about the purchase order
expense.

G. Action: This column is used to link or unlink a purchase order expense to an invoice.

Click the Link ® icon to link an expense. Click the Unlink % icon to unlink an
expense.

Unlinked Purchase Order Expenses

The Unlinked Purchase Order Expenses grid displays purchase order expenses not linked to
invoice expenses.

A —y—
Unlinked Purchase Order Expenses G 0 e G @ @ o
PO # 0 Received @ Account Tax Sub Amount Amount  Recelved Amount Billed Amount Memo
Records not found!
e et T

A. PO #: This column displays the purchase order number.

B. Received: This column displays the number of purchase order expense items
received from the purchase order.
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C. Account: This column displays the account associated with the purchase order
expense. It includes the GL code and the description of the code.

D. Tax: This column displays the tax for the purchase order expense if applicable.

E. Sub Amount: This column displays the subtotal for the purchase order. Note that this
column may not display depending on Company configuration.

F. Amount: This column displays the purchase order amount.

G. Received Amount: This column displays the amount received from the purchase
order.

H. Billed Amount: This column displays the billed amount for the purchase order.

I. Memo: This column displays additional information about the purchase order.

GL Impact

The GL Impact tab is used to ensure that debit entries and GL impacts are calculated correctly.
This tab is essential for maintaining accurate financial records and ensuring that all transactions
are correctly documented in the general ledger.

Visible columns in the Accounts grid on the GL Impact tab depend on selections made in the
Column Editor.

Invoice Info  Line ltems  Expenses  GLImpact Payment Method

o_0O
ACCOUNTS [vn}
(A 0 6 (0] e L (C) Q o
D v AccountType v Account v Tax v Amount ~  Department v Business Unit ~  Location v Project e |
o

Debit Account 62 - Consulting/contract... $0.00 $200.00

Credit Account 20 - Accounts Payable 2 $200.00 01: San Francisco

Total ltems: 2

A. ID: This column displays the unique identifier for the GL account.
B. Account Type: This column displays the type of GL account.

C. Account: This column displays the GL account. It includes the GL code and the
description of the code.

D. Tax: This column displays the tax for the GL account if applicable.

E. Amount: This column displays the amount for the GL account.

26



F. Department: This column displays the department connected with the GL account.

To use this field, Departments must be imported using Bulk Operations for
SFTP, or via API integration if retrieving data from ERPs through API
access.

L

G. Business Unit: This column displays the business unit connected with the GL account.

To use this field, Business Units must be imported using Bulk Operations
for SFTP, or via API integration if retrieving data from ERPs through API
access.

L

H. Location: This column displays the location connected with the GL account.

To use this field, Locations must be imported using Bulk Operations for
SFTP, or via API integration if retrieving data from ERPs through API
access.

L

I. Project: This column displays the project connected with the GL account.

To use this field, Projects must be imported using Bulk Operations for
SFTP, or via APl integration if retrieving data from ERPs through API
access.

L3

J. Column Editor: Use the Column Editor H to adjust visible columns or export GL
account data.

K. Export Current View: Click the Export Current View L icon to download the visible
data in the Accounts grid into a CSV file. Hidden columns are not included in the CSV
file.

L. Edit Accounts: Click the Edit Accounts button to open the Edit Invoice Accounts
dialog.
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Edit Invoice Accounts

This section describes the Edit Invoice Accounts dialog, which is accessed by clicking the
Edit Accounts button on the GL Impact tab.

Edit Invoice Accounts

Invoice Amount 0

$ 1000

Debit Accounts” @

100 - VISA - _creditCard

wacason @)

-- Select Location --

wero ©

+ Add Account m
Credit Accounts” o
200 -

Location o

-- Select Location --

wooo @

- _accountsPayable

+ Add Account @

Percent e Amount” Q

100 $ 1000

cavery @)

~ — Salect Category —

Percent o Amount* @

100 $ 1000

Category @

~ — Select Category —

ﬂ

I

Invoice Amount: This field displays the invoice amount for the expense.

Debit Accounts: This field displays the debit account for the expense. It includes the
GL code and the description of the code.

. Percent: This field displays the percentage of the payment that is to be assigned to

the debit account. The debit account Amount automatically updates when a value is
entered into this field.

Amount: This field displays the amount of the payment that is to be assigned to the
debit account. The debit account Percent automatically updates when a value is
entered into this field.

Location: This field displays the location that is associated with the debit account.

Category: This field displays the category that is associated with the debit account.

Memo: This field displays additional information or notes about the debit account.

+ Add Account: Click the + Add Account button to add another debit account to the
expense.
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I. Credit Accounts: This field displays the credit account for the expense. It includes the
GL code and the description of the code.

J. Percent: This field displays the percentage of the payment that will be allocated to the
credit account. The credit account Amount automatically updates when a value is
entered into this field.

K. Amount: This field displays the amount of the payment that will be allocated to the
credit account. The credit account Percent automatically updates when a value is
entered into this field.

Location: This field displays the location that is associated with the credit account.
Category: This field displays the category that is associated with the credit account.
Memo: This field displays additional information or notes about the credit account.
. + Add Account: Click the + Add Account button to add another credit account.

vozZzCr

Cancel: Click the Cancel button to close the Edit Invoice Accounts dialog without
saving changes made to the debit and credit accounts.

o

Save: Click the Save button to save changes to the debit and credit accounts.

Custom/Additional Coding Fields

If a Company is configured for custom and additional coding fields, and those fields are found
on an invoice, the Custom/Additional Coding Fields panels display information about those
custom fields. These sections include information about Key Initiatives and specific data that is
linked to an invoice.

Note: The information in the Custom/Additional Coding Fields panels will vary depending on
Company configuration.

&5 Custom/ Additional Coding Fields A

Key Initiative:
201908

55 Additional Coding Flelds A

Car Company:
Audi

Cars:

AB

Meta Text:
testing

Meta Date:
2025-3-28
Meta Num:
a7

200 Options:
103

R . e et e W I A b P B
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Sync and Pay Checklists

@ SYNC AND PAY CHECKLISTS o <
[&2 vendoris active e [%4 open amount is greater than $0 G
[4 vendor has external ID 0 [5%  valid payment method is associated G
E/ Account is active 0 E’ Payout Provider setting is valid @
N

The Sync and Pay Checklists panel ensures that all required information is added to Corpay
Complete so invoices can be synchronized with ERP systems and Vendors can receive timely
payments.

A. Refresh Checklist: Click the Refresh Checklist < icon to refresh the information in
the Sync and Pay Checklists panel, such as after updating a Vendor’s payment
method.

B. Vendor is Active: If the Vendor is active in Corpay Complete, a green check B9 wil
display. If the Vendor is inactive, a red x & wil display.

C. Vendor has external ID: If the Vendor has an external ID from the ERP, a green
check 1 will display. If no external ID exists, a red x & will display.

D. Account is active: If the payout account, or account from which funds are withdrawn,
is active, a green check 1 will display. If the payout account is inactive, a red x ®
will display.

E. Open amount is greater than $0: If the open amount on the invoice is greater than
$0, a green check B wil display. If the open amount is less than $0, a red x & will
display.

F. Valid payment method is associated: If a valid payment method is associated with

the Vendor, a green check B will display. If the Vendor has an invalid payment
method, a red x GO will display.

G. Payout provider setting is valid: If the payout provider setting is valid, a green
check M will display. If the payout provider setting is invalid, a red x & will display.
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Approval Workflow

In Corpay Complete, users can have unique approval workflows for invoices. These approval
workflows dictate the user(s) who must review and approve the invoice prior to issuing a
payment.

Approval workflows are configured in the Administration module, but individual approval
workflows can be modified in the Approval Workflow panel of the Invoice Details page.

27 APPROVAL WORKFLOW {JRestart  +2 RequestApproval Q) Preview Workflow  J Delete
Approval Steps Last Updated Date Approved Date Rejected Date Approvers Status @ 0 o
Corpay Test2 =
5 Pl
Requested Approval 04/08/2025 9:00 AM EDT <corpayIptEs2@Corpay.coms = e 1

Note: This section defines the fields in the Approval Workflow panel. For help creating,
restarting, or updating an approval workflow, see the following:

e Click here to Create / Restart an Approval Workflow.

e Click here to Update an Approval Workflow.

A. Approval Steps: This field contains the Company’s internal name for the approval
workflow.

B. Last Updated Date: This field contains the last time the account was updated.
Typically, this is the date when the invoice was sent for approval, as this process is
considered an update.

C. Approved Date: This field contains the date the invoice was approved by the listed
approver(s).

D. Rejected Date: This field contains the date the invoice was rejected by the listed
approver(s).

E. Approvers: This field contains the approvers included in the workflow. If multiple
approvers are listed, all must approve the invoice before it can be processed in
Corpay Complete.

F. Status: Clicking the Status link opens the Approval Details dialog. It displays the
approver name and email, the date the approver email was sent or the date the
invoice was approved/rejected, the status, and any notes.

Approval Details x

Approver  Corpay Test
(approved by Corpay Test)
Date  01/14/2025 11:47 AM EST
Status  Approved (.

Notes  No notes available.
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o Status Options:

= Sent: This Status means that an approval email was sent for the invoice.
The approver will automatically get a reminder email every seven days to
approve the invoice.

= Approved: This Status means that the invoice was approved.

= Rejected: This Status means that the invoice was rejected.

S
. Resend Request: Click the Resend Request "4 icon to send another approval
email notification to the approver.

. View: Click the View € icon to open the Approval Details dialog. This is the same
information that is displayed when clicking a Status in the Status column.

Delete: Click the Delete U icon to delete the listed approver. Users are first asked
to confirm deletion of the approver on the Confirm dialog. After clicking OK, the
approver is deleted.

Confirm

Are you sure you want to delete this approver?
s N i 5
Cancel |
. ) K y

Restart: Click this button to restart the entire approval workflow.

o After clicking OK on the Confirm dialog, a Reset success message will display.

o All approvers in the workflow will receive an email notification requesting invoice
approval, initiating the approval process again.

. Request Approval: Click this button to open the Request Approval dialog, which
enables users to select an additional approver or add one if none exists.

Preview Workflow: Click this button to open the Workflow Preview dialog, which
displays all approval steps in the approval workflow.

Workflow Preview x
Approval Steps Approvers
Step 1 Test
Step 2 Corpay Test
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M. Delete: Click the Delete U icon to delete the entire workflow. The Confirm dialog
will display, asking if the user wants to delete the entire approval workflow.

o Ifthe user clicks OK, the approval workflow is deleted.

Note: Staff users do not have access to the Delete icon. Deleting an approval
workflow from an invoice will not change Company settings for automatically
configured approval workflows.

Confirm

Are you sure you want to delete the approval workflow?

Purchase Orders

The Purchase Orders tab displays information about purchase orders that are linked to the
invoice.

Purchase Orders  Accruals Payments Credit Memos  Item Receipts  Budgets  Transactions

[ RECENTLY UPDATED see all purchase order(s)» Q

D] e 7] G) Q o

Number Status Date Applied Amount Gross PO Balance Open PO Balance Acerual Balance Invoice Balance

PO- 12792 (_oeen ) 04/10/2025 $100.00 $50.00 $50.00 $000 $150.00

A. see all purchase order(s): Click the see all purchase order(s) link to open the
Purchase Orders grid.

B. Number: This column displays the purchase order number. Click the Number link to
open the Purchase Order Details page.

C. Status: This column displays the status of the purchase order.
D. Date: This column displays the purchase order submission date.

E. Applied Amount: This column displays the amount of the purchase order that was
applied to the invoice.

F. Gross PO Balance: This column displays the gross purchase order balance.
G. Open PO Balance: This column displays the open purchase order balance.

H. Accrual Balance: This column displays the balance of the accrual that is connected to
the purchase order.
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I. Invoice Balance: This column displays the invoice balance.

Accruals

The Accruals tab displays information about accruals that are connected to the invoice.

Purchase Orders ~ Accruals Payments  Credit Memos  Item Receipts Budgets  Transactions

[ RECENTLY UPDATED see all accrual(s)>

o (C) 0] £ @ G Q 0 o

Number Campaign Status Date PO Number Amount Open PO Balance Accrual Balance Invoice Balance

AC-13612 ‘ CLOSED ‘ 10/23/2024 PO-3287 $23.00 $42.00 $0.00 $0.00

A. see all accruals: Click the see all accruals link to open the Accruals grid. The
Accruals grid will display all accruals associated with the invoice.

B. Number: This column displays the accrual number. Click the Number link to open the
Accrual Details page.

C. Campaign: This column displays the campaign number associated with the accrual if
present. Click the Campaign link to open the Campaign Details page.

D. Status: This column displays the accrual status.

E. Date: This column displays the accrual date.

F. PO Number: This column displays the number of the purchase order associated with
the accrual. Click the PO Number link to open the Purchase Order Details page.

G. Amount: This column displays the accrual amount.

H. Open PO Balance: This column displays the open balance of the associated
purchase order.

I. Accrual Balance: This column displays the accrual balance.

J. Invoice Balance: This column displays the invoice balance.
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Payments

The Payments tab displays payments associated with the invoice.

Purchase Orders  Accruals | Payments | Credit Memos  Item Receipts Budgets  Transactions

[Z Recently Updated see all payment(s) 3

0 E © 6

Payment Number Payment Method Type Status Date Applied Amount Reference Number

©

PAY-110492 Mastercard ‘ VOID - 05/30/2025 $10.00 EQ00317

PAY-111648 Mastercard ‘: PROCESSING ' 06/25/2025 $10.00 E000328

A. see all payments: Click the see all payments link to open the Payments grid, where
users can review all payments associated with the invoice.

B. Payment Number: This column displays the payment number. Click the Payment
Number link to open the Payment Details page.

C. Payment Method Type: This column displays the type of payment method used for
the payment, such as Mastercard® or Check.

D. Status: This column displays the status of the payment, such as Processing or Void.
Refer to the Payment Statuses section of the Corpay Complete Payments Module
User Guide for more information about payment statuses.

E. Date: This column displays the date when a payment was created.

F. Applied Amount: For Card payments, the Applied Amount reflects how much of the
invoice was charged to the Card. If the invoice is paid by other methods (e.g., ACH,
check), the field still represents the portion of the invoice that has been covered by the
payment.

G. Reference Number: This column displays the payment’s reference number, which is
used for tracking and reconciliation. The Reference Number on payment records
refers to the payment transaction itself, not the invoice Reference Number. If a
Customer does not provide a payment reference number, the system generates one
automatically.
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Credit Memos

The Credit Memos tab displays all credit memos associated with the invoice. This tab may be
empty if no credit memos are applied to the invoice.

Purchase Orders  Accruals  Payments | Credit Memos | lem Receipts Budgets Transactions

[ Recently Updated see all credit memo(s) » Add Credit Memo v
C) D (E ) ] G
Payment Number Status Date Applied Amount Reference Number

CM-48417 (__aePuED ) 02/24/2025 $85.00

CM-114221 (_aPPLED ) 08/19/2025 $14.00

A. see all credit memos: Click the see all credit memos link to open the Credit Memos
grid where users can view all credit memos connected to the invoice and Vendor.

B. Add Credit Memo: Click the Add Credit Memo button to open the Add Vendor Credit
dialog, where users can add a new credit memo.

Credit memos added using the Add Credit Memo button in this section will
not appear on the remittance.

*

C. Payment Number: This column displays the credit memo number. Click the Payment
Number link to open the Credit Details page.

D. Status: This column displays the status of the credit memo.
E. Date: This column displays the credit memo date.

F. Applied Amount: This column displays the amount of the credit memo that has been
applied to the invoice.

G. Reference Number: This column displays the reference number for the credit memo.
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Item Receipts

The Item Receipts tab displays information about receipts that are connected to an invoice.

Purchase Orders ~ Accruals  Payments  Credit Memos  Item Receipts  Budpgets  Transactions
A C (C D) e P G m—
Recelpt # PO# Date Vendor Item(s) Qty Receipt Amount
RC-153888 4-12805 (] 04/11/2025 Pratiksha-001 Multiple 2 $544.00
e re—r, e P e sreree]

A. Receipt #: This column displays the receipt number. Click the Receipt # link to open
the Receipt Details page.

B. PO #: This column contains the number of the purchase order associated with the
receipt. A green checkmark indicates that the item receipt was received.

Date: This column displays the receipt date.

Vendor: This column displays the name of the Vendor from the receipt.
Item(s): This column displays the number of items from the receipt.
Qty: This column displays the quantity of items from the receipt.

Receipt Amount: This column displays the receipt amount.

I & mmOoO o

Add Receipt: Click the Add Receipt button to open the Log New Receipt page, where
users can add a new receipt to the invoice and purchase order.

Budgets

The Budgets tab contains information about budgets that are connected to the invoice.

Purchase Orders  Accruals Payments Credit Memos Item Receipts Budgets Transactions

[ RECENTLY UPDATED see all budgetss o

0 C] © ) G © H

Budget Label Budget Code Start Date End Date Status Budget Amount Balance Amount

Testing Budget 2345234326 09/10/2023 03/27/2024 ‘ CLOSED ' $10,000,000.00 $0.00

A. see all budgets: Click the see all budgets link to open the Budgets grid, where users
can review all budgets.

B. Budget Label: This column displays the budget label. Click the Budget Label link to
open the Budget Details page.

C. Budget Code: This column displays the Customer-specific coding for the budget.
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Start Date: This column displays the start date of the budget.
End Date: This column displays the end date of the budget.
Status: This column displays the status of the budget.

Budget Amount: This column displays the budget amount.

& mmo

Balance Amount: This column displays the balance of the budget.

Transactions

The Transactions tab displays information about transactions related to the invoice.

Purchase Orders  Accruals Payments CreditMemos Item Recelpts Budgets Transactions

<2 TRANSACTIONS

0 (5] [C] ® 6 G (G} H)

Transaction ID Trans Type Purchase # Date Merchant Category Status Amount

A

Transaction ID: This column displays the unique identifier for the transaction.
Trans Type: This column displays the type of transaction.

Purchase #: This column displays the purchase number for the transaction.
Date: This column displays the transaction date.

Merchant: This column displays the merchant associated with the transaction.
Category: This column displays the category associated with the transaction.

Status: This column displays the transaction status.

T oM mOoUoO® P

Amount: This column displays the transaction amount.

Invoice Status Meanings

Corpay Complete provides multiple invoice statuses to let users know where each invoice exists
in the invoice processing timeline. These statuses are outlined in the following table.

Definition

The Active status means that the invoice has been approved

Active
or has an open balance.
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Status Definition

The Approved status means that the invoice has been

Approved approved by approvers.
The Closed status means that the invoice has been closed,
Closed either because it does not require payment or was created
mistakenly.
The Draft status means that the invoice is in a draft state
Draft
and has not been sent to approvers.
The New status means that a Vendor or administrator user
N recently added the invoice.
ew
Note: The New status is not pushed to ERP systems.
The Open status means that the invoice was approved with
Open an open balance and is waiting to be connected to a
purchase order or accrual.
Paid The Paid status means that the invoice has been paid.

Paid (Processing)

The Paid (Processing) status means that a payment has
been made against the invoice, but the payment is still in
transit or still pending.

Payable

The Payable process does not display in the Status column
of the All Invoices grid. If Payable is selected from the
Status drop-down, invoices with a status of Open will
display.

Pending

For Companies that use invoice approval workflows, the
Pending status means that the approval workflow has
started but not all approvals have been received.

Rejected

The Rejected status means that an approver or
administrator user has rejected the invoice.

Unpaid

The Unpaid status does not display in the Status column of
the All Invoices grid. If Unpaid is selected from the Status
drop-down menu, invoices with a status of Open or Pending
will display.
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Recurring Invoices Tab

The Recurring Invoices tab is where users can create, view, edit, and delete recurring
invoices.

Recurring invoices are useful for Customers who have regular, ongoing payments. These
invoices can automate payments like subscriptions, rent, or utility bills, which can save time and
reduce administrative tasks. Corpay Complete allows customization of recurring invoices by
setting the frequency, amount, and end date to meet specific business requirements.

AllInvoices  Recurring Invoices  Inbox  Pay Invoices  File Uploads

§ Quck Fiters”
Vendor

On/Off @

«

Name Frequency #Invoices Created Next Creation Date End Date Amount Actions

suopoy

v v A A T | | mm-dd-yyyy T | | mm-dd-yyyy v v

Test Vendor Invoice-111 MONTHLY o 08/27/2024 $100 oW |

(o [ -] =
g

ing invoit 3

(ofi [ -] Corpay Test My recurring invoice WEEKLY 31 09/30/2024 $100 oW | 3
- PN P Y » . P v [P ON  _ yr ™ e Pt . ”~” A A o et o

Recurring Invoices Grid

The Recurring Invoices grid is where users can view and edit existing recurring invoices and
add new ones.

All lnvoices  Recurring Invoices  Inbox  Pay Invoices  File Uploads

A 5 ®

4§ Quick Filters ™ + Add Y
On/Off @ Vendor Name Frequency # Invoices Created Next Creation Date End Date Amount Actions >
o

4 4 4 4 4 mm-dd-yyyy T mm-dd-yyyy | T 4 3
(ot ] -] Test Vendor Invoice-111 MONTHLY 0 06/27/2024 $100 [CWA' =
(N

(ot ] -] Corpay Test My recurring invoice WEEKLY 31 09/30/2024 $100 [CWA | 3

e e ey

A. Quick Filters: Select the Quick Filters drop-down to choose from the following options:

¢ Clear Filters: Click Clear Filters to clear all filters from the Recurring Invoices
grid.

¢ Reset Grid: Click Reset Grid to reset the Recurring Invoices grid to its default
state.
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.+ Add: Click the + Add button to add a new recurring invoice.

. Toggle Filter: Use the Toggle Filter Y icon to show or hide filter fields in the grid.

. On/Off: Select the On/Off toggle to turn recurring invoices on or off.

Note: Existing invoices that are turned off will still be viewable but future invoices will
not be generated.

. Vendor: This column displays the Vendor’s name. Click the Vendor link to open the
Vendor Details page.

Name: This column displays the name of the recurring invoice. Click the Name link to
open the Recurring Invoices Details page.

. Frequency — This column displays the frequency for the recurring invoice.

. #Invoices Created: This column displays the total number of invoices that have been
created for the recurring invoice.

Next Creation Date: This column displays the next date when invoices will be
generated.

End Date: This column displays the date when the recurring invoices will stop.

. Amount: This column displays the invoice amount.

. Actions (column): This column displays the following options:

e View: Click the View @ icon to open the Recurring Invoices Details page.

e Edit: Click the Edit ¢ icon to edit the invoice on the Edit Recurring Invoice page.

o Delete: Click the Delete o icon to delete the recurring invoice.
. Actions (button): Use the Actions button to clear filters or export data from the grid.

. Columns (button): Use the Columns button to adjust which columns are visible in the
grid.
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Recurring Invoice Details Page

This section describes how to navigate the Recurring Invoices Details page and explains the

information available across its tabs.

The Recurring Invoices Details page is accessed from the Recurring Invoices grid by clicking
the Name link or View icon in the Actions column.

All Invoices  Recurring Invoices  Inbox  Pay Invoices  File Uploads r
— 7
& Quick Filters~ m f Y
4
On/off ® Vendor Neme Y Actions =
y :
g T My recurring invoice ¢ 3
+
Corpay Test My recurring invoice j ® 7 w =
g
c
3 3
F
-
Recurring Invoice / Recurring Invoices
2’Recurring - My recurring invoice 2/ Editinvolos
Invoice Info Line Items Expensos GL Impact Payment Method
Vendor Corpay Test Amount  $25 Frequency WEEKLY
Vendor ID Corpay Test Currency Code USD Start Date  01/23/2026
Subsidiary Test 54 Payment Mathod Type End Date  02/27/2026
Payment Terms  Dua on raceipt Next Invoice Date  01/26/2026
Submit Date  01/23/2026
Submitter Karalee Rhoten -
at 01/23/2026
Submitter Type COMPANY
Requestor

i P e i L e e P
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Invoice Info Tab

The Invoice Info tab displays general information about the recurring invoice.

Note: To edit information on the Invoice Info tab, click the Edit Invoice button.

Recurring Invoice / Recurring Invoices

@ Recurring - My recurring invoice A
Invoice Info Line ltems Expensas GL Impact Payment Method
9 Vendor Corpay Test G Amount $25 m Frequency WEEKLY
O Vendor ID  Corpay Test G Currency Code  USD m Start Date 01/23/2026
(@) suvsidiary Test 54 © Payment Method Type (@Fravate 0272712026
m Payment Terms  Due on receipt 0 Next Invoice Date  01/26/2026

o Submit Date  01/23/2026
o Submitter Karalee Rhoten -

at01/23/2026
0 Submitter Typa COMPANY

o Requestor

A. Edit Invoice: Click the Edit Invoice button to open the Edit Recurring Invoice page.
Note: This button is available on all tabs on the Recurring Invoices Details page.

B. Vendor: This field displays the Vendor’s name. Click the Vendor link to open the
Vendor Details page.

C. Vendor ID: This field displays the unique identifier for the Vendor.

D. Subsidiary: This field displays the subsidiary for the Vendor.

E. Amount: This field displays the recurring invoice amount.

F. Currency Code: This field displays the currency code for the recurring invoice.

G. Payment Method Type: This field specifies the payment method type to be used for
the recurring invoice.

H. Payment Terms: This field displays the payment terms for the recurring invoice.

I.  Submit Date: This field displays the submission date for the recurring invoice.



v 0Oz

Submitter: This field displays the name and email address of the person who created
the recurring invoice, along with the creation date.

Submitter Type: This field will either say Company or Vendor. Invoices submitted
through the Vendor Portal will always say Vendor.

Requestor: If the recurring invoice was requested by a staff user, their name will
display in this field.

. Frequency: This field displays the frequency of the recurring invoice:

o Weekly
¢ Monthly
e Quarterly

Start Date: This field displays the start date for the recurring invoice.
End Date: This field displays the end date for the recurring invoice, if any.

Next Invoice Date: This field displays the date when the next invoice will be created
for the recurring invoice.

Line ltems Tab

The Line Items tab displays information about line items for the recurring invoice.

* To edit information on the Line Items tab, click the Edit Invoice button. Then,

oo w

nom

click the Line Items tab on the Edit Recurring Invoice page.

Invoice Info Expenses  GLImpact  Payment Method
Item # Unit Price Qty Amount Tax Total

5002--Material $158.25 1 $15825  $12 $170.25

Item #: This column displays the item number and name.
Unit Price: This column displays the unit price for the line item.
Qty: This column displays the quantity of the line item.

Amount: This column displays the line item’s amount, which is calculated based on the
Unit Price and Qty fields.

Tax: This column displays the tax on the line item.

Total: This column displays the total amount of the line item, which is calculated
based on the Amount and Tax fields.
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Expenses Tab

The Expenses tab records the accounts funding the invoice. The entries on the Expenses tab
are created during the invoice creation process.

To edit information on the Expenses tab, click the Edit Invoice button. Then,
click the Accounts tab on the Edit Recurring Invoice page.

Invoice Info  Line ltems GL Impact  Payment Method
Tax

Account Type Account Amount Department Business Unit  Location  memo

Debit Account -Vendor Prepayment $0 $90

A. Account Type: This column displays the type of account for the expense.

B. Account: This column displays the account associated with the invoice expense. It
includes the GL code and the description of the code.

C. Tax: This column displays the tax associated with the invoice expense.

D. Amount: This column displays the amount of the invoice expense.

E. Department: This column displays the department associated with the invoice
expense.

F. Business Unit: This column displays the business unit associated with the invoice
expense.

G. Location: This column displays the location associated with the invoice expense.

H. memo: This column displays additional notes or information about the invoice
expense.
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GL Impact Tab

The GL Impact tab provides a detailed view of how invoice payments affect the general ledger
(GL), ensuring financial accuracy and transparency across departments, business units, and
locations.

To edit information on the GL Impact tab, click the Edit Invoice button. Then,
click the Accounts tab on the Edit Recurring Invoice page.

nvoice Info  Line ltems  Expenses | GLImpact | Payment Method
Business
Account Type  Account Amount Department Unit Location Project Category memo
e M e 01: S . S
Debit Manufacturing $170.26 Manufacturing Services San Parking Lo.t Parking lot
Account Expenses Francisco Construction expenses
Credit o 01: San TESTEXPENSE
E a 170.25 Ma .
Aecoant -Accounts Payable $170.25 Manufacturing Services Eomiaon CATEGORY
e e

A. Account Type: This column displays the type of GL account.

o Debit Account: This field displays the general ledger account used for debit entries
associated with the recurring invoice.

¢ Credit Account: This field displays the general ledger account used for credit
entries associated with the recurring invoice.

B. Account: This column displays the GL code and the description of the code.
C. Amount: This column displays the invoice amount.
D. Department: This column displays the department to which the invoice is connected.

E. Business Unit: This column displays the business unit to which the invoice is
connected.

F. Location: This column displays the location to which the invoice is connected.
G. Project: This column displays the project associated with the invoice.
H. Category: This column displays the category associated with the invoice.

I. memo: This column displays additional notes or information about the invoice
expense.
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Payment Method Tab

The Payment Method tab allows users to view the payment information that was or will be used
to pay the recurring invoice. This information is obtained from the vendor's designated payment
method.

Invoice Info Line ltems Expenses GL Impact | Payment Method |

Bank Type Account Type Currency Bank Address
Check checking usD Corpay Test San Francisco, CA 94716

A. Bank: This column displays the name of the bank or financial institution used to pay the
invoice.

B. Type: This column displays the type of payment method.
C. Account Type: This column displays the type of account.
D. Currency: This column displays the currency for the payment method.

E. Bank Address: This column displays the address of the bank or financial institution.

Additional Coding Fields

If a Company is configured for custom and additional coding fields, and those fields are found
on an invoice, the Additional Coding Fields panel displays information about those custom
fields.

*

The information in the Additional Coding Fields panel will vary depending
on Company configuration.

= ADDITIONAL CODING FIELDS
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Invoices History

The Invoices History tab shows a list of all invoices that were created from the recurring

invoice.
| INVOICES HISTORY

Number Status PO Numbers Date Amount
INV-497192 (__PENDING ) 10/14/2025 499
INV-438083 (. wew ) 12/30/2025 499

e NV ey W T R N e e PGS
M [ i) dur et 44
INV-497522 ( wew ) 11/25/2025 499
INV-498218 (_ wew ) 01/13/2026 499

A. Number: This column displays the invoice number. Click the Number link to open the

Invoice Details page.

Status: This column displays the status of the invoice.

PO Numbers: This column displays the purchase order number(s) that are connected
to the invoice if applicable.

Date: This column displays the date when the invoice was created.

Amount: This column displays the invoice amount.
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Inbox Tab

The invoice Inbox tab and Inbox Details pages serve as a centralized platform for uploading,

managing, and processing invoices. These pages are used to review and process invoices that
have a status of New.

When invoice files are uploaded, they first display in the Processing Uploads area of the Inbox
tab, where users can monitor upload progress, review processing statuses, and identify newly

uploaded files before invoice review begins. Depending on a Company’s Auto Start Invoice

Workflow settings, new invoices are automatically submitted to the default approval workflow or
remain in the invoice Inbox until they are processed.

This document provides information about the new invoices Inbox, which may
not be visible to all Companies. These differences are due to Company-
specific configuration settings that determine which features are enabled. For
any inquiries about gaining access to the new invoice Inbox, contact the

Corpay Complete Support Team at accountmanagement@corpay.com.

All Invoices

Y/ ADVANCE FILTERS

Recurring Invoices

Inhm(G Pay Invoices

O INV-18514
O INV-18513
ey

e e

O | 118465

Number ~, ~ PO Numbers

1o Lu028

~  Vendor

File Uploads

~  Vendor Address

[ == Bulk Action + ] [ ¥ Quick Filters - ] > start &g Vendor Not Found

Date

04/28/2025

04/28/2025

s

03/24/2025

Due Date

05/28/2025

05/28/2025

Uy o

04/23/2025

v Submit Date

04/28/2025

04/28/2025

D1 -

03/24/2025

s000
so00 [NEW ]

DO | AEW

=R |

=N |

2 AW

¢ Invoices appear on the All Invoices page when their status changes to Pending.

e Aninvoice is available on the Pay Invoices tab when the invoice status changes to
Open, and the Vendor has a valid payment method on file.
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Advance Filters

The Advance Filters panel is where users can apply advanced filters to search for invoices in

the Inbox grid.

All Invoices  Recurring Invoices Inbuxo Pay Invoices  File Uploads

Test create Project Manufacturing

Y/ ADVANCE FILTERS Fal
Start Date G End Date e Date Type @
Locations G Subsidiaries @

01: San Francisco TestSubA Q Search G

N Test Sub B
01: San Francisco : QA Hold
test-sub-27-02
01: San Franci old : Test
O1: San Frand iving Ins test-cub 27.02-01 m
: oo g nsp TESTSUB3 & Clear

0O1: San Francisco : sf

Project Name o Department Name o Custom Fields @ @

- select — v

Test Pro

Test Project on 1
Test Pull Project
TestingProject

Production : Assembly
Production : Fabrication
Sales

A. Show/Hide: Click the Show “ icon to show the Advance Filters panel. Click the
Hide #\ icon to hide the Advance Filters panel again.

B. Start Date: Click the calendar widget 3 to search for invoices with a specific start
date.

C. End Date: Click the calendar widget 3 to search for invoices with a specific end
date.

D. Date Type: Select the Date Types drop-down to filter invoices by a specific date type:
¢ Invoice Date
e Due Date
e Submit Date

E. Assigned Queue: Select the Assigned Queue drop-down to search for invoices in a
specific Inbox queue.

F. Locations: Click a location to filter invoices by location.
Note: Hold the CTRL key and click to select multiple locations.
G. Subsidiaries: Click a subsidiary to filter invoices by subsidiary.
Note: Hold the CTRL key and click to select multiple subsidiaries.
H. Vendors: Key in a Vendor name to filter invoices by Vendor.
I. Project Name: Click a project name to filter invoices by project.

Note: Hold the CTRL key and click to select multiple projects.
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J. Department Name: Click a department name to filter invoices by department.
Note: Hold the CTRL key and click to select multiple departments.

K. Custom Fields: If custom fields are enabled, use the Custom Fields drop-down to filter
by value.

L. Search: Click Search to apply the selected filters and display the relevant invoices in
the Inbox grid.

M. Clear: Click Clear to clear all Advance Filters.

Action Area

The top of the Inbox tab contains several action buttons.

All Invoices  Recurring Invoices |anX° Pay Invoices  File Uploads

Y/ ADVANCE FILTERS

(A] (B ®© 0 ()

A. Bulk Action: Select the Bulk Action drop-down to:

o Create or reset an approval workflow.

e Force synchronization to the connected ERP system.
B. Quick Filters: Select the Quick Filters drop-down to:

o Clear all filters in the Inbox grid.

o Reset the Inbox grid to its default state.

C. Upload: Click the Upload button to upload invoice files. The following file types are
supported in Corpay Complete:

e PDF

e Excel (XLSX)

e CSV

o Image (PNG, JPG)
e Text

After upload, files begin processing automatically and display in the Processing
Uploads grid until processing is complete and the invoices become available for
review.

D. Start: Click the Start button to access the first invoice in the Inbox Details page
queue.
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E. Vendor Not Found: Click the Vendor Not Found button to view invoices without an
associated Vendor in the Inbox grid.

F. Export Invoices: Click the Export Invoices Li_" icon to export invoices from the Inbox
grid to a CSV file.

G. Toggle Filter: Use the Toggle Filter Y icon to show or hide filter fields in the grid.

Processing Uploads Grid

The Processing Uploads grid displays uploaded invoice files and their processing
statuses after upload. This area allows users to monitor upload progress, review
processing results, and identify newly uploaded files before invoices become available for
review in the invoice Inbox.

uploaded file creates one invoice record in the invoice Inbox. If an invoice
consists of multiple pages stored as separate files, combine the files into a
single document before uploading.

I Corpay Complete processes each uploaded file as a separate invoice. One

All Invoices  Recurring Invoices Inhap Pay Invoices  File Uploads

"/ ADVANCE FILTERS v

Processing Uploads 2 Processing o 9 e @ & Mext refresh in 3s

File Name Status Status Timestamp Actions
INV-12345-14 pdf Processing 05/20/2026 10:18 AM o
INV-54321-11.pdf Processing 05/20/2026 10:18 AM o

While uploads are processing, the Processing Upload grid refreshes automatically so users can
monitor progress in near real time. Users can remain on the Inbox tab to monitor progress or
return later to continue invoice review.

If processing cannot be completed, the uploaded file remains visible in the Processing Uploads
grid with a Failed status and related processing details. Users can review the failure information,
retry the upload, or delete the file before uploading a corrected version if needed.

A. File Name: This column displays the name of the uploaded invoice file.

B. Status: This column displays the current processing status of the uploaded invoice
file. If processing fails, additional status details may display to help identify the issue.

C. Status Timestamp: This column displays the date and time of the most recent
processing status update for the uploaded invoice file.
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D. Actions: This column displays available actions for the uploaded invoice file.

o Retry: Click the Retry © icon to attempt processing the uploaded file again after
a failed upload.

o Delete: Click the Delete ” icon to remove the uploaded file from the Processing
Uploads grid. Users may delete files that are still processing or remove uploads that
failed before uploading the file again if needed.

E. Auto-Refresh Status: This column displays the automatic refresh status for the
Processing Uploads area while uploads are processing. Auto-refresh may pause when
processing is complete or when an upload fails.

Inbox Grid
The Inbox grid allows users to view, select, and filter invoices that are ready for processing.

Newly uploaded invoices may temporarily display highlighted in green in the Inbox grid to help
users identify recent uploads during processing and review.

SPUURBEY NN

Number ~; ~ PO Numbers ~ Vendor ~ Vendor Address -+ Date ~ Due Date ~ SubmitDate -~ Amount ~ Status ~  Workflow Name ~ Action v n
0 | INv-18501 04/11/2025  04/10/2025  04/28/2025 $200.00 Z o
0| INV-18362 04/22/2025  04/22/2025  04/22/2025 $2,000.00 Z o

total: $12,544.00
Total ltems: 6

4 4 1 11 » 4] || 25 Vv items per page 1-8of 6 items

A. Number: This column displays the invoice number.

B. PO Numbers: This column displays the purchase order number(s) associated with the
invoice.

Vendor: This column displays the Vendor’s name.

Vendor Address: This column displays the Vendor’s address.
Date: This column displays the date from the invoice.

Due Date: This column displays the invoice’s due date.

@ mmo O

. Submit Date: This column displays the date when the invoice was submitted to
Corpay Complete.

H. Amount: This column displays the invoice amount.
I. Status: This column is used to change the status of the invoice.

e Approved
e Open
e Paid
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e Closed
e Rejected
Note: Only invoices with a status of New display in the invoice Inbox.

J. Workflow Name: This column displays the name of the approval workflow for the
invoice.

K. Action: This column contains the following action icons:

¢ Edit: Click the Edit 7 icon to open the Inbox Details page.
A

o Message: Click the Message
Company or to a Vendor.

icon to send a message to someone in the

e Delete: Click the Delete ﬁ icon to delete the invoice.

L. Column Editor: Use the Column Editor B to adjust visible columns or export
invoice data.

M. Pagination: Use the pagination controls to view and manage information in the Inbox
grid.

N. Item Count: Use the Item Count to review how many items are displaying in the Inbox
grid.

Optical Character Recognition (OCR)

Corpay Complete uses Optical Character Recognition (OCR) technology to extract information
from invoice files that are uploaded or received by email. When an invoice enters the Inbox,
OCR automatically scans the document and identifies details such as the invoice number,
Vendor name, invoice date, due date, and amount.

OCR supports multiple invoice formats, including scanned and non-standard layouts, ensuring
that invoice data is captured accurately regardless of the Vendor’s invoice design.

If a purchase order (PO) number is not detected, Corpay Complete automatically searches for
alternative identifiers, such as Customer Reference Number, Customer Order Number, or
Requisition Number, to help match the invoice to the correct record.

During processing, the full invoice image is embedded in Corpay Complete so that users can
review the document and verify the extracted details directly from the Inbox Details page.

Note: OCR results may vary depending on the clarity of the uploaded document and Company
configuration.
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Inbox Details Page

The Inbox Details page is accessed by clicking the Start button or Edit # icon from the Inbox
tab.

This page is the primary workspace used to review, validate, and prepare invoices
submitted to the invoice Inbox. It presents invoice details and, when available, invoice
documents alongside the Invoice Form, allowing users to verify extracted data, complete
required fields, and prepare the invoice for approval and Payment processing.

The layout follows a consistent structure, with page-level notifications and controls appearing
first, followed by document review tools, the Invoice Form, and supporting panels used to
manage workflow and track changes.

¢ Previous Involce Next Involce >
Involces [ INV-012345 [ & Message ] Convert to Credit Memo Delete [ Save ~ ] m
. /'_'\_ . " . . .
Ed It lNV—01 2345 I'\.B./I Irvoice Total: $500.00  Coded Total: $500.00  Differance: $0.00
H[;j R T = M | @ Subsidiary * Vendor® (po Required)
fo
— = (oo | + & S o Honeycomb Mfg. search/select
Number” Invoice Date” Invoice Amount *
INV-012345 05/20/2026 $ 500
Status Purchase Order 2

search/select

Rejected Invoice Notice

If an invoice is rejected and returned to the invoice Inbox by an approver, a Rejected Invoice
notification displays at the top of the Inbox Details page. This notification identifies what must
be corrected before the invoice can be resubmitted.

Rejected Invoice
@ Original Submitter: Sample Admin Rejector:

This invoice was rejected and returned to the inbox with the comment: incorrect vendor please edit to Corpay. Update the invoice if needed and resubmit for approval.
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Action Area

The Action Area at the top of the Inbox Details page contains controls used to manage
invoices.

B
¢ Previous Involce Next Involce >
2 (e ] [ommr ] (o) (=) (R
Involces | INV-363886 & Message Convert ... Delete Save -
Edlt INV_363886 Ew ¢IrwoioeTotal:$200.DO Coded Total: $20000  Difference: $0.00

A. Previous Invoice: Displays the previous invoice in the queue, allowing users to move
backward without returning to the Inbox grid.

B. Next Invoice: Displays the next invoice in the queue.

C. Invoices: Returns to the Inbox tab, where users can view and select invoices from the
grid.

D. Messages: Opens the Messages panel for the invoice, where users can view or send
messages related to the invoice.

E. Convert to Credit Memo: Converts the current invoice into a credit memo for
further processing.

F. Delete: Deletes the invoice from the Inbox. This action deletes the invoice record
and should be used with caution.

G. Save: Saves changes made to the invoice without submitting it for approval or
payment processing.

¢ Clicking the Save drop-down and then clicking Save and Next saves changes and
moves to the next invoice in the queue.

[ & Message ] [Con\fert... ] [ Delete

,

Save . m
L3

Invoice Total: $200.00 Coded Total: $200. Save and Next

H. Submit: Saves changes and submits the invoice for approval or further processing
based on Company configuration.

I. Invoice Totals Summary: Displays the Invoice Total, Coded Total, and Difference
amounts for the invoice. These values update automatically as invoice coding
changes and help users verify that coded amounts match the invoice total before
submission.
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Document Manager

The Document Manager provides access to invoice documents associated with the
record, when available. From this section, users can review, upload, download, print, or remove
invoice files. The available actions may vary depending on the file type and how the invoice was
created.

I A

Page1/2 > —  00% + o O
Corpay Test INVOICE
300 Main Seranr,
Azarmn, GA 3ITTL

Phona: (E55) 555-7ER INVOICE: TN -2 2345.11

A. File Ilcon: The File icon indicates the document type and allows navigation
between pages. A line beneath the icon identifies the file that is currently displayed.

B. Attach File: Click the Attach File icon to upload one or more invoice files.
C. Download: Click the Download icon to download the invoice file(s).

D. Print: Click the Print k=i icon to print the invoice file(s).

E. Delete: Click the Delete IZI icon to delete the invoice file(s).

F. Collapse/Extend: Click the Collapse i1 icon to collapse the Document Manager.
When it is collapsed, click the Expand ¥4 icon to view the Document Manager again.
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PDF Page Manager

When an invoice document is in PDF format, the PDF Page Manager provides tools for
navigating and adjusting the document within the Document Viewer. From this section,
users can move between pages, adjust the view, and manage individual pages as needed.

INVOICE

A. Pagination: Pagination controls allow users to move between pages in the Document
Viewer when an invoice contains multiple pages:

o The Previous Page < icon displays the previous page in the document.

e The Page X of X field displays the current page and total number of pages in the
document.

e The Next Page - icon displays the next page in the document.

B. Zoom: Zoom controls adjust the size of the document within the Document Viewer,
allowing users to increase or decrease the level of detail shown on the screen:

e The Zoom Out - icon reduces the size of the PDF in the Document Viewer.

e The Zoom Percent field displays the current zoom level applied to the document.

10%

e The Zoom In * icon increases the size of the PDF in the Document Viewer.

C. Fit Window: The Fit Window * icon adjusts the document size to fit within the
visible area of the Document Viewer.

D. Rotate Counter Clockwise: The Rotate Counter Clockwise “ icon rotates the PDF
counterclockwise.

E. Rotate Clockwise: The Rotate Clockwise “ icon rotates the PDF clockwise.
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Document Viewer

The Document Viewer displays the invoice document when one is available. It provides a
visual reference for reviewing invoice details alongside the Invoice Form and reflects any

adjustments made using the PDF Page Manager.

Invoice Form

Corpay Test

INVOICE

300 Main Srest.
Atlant, GA 21772

Phone: (555) 555-78%0 INVOICE: INV-12345-11

Fae (555) 555-7891 DATE: 3/ 16/26
PO NUMBER: 19842

TCx SHIP TO:

Sample USA, Inc Sarmple LUSA, Inc

32| South Evergreen Soreet, 321 South Evergreen Street ,
Atlara, GA 21772 Atlanta, GA 31772
555.555.0100 555.555.0100

NO. DESCRIPTION qQryY PRICE AMOUNT

112 Axle Front Wheel | 1940 15.40
Spokes 3 6658 2064

The Invoice Form appears on the Inbox Details page and is the primary workspace used to
review and code invoices uploaded to the invoice Inbox. The structure and field behavior are

the same as those described in the Invoice Form section earlier in this guide. Refer to that
section for detailed information about invoice header fields, line items, general ledger coding,

and validation behavior.

Some information in the form may be populated automatically using Corpay’s OCR technology.

Extracted data points typically include the Vendor name, invoice number, invoice date, and

invoice amount. Users should review these values carefully and correct any information that is
incomplete or inaccurate before submitting the invoice. If the invoice amount is not populated or

is incorrect, it can

be keyed in manually.

Depending on two-way or three-way matching settings, invoices may be matched with purchase

orders and receipts at the header level, line level, or both, depending on Company

configuration.
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Approval Workflow

The Approval Workflow panel displays the approval structure associated with the invoice
and shows the current status of each approval step. Authorized users may review the
workflow and take actions such as adding or removing approvers depending on permissions
and Company configuration.

For more information about approval workflow behavior and notifications, refer to the
Create/Restart an Approval Workflow and Update an Approval Workflow sections.

Data Audit Log

The Data Audit Log panel records a chronological history of changes made to the invoice,
including field updates and system-generated events. This information provides traceability and
supports audit review.

For more information about how the Data Audit Log records and displays activity, refer to the
Corpay Complete Navigation and Core Features User Guide.

Pay Invoices Tab

The Pay Invoices tab is the primary workspace for reviewing and managing invoices that are
ready for payment. From this tab, users can evaluate invoice balances, review available funding
sources when applicable, and prepare invoices for approval or payment processing.

Invoices can be submitted individually or in groups for approval, included in a payment run, or
updated as needed before processing. This includes adjusting payment amounts, modifying
scheduled payment dates, and changing the payment method.

Alllnvolces  Recurring Invoices Inbo? File Uploads

[ == Bulk Action ~ ] [ & Quick Filters - ] Ly

Number  ~ Vendor ~ DueDate ~ DueStatus v Amount ~ Payment ~ PaymentDatec Available v Estimated Payment - ProcessBy ~ PaymentMethod « Action o - |
Amount Cradits DeliveryDate @ Method Type  Deadline & Currency

v

v
0 | Stage reg1.. NEW-ven-p0gi 07/21/2025  PASTDUE @ $10.00 $1000 | 09/15/2025 | $1340 10/01/2025  Check 07/02/2025  USD oW

ey - .
0 | INV_Reg08.. NEW-en-0BOS-ni 08/21/2025  PASTDUE @ $100.00 $10000 09/15/2025 | $625 10/01/2025  Check 08/04/2025  USD oW

total : total :

Totals : Total Invoices Selected : 0 Invoice Amount Selected : Payment Amount Selected

| a5 /8 » [ 25 v items per page 101- 125 of 129 items
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Invoice Payment Requirements

The following requirements must be met before an invoice is eligible for payment on the Pay

Invoices tab.

e The Vendor payment information must be entered at either the Vendor level or the
invoice level.

e The Vendor must have an Active status.

o If an approval workflow is applied, all required approvals must be received.

o |If the invoice is linked to a purchase order, the invoice must not exceed the total amount
of the purchase order.

Depending on Company configuration, invoices may be submitted for payment without a Due
Date. When this setting is enabled, the system does not assign a default value and processes
the invoice with a blank Due Date.

Action Area

The Action area at the top of the Pay Invoices tab includes several features.

All Invoices  Recurring Invoices Inbo? Pay Invoices  File Uploads

©0
P v

[ %Bulkhction- ] [ * Quick Filters - ] §

A. Bulk Action: Click the Bulk Action drop-down to pay multiple invoices.

Select one of the following options if payments are processed through the
Customer’s financial institution (Direct Banking):

O

Apply Credit and Pay: If a Vendor has available credit memos, users can apply
all or specific credit memos to the selected invoices. If the balance of the credit
memo(s) does not cover the sum of the invoices, the remaining balance can be
paid using the Vendor’s preferred payment method, such as card or check.

Submit Selected For Payment: Select invoice(s) in the Pay Invoices grid, then
choose this option to submit selected invoices for payment.

Submit Selected For Payment Run: Select invoice(s) in the Pay Invoices grid,
then choose this option to submit selected invoices for a payment run.

Submit All For Payment: Choose this option to submit all invoices for
payment.

Submit All For Payment Run: Choose this option to submit all invoices for a
payment run.
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o Mark As Paid Outside: Select invoice(s) in the Pay Invoices grid, then choose
this option to mark the invoice(s) as paid outside of Corpay Complete.

o Select one of the following options if Corpay makes payments on your Company’s
behalf (Payment Automation):

o Submit Selected For Payment Run: Choose this option to submit selected
invoices for a payment run.

o Submit All For Payment Run: Choose this option to submit all invoices for a
payment run.

o Add to Existing Payment Run: Select invoice(s) in the Pay Invoices grid, then
choose this option to submit selected invoices to an existing payment run.

o Mark As Paid Outside: Select invoice(s) in the Pay Invoices grid, then choose
this option to mark invoice(s) as paid outside of Corpay Complete.

B. Quick Filters: Click the Quick Filters drop-down to clear all filters from the Pay
Invoices grid or reset the grid to its default state.

C. Export: Click the Export td icon to export the contents of the Pay Invoices grid to a
CSV file.

D. Toggle Filter: Use the Toggle Filter Y icon to show or hide filter fields in the grid.

Pay Invoices Grid

The Pay Invoices grid shows all invoices ready for payment.

Note: Invoices for Vendors that have been marked as Paid Outside do not display in the Pay
Invoices grid.

Invoice Overview and Payment Timing

This section describes the columns used to identify invoices, review due dates and payment
timing, and monitor invoice amounts and discounts.

All Invoices  Recurring Invoices Inbo? Pay Invoices | File Uploads

[ E Bulk Action ~ ] [ ’ Quick Filters = ]

5] e o e ] © Q 0
Numbser w  Vendor «  Due Date +  Due Status « Estimated Delivery Amount « Original Amount - Awvailable Discount.. External Payment w
Date & Number

06/02/2026 $100.00 $5.00

retumn_fila_test ...

Test_Pay ven-5

A. Number: This column displays the invoice number. Click the invoice Number link to
open the Invoice Details page.
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B. Vendor: This column displays the Vendor’s name. Click the Vendor Name link to open
the Vendor Details page.

C. Due Date: This column displays the invoice’s due date.

D. Due Status: This column displays the due status of the invoice:

o New: The invoice was created within the last seven days.
e Due Soon: The invoice due date is within seven days.

e Due Today: The invoice is due today.

e Past Due: The due date for the invoice has passed.

E. Estimated Delivery Date: This column displays the estimated date when the vendor
should receive the payment.

Note: Delivery dates are estimated due to potential system failures and varying USPS
delivery schedules.

F. Amount: This column displays the invoice amount.
G. Original Amount: This column displays the original amount of the invoice if applicable.

H. Available Discount: This column displays the available discount amount for the
invoice.

I. External Payment Number: Identifies invoices and credit memos that should be
grouped into the same payment when the Group Invoices by External Payment
Number setting is enabled. This value also supports payment reconciliation across
related transactions.

Payment Processing and Actions

This section describes the columns used to review payment scheduling information, available
credits, payment method details, and invoice actions.

o o o o o ® ® o
Payment Amount .- Process By Deadline Payment Date « MAwailable Credits .~ Payment Methed .- PaymentMethod . Action - n
i ] Type Currency
$100.00 05/14/2026 $30 Chack uSsD @ 0

J. Payment Amount: This column displays the payment amount.

K. Process By Deadline: This column contains a recommendation of when to approve
the payment run(s) so that funds reach the Vendor by the invoice Due Date.

L. Payment Date: This column displays the date when the payment is scheduled to be
processed based on the selected Payment Method Type.

M. Available Credits: This column displays the available credits for the invoice.
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N. Payment Method Type: This column displays the type of payment method that will be
used for the payment.

O. Payment Method Currency: This column displays the currency for the payment
method.

P. Action: The Action column displays the following options:

e View: Click the View @ icon to open the Invoice Details page.

e Delete: Click the Delete ﬂ icon to delete the invoice.

e Submit for Payment Approval: Click the Submit for Payment Approval icon to
submit the invoice for payment approval.

Note: Submit for Payment Approval icons vary depending on the invoice Payment
Method Type. These icons are only available to Direct Banking Customers.

o Check@
o Virtual Card =

o AcH©
o Cross-Border

Q. Column Editor: Use the Column Editor E to adjust visible columns or export
invoice data.

Pay Invoices Grid — Totals

The bottom of the Pay Invoices grid includes a Totals row that gives users additional
information when paying invoices.

Number ~  Vendor « VendorAddress - DueDate ~ DueStatus +~ Amount « Available v Payment - PaymentDate- Available v Estinfal
: Discount Amount Credits Delivery |

e 04 - T

0 total : $300 total: 0 total : $300 e

Totals : Total Invoices Selected : 3 Invoice Amount Selected : $300 Payment Amount Selected : $300

B 4 2 12 » ] 95 items per page 26 - 32 of 32 items

A. Total Invoices Selected: This row displays the total number of invoices selected
across multiple pages.

B. Invoice Amount Selected: This row displays the total amount of invoices selected
across multiple pages.

C. Payment Amount Selected: This row displays the total payment amount of selected
invoices across multiple pages.
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File Uploads Tab

The File Uploads tab allows users to upload structured files and review file processing results.
Available file types depend on Company configuration and include payment files and invoice
files.

Payment files can create invoice-related records from the same upload and, depending on
Company configuration, may also support payment run creation. Invoice files create invoice
records that follow the Company’s standard invoice review, approval, and payment workflow
after they are created.

Users can select either standard file templates or customized file templates. Customized file
templates must be configured by the Corpay Implementations Team for the Company before
they can be used in Corpay Complete.

AllInvoices  Recurring Invoices  Inbox  Pay Invoices  File Uploads

All File Uploads Upload File
4 Quick Filters~ Y
File Name Status @ FilaType T Upload Date File ID Actions if
2
T Y | | Standard Invoice T T T E
-l
invoice_listing_report 2025012205 COMPLETED STANDARD Invoice 01/29/2025 1:04 AM 15441 :;
o
7 o _W' - W Sk K209 5

ama ayl .« Cap ot oy, 0+ smvaFAwco S R vice 1e, W0f oo 24 1201 AM obr . .

<

1 12 25 | items per page 110 25 from 40

The top of the File Uploads tab contains several features.

All Invoices ~ Recurring Invoices  Inbox  Pay Invoices  File Uploads

All File Uploads Upload File

4 Quick Filters~ 0 ev

A. Quick Filters: Select the Quick Filters drop-down to clear all filters from the File
Uploads grid or reset the grid to its default state.

B. Upload File: Click the Upload File button to upload an invoice or payment file.

C. Toggle Filter: Use the Toggle Filter Y icon to show or hide filter fields in the grid.



All File Uploads Grid

The All File Uploads grid displays files that have been uploaded to Corpay Complete, including
invoice files, payment files, and Vendor files.

All Invoices  Recurring Invoices  Inbox  Pay Invoices  File Uploads
All File Uploads Upload File

& Quick Filters~ Y
File Name ¥ o Status @ 9 File Type T o Upload Date O File ID e Actions G f:
(2]

T T invoice T T T @ E

@
standard_invoice_template (3).csv COMPLETED STANDARD Invoice 05/06/2025 4:57 AM 17143 H
[}
=

standard_invoice_template (3).csv COMPLETED STANDARD Invoice 05/06/2025 4:06 AM 174 g
@
standard_invoice_template (3).csv COMPLETED STANDARD Invoice 05/06/2025 3:42 AM 17140

A. File Name: This column displays the name of the uploaded file. Click the File Name
link to download a copy of the file.

B. Status: This column displays the processing status of the uploaded file.
C. File Type: This column displays the template or file type used for the upload.

D. Upload Date: This column displays the date and time when the file was uploaded.

E. File ID: This column displays a unique identifier for the file upload.

F. Actions (column): Select the ellipses *** icon in the Actions column to choose from
the following options:

o Click View to open the File Details page.

¢ Click Download to download a copy of the uploaded file.

Actions
T

"en 3_ o
View h
Download -

G. Actions (button): Use the Actions button to clear filters or export data from the grid

H. Columns (button): Use the Columns button to adjust which columns are visible in
the grid.
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File Details Page

The File Details page is accessed by selecting the ellipses icon and clicking View in the
Actions column of the All File Uploads grid. This page displays processing results for the
uploaded file, including created records, records with exceptions, and possible duplicate
invoices that require review.

The File Details page displays the Possible Duplicates grid when duplicate invoices are
identified during payment file processing. Invoice files create invoice records that follow the
standard invoice review, approval, and payment workflow.

The File Details page changes based on the type of uploaded file and the file processing
results. For payment files, the page also changes based on whether possible duplicate invoices
are identified during processing. Depending on the file type and processing results, the page
displays one or more of the following grids:

e The File Items grid only, when no duplicate invoices are identified during file
processing.

o The Possible Duplicates grid displays imported invoices from a payment file that were
identified as possible duplicates.

o Both the Possible Duplicates grid and the File Items grid display when the uploaded
payment file contains both possible duplicate invoices and other processed records or
records with exceptions.

File Info Tab

The File Info tab contains a summary of the information that was created from the uploaded file.

All Invoices  Recurring Invoices  Inbox  Pay Invoices  File Uploads

standard_invoice_template (3).csv &) COMPLETED

File Info

Total records: 100 e
Total vendors created: 41
Records processed successfully: 100 e
Records pr d with jons (errors): O
Source Document ID: 17143 e

A. Total Records: This field displays the total number of records in the uploaded file.

B. Total vendors created: This field displays the total number of Vendors that were
created if applicable.
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. Records processed successfully: This field displays the number of records that

were successfully processed from the uploaded file.

Records processed with exceptions (errors): This field displays the number of
records that could not be processed because of errors.

. Source Document ID: Click the Source Document ID link to download a copy of the

original invoice file.

File Items Grid

The File Items grid displays the processing results for invoices in the uploaded file. When
duplicate invoices are identified during import, the File Items grid displays below the Possible
Duplicates grid and continues to provide the standard import results for the uploaded records.

mm o o

[ File tems @ Q m
4 Quick Filters 0 v
Row# * 0 Record Identifier e Aerts G Invoice '\Iu'nbere Invoice Extemal ID 0 Vendor ID o Actions o i

T T T k4 4 T E S
24rwd3454tr5 Vendor Created Inv-2110-polial Alez
Is]
=4
Inw-2110-polial Invoice Creatad Inv-2110-poltal '§
o
wr 1182 T S — 2110-pg D A dE
T s e auds
B Inv-2110-pol1a8 Invoice Creatad Inv-2110-pol1a8 24rwd3454tr5 LLL v
1 f2 25 | items per page 110 25 from 42

Sort: Select the Sort drop-down to filter the File Items grid by records with exceptions
or to display all records simultaneously.

Quick Filters: Click the Quick Filters drop-down to clear all filters from the File Items
grid or reset the grid to its default state.

Toggle Filter: Use the Toggle Filter Y icon to show or hide filter fields in the grid.
Row #: This column displays the row number of the record in the uploaded file.
Record Identifier: This column displays the unique identifier for the record.

Alerts: The Alerts icon displays specific information about the record, such as whether
an invoice or credit memo was created.

G. Invoice Number: This column displays the invoice number associated with the record.

Invoice External ID: This column displays the external ID from the invoice.
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I.  Vendor ID: This column displays the unique identifier for the Vendor.

J. Actions (column): Select the ellipses == in the Actions column to open the Invoice
Details page for the associated invoice.

K. Actions (button): Use the Actions button to clear filters or export data from the grid.

Columns (button): Use the Columns button to adjust which columns are visible in

the grid.

Possible Duplicates Grid

When duplicate invoices are identified during payment file processing, the Possible

Duplicates grid displays imported invoices alongside the existing invoices that triggered

duplicate detection. This view allows users to compare invoice information and determine

whether each imported invoice should continue through payment processing.

() Possible Duplicates

= Invoice Number

INV-gaw-00p00007
INV-gaw-00p0O00G

INV-gaw-00p00004
INV-gaw-00p00002
INV-gaw-00p00002

INV-gaw-00p00001

A. Bulk Actions: The Bulk Actions drop-down becomes available after one or more
invoices are selected in the Possible Duplicates grid. Select the Bulk Actions drop-
down to choose one of the following options for the selected duplicate invoices:

0 LB)
& Bulk Actions 2 ¥ Quick Filters ~
© 0o e

Vendor

Invoice Date
06/24/2026
06/24/2026
06/24/2026
06/24/2026
06/24/2026

06/24/2026

100

Invoice Amount
$10.00
$10.00
$10.00
$10.00
$10.00

$10.00

items per page

Original Invoice
INV-gaw-00p07
INV-gaw-00p06
INV-gaw-00p04
INV-gaw-00p02
INV-gaw-00p02

INV-gaw-00p01

1-6 of 6 items

P S— SR i S e I it i SN R

¢ Process Selected Invoice(s): Processes the selected duplicate invoices so they
can continue through payment run processing.

¢ Reject Selected Invoice(s): Rejects the selected duplicate invoices and

excludes them from further processing. A rejection reason is required.
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B. Quick Filters: Select the Quick Filters drop-down to reset or clear all filters from the
Possible Duplicates grid.

C. Select All: Select the Select All checkbox to select all invoices displayed in the
Possible Duplicates grid. Clearing the checkbox removes all selections.

D. Invoice Number: This column displays the invoice number from the invoice or
payment file.

E. Vendor: This column displays the Vendor associated with the invoice or payment file.
F. Invoice Date: This column displays the invoice date from the invoice or payment file.
G. Invoice Amount: This column displays the invoice amount from the imported invoice.

H. Original Invoice: This column displays the invoice number of the existing invoice
that matches the imported duplicate invoice. Click the Original Invoice link to open
the Invoice Details page for the existing invoice.

Invoice Tasks

This section contains step-by-step procedures for common invoice-related actions in Corpay
Complete. Earlier sections of this guide describe the structure, fields, tabs, and workflow
behavior of the Invoices module. Those sections provide foundational context for how
invoices function within the system, while the procedures below outline how specific tasks
are completed.

Create an Invoice Manually

Manual invoice creation is used when an invoice is not received through ERP sync, OCR,
Vendor Portal, or bulk upload and must be entered directly into Corpay Complete.

This task uses the same fields and tabs described in the Invoice Form section of this guide.
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Manual creation is typically used when:
e An invoice must be entered urgently.
e The ERP is not integrated or synchronization is delayed.
e The invoice is internal.
e A correction or exception invoice must be created.

Depending on role and Company policy, invoices may be created using the + Add or + Request
button.

admin_invoice, invoice_special, or invoice_limited_no_pay. Users who
see both + Add and + Request should follow Company policy when selecting
an option. Refer to the Roles and Permissions section for additional details.

I Access to the + Add button requires an invoice administrator role, such as

1. In the Invoices module, click the All Invoices tab.

All Invoices | Recurring Invoices \nbo? Pay Invoices  File Uploads

[ == Bulk Action - ] [ & Quick Filters - ]

2. Click the + Add button (Administrator users) or + Request button (Staff users).

All Invoices  Recurring Invoices Inbo? Pay Invoices  File Uploads

[ E Bulk Action - ] [ ’ Quick Filtars ~ ]

3. Complete required fields such as Vendor, Invoice Number, and Invoice Date. If
applicable, link one or more purchase orders before proceeding. Required fields are
indicated with a red asterisk.

Subsidiary* Vendor* (P0 Required)
Test Sub B Corpay Test2
Number* Invoice Date* Invoice Amount
INV-363985 03/13/2026 s 125
Status Purchase Order
New search/select po
i I T e o e e MR e, PSS VP NP
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4. Complete the fields on the Invoice Header tab, such as payment terms, due date,
department, location, and other classification or accounting fields as required by
Company configuration.

Line ltems  GL Accounts GL Impact

Vendor Address Discount Amount Location
-- Select Address -- $| 0
Extemal ID 2 Business Unit Bill Distribution Schedule
-- Select Bill Distribution Schedule --
Requestor Department Payment Terms *
Currency Code Due Date* Submit Date
usD 04/12/2026 MM/dd fyyyy

Discount Expire Date

Service Start Date

Service End Date

MM/dd fyyyy MM/dd fyyyy MM /dd fyyyy
Prior Period Reference Number External Payment Number
MM/dd /yyyy
Posted Date*
MM/dd/yyyy Force Sync with ERP
Kept On Hold
Do not push to ERP
Description

Attachments:

5. Click the Line Items tab, and key in pricing, quantity, and required financial
classifications. Use the + Add Line Item button to enter additional rows as needed. The
Invoice Amount field automatically updates based on the total of the line items. If line
items are not used, key in the Vendor invoice total in the Invoice Amount field.

Invoice Header GL Accounts GL Impact

Unit Price Qty Unit Tax Total Item Description Account Department Location Business Unit Project

E &L O0m 1 1 Ea $0.00 $11.00 hdmiwiral gal Payroll Liabilities

Total: $11.00

+ADD LINE [TEM ff—
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6. Click the GL Accounts tab and key in required debit and credit entries. Click the + Add
Debit Line and/or +Add Credit Line buttons to add additional entries. Ensure totals
balance before submission.

Invoice Header Line Items GL Accounts GL Impact
| Apply Usa Tax

Debit Entries

Account Tax Code Tax Sub Amount WH Tax Code WH Tax Amount Rebata Rebate Amount Total
i @ & (J 1 1050 - First Community Bank VISA  -Not Taxable- $111  $12.00 $0.00 $0.00 $131
Totak: $13n

+ADD DEBIT LINE ~f——

Credit Entries

Account Parcent Amount Memo Department Location Business Unit Category

& (0 W 1400 - IT Equipment 100 $25.11 Sample memo

+ADD CREDIT LINE - fmm——

7. Review the GL Impact tab to confirm the calculated posting structure reflects the
intended accounting impact.

WWW__\JWWW‘
Invoice Header Line ltems GL Accounts GL Impact
GL Impacts
# D+ Account Type Account Tax =
g
T T T T T 3
a
1 7062075 Cradit 1400-IT Equipment $0.00
2 7062074 Item 1400-I1T Equipment $0.00
3 7062073 Expense 1050-First Community Ba... N
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8. Attach supporting documentation if required using the upload option in the Attachments
area of the Add Invoice form.

T

o

Subsidiary* Vendor” (po Required)
v search/select v
Number® Invoice Date™ Invoice Amount *
INV-363986 03/13/2026 M $ 0
P APt o SN Bl o N P o gl
LNT0E
Description

Attachments:
B—
Additional Coding Fields
GL_ACCOUNT

9. If Company configuration includes Additional Coding fields, complete those fields as
required.

Add o

i
Subsidiary* Vendor® (PO Required)

v search/select

Mumhoshe, B et h\migg_ng:e'.,._.p-—‘u n ., Invoise Amouph” _ & . >

Attachments:

Additional Coding Fields

GL_ACCOUNT
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10. Review the invoice to confirm that the Invoice Amount reflects the Vendor invoice
total and that all required fields are complete.

pdd o

o

Subsidiary* Vendor® (Po Required)

TestSub B v Corpay Test v
Number* Invoice Date* Invoice Amount *

INV-363986 03/13/2026 - $ | 44
Status Purchase Order

New v search/select po

11. Click Submit to create or request the invoice.

pad o

Subsidiary* Vendor” po Required)
Test Sub B v Corpay Test ~
Number* Invoice Date” Invoice Amount *
T TSNP - N SN R~ PP S e
ptlwd
Do not push to ERP
Description

Attachments:

Additional Coding Fields
GL_ACCOUNT




After submission, the invoice follows the Company’s configured workflow.
o For Staff users, the invoice routes through the configured invoice approval workflow.

e For Administrator users, the approval workflow may be bypassed, and the invoice may
proceed directly to payment if all the following conditions are met:

o The Vendor is active.
o The Vendor has an active payment method.

o The invoice Status is Open.

Depending on Company configuration, the invoice may also route to the Inbox for review before
further processing.

When creating an invoice manually, users select the invoice status, which determines where the
invoice appears in the system. Depending on Company configuration, a default status may be
applied automatically. For example, if the status is set to New, the invoice appears in the invoice
Inbox rather than on the All Invoices tab.

Upload an Invoice to the Invoice Inbox

This section describes how to upload an invoice to the invoice Inbox. Uploaded invoice files are
processed and then become available for review in the invoice Inbox.

Refer to the Invoice Form section of this guide for detailed information about
fields, tabs, and validation behavior.

1. In the Invoices module, click the Inbox tab.

All Invoices  Recurring Invoices | Inbox™ | Pay Inveoices  File Uploads

Y ADVANCE FILTERS

{ %Bu\kActionv ] [ ’ Quick Filters = ] bstart & Vendor Not Found
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2. Click the Upload button.

All Invoices  Recurring Invoices  Inbox™  Pay Invoices

Y/ ADVANCE FILTERS

'

[ = Bulk Action ~ ] [ & Quick Filters ~ ] Upload

3. Inthe Upload Files dialog, complete the following steps:

Upload Files x

Drop File(s) Here

@ 5
Attachments

B INV-537221-12_pdf 9
K INV-1948605-11.pdf
E

A. Drag and drop or click Browse to select the invoice file to be uploaded.

B. Click the Remove " icon to remove the invoice from the upload.

C. Click the Save button.



4. The uploaded file(s) display in the Processing Uploads grid while processing occurs.
Processing statuses update automatically while the files are processing.

"/ ADVANGE FILTERS v
File Name Status Status Timestamp Actions
INV-1948605-11.pdf Processing 05/20/2026 11:40 AM o
INV-59722112.pdf Processing 05/20/2026 11:40 AM o

(Fowrm) (Fomm) o s
¥

5. If processing fails, the uploaded file displays a Failed status in the Processing Uploads
grid. Users can click the Retry © icon to retry the upload or click the Delete © icon to
delete the upload if needed.

Processing Uploads 2 Failed

File Name Status Status Timestamp Actions
O Failed :
INV-1948605-1.pdf Mo active INVOICE_AUTOMATION profila._setting for company 21907 05/20/2026 11:44 AM cuo
INV-59722112.pdf © Failed 05/20/2026 11:44 AM cm

Mo active INVOICE_AUTOMATION profile_setting for company 21907

b T ket T e e e S NI L e T i o WIS

6. After processing is complete, the invoice becomes available in the Inbox grid for review.
Newly uploaded invoices temporarily display highlighted in green to help users identify
recent uploads.

Number vz ~ PO MNumbers - Vendor «~ Vendor Address -~ Dste ~  Due Date «~  Submit Date ~  Amount ~ Status ~  Action - n

O | INV-5432111 16/03/2026 15/04/2026 20/05/2026 $91.36 V= |
O | INV-12345-11 2216842 16/03/2026 15/04/2026 20/05/2026 $40.04 V= |

R e e i e Al At i O VN U,
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7. Click the Start button to review all invoices or the Edit ¢ icon in the Action column to
review the uploaded invoice.

Start & Vendor Not Found
0l Y
s

~ SubmitDate ~ Amount ~ Status

[ £ Bulk Action ~ J [ ¥ Guick Filters - ]

Number vz ~ PO Numbers ~ Vendor ~ WVendor Address ~ Date

~  Due Date

$91050

O | INV-597221-..  INBX-29786 20/05/2026 19/06/2026  20/05/2026

8. The invoice is displayed on the Inbox Details page.

< Previous Involce

Involces / INV-650048

Edit INV-650048 (vew)

p[o_‘j o4 & M | @ Subsidiary* Vendor® o Requrred)
C Testsub
Page1/2 > —  100% + O O orpaylestsu w Corpay Test w
Number* Invoice Date* Invoice Amount *
e INVOICE INV-650048 06/04/2026 - s 9136

30 M S
w3

[ ® Message] [ Convert to Credit Memo ] [ Delete

)

Invoica Total: $91.36  Coded Total: $91.36

Next Invoice >

Differance: $0.00

9. If an invoice document is available, review it in the Document Viewer. Use the
Document Manager to upload, download, print, or remove files as needed. When the

document is in PDF format, the PDF Page Manager can be used to navigate between
pages and adjust the document view.

Page1/1

300 Main Sarmns,
Az, G4 31T

Faxc (5550 S55-TEW |

Corpay Test

Phone: (5550 SE5.7ER

INVOICE

INVOICE: NV 5432141
DATE: 371 8128
PO NUMEER: 121314
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10. Review invoice details such as Vendor, Invoice Number, Invoice Date, and Invoice

Amount. Update values as needed to ensure accuracy.

Subsidiary™ Vendor® (No PO Required)
Test Sub A v Corpay Test 3
Number® Invoice Date” Invoice Amount *
INV-54321-11 03/16/2026 O $ 9136
Status Purchase Order 7
New v search/select po

= M e s st il T S W

11. Click the Invoice Header tab and complete required fields such as payment terms, due

date, and other classification or accounting fields required by Company configuration.

Invoice Header Line ltams GL Accounts GL Impact

Vendor Address Discount Amount Location
Test - Sacramento X | $|0
Business Unit Bill Distribution Schedule Requestor
— -- Select Bill Distribution
Schedule -
Department Payment Terms * Currency Code
~ Due on receipt Usb

J--A._.;.._.rm...._' o ,’ - ._.' R N S Y PV P Ep N

G
Kept On Hold

Do not push to ERP

Description

W
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12. Continue reviewing the invoice in the Line Items tab to verify quantities, pricing, and any
purchase order matching. Update or match line items as needed.

Invoice Header Line tems GL Accounts

GL Impact

Unit Price Qty Unit Tax Total ltem Desecription Account Department Location Business Unit Project
& £ 01 $194 4 Ea $000 $7760 BICODO1  Summer ltem - Bike  Inventory Asset
Total: $77.60

+ADD LINE ITEM

13. Next, review the GL Accounts tab to confirm that debit and credit entries are accurate
and that the invoice is properly coded.

Invoice Header Line ltems GL Impact

GL Accounts

Debit Entries

Account Total Mamo Department Location Business Unit Project Catagory
E & & (0 W 1005-Vendor Prepayment  $91.36 Admin 01: San Francisco
Total: $91.36

+ADD DEBIT LINE

Credit Entries

Account Percent  Amount Memo  Department Location Business Unit Category

& (0 T 2000 - Accounts Payable 100 $168.96 Engineering

+ADD CREDIT LINE
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14. Review the GL Impact tab to confirm that the calculated posting structure reflects the
intended accounting impact.

GL Accounts

Invoice Header Line ltems GL Impact

GL Impacts
# D+ Account Type Account E
T T A 1 r |5
E
1 7471420 Credit 2000-Accounts Payabla
2 7471419 ltam Inventory Asset

3 TAT1418 Expensa 1005-Vendor Prepaymant

15. Review the Approval Workflow panel to confirm that the invoice is routed to the
appropriate approvers. Authorized users may update the workflow by adding or
removing approvers as needed. For more information about approval workflow behavior
and available actions, refer to the Create/Restart an Approval Workflow and Update
an Approval Workflow sections.

% APPROVAL WORKFLOW +Z Add Approval w Delete

Approval Steps Approvers Emails Actions

Requested Approval

Corpay Test

16. After reviewing the invoice, choose one of the following options:

¢ Previous Involce Next Involce >

Involces [ INV-650048 [@ Message] [ Convert to Credit Memo ] [ Delete ] Save ~ ﬁ

Ed it INV—650048 {:Ew:} Invoice Total: $91.36  Coded Total: $9@ Save and Next

A. Save to retain changes without submitting the invoice.
B. Save and Next to save changes and continue to the next invoice in the queue.

C. Submit to submit the invoice for approval or further processing.
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17. If an approval workflow is configured, the invoice status changes to Pending. If no
approval workflow is required, the invoice status changes to Open, and the invoice
becomes available for payment when all payment requirements are met.

Upload a File from the File Uploads Tab

This section describes how to upload a file from the File Uploads tab. Invoice files and payment
files can both create invoices in Corpay Complete.

Payment files are commonly used when invoices are created and prepared for payment run
processing from the same upload. Invoice files create invoices that follow the standard invoice
review, approval, and payment run workflow after they are created.

1. Inthe Invoices module, click the File Uploads tab.

All Invoices  Recurring Invoices  Inbox  Pay Invoices | File Uploads

2. On the File Uploads page, click the Upload File button.

All Invoices  Recurring Invoices  Inbox  Pay Invoices  File Uploads

All File Uploads — Upload File
v
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3. Complete the following steps in the Upload File dialog:

Upload File X

Show Default Templates o

File Type Add File Type
STANDARD Payment File (§)) v

................................................................

Drag and drop file
or

=
Accepted file types: xlsx, csv, xml, tat

standard_payment_file_template.csv @

Import Template: standard_payment_file o o
-

A. Click the Show Default Templates checkbox if a standard template will be used.

B. Select the File Type drop-down and click the desired template. In the previous
example, Standard Payment is selected.

C. Click the Import Template link to download the desired template.
Note: This option may not be displayed depending on the selected template.
D. Complete the information in the template.

Note: This step is not shown below because it occurs outside of the Upload File
dialog.

E. Click the Browse button or drag and drop the completed file into the Upload File
dialog.

F. After the file is attached, click the Upload button.

4. The Saved dialog will display, and the file will begin processing.

@ Saved X

Document Uploaded Successfully




5. The file will display one of the following status messages:

Pending Processing: The file is being processed in Corpay Complete.

e Completed: The file was processed successfully.

e Completed with Errors: Some records in the file could not be processed because of
errors.

¢ Possible Duplicates: The file contains one or more records that were identified as
possible duplicate invoices and require review.

o Possible Duplicates + Errors: The file contains one or more records that were
identified as possible duplicate invoices, and additional records in the file could not
be processed because of errors.

6. To review the file upload details, select the ellipses +** icon in the Actions column, and
click View.

All File Uploads Upload Flle
v

File Name ¥ Status @ File Type T Upload Date FlelD T Actions | F
standard_payment T T paymant T hd 7RIS T g
standard_payment_file template COMPLETED STANDARD Payment File 070172026 6:00 AM 27839 mes EH
‘kl O
=
I View I 5
@

Download
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7. On the File Details page, review the file details using the following options:

All Invoices  Recurring Invoices  Inbox  Pay Invoices  File Uploads

standard_payment_file_template.csv &) COMPLETED

File Info
Total records: 37

Total vendors created: N/A
4 fully: 37

Records processed with exceptions (arrors): 0
Source Document ID: 27839
Payment Run: 42554

B File tems ® m
o :

Invoice External ID Vendor ID Vendor Location ID I Actions

Row# T I Record Identifier Alerts Invoice Number

SLO[0Y

T T T T T T T

1 INV-1gwert34411 nvoice Created INV-Igwert34411 Ven_reg-0804-_.. L o -

Ven_reg-0904-...

suwnon

2 INV-1gwert34412 Credit Memo Created INV-Igwert34412

A. Click the Source Document ID link to download a copy of the original file.

B. Click the Payment Run link to open the Payment Run Details page. This field will
not display if a payment run is not created from the uploaded file.

C. Select the ellipses -+ icon in the Actions column and click View to open the
Invoice Details or Credit Memo Details page.

The Invoice Details page appears only if an invoice was successfully
created.

D. Use the filter fields to locate a specific record in the File Items grid.
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8. If there are errors in the uploaded file, they will display at the top of the File Items grid.
Users can also select the Sort drop-down and click Show records with exceptions to

filter the grid by item exceptions.

@ File ltems @ m

I (¥ Show records with exceptions l

% Quick Filters v () Show all records I

Row# T Record Identifier Alerts Invoice Number Invaice External ID Vendor ID Vendor Location ID Actions 55

T A T T T Ad T g
1 INV-EE-001 Invoice INV-EE-001 rejected, No Valid Subsidiary exists for Sub ID TEST1 INV-EE-001 Ven_reg-0904-001 f
2 INV-EE-002 Invoica INV-EE-002 rejected, No Valid Subsidiary exists for Sub ID TEST1 INV-EE-002 Ven_reg-0804-001 %_‘
3 INV-EE-003 Payment INV-EE-003 rejected, No Valid Subsidiary exists for Sub ID TEST1 INV-EE-003 Ven_reg-0904-001 -

9. Review the information in the Alerts column, correct the necessary details in the CSV
file, and upload the invoice file.

@ File ltems @ n
& Quick Filters ~ Y
Row# T Record identifier | Alerts Invoice Number Invoice External ID Vendor ID Vendor Location ID Actions 55

2
T T T T T T A4 2
a
1 INV-EE-001 Invoice INV-EE-001 rejected, No Valid Subsidiary exists for Sub ID TEST1 INV-EE-001 Ven_reg-0904-001 E
o]
=
2 INV-EE-002 Invoice INV-EE-002 rejected, No Valid Subsidiary exists for Sub ID TEST1 INV-EE-002 Ven_reg-0904-001 5
>
3 INV-EE-003 Payment INV-EE-003 rejected, No Valid Subsidiary exists for Sub ID TEST1 INV-EE-003 Ven_reg-0904-001
4 >
@E] 1 " [z] 25 v | items per page 1to 3 from 3
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Import Invoices in Bulk

The Import Invoices feature enables users to upload multiple invoices by uploading the invoice
information in bulk. A template is included to facilitate the process and ensure all necessary
information is captured. This section explains how to use the Import Invoices feature to import
new invoices in bulk into Corpay Complete.

1.

2.

On the All Invoices tab, click the Import Invoices th icon.

All Invoices  Recurring Invoices Inbo? Pay Invoices  File Uploads i

[ == Bulk Action ~ ] [ & Quick Filters ~ ] ’ B th V¥
Number PO Numbers Vendor Date / -n T -
R

In the Bulk import new invoices dialog, click the invoices_upload_template.xls link
to download the invoices_upload_template.

Bulk import new invoices

You can upload an Excel file to create multiple
Invoices at once.

Sample Excel file: Invoices_upload_template.xls

Select Excel File:

Choose File | No file chosen

Locate and open the downloaded invoices_upload_template.

In the invoices_upload_template, key in the information for each new invoice to be
imported.

Save the completed invoices_upload_template to your device.
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6. In the Bulk import new invoices dialog, click the Choose File button.

Bulk import new invoices

You can upload an Excel file to create multiple
Invoices at once.

Sample Excel file: invoices_upload_template.xls

Select Excel File:

sl | Choose File | No file chosen

7. The invoices from the invoices_upload_template will display in the Bulk Import new
invoices dialog.

Bulk import new invoices 4
q
{
Number ~ Date ~  Amount ~  Purchase_order n Terms ~ Vendorjd ~ Status ~ Due_date v , -
1234896 2025/04/22 32848 96743 NET 25 313121 2025/05/17 :
9648531 2025/04/22 2344 96744 NET 25 313121 2025/05/17 ,
{
9648532 2025/04/22 89947 96745 NET 25 313121 2025/05/17 ’

8. If the invoice information is incorrect, update the invoices_upload_template file, and
then click the Reset Grid button to upload the file again.

Bulk import new invoices £
1
;—
Number ~  Date ~  Amount ~ le_udst_r' ‘sloading ~ Response Msg
1234896 2025/04/22 32848 96743 ;
1
9648531 2025/04/22 2344 96744 f
4
9648532 2025/04/22 89947 96745 :
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9. If the invoice information is correct, click the Start Loading button.

Bulk import new invoices 1 m
£ Reset Grid Start Loading
Number ~ Date ~  Amount B Pt.mlmss_ordar_rf ‘nloading ~ Response Msg
1234896 2025/04/22  328.48 96743 1
.
u
9648531 2025/04/22 23.44 96744 ;
-
-
9648532 2025/04/22  899.47 96745 ’

10. The invoice data will begin uploading.

11. If the invoice data is uploaded successfully, the Uploading column will display a
Completed + icon and the Response Msg column will indicate that the invoice(s) were
created. Click the Close button to return to the All Invoices tab.

Bulk import new invoices & — E
} 3 of 3 Completed with O Errors.
Number ~ Date ~  Amount ~  Purchase_order_n Terms ~  Vendor_id ~  Status ~  Due_date ~ { “wn Uploading ~ Response Msg w
y
1234896 2025/04/22 32848 96743 NET 25 N2 2025/05/17 1 v Completeg No Errors
o
1
9648531 2025/04/22  23.44 96744 NET 25 3321 2025/05/17 ] v Completeg Mo Errors
-
[
9648532 2025/04/22  899.47 96745 NET 25 313121 2025/05/17 P v Completed No Errors
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12. If there are errors in the new information, the Uploading column will display an Error &
icon and the Response Msg column will indicate the problem with the invoice data.

Bulk import new invoices

Double click on cell to Edit and enter Valid Data

~ Date ~ Amount - Purchase order number ~ Terms
2025/04/22 32848 86743 NET 25
2025/04/22 2344 96744 NET 25
2025/04/22  899.47 96745 NET 25

v Vendorid ~ Status

313121

313121

313121

New

New

New

&

«
0 of 3 Completed with 3 Errors. J:E=RE0 Resume Loading
o«
« £ ription Uploading - Response Msg v

r; A Error status is not included in the list,

4
; A Error status is not included in the list,
( A Ermror status is not included in the list,

4

13. Double-click the cell containing an error to enable editing and correct the issue with the
invoice data. Repeat this procedure for each cell that requires updating, then click the

Resume Loading button.

Bulk import new invoices

Double click on cell to Edit and enter Valid Data

Number ~ ~ Date « Amount - Purchase_ordern Terms
88556644 2025/04/22 6511 96743 NET 25
4488512 2025/04/22 7596 96744 NET 25
3362485 2025/04/22  21.88 96745 NET 25

~  Vendor id

31311

31311

31311

~ Status

New

New

4
E
& 0 of 3 Completed with 3 Errors. Reset Grid Resume Loading
-
~ Duedsta ~ De stien Uploading ~ ResponseMsg -
-
E
f A Error status is not included in the list,
2025/05/17 4 A Error status is not included in the list,
f
o
2025/05/17 A Error status is not included in the list,
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14. The invoice data will be uploaded again. Once the invoice data is successfully uploaded,
the Uploading column will display a Completed + icon and the Response Msg column
will indicate that the invoice was created. Click the Close button to return to the All

Invoices tab.

Bulk import new invoices f — m
4 3 of 3 Completed with O Errors.
Number ~ Date ~  Amount ~  Purchase_order n {L tien Uploading ~ Response Msg w
¢
88556644 2025/04/22 6511 96743 y + Completed Mo Errors
¥
1
4488512 2025/04/22  75.96 96744 Ly v Completed Mo Errors
b
3362485 2025/04/22 2188 96745 K v Completeg Mo Errors
=

Create a Recurring Invoice

This section describes how to create a recurring invoice in Corpay Complete.

1. On the Recurring Invoices tab, click the + Add button.

All Invoices  Recurring Invoices  Inbox  Pay Invoices  File Uploads

& Quick Filters™ m A——

On/Off @ Vendor Name

A T hd

Sample Recurring Invoice #

Corpay Test
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required fields.

2. The Add Recurring Invoice page will display. Stay on the Main tab and complete the

Edit Recurring Invoice

Lineltems  Accounts

Name* o Amaunt® 9

Sample Recurring Invoice 125
Vendor® (PO Required) o

Corpay Sample Vendor v
Payment Terms® 0 Subsidiary” e

Due on Receipt w Test Subsidiary t
Service Start Date" e Service End Date” @

01/21/2025 5 04/21/2025 =
Frequency” 0 Day Of Month * 9

MONTHLY hd 1 v
Location Reference Number

-- Select Location - o v 123456 o
Company Requestor 0 Submit Date o

Karales Rhoten Q 01/21/2025 )

Discount Expire Date m

o B
i P R ¢

Discount Amount m

Note: Required and visible fields vary based on Company configuration.

A.
B.

Name — Key in the name of the recurring invoice.
Amount — Key in the recurring invoice amount.

Note: Depending on Company configuration, this field may populate from the Line
Items tab and be disabled from editing.

C. Vendor — Key in text to search or select a Vendor from the drop-down.

Payment Terms — Select the Vendor’s payment terms from the drop-down. This
field may populate automatically depending on Company configuration.

Subsidiary — This field populates based on the selected Vendor. Key in text to
search or select the drop-down to choose a different subsidiary.

Service Start Date — Click the date picker E, and select a service start date.

. Service End Date — Click the date picker E, and select a service end date.
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H. Frequency —Select the drop-down to choose a Frequency for the recurring invoice.
The invoice will be created automatically based on this setting:

o Weekly — If Weekly is selected, the following drop-down will be displayed:

o Day Of Week — Select the drop-down to choose a day of the week when
the recurring invoice will be created.

¢ Monthly — If Monthly is selected, the following drop-down will be displayed:

o Day Of Month: Select the drop-down to choose a day when the recurring
invoice will be created.

e Quarterly — If Quarterly is selected, the recurring invoice will be created
every quarter.

I. Location — Key in text to search, then select a location.
J. Reference Number — Key in the reference number for the invoice.

K. Company Requestor — Key in text to search, then select the person who is
requesting the recurring invoice.

L. Submit Date — Click the date picker 5 , then select a submit date.

M. Discount Amount — Key in a discount amount.

N. Discount Expire Date — Click the date picker 6, then select a discount
expiration date.

L S AP,

Departmant @ External ID e
- Select Department — v
Purchase Order(s) @ Description e

Attachments

ao

Drag And Drop Files Here Or

In the event that you do not provide an attachment, a PDF file will be
automatically generated for you.

Cancel m

O. Department — Key in text to search or select a department from the drop-down.

P. External ID — This field automatically populates after synchronizing the invoice
to the ERP system.
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Q. Purchase Order(s) — Begin typing the purchase order number, then select the
desired purchase order from the search results. Repeat this process for each
purchase order to be connected to the invoice.

R. Description — Key in an invoice description.

S. Attachments — Drag and drop or click Browse File to add invoice attachments. If
an attachment is not added, an invoice PDF file will be automatically generated.

3. Click the Line Items tab, then click the + Add Items button and complete the required
fields.

Main  Line ltems  Accounts

Invoice ltem Expense Total: $170.25 Total Invoice Amount: $170.25

al=)
<¢Q

ITEM1

tem Name* e Unit e Qty e Unit Price 0 Tax G

5002--Material || Unit v 1 158.256 12

Total G

$170.25

Account” @

6600 - Manufacturing Expenses - _expense v

Department 0 Location o Business Unit o

Manufacturing v 01: San Francisco v Services v

Project G

Parking Lot Construction Q
Description o
Parking lot expenses.

sbtotal  $158.25

Tax: $12.00

A. Item Name — Key in text to search, then select an item name. The Unit Price and
Total fields may populate automatically depending on Company configuration.

B. Unit — Select a unit from the drop-down.
C. Qty —Key in a line item quantity.

D. Unit Price — Depending on Company configuration, this field may populate based
on the selected Iltem Name. Otherwise, key in the Unit Price.

E. Tax - Key in a tax for the invoice item. This field may populate automatically
depending on Company configuration.
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F. Total — The Total field populates based on the Qty, Unit Price, Tax Code, and
Rebate fields.

G. Account — Depending on Company configuration, this field may populate based on

the selected Item Name. If this field is editable, key in text to search or use the
drop-down to select a different account.

H. Department — Key in text to search or use the drop-down to select a different
department.

I. Location — Key in text to search or use the drop-down to select a location.
J. Business Unit — Select the drop-down and choose a business unit.

K. Project — Key in text to search, then select a project from the search results.
L. Description — Key in a description for the line item.

M. + Add Items — Click the + Add Items button or + Add Items icon to add
another line item.

N. Delete — Click the Delete ‘ITI icon to delete a line item.

4. Click the Accounts tab and then choose one of the following options:

Add Recurring Invoice

Main  Line ltems  Accounts

O Use default accounts @ Use specific accounts

Note: Depending on Company configuration, these options may not be available.

A. Click the Use default accounts radio button to use the default accounts configured

for your Company.

B. Click the Use specific accounts radio button to configure specific accounts.
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5. If the Use specific accounts option is available and selected, complete the following
fields in the Debit Accounts panel:

Main  Line ltems  Accounts

Invoice ltem Expense Total: $170.25

DEBIT ACCOUNTS

Total Invoice Amount: $170.25

Account o

-- Search For Accounts —

Department 0

-- Select Department —-

Category @

-- Select Category —

Meme o

Percent e Amount o

v $

Location e Business Unit G

-- Select Location -- v -- Select Business Unit — h

proect @)

+ Debit Accounts

M s T,

S e i e e e s ot ¥ S Y, SR SR Lt

Note: Additional fields may display in the Debit Accounts panel depending on
Company configuration.

A. Account — Begin typing to search or use the drop-down to select a debit account.

B. Percent — Key in a percentage for the debit account. If a percentage is entered, the
Amount field will automatically populate.

C. Amount — Key in an amount for the debit account. If an amount is entered, the
Percent field will automatically populate.

D. Department — Key in text to search or use the drop-down to select a department.

E. Location — Key in text to search or use the drop-down to select a location.

F. Business Unit — Key in text to search or use the drop-down to select a business

unit.

G. Category — Key in text to search or use the drop-down to select a category.

H. Project — Key in text to search, then select a project.

I. Memo — Key in an optional debit account memo.
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J. + Debit Accounts — Click the + Debit Accounts icon or + Debit Accounts
button to add another debit account. Ensure the values in the Percent fields equal

100.
K. Delete — Click the Delete U icon to delete a debit account.

6. If the Use specific accounts option is available and selected, complete the following
fields in the Credit Accounts panel:

CREDIT ACCOUNTS 1]
00

Account o Percent e Amount” G

- - Select Account - v $
Department 0 Location e Business Unit G

-- Select Department —- -- Select Location — v -- Select Business Unit — v
Category @

-- Select Category -- v

vero (@)

+ Credit Accounts

A. Account — Key in text to search or use the drop-down to select a credit account.

B. Percent — Key in a percentage for the credit account. If a percentage is entered,
the Amount field will automatically populate.

C. Amount — Key in an amount for the credit account. If an amount is entered, the
Percent field will automatically populate.

D. Department — Key in text to search or use the drop-down to select a department.
E. Location — Key in text to search or use the drop-down to select a location.

F. Business Unit — Key in text to search or use the drop-down to select a business
unit.

G. Category — Key in text to search or use the drop-down to select a category.
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H. Memo - Key in an optional memo for the credit account.

I. + Credit Accounts — Click the + Credit Accounts button or + Credit Accounts

icon to add another credit account. Ensure the values in the Percent field(s)
equal 100.

J. Delete — Click the Delete U icon to delete the credit account.

7. Click the Submit button to create the recurring invoice.

Cancel

Add Recurring Invoice

Main  Line tems  Accounts I

Invoice Item Expense Total: $170.25 Total Invoice Amount: $170.25

R i T L = N R v N W ¥

|
=

8. The Recurring Invoices Details page will display.

Recurring Invoice / Recurring Invoices

@ Recurring - Sample Recurring Invoice #1

Invoice Info  Line ltems Expenses  GLImpact  Payment Method

Vendor Corpay Test Amount  $170.25 Frequency QUARTERLY
Vendor ID 34580 Currency Code USD Start Date 04/15/2025
Subsidiary Test Sub B Payment End Date 04/30/2025

Method Type check Next Invoice
Payment Terms 1% 10 Net 30 Date

Submit Date 04/28/2025
Submitter Corpay Test -

04/28/2025
Submitter Type COMPANY

Requestor
i T e i e R i T e S e e




9. Click the Recurring Invoice link at the top of the Recurring Invoices Details page.

Recurring Invoice / Recurring Invoices

@ Recurring - Sample Recurring Invoice #1

Invoice Info  Line ltems Expenses  GL Impact  Payment Method

L et Ferel e T N e,

10. On the Recurring Invoices tab, choose from the following options:

All Invoices  Recurring Invoices Inbox  Pay Invoices  File Uploads f
E
On/Off @ Vendor Name i Actions EE
) =
4 &
T T T 4 3
- . eeo
Corpay Test Sample Recurring Invoice : ® 7 ﬂ :
(A ' £
p =
Test Vendor Invoice-111 / ® 7 o 3
pay Test My recurring invoice ® 7 ﬂ
e e n S

A. On/Off — Select this drop-down to turn recurring invoices on or off. When
recurring invoices are turned off, existing invoices remain accessible, but no new
invoices will be created.

| T |
| ot J
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B. View — Click the View @ icon to open the Recurring Invoices Details page.

C. Edit - Click the Edit ¢ icon to edit the invoice on the Edit Recurring Invoice
page.

D. Delete — Click the Delete o icon to delete the recurring invoice.

Edit an Invoice

Invoices are edited using the same form described in the Invoice Form section of this guide.
Although the page title and entry point may differ depending on where the invoice is accessed,
the form itself remains the same. The fields, tabs, and validation behavior function
consistently across invoice creation, Inbox processing, and editing.

Access to invoice editing is available from several locations within Corpay Complete. Users
must have access to the Edit Invoice button on the Invoice Details page or the Edit ¢ icon in
the Action column of a grid. This procedure explains how to edit an invoice from the All
Invoices tab.

1. On the All Invoices tab in the Invoices module, locate the invoice in the All Invoices
grid using the filter fields.

All Invoices | Recurring Invoices Inbo’ Pay Invoices  File Uploads

E Bulk Action ~ ’ Quick Filters ~ Add $ I'l‘l g
E J ( ]

Mumber PO Numbers Vendor Date Status a Action
363747 x Corpay Test x b

v v
INV-363747 Corpay Tast 02/25/2026 OPEN s M98

2. Click the Edit ¢ icon in the Action column.

All Involces  Recurring Invoices  Inbo Pay Invoices  File UR

[ == Bulk Action - ] [ & Quick Filters - ] W h V¥

Number PO Numbers Vendor Status a Action
363747 x Corpay Test bl

'
INV-363747 Corpay Test OPEN e sMTO
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3. On the Edit Invoice page, update the required fields. Use the Invoice Header tab, Line
Items tab, and GL Accounts tab as needed.

Subsidiary*® Vendor” (p0 Required)

Test Sub B v Corpay Test v
MNumber® Invoice Date” Invoice Amount *

INV-363747 02/25/2026 ™ $ 100
Status Purchase Order

Open v search/select po

Invoice Header  Lineltems  GL Accounts GL Impact

Vendor Address Discount Amount Location
)r’...—a-»_’ L et gtttk __Juﬂ' _“___u__,"“‘ o P e P TR ’ T

Additional Coding Fields
GL_ACCOUNT

4. Click Submit to save the changes.

Subsidiary* Vendor® (PO Reguired) ‘
Test Sub B v Corpay Test v
Number® Invoice Date* Invoice Amount *
INV-363747 02/25/2026 M $ 100
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Search for an Invoice

This section describes how to locate an invoice on the All Invoices tab.

Note: This process can be used to find invoices on other tabs in Corpay Complete.

1. On the All Invoices tab, ensure that the Toggle Filter Y icon is selected to display the

filter fields.

‘Allvoioes | Recurting Imvices  Inbo® Pay invoices  File Uploads

[ == Bulk Action - ] [ & Quick Filters -

Number PONumbers  Vendor

| €D =

Due Status. Amount Open Balance (Qustd-  Outstanding Balance  Projects
Pending)

x

- v

ot

d
G

2. Tofind an invoice by Vendor name, key in a partial or full Vendor name in the Vendor

filter field.

All Invoices | Recurring Invoices Inbo? Pay Invoice:

Number PO Numbers Vendor 1

Sample Inc x
W w
| INV-107083 Sample Inc
| INV-106079 Sample Inc

3. Tofind an invoice by invoice number, enter a partial or full invoice number in the
Number filter field.

AllInvoices  Recurring Invoices Inbo? Pay Invoices  File Uploads

(Somrm) (Fmme)
Date

Number 1 PO Numbers Vendor

107 x Sample Inc x

v w

~ | INV-107T083 Sample Inc 0718/2025
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4. Repeat this process for each filter field as needed to locate the desired invoice.

Note: Users can utilize multiple filter fields to simplify the search process.

All Invoices  Recurring Invoices Inbo@ Pay Invoices  File Uploads J
4

[ %BulkAct‘lonv ] [ ’ Quick Filters - ] ( LT" |'1'| V

4
Number 1 PO Numbers Vendor 1 Date Status 61 Action -
x

107 x

Sample Inc PENDING v x

L | INv-107083 Sample Inc 07/18/2025

1
o
1
v v [
i
o

100 PENDING esMo QO

5. After the invoice is located, click the invoice Number link or View @ jconto open the
Invoice Details page.

All Invoices  Recurring Invoices Inbo? Pay Invoices  File Uploads 1?
F
[ EBquAct'lonv ] [ ’ Quick Filters - ] ( LT" I'l'l V
4
Number PO Numbers Vendor Date ; Status i Action -
o
107 x Sample Inc x 1 PENDING v X
_ F
0| inv-107083 Sample Inc 07/18/2025 ” .00 PENDING esMOB
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Locate a Vendor-Specific Invoice

Rather than searching through all invoices to locate one specific Vendor and invoice, users can
use the Vendor Details page to quickly locate any invoice associated with that Vendor.

1. Click the Vendors module in the left-side navigation pane.

05 Dashboard

= Approvals

&% Vendors

»

@ Users

2. Administration

Invoices

W

2. Onthe Vendors tab, use the filter fields to locate the Vendor. Users can search by

fields like Vendor ID, Name, Company Email, and Vendor Type. Partial values are

accepted in text fields.

Contacts Vendor Tracker  File Uploads
{ == Bulk Action v J[ & Quick Filters ~ J

[0 Vendorld Y | Name T Company Email ¥ Total Payment Paid
I 3N I hd ICorp:yTe:t I v I test@test.com I hd
0 313 Corpay Test test@test.com $0

Open PO Balance

$0

Invoice Balance

$1,000

v

ACTIVE

Vendor Type

COMPANY

v

Source Document

13207

Actions

suonoy 1

100
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3. Click the Name link or View © icon to open the Vendor Details page.

-

Vendors| Contacts Vendor Tracker File i

&

p

[ £ Bulk Action v J[ 4 Quick Filters ~ ]i Pt Y

-

O VendorDY | Neme T { Actions i
1

33 T Corpay Test T ¥._ 8

o

o 3131 Corpay Test i, y o =
L9}

[=

4. On the General Info tab of the Vendor Details page, scroll down to the Invoices tab to
see all invoices associated with the Vendor. The most recent invoices display at the

top of the list.

Vendors | Vendor Details

Corpay Test () acTive

General Info Addresses  Payment Methods  Vendor Contacts ~ Vendor Locations  Internal Contacts ~ Accounts
Legal Name: Corpay Test EIN/Tax ID/VAT ID: Website:
L _,‘._‘_._“_)“.-LAL.Q':Q — ~ S ,—q_u—--n, e M st gl o o P

Payments  Credit Memos  Purchase Orders  Corporate Cards  Purchases  Accruals  Campaigns

[ Recently Updated Add Invoice A

Number Status PO Number Date Amount Qutstanding Balance Payment Method
INV-10585 04/11/2025 $100.00 $10000 Check
INV-10561 03/19/2025 $100.00 $10000 Check
INV-10560 03/19/2025 $20.00 $0.00 Check
INV-10559 03/19/2025 $100.00 $100.00 Check
INV-10557 03/17/2025 $1,000.00 $1,000.00 Check
INV-10551-2 03/17/2025 $122.00 $122.00 Check
INV-10551-1 03/17/2025 $122.00 $122.00 Check
INV-10551 03/17/2025 $122.00 $12200 Check
INV-10550 03/17/2025 $122.00 $12200 Check
INV-10549 03/12/2025 $122.00 $122.00 Check
View all»
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5. If the Vendor has multiple invoices and the desired invoice is not visible, click the
View all button at the bottom of the Invoices grid.

Vendors | Vendor Details

Corpay Test ) AcTive

L
>

G | Info Ad Payment Methods  Vendor Contacts  Vendor Locations  Internal Contacts ~ Accounts

Legal Name: Corpay Test EIN/Tax ID/VAT ID: Website:
R e T T W N P P S er
Invoices Payments  Credit Memos  Purchase Orders  Corporate Cards ~ Purchases  Accruals  Campaigns
[ Recently Updated A
Number Status PO Number Date Amount Qutstanding Balance Payment Method
INV-10585 04/11/2025 $100.00 $100.00 Check
INV-10561 03/19/2025 $100.00 $100.00 Check
INV-10560 03/19/2025 $20.00 $0.00 Check
INV-10559 03/19/2025 $100.00 $100.00 Check
INV-10557 03/17/2025 $1,000.00 $1,000.00 Check
INV-10561-2 03/17/2025 $122.00 $122.00 Check
INV-10551-1 03/17/2025 $122.00 $122.00 Check
INV-10551 03/17/2025 $122.00 $122.00 Check
INV-10550 03/17/2025 $122.00 $122.00 Check
INV-10549 03/12/2026 $122.00 $122.00 Check

View all»

6. The All Invoices tab will display with the All Invoices grid automatically filtered by the
selected Vendor.

All Invoices  Recurring Invoices Ir‘lboxo Pay Invoices  File Uploads

o Number PO Numbers Vendor ID Vendor Date Due Status Amount
:
~ b
O | INV-10585 299581 Corpay Test 04/1/2025 PAST DUE@ $100.0
O | INV-10561 299581 Corpay Test 03/18/2025 PAST DUE @ $100.
O | INV-10560 299581 Corpay Test 03/19/2025 PAID (PROCES: $20.00!
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Locate an ERP Synchronized Invoice

This section describes how to locate an invoice that has been synchronized to an ERP.

1. Click the Invoices module in the left-side navigation pane.

!
o
.

&% Vendors

Hi Dashboard

= Approvals

Invoices

€, Administration

é{m Credit Memos

e s S
+

— -

2. In the Invoices module, click the All Invoices tab.

All Invoices

Recurring Invoices Inbomo Pay Invoices  File Uploads

3. Click the Column Editor Bl on the far right of the All Invoices grid.

All Invoices Recurr{
-

&= Bulk Action ~ E
F
¥

| Number

0 | INV-106857-01 4
l

SN SN Y
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4. From the Column Editor selection list, click External ID. Click anywhere on the All
Invoices grid to exit the Column Editor.

+ Due Status
X Exported
+ External ID I

¥ External Payment Date
¥ External Payment Memo
% Final Approval Date

®  Final Approver

X Flagged Not To Push

X For subsidiary

®  Functional Amount

®  Gross PO Amount

® D

X Invoice Terms

%X Kept On Hold
e NN e S

5. The All Invoices grid will display the External ID column.

All Invoices  Recurring Invoices Inbcn-c0 Pay Invoices  File Uploads

[ £ Bulk Action ~ J [ & Quick Filters ~ J = Add

B Number PO Numbers Vendor Date
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6. Click the Data drop-down in the External ID column and select Has Data to display
invoices with external IDs.

All Invoices  Recurring Invoices  Inbox

[ &= Bulk Action ~ J [ % Quick Filters ~ J

External ID Number PO Numb

Has Data

No Data Specified
e ————

7. Observe the following information in the All Invoices grid:

¢ Invoices with an External ID and an Open or Paid Status are ERP synchronized
invoices.

All Invoices  Recurring Invoices InboxleI Pay Invoices  File Uploads 1

F
[ EBulkActionv ] [ , Quick Filters = J / l'l_" I'l'l ?
[
Date

! Status  © Action [ +|

| External ID Number PO Numbers Vendor

3
3

Has Data + % v e f
I
L

O JEXT-SM-18-07-... | INV-SM-18070... NEW-ven-p091  07/11/2025 . )0 JOPEN | @® 7 M ﬁ

e R o et o et S T e mah SR

Link an Invoice to a Purchase Order

This section describes how to link an invoice with an existing purchase order in Corpay
Complete.

o Purchase orders must have a status of Open and match the Vendor on the
invoice to be linked.
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1. On the All Invoices tab in the Invoices module, locate the invoice in the All Invoices

grid using the filter fields.

All Involces | Recurring Invoices Inb{: Pay Invoices  File |4
[ EBulk Action ~ ] [ " Quick Filters - ] J’ '-;' m ?
| Number PO Numbers Vendor Date f Status Action
o {
- W
£
INV-363988 Corpay Test3  03/13/2026 % PENDING @ s MY A0
o
2. Click the Edit ¢ icon in the Action column.
All Involces  Recurring Invoices  InboX™  Pay Invoices  File Uf
[EEulkﬁ.ctinnv] [ 4 QuiclcFiIters‘-] il ¥
| Number PO Numbers Vendor Date / [ Action B
363988 x Corpay Test X (
o W
INV-363988 Compay Test3  03/13/2026 € e e sMUTO
4
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3. On the Edit Invoice page, locate the Purchase Order field. Key in the purchase order
number and select the desired purchase order from the search results.

Subsidiary* Vendor® (No PO Required)

Test Sub A v Corpay Test3 v
Number” Invoice Date * Invoice Amount *

INV-363988 03/13/2026 ™ $ 104
Status Purchase Order s

Pending w 10ﬂ h v

PO-105142 - Corpay Test 3
Amount: $154 / Balance: $154

Vendor Address Discount Amount Date: 03/13/2026 Status: OPEN
Description: Sample PO

Invoice Header Line ltems  GL Accounts GL Impact

Test - Sacramento X | v $ 0

4. The system may display a Warning dialog if pricing differences exist between the
invoice and purchase order. Review the Unit Price field on the Line Items tab to make
any necessary adjustments.

Warning X

The invoice amount may have changed.
Please select Invoice ltems tab to the unit
price field to make any edits.
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5. Inthe amount to deduct from PO field, key in the amount to apply to the purchase
order.

Subsidiary® Vendor* e PO Required)
Test Sub A v Corpay Test 3 v
Number® Invoice Date * Invoice Amount *
INV-363983 03/13/2026 [ $ | 181
Status Purchase Order %)
Pending v PO-105142 x
PO-105142 $  amount to deduct from PO...

6. Click the Submit button.

Subsidiary* Vendor® (Ne PO Required)
Test Sub A v Corpay Test 3 ~
MNumber” Invoice Date™ Invoice Amount *
INV-363988 03/13/2026 ™ $ 181
Status Purchase Order s,
Pending v PO-105142 x
PO-105142 $ 100
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7. The purchase order number is displayed on the Invoice Details page and in the All

Invoices grid. Click the purchase order number from either location to open the
Purchase Order Details page.

Invoices  Invoice Details

INV-363988

Invaice Info  Line ltems  Expenses  GL Impact

Number: INV-363988
Vendor: Corpay Test 3 active
PO Mot Required:  True
Vendor ID: 313667
Invoice Date:  03/13/2026
Due Date: 03/13/2026

Subsidiary: Test Sub A

Purchase Orders: PO-105147 <f—

All Invelces  Recurring Invoices Inbo@ Pay Invoices

E Bulk Action - ’ Quick Filters - Add / m I'h W
[ J ( )

| Number PO Numbers Hamﬂumh?/ ilance Status a Action
4
363988 x w
-
W
+

INV-363988 PO-105142 P $15400 PENDING e s7MUTBO
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Link an Invoice to an Accrual

This section describes how to link an invoice with an existing accrual in Corpay Complete.

Invoices can only be linked with accruals that have the same Vendor.

1. On the All Invoices tab, locate the invoice in the All Invoices grid using the filter fields.

. 1
All Invoices  Recurring Invoices  Inbox™  Pay Invoices  File Uploads
— 4
{
[ == Bulk Action ~ J [ ’ Quick Flltersv +Requesi J $ I'T_'I
i
| Number Vendor PO Numbers Dus Action
- A
142038 %X  Sample % -
-
v - o
O | INv-142038 sample 03/05/2025 PA! esMY O
2. Click the View @ icon in the Action column.
. L
All Invoices  Recurring Invoices  Inbox  Pay Invoices  File Uploads
— 4
F
[ éBu\kActicnv J [ ’ Quick Filters ~ J +Requ&51 } m m
J
_ | Number Vendor PO Numbers Dug Action
B o
142038 % Sample % -
-
~ - 4
O | INV-142038 sample 03/05/2026 PA! oesM0Aa

3. On the Invoice Details page, click the Match Accrual button.

Invoices

Invoice Info

Invoice Details

INV-142038 () oPEN

Line ltems Expenses GLIm

Number:  INV-142038

Vendor: sample vendor active

{

PV

- A

[ @Message J { Match Acerual } # Edit Invoice

“alance:  $1,000.00
ments: $1,000.00

Bt ot st NI s s b T o
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4. In the Match Accrual dialog, complete the following steps:

Match Accrual

Accrual Q

AC-12678 - (Type: Vendor) v

Description @

Sample accrual description

Amount Applied 0

50

m

A. Select the Accrual drop-down and click the desired accrual from the search results.

w

Key in a description in the Description field.
C. Key in the amount to be applied to the invoice in the Amount Applied field.

Note: The Amount Applied cannot exceed the invoice amount.

D. Click the Submit button.

5. The invoice and accrual will be linked.

Create/Restart an Approval Workflow

This section describes how to create or restart an invoice approval workflow from the All
Invoices grid.

Note: While this section describes how to create an approval workflow from the All Invoices
grid, the process is similar in other locations in Corpay Complete.

IMPORTANT

Invoices must have a status of Draft, New, Pending, or Submitted to have an
approval workflow created or reset.
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1. On the All Invoices grid, select the checkboxes to the left of the invoices requiring a
new approval workflow or approval workflow reset.

All Invoices  Recurring Invoices Iﬂbo;lo Pay Invoices  File Uploads

(B ($omar)

Number Vendor « PO Numbers Date

Corpay Test %

~

INV-12197-1 Corpay Test 04/29/2025

INV-89347 Corpay Test 05/05/2025

INV-5555 Corpay Test 04/29/2025

2. Select the Bulk Action drop-down and click Create/Reset Approval Workflow.

All Invoices  Recurring Invoices  Inbox

[ £= Bulk Action ~ ] [ ¥ Quick Filters ~ ]

Create/Reset Approval Workflow |5

Refresh all invoices

BN send Approval Reminder

£  Force Sync Invoice to ERP
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3. Click Ok in the Bulk Approval Workflow dialog.

Bulk Approval Workflow

Success! (3) approvals workflow successfully processed.

Number
INV-121971
INV-5555

INV-89347

08—

4. To verify the status of the approval notifications, click the invoice Number link or View
@® jcon to open the Invoice Details page.

All Invoices  Recurring Invoices Inbosio Pay Invoices  File Uploads /
[ £ Bulk Action ~ ] [ & Quick Filters ~ ] ! L h Y
| Number Vendor = PO Numbers Date b Action [ +]
- e
121971 x 4
v v {
O | INvA21971 Corpay Test 04/29/2025 ;& oMo QO
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5. Scroll down to the Approval Workflow panel. The Last Updated Date will have
changed to the current date, and the status will have changed to Sent.

:72 APPROVAL WORKFLOW ' G Restart +2 Request Approval Q Preview Workflow ﬂ' Delete
o
Approval Steps Last Updated Date i Status
-
Step 1 %5/23/2025 1:05 PM PDT “’ y Jm N o W
v
>

Update an Approval Workflow

This section describes how to update an invoice approval workflow from the All Invoices tab.

Note: While this section describes how to update an approval workflow from the All Invoices
tab, the process is similar in other locations in Corpay Complete.

1. From the All Invoices tab, locate the desired invoice in the All Invoices grid using the

filter fields.
All Invoices  Recurring Invoices  Inbox™ Pay Invoices  File Uploads
1
F
[ £ Bulk Action ~ ] [ ¥ Quick Filters ~ ] 3 L VY
/
_ | Number Vendor = Date PO Numbers [ Action n
{
121314 % | | Corpay Test X .
W ~ ,
O | INV-121314 Corpay Test 02/13/2025 P s MUAa
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2. Click the invoice Number link or View @ icon to open the Invoice Details page.

Inbo:io Pay Invoices  File Uploads

All Invoices  Recurring Invoices
1
4
[%Bulkhctionv] [ ’ chl-(FlItersv j‘ $ I'T_'I ?
-
| Number Vendor = PO Numbers F Action
{
121314 x Corpay Test X »
4 W r
O | INV-121314 Corpay Test 02/13/2025 PAg s MWULA

3. On the Invoice Details page, scroll down to the Approval Workflow panel and click
Request Approval.

G Restart +2 Request Approval Q Preview Workflow w Delete

2! APPROVAL WORKFLOW

Status

«—» % o U®

Approval Steps Last Updated Date

Step1 05/08/2025 8:43 AM PDT

.- \4 A"“-'-‘..M .

Apply a Credit Memo to an Invoice

This section describes how to apply a credit memo to an invoice.

from a Vendor. Otherwise, the Apply Credit option will not display in the

. This procedure is only applicable when there are available credit memos
Payment Actions drop-down.
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1. On the All Invoices tab, locate the invoice in the All Invoices grid using the filter fields.

All Invoices  Recurring Invoices InboxIe Pay Invoices  File Uploads

[ £= Bulk Action ~ ] [ & Quick Filters ~ ] == Add
Date

| Number 1 Vendor 1 PO Numbers

228693 ®  Corpay Test X

v W

O | INV-228693 Corpay Test 05/07/2025

2. Click the invoice Number link or View @ icon in the Action column.

L}
All Invoices  Recurring Invoices InboxIa P
[ £ Bulk Action ~ ] [ ¥ Quick Filters ~ ] t W th VY
| Number Vendor PONuIIf Action n
{
228693 % Corpay Test X {
hd f
O | INV-228693 Corpay Test s ©72XOB
-

3. On the Invoice Details page, select the Payment Actions drop-down and click Apply
Credit.

Invoices  Invoice Details {

1

INV-228693 () OPEN

/ Apply Credit df——
A Paid Outside
Invoice Inffo  Line ltems  Expenses  GL Impact

Number:  INV-228693
Vendor: Corpay Test active
PO Not Required:  False

. A A

0.00

]

N

B T
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4. Complete the following steps in the Apply Credit dialog:

Apply Credit

Credit Memos

Select a credit memo.. 0 v

Description

Amount Applied

C/

m

A. Select the Credit Memos drop-down and click the credit memo to be applied.

Note: Only credit memos linked to the same Vendor will display in the Credit
Memos drop-down.

B. Key in an optional description in the Description field.

C. Key in the amount to be applied to the invoice from the credit memo in the Amount
Applied field.

Note: The Amount Applied cannot exceed the amount of the invoice or credit
memo.

D. Click the Submit button.

122



5. The Credit Apply dialog will display, and the Outstanding Balance will reflect the
Amount Applied from the credit memo.

@ Credit Apply X

Credit Memo Number CM-52760 updated

All Invoices  Recurring Invoices Ir'|boxIa Pay Invoices  File Uploads

[ & Bulk Action ~ J [ ¥ Quick Filters ~ J == Add
ount

Qutstanding Balance Date

| Number Vendor Am

228693 % Corpay Test X

w

$500.00 $450.00 05/07/2025

O | INV-228693 Corpay Test

Pay a Single Invoice

This section describes how to pay a single invoice from the Pay Invoices tab.

1.

Use the filter fields to locate the invoice to be paid in the Pay Invoices grid on the Pay
Invoices tab.

All Invoices  Recurring Invoices Inbc—? Pay Invoices 2
o
[ £= Bulk Action ~ ] [ & Quick Filters - J / ) v
Hnmharl ~  Vendor ~ DueDate v B, % PaymentMethod ~ Action . B
- ] Currency
10654 o«
x
{
W
=
O | INv-10654 NEW-ven-OBO8-n1  08/07/2025 P usD o0
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2. Select the checkbox(es) to the left of the invoice(s) and choose one of the following
options based on how payments are made at your Company:

If payments are made through your Company’s financial institution, select the
appropriate Submit for Payment Approval @= (5] icon in the Action column.

[ == Bulk Action ~ ] [ % Quick Filters - ] 4 ) Y
o
L4

Number ~  Vendor ~  Vendor Add:. Action w Sdmqununn
k Method
4

TestVendorl X
L ’

r EE e s

INV-012345  TestVendorl £ © @ O =n3s

¢ If Corpay makes payments on your Company’s behalf, select the checkbox to the

left of the invoice to be paid. Next, select the Bulk Action drop-down and click
Submit Selected For Payment Run.

[ == Bulk Action ~ ] [ * Quick Filters ~ ]

Number ~  Vendor ~ Due Date

10654 x
~

INV-10654 NEW-ven-0808-n1 08/07/2025

== Bulk Action - [ % Quick Filters -

I Submit Selected For Payment Run

Submit All For Payment Run
Add to Existing Payment Run
Mark As Paid Qutside
1 inv-10654

NEW-ven-0808-m
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3. Complete the following steps in the Confirm Invoice for Payment dialog:

Confirm Invoice For Payment Approval
#INV-144147

Payment Amount o Payment Date e

$ 20
+ Add More 0

Note: Payment approval workflow detected. This invoice will be submitted for payment approval.
It will be released for payment at the final approval date. 0

05/09/2025 )

A. Confirm the payment amount in the Payment Amount field.

B. Verify the payment date in the Payment Date field, which displays the current
business date by default. To schedule a future payment date, click the date picker
B and select a different date.

C. Select the Add More button to schedule multiple payments against the invoice.

D. Click the Submit button.

4. If a payment workflow is detected, the payment(s) will be automatically submitted for
approval. If a payment workflow is not configured, the payment(s) will be automatically
scheduled for payment on the scheduled payment date(s).
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Submit Multiple Invoices to a Payment Run

This section explains how to submit multiple invoices for payment through a payment run.

1.

Choose one of the following options in the Pay Invoices grid:

A. Inthe Pay Invoices grid, select the checkboxes to the left of the invoices to be paid.

All Invoices  Recurring Invoices

[ %Bulk Action - ] [ * Quick Filters - ]

B. Click the Select All checkbox at the top of the Pay Invoices grid to select all

~

U Number ~  Vendor
1604-qla x

INV-1604-g1al NEW-ven-p091

wv—mm-maz NEW-ven-pogi

INV-1604-q1a3 NEW-ven-p0g1

INV-1604-qlad NEW-ven-p0g1

invoices for payment.

Inbo? Pay Invoices

~  Due Date

04/19/2025

04/19/2025

04/19/2025

04/19/2025

"

p

D: PaymentMethod - Action
4 Curency

P

o

1 USsD oW
j UsD oW
/ USsD oW

Lo

o
gé

[ %Bulkhctiun- ] [ * Quick Filters ~ ] 4
o
Number ~  Vendor ~ ol
7
9 1604-qla x
v 0f
INV-1604-g1al NEW-venp0di 04
1
INV-1604-g1a2 NEW-ven-p03i Ok
{
INV-1604-g1a3 NEW-en-p0g1  Of
INV-1604-q1a4 NEW-ven-p091 d

Payment Method ~  Action
Currency

UsD oW
USD oW
UsD Lo il
UsD Lo il
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2. Select the Bulk Action drop-down and choose from the following options:
Note: The options in the Bulk Action drop-down will vary depending on whether the
Company is Direct Banking or Payment Automation.

A. To submit selected invoices for payment, click Submit Selected For Payment
Run.

To ensure credit memos are applied correctly, users must use the Submit All
for Payment Run button (option B) when submitting invoices that include
credit memos. Using any other option may prevent credit memos from being
— applied during payment processing.

= Bulk Action - [ & Quick Filters ]

0 Submit Selected For Payment Run Due Date -

Submit All For Payment Run
Add to Existing Payment Run
Mark As Paid Outside

V] INv-1604-glat NEW-ven-p091 04/19/2025

INV-1604-q1a2 04/18/2025

NEW-ven-p091

B. To submit all invoices for payment, click Submit All For Payment Run.

== Bulk Action ~

[ & Quick Filters ~

j—

Submit Selected For Payment Run
9 Submit All For Payment Run
Add to Existing Payment Run

Mark As Paid Outside

M INV-1604-g1al NEW-ven-p0&1
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3. Complete the following steps on the Review New Payment Run page:

Pay Invoices ~ New Payment Run Detalls

Review New Payment Run

Total Vendors 1
Total Involces 2
Total Amounts  USD $6,530.00

Numbar ~ Vendor - DueDats  EstimatedDeivery  Dus Status

Date 0
12/28/2024. 05/29/2025

05/29/2025

« Payment Amount

$3,265.0000

$3.265.0000

total : $6530

0

$3,265.0000 | 12/10/2024

$3,265.0000 | 01/08/2025

total : $6530

Credit Applied O
Total Discount 0
Croation Dete  05/12/2025

E)

“ Process By Deadiline ©  Payment Date
o

05/12/2025

05/12/2025

© Available Credits

$9543

$9543

ccccc

Total ltems: 2

A. Review the payment amounts in the Payment Amount column.

B. Review the payment dates in the Payment Dates column.

C. Click the X Remove button in the Action column to remove a payment from the
payment run.

D. Click the Add More Invoices button to add additional invoices to the payment run.

The Pay Invoices grid will display, enabling users to select invoices to add. Click

the

+ Add to Payment Run button, then click the Review Payment Run button to return

to the Review New Payment Run page.

E. Click the Save for Later button to save the payment run as a draft.

F. Click the Submit for Approval button to submit the payment run for approval and

payment.

G. Click the Cancel Payment Run button to cancel the payment run. The invoices
be released and available for payment on the Pay Invoices tab.

4. If the Submit for Approval button is selected, the invoices will be automatically
submitted to the approval workflow and then processed after all approvals have been
received.

will
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Pay Invoices Externally from Corpay Complete

Corpay Complete offers the option of marking invoices as paid externally from Corpay
Complete. This feature is described in the following section.

1.

2. Select the checkbox(es) to the left of the relevant invoices in the Pay Invoices grid.

All Invoices  Recurring Invoices Inbo? Pay Invoices  File Uploads

[ %Bulk Action - ] [ + Quick Filters - ]

MNumbéar ~  Vandor 1 ~ Wendor Address -~ Dml.'.lml R4
x

Corpay Test 02/13/2025

W

All Invoices  Recurring Invoices Inbo? Pay Invoices  File Uploads

[ %Bulkﬁmt’lon- ] [ * Quick Filters - ]

Number ~  Vendor ~ Vendor Address - Due Date R
Corpay Test x 02/13/2025
W
NVP3 jtU3vi2Nz... Corpay Test 02/13/2025

Use the filter fields to locate the invoices that need to be marked as paid externally in
the Pay Invoices grid.
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3. Select the Bulk Actions drop-down and click Mark As Paid Outside.

All Invoices  Recurring Invoices Inbc—? Pay Invoices

== Bulk Action - [ % Quick Fiters - ]

Submit Selected For Payment Run Dus Date
Submit All For Payment Run

Add to Existing Payment Run

Mark As Paid Outside I

V] INv-1604-g1al NEW-ven-p0ai 04/18/2025

4. Complete the following steps in the Bulk Paid Outside dialog:

Bulk Paid Outside

Invoice: Amount: * e Payment Date: * e Memo: * 0

INV-1604-gq1a3 100 09/15/2025 a Paid via check

—

. In the Amount field, confirm the invoice amount or key in a new one.

. Confirm the payment date in the Payment Date field or use the date picker Sto

select a different date.

. Key in a short description of how the invoice was paid in the Memo field.
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Note: To make the Memo field optional, click the Do not require paid outside
memo checkbox on the Administration module > Settings page > Company

Default tile > Invoice tab.

Settings Ei_l Company Profile E‘a_; Company Default B Integrd

General PO Request Purchase Order Budget Payment Vendor Credit Memo Productltem

Header Level

=) Hide header level business unit Default Invoice status to Vendor Portal
] psiane ad @ b i o L /._ Ny f st B B e gt

8 Allow muuu. &, J0's
| Do not filter PO links by subsidia

T Hige 1ouadon from use tax subtota.
) Hide project from use tax subtotal
) Hide department use tax subtotal =

[ Do not require paid outside memo &

D. Check or uncheck the Do Not Push to ERP box depending on if the payment

should be pushed/not pushed to the associated ERP.
E. Click the Submit button.

have a status of Cleared on the Payments tab.

Dashboard Payments Payments Linked to Invoices  EFT/EDI Payments Transfer ~ Payment Runs

[ %Bulkhct’lon- ] [ ,' Quick Filters - ]

Payment ~  Vendor ~ Date ~  Amount ~ Balance ~  Status e - Is ~
| Number Scheduled
v v
W
| PAY-39651 Corpay Test  05/12/2025 $263.00 $0.00 CLEARED No

5. The External Payment Submitted dialog will display, and the associated payment will
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Extract Invoice Data for ERPs

Corpay Complete streamlines the use of structured files for interfacing with ERP systems
through the Data Extract feature. This section guides users through the process of extracting
and managing invoice posting files from Corpay Complete for use in Company ERP systems.

Users must have the admin_data_extract user role to use and view the Data
Extract feature.

The Data Extract feature is available in two locations in Corpay Complete. Click the following
links to learn more about using the feature in each location:

e Create a Data Extract from the Invoices Module — Use the Invoices module to

extract specific invoices.

Note: Users may also extract all invoices from the Invoices module.

o Create a Data Extract from the Reports Module — Use the Reports module to extract

all eligible invoices.

Prerequisites

Review the following prerequisites before using the Data Extract feature:

¢ Companies must have valid Corpay Complete ERP integration settings before using
the Data Extract feature so that the exported files are correctly configured.

¢ Invoices must have a status of Open or Paid to be exported from Corpay Complete to a
Company’s ERP.

o Ensure invoices have not been previously exported from Corpay Complete. To verify,
add the Exported column to the All Invoices grid via the Column Editor. Invoices
marked No in the Exported column are eligible for export using the Data Extract

feature.
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Create a Data Extract from the Invoices Module

This section describes how to extract invoice files from the Invoices module for use in ERPs.

1. On the All Invoices tab, select one or more invoices from the All Invoices grid.

All Invoices  Recurring Invoices Inboxe Pay Invoices  File Uploads

[ E= Bulk Action ~ ] [ & Quick Filters ~ ] =} Add

0 Number Vendor Exported PO Numbers
No v %
W W
INV-135225  123Sample Inc No
INV-134978 123Sample Inc No

2. Select the Bulk Action drop-down and click Create Data Extract.

All Invoices  Recurring Invoices Inbﬁ Pay Invoices  File Uploads

o s

Create/Reset Approval Workflow

D Numbers Date

Refresh all invoices
Send Approval Reminder

Force Sync Invoice to ERP

Create Data Extract _

-0 K

05/13/2025
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3. The Data Extract Created dialog will display. Click the Data Extract tab link in the

dialog to open the Data Extracts tab in the Reports module.

Data Extract Created

Data Extract tab (in Reports) to download it.

A new data extract has been created for these invoices. Go to the

Close

4. In the Data Extracts grid, click the Download

L2

icon in the Actions column.

Reports  DataExtracts ¥  File Outbound

Data Extracts - Invoices

e

Name D Number of Invoices

hid A A
INV-MEDITECH-33818-05... 33818 2
INV-POINTCLICKCARE-33... 33462 626
INV-POINTCLICKCARE-33... 33461 626

Existing Data Extracts |

Total Amount

$70,000.00
$1,831,675,466.46

$1,831,675,466.46

&

P

urre
c!

T

usD
F

Actions

I« I

«

suopoy i

suwnog i
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5. In the Data Extract Download dialog, review the extract details, then click the
Download button to download the invoice data.

Data Extract Download

D Vendor Name Date Amount Currency Code GL Account

INV-135721 Test 11/27/2024 $1,608.75 usb Inventory Asset

INV-133973 Vendor 11/27/2024 ¥300.00 INR 2000 - Accounts Payable

INV-135739 Test 11/27/2024 $249.00 usD 6085 - Furniture & Fixtures Expen:

INV-135777 Vendor 1/27/2024 $4,000.00 usD 6130 - Miscellaneous Expense

INV-135779 Test 1/27/2024 $2,000.00 usD 1090 - Undeposited Funds

INV-135790 Vendor 10/31/2024 $2,147.00 usD 2001 - Accounts Payable 2

INV-133971 Test 11/28/2024 $10,000.00 usD 2001 - Accounts Payable 2

INV-135945 Vendor 12/01/2024 $2,032.88 SGD 2001 - Accounts Payable 2

4 3

Page Size:| 50 ~ 1i08of8 1« <« Pagelof1 »fn

6. Invoices will be downloaded as CSV, Excel, or text files based on Company settings. If
enabled, a Zip folder containing invoice images will also be available.

Create a Data Extract from the Reports Module

This section describes how to create a data extract from the Reports module.

1. Click the Reports module from the left-side navigation pane.

U5 Dashboard

Sotmin_afbethnd s , —y

bl Reports

[2] Documents

®@ Users

€, Administration
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2. In the Reports module, select the Data Extracts drop-down, then click Invoices.

Reports |Data Extracts « | File Outbound

4 Quick Card & Expense n

Invoices b

Name

3. On the Existing Data Extracts tab, select the Create New Data Extract button.

Reports  Data Extracts *  File Outbound

Data Extracts - Invoices

4. The data extract will begin processing. This process may take several minutes

depending on the number of invoices in the extract.

Reports  Data Extracts ¥  File Outbound f
(
Data Extracts - Invoices |
k

Create New Data Extract L Select Month/Year
1

Name D € + Status
£
T . T

INV-MEDITECH-33822-05... @ 33822 1

Actions
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{

5. When the Status changes to Completed, click the Download = icon in the Actions

column.

Name

INV-POINTCLICKCARE-33...

Create New Data Extract

T

INV-POINTCLICKCARE-33...

Data Extracts - Invoices

I U e

5‘

Select Month/Year

| compLETED

compeTE + W

o

i

suoRoYy

4

6. Inthe Data Extract Download dialog, review the extract details, then click the
Download button to download the invoice data.

D
INV-134702
Test-blankinv
INV-134725
INV-134746
INV-134763
INV-134767
INV-134882
INV-139661
INV-140520
INV-141424
P0O-2938-
INV-141703
INV-141735
INV-142044

. INV_1A21R82

Data Extract Download

Vendor Name

Date

08/31/2024
03/31/2023
10/16/2024
08/12/2024
03/20/2024
03/20/2024
10/29/2024
01/06/2025
01/15/2025
02/24/2025
10/15/2024
03/02/2025
03/02/2025
03/07/2025

| n2/111909R

Amount
$583.22
$100.00
$120.00
$5,340.35
$600.00

. $600.00

: $1,100.00
$12.00
$40.00
$200.00
€213.213,00
-$7.00
$0.00
$3,000.00

. @annn

Page Size

Currency Code

- usD

- usD

. usD

| usD

| usD

- usD

. usD

. usD

- usD

. usD

| EUR

| usD

. usD

. usD

. 1ien

50 -

1to 50 of 626

GL Account

-
6085 - Furniture & Fixtures Exp
2001 - Accounts Payable 2
2001 - Accounts Payable 2
6085 - Furniture & Fixtures Exp
6085 - Furniture & Fixtures Exp
6085 - Furniture & Fixtures Exp:
6085 - Furniture & Fixtures Exp
2001 - Accounts Payable 2
2000 - Accounts Payable

6085 - Furniture & Fixtures Exp

1005 - Vendor Prepayment

2001 - Accounts Payable 2

Inventory Asset

-
3
1< < Page1of13 Qs

1NNE _ \iandnr Pranawmant
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7. Invoices will be downloaded as CSV, Excel, or text files based on Company settings. If
enabled, a Zip folder containing invoice images will also be available.

Reports Module for Invoices

Invoice reports in Corpay Complete simplify tracking and payment of invoices. These reports
provide detailed information about various invoice activities, helping users manage financial
transactions more effectively. Users can generate standard reports, or they can create
customized reports.

Note: Reports are per user instance. A report pulled by one user will not carry over to other
users.

Reports Tab

The Reports tab is where users can create, locate, and download existing and recurring
reports.

Note: The tabs that display at the top of the Reports module may vary depending on Company
configuration and roles assigned to users.

Reports  Data Extracts ¥  File Outbound

A B C (D)

D Name Template Name Creation Date + Filters Used Status Actions
T hd h T h T

-
33448 Outstanding Check Detailed Outstanding Check Detailed 05/15/2025 end date: 04/14/2025... COMPLETED i w . =

A. Quick Filters — Click this drop-down to clear all filters from the Existing Reports grid
or reset the grid to its default state.

B. Create New Report — Click this button to create or run a new report.

C. Existing Reports — Click this button to view and download previously run reports.

D. Recurring Reports — Click this button to open the Recurring Reports tab or to
schedule a recurring report.
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E.

Date Filter — Click the Date Filter and select a month and year to filter reports in the
Existing Reports grid by the specified date.

F. Toggle Filter — Use the Toggle Filter Y icon to show or hide filter fields in the grid.

Existing Reports Grid

The Existing Reports grid contains all one-time reports created by a user.

D @ Name @ Template Name o Creation Date 4 0 Filters LJsade Status e Actions @ ZE
T T hd hd h g hd 0 ‘i:
33448 QOutstanding Check Detailed Outstanding Check Detailed 05/15/2025 end date: 04/14/2025... COMPLETED i w A 55
33445 Outstanding Check Detailed Outstanding Check Detailed 05/15/2025 end date: 02/13/2025,... = COMPLETED £ w d %;
33438 Qutstanding Check Detailed Outstanding Check Detailed 05/15/2025 end date: 02/13/2025,... = COMPLETED i w :
L PP o (IR
A. ID — This column displays the ID number of the report.
B. Name - This column displays the name of the report.
C. Template Name — This column displays the name of the template used to generate the
report.
D. Creation Date — This column displays the date the report was created.
E. Filters Used — This column displays the filters used when generating the report such as
Start Date, End Date, and Vendor.
F. Status — This column displays the status of the report:
¢ Pending / Running — The report is in the process of generating.
e Completed — The report is complete and ready for download.
G. Actions — This column displays the following Actions for the report:

¢ Download — Click the Download X icon to download the report.

o Delete — Click the Delete o icon to delete the report.

139



H. Actions (button) — Use the Actions button to clear filters or export data from the grid.

I. Columns (button) — Use the Columns button to adjust which columns are visible in
the grid.

Recurring Reports Grid

The Recurring Reports grid contains a list of recurring reports that are scheduled to run at a
specific frequency and be delivered at a certain time.

Reports  Data Extracts ¥  File Outbound o
A )
Schedule Recurring Report Existing Reports Y
D @ Name e TsmplutsTypaG Frequency @ Schedule Creation Dats m Status n Actions o ;:
A T T T T T @ é
163 Invoice Listing Invoice Listing DAILY 05/06/2025 ACTIVE VA ' ] 1
1196 Invoice Detailed Listing Invoice Detailed Listing DAILY 05/07/2025 ACTIVE Vi w o %T
1023 Qutstanding Check Detailed Qutstanding Check Detailed DAILY 03/02/2025 ACTIVE ya w ‘.
A. Quick Filters — Click this drop-down to clear all filters from the grid or reset the grid
to its default state.
B. Schedule Recurring Report — Click this button to schedule a recurring report.
C. Toggle Filter — Use the Toggle Filter Y icon to show or hide filter fields.
D. ID — The ID number of the report.
E. Name — The name of the report.
F. Template Type — The template type used to create the report.
G. Frequency — The frequency of the report: daily, weekly, or monthly.
H. Schedule Creation Date — The date the report is scheduled to generate.
I. Status — The status of the report:
o Active — The report is currently being generated using the specified filters.
o Inactive — The report is no longer being generated.
J. Actions — This column contains the following Actions icons:
e Edit — Click the Edit ¢ icon to edit the scheduled report.
¢ Delete — Click the Delete o icon to delete the scheduled report.
K. Actions (button) — Use the Actions button to clear filters or export data from the
grid.
L. Columns (button) — Use the Columns button to adjust which columns are visible

in the grid.
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Create a Report

This section describes how to create a one-time report.

Reports cannot exceed 1,000,000 records. If a report exceeds the record
limit, refine the report parameters and try again.

1. On the Existing Reports tab of the Reports page, click the Create New Report button.

Reports Data Extracts ¥  File Outbound

i 1l -
Create New Report — \ Existing Reports Recurring Reports

2. Onthe Create Report dialog, select PO & Invoice from the Category drop-down. The
dialog will expand automatically.

Create Report X

Category*

Select one

Cancel “

141



3. Complete the following fields:

Create Report X

Category*

PO & Invoice

-,

Invoice Detailed Listing

Invoice Detailed Listing Filters

sweror @

" INVOICE DATE vl
Start Date" e

05/01/2025 o
End Date® 0

05/15/2025 o

Note: Required fields are noted with a red asterisk.

A

Report Type — Select the type of report to be created. In the following example, an
Invoice Detailed Listing report will be shown.

Note: Available fields in the Create Report dialog will vary depending on the
selected Report Type.

Date Type — Select the Date Type drop-down to filter the report by a specific date
type:

e Invoice Date
e Submit Date

Start Date — Click the Start Date field and use the calendar widget to select a start
date for the invoice report.

. End Date — Click the End Date field and use the calendar widget to select an end

date for the invoice report.
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Vendor e

Corpay Test

Invoice Status G

‘ PENDING

Has External Date e

‘ FALSE

Export Preferences
Export Format® 0

csv

Export Destination” o

download

[[] Exclude Header Description o

c ancel m

[K)

E. Vendor — Start typing to search, then select a Vendor.

F.

Invoice Status — Select the drop-down to filter the report by a specific invoice

status:

Has External Date — Click the Has External Date drop-down to filter the report by

whether the invoice has an external date.

Note: This functionality relates to whether the invoice was paid externally from
Corpay Complete.

True — The invoice has an external date.

False — The invoice does not have an external date.
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H. Export Format — Select an export format for the report:
Note: The availability of export formats may vary depending on the selected report.
e CSV
e XLSX

I. Export Destination — Select an export destination for the report:

o Download — The report will be automatically downloaded to the designated
web downloads folder.

o Email - If Email is selected, a field to key in the email address(es) will display
and the report will be emailed to the specified email address(es).

e SFTP - This option is used for secure file-transfer protocol (SFTP). Select this
option if the Company has a valid integration setting for SFTP.

J. Exclude Header Description — This checkbox excludes column headers on the
report. Corpay does not recommend checking this box.

K. Create — Click the Create button to generate the report. A report may take anywhere
from one to ten minutes depending on the Company account and the amount of data
in the filters.

4. The New Report dialog will display.

@ New Report X

Report submitted

5. The Existing Reports tab will display, and the report will begin generating. Users may
need to refresh their screens for the status to change to Completed.

Reports L.
4 Quick | e . ¥
Existing Reports Recurring Reports Select Month/Year Y
ID Creation Date + Filters Used Status Actions i
2
T T T T E
F
-
33544 05/16/2025 status: PENDING, end dat... = RUNNING +— L1} pE
o
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6. Once the status changes to Completed, the report will be delivered as specified in the
Export Destination.

Note: Reports can be downloaded at any time after their completion using the
Download  icon in the Actions column.

Schedule a Recurring Report

This section describes how to schedule a recurring report that runs at a specific frequency and
is delivered at a certain time.

Reports cannot exceed 1,000,000 records. If a report exceeds the record
limit, refine the report parameters and try again.

1. From the Reports page, click the Recurring Reports tab.

Reports Data Extracts ¥  File Outbound

Schedule Recurring Report Existing Reports

2. On the Create Report dialog, select PO & Invoice from the Category drop-down. The
dialog will expand automatically.

Create Report X

Category”

Select one

Cancel “
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3. Complete the following fields:

Create Scheduled Report X

Category”

PO & Invoice

Report Type 0

Invoice Listing

Invoice Listing Filters

DsteType‘@

[ INVOICE DATE VI

Schedule Date Range" e
[ Past 7 Days vl

Vendor @

Corpay Test

Invoice Status e

[ PENDING v

Note: Required fields are indicated with a red asterisk.

A

Report Type — Select the type of report to be created. In the following example, an
Invoice Listing report will be shown.

Note: Visible fields in the Create Scheduled Report dialog will vary depending on
the selected Report Type.

Date Type — Select the Date Type drop-down to filter the report by a specific date
type:

¢ Invoice Date

e Submit Date

Schedule Date Range — Select the date range for the report.
Vendor — Start typing to search, then select a Vendor.

Invoice Status — Select the drop-down to filter the report by a specific invoice
status.
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TP e e e N

Frequency* @

‘ Monthly v

End of month ? 0

download v

Exclude Header Description @ o

. Has External Date — Click the Has External Date drop-down to filter the report by
whether the invoice has an external date.

e True — The invoice has an external date.

e False — The invoice does not have an external date.

. Frequency — Select a frequency for the report to be delivered: Daily, Weekly, or
Monthly.

. End of Month — If a Monthly frequency is chosen, click the End of month?
checkbox to have the report delivered at the end of the month.

Export Format — Select an export format for the report:

Note: The availability of export formats may vary depending on the selected report.
e CSV

e XLSX

Export Destination — Select an export destination for the report:

o Download — The report will be automatically downloaded to the designated
web downloads folder.
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o Email - If Email is selected, a field to key in the email address(es) will display
and the report will be emailed to the specified email address(es).

e SFTP - This option is used for SFTP. Select this option if the Company has a
valid integration setting for SFTP.

K. Exclude Header Description — This checkbox excludes column headers on the
report. Corpay does not recommend checking this box.

L. Create — Click the Create button to schedule the recurring report.

4. The New Scheduled Report dialog will display.

(¥) New Scheduled Report X

Scheduled Report submitted

5. The new report will display in the Recurring Reports grid, and the report will be
delivered on the specified date.

Reports Data Extracts *  File Qutbound

& Quick Filters~ Existing Reports Recurring Reports Y
D Na

mea Tempilata Typa Fraquancy Schadule Creation Dats Status Actions

A A

4
SUOROY 1

1163 Invoice Listing Invoice Listing DAILY

06/06/2025 ACTIVE & w

O

6. To edit or delete the report, click the Edit Z icon or Delete o icon in the Actions
column.

Reports DataExtracts *  File Qutbound -
Fa
D Name - Actions =
1
- ¢ =)
Al 3
w
4 -
1163 Invoice Listing s Wlil=
& e

148



Available Reports in the Invoices Module

The following table provides descriptions of the standard reports that are available to
Companies in Corpay Complete.

Report Type

Description

Export
Format

Invoice A/P Aging

The Invoice A/P Aging report provides a detailed
breakdown of outstanding invoices over specific
periods. This report helps users track and manage
their accounts payable by showing the age of each
invoice.

CSV, XLSX

Invoice Detailed
Listing

The Invoice Detailed Listing report provides a
more detailed list of invoices specific to a time
period or status. The report includes item(s) or
expense line(s) for each invoice.

CSV, XLSX

Invoice Item Listing

The Invoice Item Listing report provides details
on invoice items filtered by date and date type.
The report includes information about the quantity
ordered, received, and billed for each item.

CSV, XLSX

Invoice Listing

The Invoice Listing report contains a general
overview of invoices specific to a time period or
status.

CSV, XLSX

Line Item Aggregate
Listing

The Line Item Aggregate Listing report lists line
items specific to a purchase order date, purchase
order status, or Vendor. The report provides each
line's purchase order details, including quantity,
unit price, and line total. It also provides matched
invoice fulfillment information, such as quantity,
unit price, and line total. Unlike the Line Item
Match Listing report, this report aggregates
invoice quantities and amounts.

CSV, XLSX

Line Iltem Match
Listing

The Line Item Match Listing report lists line items
specific to a purchase order date, purchase order
status, or Vendor. The report provides purchase
order details for each line item, including quantity,
unit price, and line total. It also provides matched
invoice fulfillment information, such as quantity,
unit price, and line total.

Note: This report will duplicate lines if a line item is
fulfilled by more than one invoice.

CSV, XLSX
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Report Type

Open PO Listing

Description

The Open PO Listing report contains purchase
orders in an open status specific to a time period.
It includes the total amounts and open balances
for the purchase order and its linked invoices and
receipts.

Export
Format

CSV, XLSX

PO Account Listing

The PO Account Listing report provides detailed
information about purchase orders and their
associated accounts. This report is designed to
help users track and manage their purchase
orders by providing a comprehensive overview of
the accounts linked to each purchase order.

CSV, XLSX

PO Expenses

The PO Expenses report contains details about
purchase order expense lines specific to a time
period.

CSV, XLSX

PO Item Listing

The PO Item Listing report details items on a
purchase order for a specific time period, status, or
department. It includes the quantity ordered,
received, and billed for each item.

CSV, XLSX

PO Listing

The PO Listing report provides a detailed list of all
purchase order information.

Note: This report includes fewer filter options than
the Invoice Listing report.

CSV, XLSX

Purchase Order Detail
Listing

The Purchase Order Detail Listing report
provides detailed information on purchase orders
for a specific period, including items or expense
lines for each order.

CSV, XLSX

Receipt Listing

The Receipt Listing report provides a detailed list
of receipts and the linked, received purchase order
line items, filtered by receipt date.

CSV, XLSX
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Administration Module for Invoices

Roles and Permissions

This section provides information about roles and permissions in the Invoices module. Refer to
Corpay Complete Roles and Permissions in the Corpay Complete Knowledge Base for a
complete list of roles and permissions, as well as a downloadable Excel file.

Roles and Permissions Overview

Corpay Complete has various payment roles such as staff, manager, and administrator roles,
each with specific permissions and responsibilities.

Invoice Roles

¢ invoice_special: This is an admin-level invoice role for paying and approving. Users
may pay invoices and modify their workflow. They may also access the invoice Inbox to
view, delete, and edit invoices in a New status.

¢ invoice_limited_no_pay: This is an admin-level invoice role for adding, editing, and
deleting invoices. Users may access the invoice Inbox to view and edit invoices in a
New status.

¢ invoice_limited: This is an admin-level invoice role for paying invoices. Users may
access the invoice Inbox to view and edit invoices in a New status. Additionally, the role
allows read-only viewing of all payments.

e invoice_no_inbox: This is an admin-level invoice role that grants access to everything
admin_invoice does, minus paying invoices and editing an invoice's status. Users do
not have access to the invoice Inbox.

e invoice_approver_with_edit: Users with this role can edit invoices they are approving.
Once the invoice is approved, it may not be edited.

e invoice_inbox_no_status: This is an admin-level invoice Inbox role. Users may view,
edit, and delete invoices in a New status from the invoice Inbox. The role gives a limited
view of non-Inbox invoices (list only).
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e ap_clerk_inbox_only: This is an admin-level invoice Inbox role. Users may view and
edit invoices in a New status from the invoice Inbox. The role gives a limited view of
non-Inbox invoices (list only).

e invoice_ap_previewer: This role enables users to preview invoice approval workflows
in the invoice Inbox without the ability to delete or restart them. It should be used with
another role that allows invoice Inbox access, like admin_invoice_inbox and
admin_invoice_readonly to ensure secure and appropriate access for users involved in
invoice approval workflows.

Staff Roles

o staff_read_invoice: This role enables users to view invoices owned by the user.

o staff_request_invoice: This role enables users to request a new invoice in a Pending
status

Manager Roles

¢ manager_invoice: This role gives users the ability to view, add, delete, edit, request,
submit, edit attachments, edit statuses, pay, and reset invoice approval workflows.

e manager_invoice_readonly: This role gives users the ability to view invoices owned by
the user and those created by users in the same department.

Administrator Roles

¢ admin_invoice: This role gives users the ability to view, add, delete, edit, request,
submit, edit attachments, edit statuses, pay, and reset invoice approval workflows.

¢ universal_admin: This role gives users full access to Corpay Complete. In the Invoices
module, users can view, add, delete, edit, request, submit, edit attachments, edit
statuses, pay, and reset invoice approval workflows.

¢ application_admin: This role gives users full access to Corpay Complete. In the
Invoices module, users can view, add, delete, edit, request, submit, edit attachments,
edit statuses, pay, and reset invoice approval workflows.

152



Configure Auto Start Invoice Approval Settings

Corpay Complete includes an Auto Start Invoice Workflow setting to streamline the approval
and processing of invoices. This feature enables a Company to determine when invoice
approval workflows begin for invoices with a status of New.

View or Update Auto Start Invoice Workflow Setting

This section describes how to view or update the Auto Start Invoice Workflow setting for a
Company.

1. Select the Administration module from the left-side navigation pane.

05 Dashboard

-
-

Approvals

-u.d:lnul.—'l-lr roe . f“‘ .

- ke
=

® Users
I 2, Administration

2. Click the Settings tab.

]
Approval Settings Categorles  MCC Defaults *+ | Settings

&

3. On the Settings page, click the Company Default tile.

Setti ngs Eh Company Profile E‘é'r Company Default = Integrations £ Payment Methods @ Accounts
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4. The General tab will display by default. On the General tab, observe or modify the
Auto Start Invoice Workflow drop-down.

General PO Request Purchase Order

Allow Only Company Currency Code: 5

USD x |(EUR x || AED x || CAD x

Forelgn currency support =
[ Crypto currency support 3
Functional Currency: =

usbD

Company Timezone: @

America/Los_Angeles

Bearer of Payment Fee(s) =

Auto Start Invoice Workflow: =

Invoice Budget Payment Vendor Credit Memo Productltem Corporate

_

Same Day

1 Business Days
2 Business Days
5 Business Days

10 Business Days

Do Not Start
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5. If the Auto Start Invoice Workflow has been updated, click the Submit button in the

lower right corner of the page.

Allow Only Company Currency Code:
USD x| (EUR x ) AED x |(CAD x
Forelgn currency support

[ Crypto currency support 3
Functional Currency: =

usD
Company Timezone:

America/Los_Angeles

General PO Request PurchaseOrder Involce Budget Payment Vendor Credit Memo Product ltem

Corporate Card  Expense  Recelpt

Subsidiary default: -

Test Sub A

Payment Scheduling Window: =

Invoice Due Date

Matching Variance (%): =

Select

Matching Variance Amount:

Bearer of Payment Fee(s) 7
Default AP Team: (¢

search/select
Auto Start Invoice Workflow: 3

2 Business Days . Expense Amount Limit Without PO: 2

SDREALIE BEmient TEITES 3) gt s, ghomianstionat B ™ L o e e e o bt g g e

Available Auto Start Invoice Workflow Settings

The following table explains each Auto Start Invoice Workflow setting in Corpay Complete.

Auto Start Setting Definition

The invoice approval workflow will start automatically on the

Same Day same day that it is created.

The invoice approval workflow will start automatically after

1 Business Day one business day.

The invoice approval workflow will start automatically after

2 Business Days two business days.

The invoice approval workflow will start automatically after

5 Business Days five business days.

The invoice approval workflow will start automatically after

10 Business Days ten business days.

Do Not Start The invoice approval workflow must be started manually.
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Add Data Audit Logs to Invoice PDFs

Corpay Complete gives users the option to append data audit logs, or invoice histories, to the
end invoice PDFs that are ready for payment. This functionality permits users to examine the
activity history of invoices without needing to log into Corpay Complete. Incorporating data audit
logs within invoice PDFs serves as a built-in auditing tool for invoice approvers.

For more information about the Data Audit Log, including how activity is recorded and displayed
within Corpay Complete, refer to the Corpay Complete Navigation and Core Features User
Guide.

Note: Invoices must be in an Approved, Open, or Paid status for the appended data audit log
to appear on the invoice PDF.

This section describes how to add data audit logs to the end of invoice PDFs.

1. In the Administration module, click the Settings tab.

Approval Settings Categories MCC Defaults : % | Settings

2. On the Settings page, click the Company Default tile.

Setti ngs Eh Company Profile @ Company Default = Integrations £ Payment Methods

3. On the Company Default page, click the Invoice tab.

Setti ngs &h company Profile | E2 Company Default

General PO Request PurchaseOrder Involce Budget Payment Vendor CreditMemo Producttem Corporate Card Expense Recelpt
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4. Under the Header section, click the Add Audit Log to Invoice PDF checkbox.

General PO Request Purchase Order Involce

Header Level

[! Hide header level business unit
[ Location Required =
[ Attachments required
1 Workflow Name Required =
Payment Run =

) Bay At ™Najod o0 eas "™

dOT e e,

[ Make description as mandatory ¢

Add Audit Log to Invoice PDF = —

5. Click the Submit button at the bottom right corner of the page.

General POReguest PurchaseOrder Involce Budget Payment Vendor CreditMemo Productitem Corporate Card Expense Recelpt

Header Level
[0 Hide header level business unit = Default Invoice status to Vendor Portal [ Allow Use Tax
[ Location Required (3 Select Allow Invoice Line ltems 2
[ Attachments required = ) Hide Debit Account =
- :ynrlﬁowrﬂo/’" 'redi‘-:‘_f et s B pet oLl igpanetalotallgeG PV Y I . al s gt gubugecelved BO) |Iyﬁ~'*‘-m
Approval

[} Disable rejection for Invoice Approvals =

(=]
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6. When an invoice status changes to Approved, Open, or Paid, scroll down to the
Documents panel on the Invoice Details page, and then click the Expand V¥ icon.

Invoices

g

Invoice Details

INV-12912 () PAID

Y S N TS S P eIt i ecirmtinn. ]

[ DOCUMENTS

# Edit Invoice

Uld
o

7. Hover over the document in the Documents panel and click the Download icon.

INV-12912 pdf

n

[2) DOCUMENTS

Upload
N
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8. Open the invoice PDF from your designated web downloads folder. The Data Audit Log
information will be appended to the end of the invoice.

‘ Sample Bikes, Inc INVOICE

T0_Main, Stres:

—
Corpay”

Data Audit Log

Created Asset 163055 - demo-invoice.pdf
By: 02:02:56 AM IST

Updated Invoice 136134 status from APPROVED to OPEN
By: System at 07/24/2024 09:22:50 PM IST

Updated Invoice 136134 status from PENDING to APPROVED
By: System at 07/24/2024 09:22:00 PM IST
DRI e S o W W R R PRI R SRR e i S

Add Fields to Line ltems

Customers have the option of adding different fields to Corpay Complete to capture additional
financial information. These fields include:

¢ Tax: When enabled, users can key in the tax amount purchase orders, invoices and
invoice expenses.

o Withholding Tax Amount: When enabled, users can key in or change the withholding
(WH) tax amount on invoices and credit memos.

o For Business Unit: When activated, the For Business Unit field appears on invoices,
purchase orders, and credit memos at both the expense line and item line.

o For Location: When activated, the For Location field displays on invoices, purchase
orders, and credit memos at both the expense line and item line.

¢ For Project: When activated, the For Project field displays on invoices, purchase
orders, and credit memos at both the expense line and item line.
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Complete the following steps to add additional fields to line items.

1. Click the Administration module in the left-side navigation pane.

U5 Dashboard
1= Approvals

&8 Vendors
JUP ey
ﬂ L rlrwa. e,

(@) Users
I €, Administration

R

2. In the Administration module, click the Settings tab.

Approval Settings  Categories I - Transactions Fraud Audit | Settings
R e T e LS P I

3. On the Settings page, click the Company Default tile.

Setti ngs Company Profile |f='@, Company Default lé Integrations it Payment Methods @ Accounts
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4. Ensure the General tab is selected on the Company Default page.

Settl ngS fh Company Profile E@' Company Default B Integrations

General PO Request Purchase Order Invoice Budget Payment Vendor CreditMemo Productltem Corporate Card Expense Receipt

5. Complete the following steps on the General tab:

Settl ngs Company Profile @.‘. Company Default 5] Integrations i Payment Meth
General PO Request Purchase Order Invoice Budget Payment Vendor Credit Memo Product ltem Corporate Card Expens
DY SNy SO NP ST R SR S

Il Disable Freelext ltem (= Allow bill Disiribution exclude Grieckbe .. (2

[J Vendor Profile Incomplete Email (2 Allow For Business Unit (2

[J Enable To Change PO ltem Line Expense Account (= 0 Allow For Location (=

O Auto Close Expense PO (2 e Allow For Project (2

[J Show department by subsidiary 2 [7] Restrict project selection by user assignment (3

) Show location by subsidiary (= [} Allow to display only Subsidiary Level Taxes =

[J Show items by subsidiary = [} Business Unit as Read-Only for All Sections (3
Enable To Enter Tax Amount (3 0 [J Auto Create Pdf of Purchases and Expenses (

[ Claim PO = [ Tax apply on line level but store at header level (3
Enable To Enter WH Tax Amount e Limit Unit Price decimal places: -

A. Click the Enable To Enter Tax Amount checkbox to enable the Tax field.

B. Click the Enable to Enter WH Tax Amount to enable the WH Tax Amount field.

C. Click the Allow For Business Unit checkbox to enable the For Business Unit field.
D. Click the Allow For Location checkbox to enable the For Location field.

E. Click the Allow For Project checkbox to enable the For Project field.
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6. Scroll to the bottom of the page and click the Submit button.

Setti ngs Company Profile

|f='@ Company Default 5] Integrations @ Payment Methods @ Accounts

General PO Request Purchase Order Invoice Budget Payment Vendor Credit Memo Product ltem Corporate Card Expense Receipt

e S S W ST R Y Ry oy SRR

- czbaw athen. . oo

Allow rebate at expenses line (%)

Limit Unit Price decimal places: )
4

Notes (%)
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