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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. 

  

https://accrualify.zendesk.com/hc/en-us/articles/48648761962387-Corpay-Complete-Navigation-and-Core-Features-User-Guide
https://accrualify.zendesk.com/hc/en-us/articles/48648761962387-Corpay-Complete-Navigation-and-Core-Features-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. 

 

o 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 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. 

 

o 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. 

 

o 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. 

 

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

 

o 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.  
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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: 
 

• Invoice Number 
 

• Vendor ID 
 

• 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. 

 
• 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.  
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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 grouping functionality is only available when 
the External Payment Number feature and the Group Invoices by 
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.  
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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. 

 

 

The Invoice Form is organized into sections for readability. These section 
headings group related fields and may not match the exact labels shown in 
the user interface. 
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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. 

 

 

 
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. 
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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. 

 

 

 
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.  
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Timing and Service Period 
 

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

 

 

 

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. 

 

 

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

 

 

 

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 Items 
 

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. 

  



11 
 

 
 

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 : 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 :  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 : 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 , 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. 

 

 
 

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. 

 

 

 
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. 

 

 

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

 

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

 

• 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.  
 

• 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: 
 

• Clear Filters: This option clears all filters from the All Invoices grid. 
 

• 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.   

https://support.corpaycomplete.com/hc/en-us/articles/48648761962387-Corpay-Complete-Navigation-and-Core-Features-User-Guide
https://support.corpaycomplete.com/hc/en-us/articles/48648761962387-Corpay-Complete-Navigation-and-Core-Features-User-Guide


15 
 

• 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. 

 

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

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

 

• 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  icon to export invoices to a comma-
separated value (CSV) file. 

 

F. Import Invoices: Click the Import Invoices  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  icon to show or hide filter fields in the grid. 

 

All Invoices Grid 
 
This section describes the columns in the All Invoices grid.  

 

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

 
 

A. Number: This column displays the invoice number. Click the 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. PO Numbers: This column displays the purchase order number(s). Click the PO 

Numbers link to open the Purchase Order Details page. 
 

D. 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. 

 
E. 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. 

 
F. Date: This column displays the invoice creation date. 

 
G. Due Status: This column displays the invoice’s status.  

 
• 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. 

 
• Due Today: This status is based on the automatically calculated payment date. 

 
• Past Due: This status indicates that the Due Date has passed. 

 
• 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. 

 
H. Amount: This column displays the invoice amount. 

 
I. 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. 

 
J. 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. 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. 
 

• Edit: Click the Edit icon to open the Edit Invoice dialog. 
 

• Message: Click the Message  icon to send a message to another user or to a 
Vendor: 

 

• Delete: Click the Delete  icon to delete the invoice. 
 

• Submit for Payment Approval: Click the Submit for Payment Approval  icon to 
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  icon to open the Log New 
Receipt page, where users can upload a receipt for the invoice. 

 

R. Column Editor: Use the Column Editor  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. 

 

 

 

 

 

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.  
  

https://support.corpaycomplete.com/hc/en-us/articles/48648761962387-Corpay-Complete-Navigation-and-Core-Features-User-Guide
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Invoice Identification and Core Details  
 

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

 

 

 
A. Number: Displays the invoice number. 

 

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

 

C. 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. 

 

D. Vendor ID: Displays the unique identifier for the Vendor. 
 

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

F. Due Date: Displays the invoice due date. 
 

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

H. Subsidiary: Displays the subsidiary with which the invoice is associated. 
 

I. 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. 

 

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

 

K. 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. 

 

 

 

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. 

 

L. Status: Displays the current status of the invoice. 
 

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

 

N. External ID: Displays the Customer’s external ID from the ERP. 
 

O. Description: Displays the invoice description. 
 

P. Vendor Address: Displays the Vendor address associated with the invoice. 
 

Q. 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 Items 
 

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 Items  
 

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

 

 
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.   

https://accrualify.zendesk.com/hc/en-us/articles/29384945050515-Two-Way-and-Three-Way-Match
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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 will display. 

 

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

 

• Receipt: If there is a match between the purchase order, invoice, and receipt, the 

Receipt  icon will display. 
 

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

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

F. Qty: This column displays the number of line items. 
 

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

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

I. 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. 
 

 

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

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

F. Unit Price: This column displays the unit price for the purchase order line item. 
 

G. Qty: This column displays the number of purchase order line items. 
 

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

 

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

 
 

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. 
 

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

 

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

E. Unit Price: This column displays the unit price for the purchase order line item. 
 

F. Qty: This column displays the number of purchase order line items. 
 

G. 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. 
 

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

 

 

Invoice Expenses 
 

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

 

 

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. 
 

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

 

G. 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.  
 

 

 
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. 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. 

 

 

 

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. 
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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. 

 

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. 

 

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. 

 
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 API integration if retrieving data from ERPs through API 
access. 

 

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

 

K. Export Current View: Click the Export Current View  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. 

 

 
 

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

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

 

C. 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. 

 

D. 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. 

 

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

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

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

H. + 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. 

 

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

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

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

O. + Add Account: Click the + Add Account button to add another credit account. 
 

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

 

Q. 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. 
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Sync and Pay Checklists 
 

 
 

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  will 

display. If the Vendor is inactive, a red x  will display.  
 

C. Vendor has external ID: If the Vendor has an external ID from the ERP, a green 
check  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  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  will 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  will display. If the Vendor has an invalid payment 
method, a red x  will display. 

 
G. Payout provider setting is valid: If the payout provider setting is valid, a green 

check  will display. If the payout provider setting is invalid, a red x  will display. 
 
  



31 
 

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.  
 

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

• Click here to Create / Restart an Approval Workflow. 
 

• 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.  
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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. 
 

G. Resend Request: Click the Resend Request  icon to send another approval 
email notification to the approver.  

 

H. 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.  

 

I. Delete: Click the Delete  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.  

 

 
 

J. 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. 

 

K. 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.  

 

L. Preview Workflow: Click this button to open the Workflow Preview dialog, which 
displays all approval steps in the approval workflow. 
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M. Delete: Click the Delete  icon to delete the entire workflow. The Confirm dialog 
will display, asking if the user wants to delete the entire approval workflow. 

 
o If the 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. 

 

 

 

Purchase Orders 
 

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

 

 

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. 
 

 

 

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. 

 

 

 
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. 

  

https://accrualify.zendesk.com/hc/en-us/articles/40853730903059-Corpay-Complete-Payments-Module-User-Guide
https://accrualify.zendesk.com/hc/en-us/articles/40853730903059-Corpay-Complete-Payments-Module-User-Guide
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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. 

 

 

 

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.  
 

 

 
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.   

 

C. Date: This column displays the receipt date. 
 

D. Vendor: This column displays the name of the Vendor from the receipt. 
 

E. Item(s): This column displays the number of items from the receipt. 
 

F. Qty: This column displays the quantity of items from the receipt. 
 

G. Receipt Amount: This column displays the receipt amount. 
 

H. 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.  
 

 

 
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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D. Start Date: This column displays the start date of the budget. 
 

E. End Date: This column displays the end date of the budget. 
 

F. Status: This column displays the status of the budget. 
 

G. Budget Amount: This column displays the budget amount. 
 

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

 
 
Transactions 
 

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

 

 

 
A. Transaction ID: This column displays the unique identifier for the transaction. 

 

B. Trans Type: This column displays the type of transaction. 
 

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

D. Date: This column displays the transaction date. 
 

E. Merchant: This column displays the merchant associated with the transaction. 
 

F. Category: This column displays the category associated with the transaction. 
 

G. Status: This column displays the transaction status. 
 

H. 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. 

 

Status Definition 

Active The Active status means that the invoice has been approved 
or has an open balance. 
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Status Definition 

Approved The Approved status means that the invoice has been 
approved by approvers. 

Closed 
The Closed status means that the invoice has been closed, 
either because it does not require payment or was created 
mistakenly. 

Draft The Draft status means that the invoice is in a draft state 
and has not been sent to approvers. 

New 
The New status means that a Vendor or administrator user 
recently added the invoice. 
 
Note: The New status is not pushed to ERP systems. 

Open 
The Open status means that the invoice was approved with 
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. 

 

 

 
 

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

 

 

 
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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B. + Add: Click the + Add button to add a new recurring invoice. 
 

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

D. 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. 

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

Vendor Details page. 
 

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

 

G. Frequency – This column displays the frequency for the recurring invoice. 
 

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

 

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

 

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

K. Amount: This column displays the invoice amount. 
 

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

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

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

• Delete: Click the Delete  icon to delete the recurring invoice. 
 

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

N. 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. 
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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.  

 

 

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

 

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

 

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

 

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

• Weekly 
• Monthly 
• Quarterly 

 

N. Start Date: This field displays the start date for the recurring invoice. 
 

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

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

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

 

 

 
A. Item #: This column displays the item number and name. 

 

B. Unit Price: This column displays the unit price for the line item. 
 

C. Qty: This column displays the quantity of the line item. 
 

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

 

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

F. 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. 

 

 

 

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. 

 

 

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

 

• 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. 

 

 

 

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. 
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Invoices History 
 

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

 

 

 

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

 

B. Status: This column displays the status of the invoice. 

 

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

 

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

 

E. 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. 

 

 

 

 

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

• An invoice is available on the Pay Invoices tab when the invoice status changes to 
Open, and the Vendor has a valid payment method on file. 

  

mailto:accountmanagement@corpay.com
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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. 

 

 
 

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  to search for invoices with a specific start 
date. 

 

C. End Date: Click the calendar widget  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 
 

• Due Date 
 

• 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. 

 

 

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

 

• Create or reset an approval workflow. 
 

• Force synchronization to the connected ERP system. 
 

B. Quick Filters: Select the Quick Filters drop-down to: 
 

• Clear all filters in the Inbox grid. 
 

• 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: 

 

• PDF 
 

• Excel (XLSX) 
 

• CSV 
 

• Image (PNG, JPG) 
 

• 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  icon to export invoices from the Inbox 
grid to a CSV file. 

 

G. Toggle Filter: Use the Toggle Filter  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. 

 

 

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

 

 

 
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. 
 

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

 

• 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. 

 

 

 
A. Number: This column displays the invoice number. 

 

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

 

C. Vendor: This column displays the Vendor’s name. 
 

D. Vendor Address: This column displays the Vendor’s address. 
 

E. Date: This column displays the date from the invoice. 
 

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

G. 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. 
 

• Approved 
 

• Open 
 

• Paid  
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• Closed 
 

• 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 icon to open the Inbox Details page. 
 

• Message: Click the Message  icon to send a message to someone in the 
Company or to a Vendor. 

 

• Delete: Click the Delete  icon to delete the invoice. 
 

L. Column Editor: Use the Column Editor  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. 

  



55 
 

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. 

 

 

 
 

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. 
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Action Area  
 

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

 

 

 
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. 

 

 
 

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. 

 

 

 

A. File Icon: 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  icon to print the invoice file(s). 
 

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

F. Collapse/Extend: Click the Collapse  icon to collapse the Document Manager. 
When it is collapsed, click the Expand  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. 

 

 

 

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

 

• The Previous Page  icon displays the previous page in the document. 
 

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

 

• 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: 

 

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

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

 
 

• 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 
 

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. 

 

  

https://support.corpaycomplete.com/hc/en-us/articles/48648761962387-Corpay-Complete-Navigation-and-Core-Features-User-Guide
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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. 

 
• The Vendor payment information must be entered at either the Vendor level or the 

invoice level. 
 

• The Vendor must have an Active status. 
 

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

• 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. 

 

 

 
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. 

 

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

 

o 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. 

 

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

 

o 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. 

 

• 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  icon to export the contents of the Pay Invoices grid to a 
CSV file. 

 

D. Toggle Filter: Use the Toggle Filter  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. 

 

 

 
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: 
 

• New: The invoice was created within the last seven days. 
 

• Due Soon: The invoice due date is within seven days. 
 

• Due Today: The invoice is due today. 
 

• 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. 
 

 

 
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: 
 

• View: Click the View  icon to open the Invoice Details page. 
 

• Delete: Click the Delete  icon to delete the invoice. 
 

• 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  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.  

 

 

 
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. 

 

 

 
Action Area 
 
The top of the File Uploads tab contains several features. 

 

 
 

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  icon to show or hide filter fields in the grid.  
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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. 

 

 

 

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: 

 

• Click View to open the File Details page. 
 

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

 
 

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: 
 

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

 

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

 

• 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. 

 

 

 
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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C. Records processed successfully: This field displays the number of records that 
were successfully processed from the uploaded file. 

 

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

 

E. 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. 

 

 

 
A. Sort: Select the Sort drop-down to filter the File Items grid by records with exceptions 

or to display all records simultaneously. 
 

B. 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. 

 

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

D. Row #: This column displays the row number of the record in the uploaded file. 
 

E. Record Identifier: This column displays the unique identifier for the record. 
 

F. 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. 
 

H. 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. 
 

L. 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. 

 

 

 

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: 

 

• 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: 
 

• An invoice must be entered urgently. 
 

• The ERP is not integrated or synchronization is delayed. 
 

• The invoice is internal. 
 

• A correction or exception invoice must be created. 
 
Depending on role and Company policy, invoices may be created using the + Add or + Request 
button. 

 

 

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

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

 

 
 
 

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

 
 
 

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.  
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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. 

 

 

 

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. 
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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. 

 

 

 

 

7. Review the GL Impact tab to confirm the calculated posting structure reflects the 
intended accounting impact. 
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8. Attach supporting documentation if required using the upload option in the Attachments 
area of the Add Invoice form. 

 

 

 
 

9. If Company configuration includes Additional Coding fields, complete those fields as 
required. 
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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. 

 

 

 

 

11. Click Submit to create or request the invoice. 
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After submission, the invoice follows the Company’s configured workflow. 

• For Staff users, the invoice routes through the configured invoice approval workflow. 
 

• 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. 
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2. Click the Upload button. 

 

 

 

 

3. In the Upload Files dialog, complete the following steps: 

 

 

 

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. 
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4. The uploaded file(s) display in the Processing Uploads grid while processing occurs. 
Processing statuses update automatically while the files are processing. 

 

 

 

 
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. 

 

 

 

 
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. 
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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. 

 

 

 

 
8. The invoice is displayed on the Inbox Details page. 

 

 
 

 
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. 
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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. 

 

 
 

 

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. 
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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. 

 

 
 

 

13. Next, review the GL Accounts tab to confirm that debit and credit entries are accurate 
and that the invoice is properly coded. 
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14. Review the GL Impact tab to confirm that the calculated posting structure reflects the 
intended accounting impact. 

 

 
 
 

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. 

 

 
 

 
16. After reviewing the invoice, choose one of the following options: 

 

 

 
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. In the Invoices module, click the File Uploads tab. 

 

 

 

 

2. On the File Uploads page, click the Upload File button. 
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3. Complete the following steps in the Upload File dialog: 
 

 

 

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. 
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5. The file will display one of the following status messages: 
 

• Pending Processing: The file is being processed in Corpay Complete. 
 

• Completed: The file was processed successfully.  
 

• 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. 

 

• 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. 
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7. On the File Details page, review the file details using the following options: 
 

 

 

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. 

 

 

 

 

9. Review the information in the Alerts column, correct the necessary details in the CSV 
file, and upload the invoice file. 
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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. On the All Invoices tab, click the Import Invoices  icon.  
 

 

 
 

2. In the Bulk import new invoices dialog, click the invoices_upload_template.xls link 
to download the invoices_upload_template. 

 

 

 
 

3. Locate and open the downloaded invoices_upload_template. 
 

4. In the invoices_upload_template, key in the information for each new invoice to be 
imported. 

 

5. 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. 
 

 

 
 

7. The invoices from the invoices_upload_template will display in the Bulk Import new 
invoices dialog. 

 

 

 
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. 
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9. If the invoice information is correct, click the Start Loading button. 
 

 

 

 

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. 
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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. 

 

 

 

 

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. 
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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. 

 

 

 

 

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. 
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2. The Add Recurring Invoice page will display. Stay on the Main tab and complete the 
required fields.  

 

 
 

Note: Required and visible fields vary based on Company configuration.  
 

A. Name – Key in the name of the recurring invoice. 
 

B. 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. 
 

D. Payment Terms – Select the Vendor’s payment terms from the drop-down. This 
field may populate automatically depending on Company configuration. 

 

E. Subsidiary – This field populates based on the selected Vendor. Key in text to 
search or select the drop-down to choose a different subsidiary. 

 

F. Service Start Date – Click the date picker , and select a service start date. 
 

G. Service End Date – Click the date picker , 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: 

 

• 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. 

 

• 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  , then select a submit date. 
 

M. Discount Amount – Key in a discount amount.  
 

N. Discount Expire Date – Click the date picker , then select a discount 
expiration date. 

 

 
 

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. 

 

 
 

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 Item 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  icon to delete a line item.  

 

4. Click the Accounts tab and then choose one of the following options: 
 

 

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: 

 

 
 

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  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: 

 

 

 
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  icon to delete the credit account. 
 

7. Click the Submit button to create the recurring invoice. 

 

 

 

8. The Recurring Invoices Details page will display. 
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9. Click the Recurring Invoice link at the top of the Recurring Invoices Details page. 

 

 

 
 

10. On the Recurring Invoices tab, choose from the following options: 
 

 

 
 

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. 
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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  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. 
 

 

 
 

2. Click the Edit  icon in the Action column. 
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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. 

 

 

 

 

4. Click Submit to save the changes. 
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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  icon is selected to display the 

filter fields. 

 

 

 
 

2. To find an invoice by Vendor name, key in a partial or full Vendor name in the Vendor 
filter field. 

 

 

 

3. To find an invoice by invoice number, enter a partial or full invoice number in the 
Number filter field. 
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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. 

 

 

 

 

5. After the invoice is located, click the invoice Number link or View  icon to open the 
Invoice Details page. 

 

 

  



105 
 

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. 

 

 

 

2. On the 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. 
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3. Click the Name link or View  icon to open the Vendor Details page. 

 

 

 

 

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.  
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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.  

 

 

 
6. The All Invoices tab will display with the All Invoices grid automatically filtered by the 

selected Vendor.  
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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. 

 

 

 
 

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

 

 

 
 

3. Click the Column Editor  on the far right of the All Invoices grid. 
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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. 

 

 

 

 

5. The All Invoices grid will display the External ID column.  
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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. 

 

 

 
 

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. 
 

 

 

 

Link an Invoice to a Purchase Order 
 

This section describes how to link an invoice with an existing purchase order in Corpay 
Complete. 
 

 

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. 

 

 

 

 

2. Click the Edit  icon in the Action column. 
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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. 

 

 

 

 

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. 
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5. In the amount to deduct from PO field, key in the amount to apply to the purchase 
order. 

 

 

 

 

6. Click the Submit button. 
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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. 
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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. 

 

 
 
 

2. Click the View  icon in the Action column. 
 

 
 
 

3. On the Invoice Details page, click the Match Accrual button. 
 

  



116 
 

4. In the Match Accrual dialog, complete the following steps: 
 

 
 

A. Select the Accrual drop-down and click the desired accrual from the search results. 
 

B. 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. 

 

 

 
 

2. Select the Bulk Action drop-down and click Create/Reset Approval Workflow. 
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3. Click Ok in the Bulk Approval Workflow dialog. 

 

 
 

 

4. To verify the status of the approval notifications, click the invoice Number link or View 
 icon to open the Invoice Details page.  
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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. 

 

 

 

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. 
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2. Click the invoice Number link or View  icon to open the Invoice Details page. 

 

 

 
 

3. On the Invoice Details page, scroll down to the Approval Workflow panel and click 
Request Approval.  

 

 

 

 

Apply a Credit Memo to an Invoice 
 

This section describes how to apply a credit memo to an invoice.  

 

 

This procedure is only applicable when there are available credit memos 
from a Vendor. Otherwise, the Apply Credit option will not display in the 
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. 
 

 

 
 

2. Click the invoice Number link or View  icon in the Action column. 

 

 

 
 

3. On the Invoice Details page, select the Payment Actions drop-down and click Apply 
Credit. 
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4. Complete the following steps in the Apply Credit dialog: 
 

 

 

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. 
  



123 
 

5. The Credit Apply dialog will display, and the Outstanding Balance will reflect the 
Amount Applied from the credit memo. 

 

 

 

 

 

 

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.  
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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     icon in the Action column.  

 

 
 

• 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. 
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3. Complete the following steps in the Confirm Invoice for Payment dialog: 

 

 

 

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 

 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. In the Pay Invoices grid, select the checkboxes to the left of the invoices to be paid. 

 

 

 
 

B. Click the Select All checkbox at the top of the Pay Invoices grid to select all 
invoices for payment. 
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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. 

 

 

 
 

B. To submit all invoices for payment, click Submit All For Payment Run. 
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3. Complete the following steps on the Review New Payment Run page: 
 

 

 

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 will 
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. 
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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. Use the filter fields to locate the invoices that need to be marked as paid externally in 
the Pay Invoices grid. 

 

 

 

 
2. Select the checkbox(es) to the left of the relevant invoices in the Pay Invoices grid. 
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3. Select the Bulk Actions drop-down and click Mark As Paid Outside. 

 

 

 

 

4.  Complete the following steps in the Bulk Paid Outside dialog: 
 

 

 

A. In the Amount field, confirm the invoice amount or key in a new one. 
 

B. Confirm the payment date in the Payment Date field or use the date picker  to 
select a different date. 

 

C. 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. 

 

 

 
 

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. 

 

5. The External Payment Submitted dialog will display, and the associated payment will 
have a status of Cleared on the Payments tab. 
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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: 

 

• 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. 

 
• 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.  
 

• 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. 

 

 

 
 

2. Select the Bulk Action drop-down and click Create Data Extract. 
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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. 

 

 

 

 

4. In the Data Extracts grid, click the Download  icon in the Actions column. 
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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. 

 

 

 
 

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. 
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2. In the Reports module, select the Data Extracts drop-down, then click Invoices. 

 

 

 
 

3. On the Existing Data Extracts tab, select the Create New Data Extract button. 

 

 

 
 

4. The data extract will begin processing. This process may take several minutes 
depending on the number of invoices in the extract. 
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5. When the Status changes to Completed, click the Download  icon in the Actions 
column. 

 

 

 

6. In the Data Extract Download dialog, review the extract details, then click the 
Download button to download the invoice data. 
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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. 

 

 

 

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  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.  

 

 

 

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.  
 

• Completed – The report is complete and ready for download.  
 

G. Actions – This column displays the following Actions for the report:  
 

• Download – Click the Download  icon to download the report.  
 

• Delete – Click the Delete  icon to delete the report.  
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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.  
 

 

 
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  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:  
 

• Edit – Click the Edit  icon to edit the scheduled report.  
 

• Delete – Click the Delete  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. 

 

 

 

 

2. On the Create Report dialog, select PO & Invoice from the Category drop-down. The 
dialog will expand automatically.  
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3. Complete the following fields: 
 

 

 

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. 

 

B. Date Type – Select the Date Type drop-down to filter the report by a specific date 
type: 

 

• Invoice Date  
 

• Submit Date 
 

C. Start Date – Click the Start Date field and use the calendar widget to select a start 
date for the invoice report. 

 

D. 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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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: 

 
• All  

 
• New  

 
• Pending  

 
• Open  

 
• Closed  

 
• Rejected  

 
G. 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. 
 

• CSV 
 

• XLSX 
 

I. Export Destination – Select an export destination for the report: 
 

• Download – The report will be automatically downloaded to the designated 
web downloads folder. 

 

• 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). 

 

• 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. 

 

 

 

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. 
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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. 

 

 

 

 

2. On the Create Report dialog, select PO & Invoice from the Category drop-down. The 
dialog will expand automatically.  
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3. Complete the following fields: 

 

 
 

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. 

 

B. Date Type – Select the Date Type drop-down to filter the report by a specific date 
type: 

 

• Invoice Date  
 

• Submit Date 
 

C. Schedule Date Range – Select the date range for the report. 
 

D. Vendor – Start typing to search, then select a Vendor. 
 

E. Invoice Status – Select the drop-down to filter the report by a specific invoice 
status. 
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F. Has External Date – Click the Has External Date drop-down to filter the report by 
whether the invoice has an external date. 

 

• True – The invoice has an external date. 
 

• False – The invoice does not have an external date. 
 

G. Frequency – Select a frequency for the report to be delivered: Daily, Weekly, or 
Monthly.  

 

H. 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. 

 

I. Export Format – Select an export format for the report: 
 

Note: The availability of export formats may vary depending on the selected report. 
 

• CSV 
 

• XLSX 
 

J. Export Destination – Select an export destination for the report: 
 

• Download – The report will be automatically downloaded to the designated 
web downloads folder. 
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• 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). 

 

• 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. 

 

 

 

5. The new report will display in the Recurring Reports grid, and the report will be 
delivered on the specified date. 

 

 

 
 

6. To edit or delete the report, click the Edit  icon or Delete  icon in the Actions 
column. 

 

 

  



149 
 

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 Item 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 Description Export 
Format 

Open PO Listing 

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. 

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. 

 

• 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. 

 

• invoice_approver_with_edit: Users with this role can edit invoices they are approving. 
Once the invoice is approved, it may not be edited. 

 

• 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). 

  

https://accrualify.zendesk.com/hc/en-us/articles/1500008996522-Corpay-Complete-Roles-and-Permissions
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• 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). 

 

• 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 
 

• staff_read_invoice: This role enables users to view invoices owned by the user. 
 

• 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. 

 

• 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. 
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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. 

 

 

 
 

2. Click the Settings tab. 

 

 

 
 

3. On the Settings page, click the Company Default tile. 
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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. 
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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. 

 

 

 
 
Available Auto Start Invoice Workflow Settings 
 

The following table explains each Auto Start Invoice Workflow setting in Corpay Complete. 

 
Auto Start Setting Definition 

Same Day The invoice approval workflow will start automatically on the 
same day that it is created. 

1 Business Day The invoice approval workflow will start automatically after 
one business day. 

2 Business Days The invoice approval workflow will start automatically after 
two business days. 

5 Business Days The invoice approval workflow will start automatically after 
five business days. 

10 Business Days The invoice approval workflow will start automatically after 
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. 

 

 

 
 

2. On the Settings page, click the Company Default tile. 

 

 

 
 

3. On the Company Default page, click the Invoice tab. 
 

 

  

https://accrualify.zendesk.com/hc/en-us/articles/48648761962387-Corpay-Complete-Navigation-and-Core-Features-User-Guide
https://accrualify.zendesk.com/hc/en-us/articles/48648761962387-Corpay-Complete-Navigation-and-Core-Features-User-Guide
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4. Under the Header section, click the Add Audit Log to Invoice PDF checkbox. 

 

 

 
 

5. Click the Submit button at the bottom right corner of the page. 
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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  icon. 

 

 

 
 

7. Hover over the document in the Documents panel and click the Download  icon.  
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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. 

 

 

 
 
Add Fields to Line Items 
 

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. 

 

• Withholding Tax Amount: When enabled, users can key in or change the withholding 
(WH) tax amount on invoices and credit memos. 

 

• 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. 

 

• 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. 

 

 

 
 

2. In the Administration module, click the Settings tab. 

 

 

 
 

3. On the Settings page, click the Company Default tile. 
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4. Ensure the General tab is selected on the Company Default page. 

 

 

 
 

5. Complete the following steps on the General tab: 

 

 

 

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. 
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