
Once an invoice is created, there are a number of states it can have before it is finalised and paid.

Initially, all invoices are created in the draft state. At this point, the invoice is only visible to
owners, and can be edited. Once an invoice changes state, it can no longer be edited. However it
can be returned to the draft state at any time, except after being marked as paid.

Once a draft is finished, it can be moved to the submitted state. At this point, the invoice is sent to
the worker for approval. From here, the worker can either approve or reject the invoice. Rejecting
the invoice will require the user to add a comment, and will send it back to the owner. From here
the owner will need to return the invoice to draft state to make changes and continue from there.

When a worker approves an invoice it is also sent back to the owner, this time in a finalised state.
It can then be marked as paid once complete.

The final state is revoked, which is for any invoices that need to be removed. Revoked invoices will
be hidden from display by default, and only paid invoices are unable to be revoked. They can be
restored to draft state at any time.

The below diagram outlines the flow of invoice state. You can view the state history of any invoice
by clicking the "History" button from the details page.

Processing Invoices

https://assets.help.myworkapp.com/uploads/images/gallery/2022-01/njJPtBEuxEwzBeMo-image-1641858104735.png


Bulk processing is also available, which allows you to perform the same action across multiple
invoices. From the Invoices landing page, select the invoices you wish to process with the
checkboxes. Then use the dropdown at the top right of the table to select which action you would
like to apply. A popup will confirm the action you are about to take.

Revision #1 
Created 10 January 2022 23:34:08 by Adam Debono 
Updated 10 January 2022 23:54:24 by Adam Debono

https://assets.help.myworkapp.com/uploads/images/gallery/2022-01/nepuiKvT2dSNg5dA-image-1641858788318-53-06.png

