
How to Do Invoice Entry 
  

 
  
Go to Data Entry, Procurement, Invoice Entry Form. 
  



 
  
From the pull down select the appropriate profit center. 

 
Click on Blank Invoice. 



  

 
  
Click on Vendor pull down to select correct vendor. 
  

 
  



 
  
Input invoice number, total payable, and sales tax (for Deca Only) or Freight (BiRITE) first. Then click on 
Details. 
(For yen invoices, put the total payable last) 
  

 
 Click on line under Item Code Purchase row to enter items. 



  

 
  
Enter Item Code to look up items. 
  

 
  
Or use the pull down to select other option for looking up items. 
  



 
 Enter item information and click on Magnifying glass icon. 
If the item is in the database, the item will come up as shown. 
Enter Quantity received, use the pull down to modify Units if needed and cost. 

  
 Click Update to finalize entering item on invoice. 

 



  
If invoice is in yen, click on Currency Converter to convert from Yen to US Dollars. 
Click OK on pop up and enter the Monthly MWR rate. 

 
Once all information is entered, check to make sure Difference is $0.00 

 



  
Click on Complete (1 of 2) to finalize invoice. 

 



 
 

 
  
Review invoice and check for Critical Issues and Warnings. 
Toggle Print When Completed to print out a copy of invoice. 
Click Complete (2 of 2) to finalize invoice entry. 
  



 
  
Food-Trak Report viewer will pop up allowing for final review prior to print.  If everything is good click on 
the Print icon. 
  



 
  
Your default printer will be automatically selected.  Click Print. 
  
  
  


