
Search for PO and go to the Comments Tab. 

 

Click on the plus sign to add a comment. 

 

Click on Add recipient. 

 



Type in Billing under User Name. Click Search. 

 

Click on plus sign to add our billing email. 

 

 

 

 

 

 



Type in okay to pay comment and click on “Choose File” in order to attach invoice. 

 

 

** Please note that Accounts Payable is not alerted if a PO is okay to pay, unless a MM comment is sent to our billing 
email.** 


