
 

 

 

How to continue submitting a SAVED invoice 

 

 

 

 

 

 

 

 

 

 

How to submit a SAVED invoice: 

1. On Home page, click on View All, under the 

Saved invoices summary 

2. Your saved invoices will pop-up at the bottom 

of the page. Click on Edit. 

NOTE: you also have the chance to delete the Saved 

invoice and re-start. Delete button is next to EDIT (2). 
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How to submit a SAVED invoice: 

3. Check and fill-in the compulsory fields (marked 

with a red asterisk)  

4. At the end of the page, check the amounts in 

Summary field. If all is correct, click on Send 

 


