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¾ After you receive your User ID and Password via email, go to www.apl.com and 

enter your User ID and Password in the login boxes and click “Go”. 
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Your name will appear in the upper left corner just below the APL logo. 
 
¾ Click “Payment Center” located at left side of screen to open sub-menu below it. 
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¾ The sub-menu now appears below “Payment Center”.  Click “Create Invoice”. 
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¾ From the drop box, select the supplier name to be used for creating invoices. 

 
¾ Press “Display Invoiceable Orders”. 
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¾ Click on circle next to PO Number you wish to invoice against. 

 
¾ Press “Create Invoice”. 
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¾ Enter your Invoice Number. 

 
¾ Enter Invoice Amount. 

 
¾ Enter Tax/VAT Amount.  Leave blank if zero. 

 
¾ Enter Total Amount. 

 
¾ Press “Create Invoice” to submit invoice using your current payment terms, ie. 

Net 35 Days. 
 

A confirmation screen will appear (see page 8). 
 

OR 
¾ Press “Quick Pay Option” to submit invoice using early payment terms. 

The Quick Pay screen will appear (see page 10). 
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¾ You’re done!  If you have another invoice to create, press “Select Another PO”. 

 
¾ If you want to print a hard copy of the invoice, press “Print Ready Format” and 

then print to your printer (see example of invoice print on page 9). 
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This screen appears after you press “Print Ready Format”.  You would then do a 
screen print to your printer. 
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¾ Click on circle next to payment option selected and press “Authorize 

Invoice/Schedule Payment”. 
 

Note:  Defaults to NEXT DAY payment terms. 
 
A confirmation screen will appear. 

 
¾ If you have finished invoicing, click “Log Out” located at top of screen. 
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After you have created invoices (without Quick Pay 2.5%), you can authorize an 
early payment anytime before the payment due date.  The cost will be from 1% - 
2.5% depending on the number of days early the invoice is paid.   

 
¾ To view your previously submitted ‘pending payment’ invoices and Quick Pay 

terms, press “View Quick Pay Option”. 
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This screen will display all your ‘pending payment’ invoices along with optional 
Quick Pay terms. 

 
This screen gives you the option of authorizing an early payment and discount 
terms for any ‘pending payment’ invoice(s). 

 
¾ To authorize an invoice(s) for early payment, click the box next to the invoice(s) 

selected and press “Authorize Quick Pay”. 
 

A confirmation screen will appear (see page 13). 
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This screen confirms your Quick Pay invoice(s). 
 
Payment will be issued the next business day (US vendors). 


