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HOW TO PROCESS AN ACCOUNTS PAYABLE BATCH 

• CREATING THE PAYMENT BATCH 
• From the New World home screen, click on Financial Management >Accounts Payable>Invoice 

Entry Batches  
 

 
 

• At the bottom left of the page, click the NEW Button 
 

 
 

• To create the new batch, make sure the following defaults are populated: 
 -Department: Should automatically populate  
 -Date: Defaults to today’s date (Do not change this date) 
 -Paying Bank: Wells Fargo General Checking 
 -Click  SAVE 
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• INPUT THE INVOICES 
• On the left-hand side, click the second icon down called QUICK INVOICE.  If you are unsure of 

the exact icon, the name of the icon will populate if you hover the mouse over the icon  
 

 
 

• This is the screen where all of the invoice information needs to go. Fill in all required fields: 
-Department: Choose the responsible department 
-Vendor: Begin to type in the vendor name and choose from the drop down or type in 
the vendor number and it will populate for selection 
-Vendor Invoice: Enter the Invoice Number  
-Description: Enter an item description 
-Invoice Amount: Enter the total invoice amount you are paying 
-Invoice Item: Choose the appropriate invoice item 
-GL Account: Type in the GL Expense Account   
-Invoice Date: Enter the date listed on the invoice 
-Due Date: Enter the due date listed on the invoice 
-GL Date: This will automatically populate with today’s date, and should never be 
changed 
-Paying Bank: This should automatically populate (Wells Fargo General Checking) 
-Completes P.O. Item: Make sure to check this box if this batch is closing out a purchase 
order that was input previously 
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• To find the ITEM, use the drop down to scroll through the items, or use the search icon to the 
right of the drop down . Make sure not to select any item with a ‘Z’ in the front – these are for 
Finance use only  

 

 
• Here is an example of what the screen looks like when the search icon is used: 
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• You can also use the search button to find the GL account, located to the right of the GL drop 
down 

 

 
• The next screen is what comes up after clicking the Search icon. Input a description and uncheck 

all but the enpense box and click SEARCH. All available GL account options will show. Click on 
the blue account number on the left, and it will populate it for you in the GL section 
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• If multiple GL account numbers are needed, click the diamond icon to the right of the drop 
down arrow 

 

 

• Enter the account without any dashes or decimals, and tab out of the box.  The system will 
populate the entire account number and description for you. If you are unsure of the account 
number, choose the account you need using the search icon 

• Enter a project number if it is associated with a project 
• If you are processing by dollar amount instead of percentage, delete the percent amount in that 

box, and tab out of it. This will trigger the “Amount” column to open and you can then input 
dollars instead of percentages 

• All other fields are optional 
• If you need additional lines to enter more GL accounts, click the SAVE button, and wait for the 

screen to refresh (this may take a minute). Once it refreshes, use the dropdown on PAGE 1 OF 1 
to select NEW PAGE, and input the remaining GL accounts 

 

• When finished, click SAVE 
• To enter another invoice in the same batch, click on the QUICK INVOICE ENTRY (left-hand side, 

second button down) icon, and a new invoice will populate for you  
• If you are not in the multiple GL screen, click SAVE/NEW to input another invoice 
• When finished inputting all invoices, ‘Breadcrumb’ back to the Invoice Batch List 
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• VALIDATE THE BATCH 
• Once you have completed your batch, you can validate (you do not have to validate after each 

invoice is input) 
• Click on the Validation Icon 

 

• Check the box associated with your batch that needs to be validated 
• Click SUBMIT 
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• PRINT EDIT & ERROR LISTING 
• If it is the first time printing this report, you will need to set the system up to default printing GL 

accounts for you. To set this up, click on the Print Invoice Batch Edit & Error Listing icon, and 
check the “Include G/L Distributions Information” box.  Click OK to go back to the last screen 

• You will only need to do this step one time – it will save this setting for future batches 

 

 

• Check the box next to the batch to be printed 
• Click SUBMIT 

  

• To print the report created, go to your reports in the upper right-hand corner, and select the 
report titled “Accounts Payable Edit Listing” 
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• Make sure the GL account numbers printed on the report. This is the report that Finance uses to 
audit each batch 

• Group all invoices and invoice back-up in the order they were put into that batch, and place the 
Edit & Error Listing on the very top 
 

• APPROVALS 
• Click on the Approval Icon 
• Check the box next to the batch that needs to be approved 
• Click SUBMIT 

  

• QUICK TIP – You can validate, approve, and print when in your batch! 
 


