
1 

 

INVOICE CENTRAL 
 

Invoice Central is a centralized location that will allow you to view all information related to invoices.  You 

also have the option within Invoice Central to export information into Excel, and send emails.   

 

In order to open Invoice Central, please login to Munis and choose the following from the drop down:  

Financials/Accounts Payable/Invoice Inquiry and Reports/Invoice Central.  This will take you directly to 

Invoice Central using internet browser. 

   
SEARCHING FOR INVOICES BY VENDOR NAME OR INVOICE NUMBER-From here you will be 

able to search for an invoice either by vendor name or invoice number.  Please type in this information and hit 

enter or click on the magnifying glass. 

 

SEARCH BY VENDOR NAME 

 
Based on the information you entered, you will be provided with a list of invoices.  Please choose the invoice 

you would like to view by clicking on it directly, or you can advance your search by clicking advanced in the 

top left corner.  
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SEARCH BY INVOICE NUMBER 

 

 
ADVANCED SEARCH-From here you can search for an invoice by using any information you may have.  

After you have entered the information, please click search.  If you want to save this search for future reference, 

please click save and this will be added to My Searches at the top of the screen. 
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If any invoices have been found, this will show on your screen.  Please click on the box in order to select it.  If 

you cannot locate your invoice, you may need to change your search and try again. 

 
INVOICE-You can view details regarding the invoice that was entered. 

 
PAYMENT DETAILS-By clicking on the payment tab you will find the payment details for this specific 

invoice. 

 
INVOICE DETAILS-These are the additional details regarding the invoice that was entered. 
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ADDITIONAL TOOLS-There are some tools at the top that can be used to export information into Excel, 

email, refresh your screen, or go back to the previous screen.  At this time, we are not set up to attach anything 

to Munis, so you cannot view attachments. 

 
EXCEL-If you click on the EXCEL icon it will export all information you are viewing into a spreadsheet.    

 
EMAIL-If you click on the EMAIL icon, it will bring up a new email that you can complete and send.  It will 

provide information on what you would like another Munis employee to view and it will provide the link and 

take you to the exact location.  This can be a great tool when needing to show another Munis employee what 

you are looking at or where information is located. 

 
 

 


