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Introduction

Seattle Housing Authority understands the importance of timely payments, visibility and
accountability to our vendors. The Invoice Center allows you to easily submit invoices
and track the status of previously submitted invoices, ensuring better processing times
and transparency.
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Access Options

Vendors will access the Invoice Center in one of two ways:

e As a Registered Vendor, you can submit invoices and view the status of
submitted invoices. A username will be provided to you by SHA.

e As a Guest, you can quickly submit invoices without logging in, but you will not
be able to see the status of your submitted invoices.

Vendors identified as Non-PO Vendors, who provide services to SHA that do not
require a purchase order or contract number, may also upload invoices without logging
in.

Remember, you must log in with your Registered Vendor credentials to view submitted
invoices.
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Logging In

1. Open your web browser and navigate to: htips://invoices.seattlehousing.org

Seattle
Amenry  Invoice Center

Welcome to the Seattle Housing Authority Invoice Center

a place for contracfors and vendors fo submif invoices and view invoice aciivity

Submit invoices as a guest
Log in for all services

Submit invoices, view invoice activity Contract / purchase order vendors
and track status.
Log in not required. You will need your contract
number or purchase order number.

Submit an invoice

Log in Non-PO vendors

Forgot your password?

Log in not required. You will need your
SHA vendor ID number

Don't have an Invoice Center account?
Submit an invoice
Contact Us

Questions? Please view our FAQ for answers

Note: If it's your first time using the Invoice Center, please use your vendor email
provided in the registration email you received and click 'Forgot Password’ to
set your password.

2. Enter your Username and Password (e.g., your email and the password you set
after using the Invoice Center for the first time).



Seattle

HOUSING
AUTHORITY

Invoice Center - User Manual

Seattle
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Welcome to the Seattle Housing Authority Invoice Center

a place for contractors and vendors to submit invoices and view invoice acfivity

Submit invoices as a guest
Log in for all services

Submit invoices, view invoice activity Confract/ purchase order vendors
and track status.
Log in not required. You will need your contract
number or purchase order number.

Submit an invoice

=8 Non-PO vendors

Forgot your password?
Log in not required. You will need your

SHA vendor ID number.

Don't have an Invoice Center account?
Submit an invoice
Contact Us

Questions? Please view our FAQ for answers

3. Click Log in:

Seattle
ooy Invoice Center

Welcome to the Seattle Housing Authority Invoice Center

a place for contracfors and vendors to submit invoices and view invoice activity

Submit invoices as a guest
Log in for all services

Submit invoices, view invoice activity Confract / purchase order vendors
and track status

Log in not required. You will need your contract
number or purchase order number.

Non-PO vendors
Forgot your password?
Log in not required. You will need your

SHA vendor ID number.
Don't have an Invoice Center account?

Submit an invoice
Coniact Us

Questions? Please view our FAQ for answers.

4. Check your email for a 6-digit verification code. Enter the verification code that
you received in your email.
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Invoice Center Home

Seattle
HOUSING
AUTHORITY

Invoice Center

Your verification code

code
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A code has been sent to your registered email address

Please check your email and enter the code below

Click Submit

If you forget your password or wish to change it, click Forgot your password?
At the log in page and follow the reset steps.

Ponsne
aurioriry  INVoice Center

Welcome to the Seattle Housing Authority Invoice Center

& place for confractors and vendors to submit invoices and view invoice activity

Log in for all services

Submit invoices, view invoice activity
and track status.

Login

Forgot your password?

Don't have an Invoice Center account?

Contact Us

Submit invoices as a guest

Contract / purchase order vendors

Log In not required. You will need your contract
number or purchase order number.

‘Submit an invoice
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After logging in, you will be taken to your Dashboard which will show your
organization’s details, previously submitted invoices, filters to sort and track the

status of invoices, and a button to upload new invoices.

]
e
wriommy  Invoice Center

Invoice Center Home
Upload New Invoice

Logout
Invoice Number Amount Status Invoice File Comments

J Date Submitted v PO Number
Search by PO or Contract#
L]

Filter by status

Paid

In Progress

Cancelled

Filter by invoice date submitted

A —

All

Filter by invoice amount

All
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How to Submit an Invoice as a Registered Vendor

Note: To avoid issues, please ensure that yourinvoice is in PDF format and 2MB or
less.

1. From the Dashboard click Upload New Invoice:

"
Seattle
Ronts  Invoice Center

I Upload New Invoice
Date Submitted v PO Number L Invoice Number Amount Status Involce Flle  Commen

No Invoices Found

Invoice Center Home

Filter by status

Paid
In Progress
Cancalled

Filter by invoice date submitted
All
Filter by invoice amount

All

2. When the pop out appears, fill in the required fields:
[><]

Purchase Order or
Contract Number *

Invoice Number *
[123456 ]

Invoice amount *
[125 ]

Invoice Description

electrical services 2/15/25

Choose file
invoice_ 123456 pdf

e Purchase Order or Contract Numbes Invoice Amount (enter a decimal or
e Invoice Number whole number; exclude $ or other
characters)

¢ Invoice Description (Optional)

3. Attach supporting documents (must be in PDF format 2MB or less).
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4. Review the invoice for accuracy.

5. Click Submit. A confirmation message will appear.

Purchase Order or
Contract Number *

[ ]

Invoice Number =

[ ]

Invoice amount *

[ ]

Invoice Description

| Browse. . |

No file chosen

Alfowed file type-PDFE not fo exceed 2MEB

" o Invoice Submit Successful

How to Submit an Invoice as a Guest User

Note: When you submit an invoice as a guest, you won't see the status of the invoice.
If you need to know the status of submitted invoices, log in to your vendor account.

Please ensure that your invoice is in PDF format and 2MB or less.

1. To submit your invoice as a guest user, go to: htip://invoices.seattlehousing.org

2. Underthe Submit invoices as a guest section, go to the option
Contract/Purchase Order Vendor then select Submit an invoice button:
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Seattle
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Welcome to the Seattle Housing Authority Invoice Center

a place for contractors and vendors to submit invoices and view invoice acfivity

Submit invoices as a guest
Log in for all services

Submit invoices, view invoice activity Contract / purchase order vendors
and track status.
Log in not required. You will need your contract

number or purchase order number.
——
Submit an invoice

— e
sescssscss

tegin Non-PO vendors

Forgot your password?
Log in not required. You will need your

SHA vendor ID number.

Don't have an Invoice Center account?
Submit an invoice
Contact Us

Questions? Please view our FAQ for answers.

3. Fill in the required fields:

i
amiority  INvoice Center

Invoice Center Home Submit an invoice as a guest

Purchase Order or J

Contract Number *

Invoice Number * l ]

Invoice amount * [ ]

Invoice Description

Choose file

No file chosen
Allowed file type:PDF, not to exceed 2MB

e Purchase Order or Contract Number
e Invoice Number
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¢ Invoice Amount (enter a decimal or whole number; exclude $ or other
characters)
¢ Invoice Description (Optional)

4. Attach yourinvoice (in PDF format and less than 2MB) by clicking Choose File
and locating your file on your device:

Seatitle
Rowenny  Invoice Center

) File Upload

Submit an invoicep v/ b | W > thocps-Seatie Housiug Autiionty. > Bocumets

Invoice Center Home

Purchase Order or
Contract Number *

Invoice Number *

Invoice amount *

Invoice Description

| Browse .. |

No file chosen

5. Select Submit. A confirmation message will appear.
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Submit an invoice as a guest

Purc [:§ se Order or [ ]

Contract Number ™

Invoice Number * [ ]

Invoice amount * [ ]

Invoice Description { ]
P

|Brm-se... |

Mo file chosen

Aliowed file ype FPDF not fo exceed 20B

o o Invoice Submit Successful

Submitting Invoices as guest Non-PO Vendors

Note: When you submit an invoice as a guest, you won'’t see the status of the invoice.
If you need to know the status of submitted invoices, log in to your vendor account.

To avoid issues, please ensure that your invoice is in PDF format and 2MB or less.

1. To submit your invoice as a guest user, go to:
http://invoices.seattlehousing.org

2. Under the Submit invoices as a guest section, go to the option Non-PO
Vendor then select Submit an invoice button:

10
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r ™
Non-PO vendors

Log in not required. You will need your
SHA vendor ID number.

Submit an invoice

e A

3. Fill in the required fields:

Seattle
Aomomty  Invoice Center

Invoice Center Home Submit an invoice
Vendor Number [ 113646 ]
Invoice Number [test123 ]
Invoice Amount [50000_01 z ]
(el o

Allowed fife type:PDF, not to exceed 2MB

Mo files chosen

e Vendor Number

e Invoice Number

¢ Invoice Amount (enter a decimal or whole number; exclude $ or other
characters)

11
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4. Attach yourinvoice (in PDF format and less than 2MB) by clicking Choose
File and locating your file on your device:

Seatitle
Renty  Invoice Center

) File Upload

Invoice Center Home Submit an invoice@

B > Hugo- Seattle Housing Authority > Documents

Purchase Order or
Contract Number *

Invoice Number *

Invoice amount *

Invoice Description

| Browse.... |

No file chosen

5. Select Submit. A confirmation message will appear.

Seattle

hoenss  Invoice Center

Invoice Center Home Submit an invoice
Ly
Vendor Number [ ]
Invoice Number [ ]
Invoice Amount [ A ]
i Browse. .. |

Alfowed file type PDF, not to exceed 2MB

Mo files chosen

Invoice submitted successfully

12
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Invoice Requirements & Guidelines

To ensure efficient processing:

e Submitinvoices in PDF format 2MB or less

¢ Include all mandatory fields.

¢ Double-check PO, contract numbers, invoice amounts and your vendor
number if you're a Non-PO vendor.

How to Track Invoice Status

1. Login to the invoice Center.

2. Locate the invoice(s) in the Dashboard and check the status column. You can
also sort invoices by Date Submitted, PO Number, Invoice Number, Amount,
Status, Invoice File and Comments.

3. In the left side menu, you can filter invoices by submission date or amount.

4. Check the Status column:
a. In Progress: Under review by SHA's Accounts Payables team.
b. Cancelled: There was a problem with the invoice or amount submitted;
invoice needs corrections.
c. Paid: Payment completed.

Payment Processing

¢ Payments are made via check, unless you are registered for ACH (direct deposit
into your bank account).

¢ If you'd like to use ACH, please reach out to your SHA point of contact and ask to
register for direct deposit payments.

Troubleshooting Common Issues

Login Issues

e Ensure you are using the correct username/password.
e Clear browser cache and try again.

13
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Use Forgot Password to reset credentials.

Invoice Submission Errors

Check that all required fields are complete.

Ensure the invoice matches the specified format (i.e., PDF, less than 2MB in
size).

Reach out to your SHA point of contact for support on technical errors.

Payment Discrepancies

Confirm invoice approval status.
Reach out to your SHA point of contact if payment is delayed.

Invoice Center FAQ

1.

How do | log in to the invoice Center?

You can log in using your registered email and password.

If you've forgotten your password, click on "Forgot Password" in the login screen
to reset it.

If you’re a new user/vendor, you may need to register. Reach out to your SHA
point of contact to ask about registering for the Invoice Center.

. Can | edit an invoice after it has been sent?

No. Once an invoice has been submitted, it may not be edited. If changes are
needed, please reach out to your SHA point of contact to resubmit.

. Howdo | track the status of my invoices?

Log in to the Invoice Center and locate submitted invoices to view the status of
an invoice.

In addition, you can sort or filter your invoices by Date Submitted, PO Number,
Invoice Number, Amount, or Status. Invoice statuses include In Progress, Paid,
or Canceled.

How quickly will my invoice show up in the Center after | submit it?

Your invoice will appear in the Invoice Center immediately (refresh your browser
if it doesn’t appear automatically). If the invoice does not appear after refreshing
your screen, please reach out to your SHA point of contact.

14
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Note: Invoices submitted before the existence of the Invoice Center will not be
visible, however you still may see their status.

How do | download or print an invoice?
Locate the invoice in your dashboard, click on “View”, and look for the
"Download" or "Print" button at the top. You can save it as a PDF or print a hard

copy.

Only invoices PDFs submitted via Invoice Center will appear. Invoices submitted
to SHA before the Invoice Center will not be displayed.

How can | track an invoice status as a guest?

As a guest user, you cannot see the status of an invoice. If you'd like to know the
status of an invoice you submitted, please login with the username and password
you created after signing in the Invoice Center. If you did not receive the
information or are a new user and would like to be able to track the status of your
invoices, please reach out to your SHA point of contact.

Glossary of Terms

Invoice: A Dbill sent by a seller to a buyer requesting payment for goods or
services

Invoice Number: A unique identifier for tracking invoices.

Purchase Order (PO): A unique identifier provided to you, the vendor,
authorizing payment for goods/services.

Contract Number: A unique identifier assigned to a specific contract between
SHA and you, the vendor.

In Progress Invoice: An invoice that is under review by the Accounts Payable
team.

Cancelled Invoice: An invoice that was cancelled due to a problem with the
invoice or amount submitted.

Support & Assistance

For any issues, reach out to your SHA point of contact.
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