
                          INNOVATE + COLLABORATE = SMART BUSINESS 
 

eVisibility Rejected Invoices Video Script 
 
Welcome to using eVisibility for rejected invoices! You will use the Rejected Invoices feature to see all the 
rejected and unbillable invoices for your stores and your customers. You will even be able to update the 
Invoice with a valid customer PO# and eVisibility will send the Invoice back to the customer electronically.  
About 50% of Rejected Invoices are due to an Invalid PO#.  We want YOU, our STORES and FIELD TEAMS to 
correct the PO# on the Invoice.    
 
You can also mark Invoices to “Ignore” – which just means you’ve created another Invoice that has been paid 
and the Rejected Invoice is a duplicate (and won’t be paid by the customer).    
 
Let’s see how Rejected Invoices work. 

 
 

Once in eVisibility, click on the new Rejected Invoices icon. Rejected Invoices “look & feel” is very similar to 
the other eVisibility icons.   

 
 
Next, enter a date range on the calendar for which you want to see the Rejected Invoices. eVisibility defaults 
dates to current year.  The filters at the top will limit the number of invoices shown. You will notice we are 
only including Rejected and Unbillable Invoices.  In the secondary status, you can even filter by the reason an 
invoice was rejected.  

 
Now, click Run Report. In the left column, you will see all your rejected POs. In the next column, are the 
invoices that were rejected based on those POs. 
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One option for dealing with a rejected PO is to update a specific invoice status to “Ignore”. 
 
Let’s look at this option first. Using the Quick Search field, we’ll search for a specific invoice. Let’s enter one 
here. I’ll type it in (ATL00007045539) and then run the report.  
 
The report will show the first 3 invoices associated with the related PO, however, it is important to note the 
number in the “DocCount” column which shows the total number of invoices actually associated with that 
specific PO number. In this example, we see that there are 4 associated documents. To get a detailed history of 
these invoices, click the PO number.  
 
We can see that the second invoice of the PO was Unbillable where the Invoice had both debit and credit on 
the same invoice.  This is not allowed by the customer – typically it is never allowed by any customer who 
receive and validate invoices electronically). To correct the invoice, the credit and debit were sent separately 
through the second and third invoices. Since the other invoices are correct, we will want to ignore the first 
(incorrect) invoice that includes both the credit and the debit.  
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If you have already been paid for the correct invoice[s], select the “Mark Ignore” checkbox on the rejected 
invoice and then click “Update Status”. 
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Once selected, a box will pop up for you to confirm your changes. Always remember that if you confirm a Mark 
Ignore then that invoice will not be paid, will not appear on many of the eVisibility reports, and will be 
removed from many KPI metrics reporting as well. 

 
 
Click “OK”.  Now, you can see that the status was updated to “Ignore”.  

 
 

Remember that you, as the  NAPA Store Manager or Owner, should review these invoices and mark them as 
“Ignore” if you have already been paid for the correct invoice[s]. 
 
 
Next, let’s go back into the invoice history. Here, you can see who changed the status and at what date/time 
the change occurred. Now we can see that the status was changed from “Unbillable” to “Ignore” for this 
Invoice. 
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---------------------------------------------------------------------------- 
 
The MAIN PURPOSE  of eVisibility Rejected Invoices functionality is to correct PO# on the Invoice and allow 
eVisibility to send that Invoice to the customer electronically - so the customer PAYS for that invoice..  
Typically, the rejection reason is “Invalid PO”.  In this case, you will update the rejected or unbillable invoice. 
Let’s do another search for an invoice. I’ll type it in the search bar,  “PO=514010pn11851 ” then run the report.   

 
 

You can see the status came up as “Unbillable or Rejected”. Next, you will click the PO number to edit and see 
the history details. 

 
 

Now click “Edit PO”. Notice that it highlights the PO areas that will be updated in the order and in the invoice 
associated with it. Add a valid PO number  073310pn52141 then select “Update PO”. Now you will see that it 
updated the PO for both the purchase order and for the invoice. 

      
 

Next, notice that the “Master Status” is updated to “Processed,” the “Secondary Status” is updated to 
“Unpaid”, and the invoice was resent to the customer for payment. 

      
Finally, if you click on “History” you will then see that the status has been changed from unbillable to 
“Processed”. Once the customer has received the Invoice and if there’s an Invoice response (It may again be 
rejected if customer doesn’t have that PO# in their system), the Invoice and History log will be updated with 
the new Invoice status. 
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Please remember, it is the expectation of the STORE and NAPA Field personnel to manage and update the 
PO numbers for any rejected PO’s so that it is resent electronically back to the customer.  
 
That concludes the basics of what you need to know about the new Rejected Invoice feature in eVisibility.   
 
If you’d like additional training on eVisibility, please email apg_it_integration_team@genpt.com with the 
Subject line: eVisibility Additional Training Request. 
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