
ACCOUNTS 	PAYABLE 	USER 	GUIDE 	

	
The	term	“Office”	represents	a	practice	and	the	term	“Location”	represents	a	specific	office	for	the	
practice.	

LOGIN	

Contact	support@omsp.com	to	add	or	disable	employee	access.			

ACCOUNTS 	PAYABLE 	USER	

Employees	with	this	access	level	can	add	invoices	to	the	application,	edit	and	view	invoices,	and	
upload	scanned	images	of	invoices	into	the	system.	
	

ENTER	INVOICES	

Select	Invoices	>	Add	New	Invoice.	
	

	
	
Complete	the	requested	fields	and	when	the	page	is	complete,	click	on	the	Next	button.		(If	some	
required	fields	have	been	omitted,	an	alert	will	appear.)	
	



	
	
Review	the	Summary	fields	and	click	Previous	to	make	any	corrections.		Click	Upload	Scanned	
Copies	to	attach	any	scanned	invoices.		Click	Finish	to	complete	invoice	entry.	
	

SCAN/UPLOAD	INVOICES	

Invoices	can	be	scanned	and	saved	to	a	file	on	your	computer	or	a	network	folder.		Save	in	a	.jpg	or	
PDF	file	format.		Please	note:	The	file	size	upload	limit	is	2	MB.			
	
After	adding	the	invoice,	click	Upload	Scanned	Copies	to	locate	the	correct	image(s)	to	attach	to	
the	invoice.		Files	can	be	selected	or	dropped	onto	the	page	and	a	thumbnail	image	appears	once	
files	are	uploaded.		Click	to	red	X	to	remove	any	files	uploaded	in	error.	
		

	



ENTER	INVOICES	THAT	REQUIRE	MULTIPLE	ACCOUNT	CODES	

In	the	Account	Description	field,	select	Composite	(Split)	or	in	the	Account	Code	
field,	type	9999	to	indicate	this	is	a	Master	Invoice	with	Sub‐Invoices.		There	is	also	a	
check	box	near	the	lower	right	portion	to	indicate	this	is	a	Master	Invoice.	
	
(Example:	Employee	Expense	Reimbursement	–	The	employer	may	receive	one	expense	form	from	
the	employee,	but	multiple	account	codes	could	be	needed	for	expenses	like	lodging,	airfare,	
business	meals,	entertainment,	etc.)	
	
*******************************************************************************************	
Tip	–	When	making	a	selection	from	a	drop	down	menu,	you	can	reduce	the	number	of	selections	to	
scroll	through	by	typing	the	first	letter	of	the	desired	item	in	the	field.		Repeatedly	pressing	the	
letter	will	take	you	to	the	next	selection	beginning	with	that	letter.		
*******************************************************************************************	
	
This	page	will	appear	to	enter	the	Sub	Invoices	to	equal	the	amount	of	the	Master	Invoice.	
	

	
	
Click	the	New	Sub	Invoice	button.		Enter	the	Vendor	Name,	Account	Code,	Amount,	Received	
Date	and	any	other	required	information.		Note	that	several	of	the	fields	are	already	populated.		
Complete	the	remainder	of	the	fields,	then	click	Finish.	



	
	

	
	
The	“Out	of	Balance”	alert	will	continue	to	appear	until	the	amounts	of	all	the	Sub‐Invoices	
equal	the	amount	of	the	Master	Invoice.	
	

VIEW	OR	EDIT	INVOICES	

To	view	the	document(s)	attached	to	the	invoice,	go	to	Invoices	>	View	Invoices.	
	



Select	the	sort	options	and	the	date	range	as	desired,	otherwise,	all	invoices	will	be	displayed.		Click	
on	View	By	to	see	options	for	All,	Unapproved	or	Approved,	Unpaid.		Click	Submit	or	Excel.	
	

	
	
Next,	click	on	the	Invoice	Number	you	wish	to	view.	
	

	
	



*******************************************************************************************	
Tip	–	The	invoices	can	be	sorted	in	any	order	on	the	current	page.		Click	the	arrow	in	the	column	
heading	to	sort	invoices	by	that	column.		Examples:	If	you	click	the	Location	column	heading	all	the	
invoices	for	each	location	will	be	displayed	together	(in	alphabetical	order).		Date	fields	will	be	
displayed	with	oldest	first.		Numeric	and	currency	fields	will	display	with	the	smallest	number	first.	
*******************************************************************************************	
	
After	selecting	the	Invoice,	you	may	view	the	information	or	edit	it	if	you	have	the	appropriate	
access	rights.		To	see	the	scanned	invoice,	select	the	View	Scans	button.	
	

	
	
	

	
Once	the	image	is	displayed	to	print	a	copy	of	the	invoice,	right	click	and	choose	Print.	
	 	



	

ACCOUNTS 	PAYABLE 	ADMINISTRATOR	

The	employee	with	this	security	level	can	enter,	edit,	scan	or	view,	and	delete	invoices	into	the	
system	for	the	practice.		They	will	approve	invoices	for	payment	by	an	accountant.			
	
AP	Administrators	will	be	responsible	for	adding,	editing,	and	removing	users,	in	addition	to	
adding,	editing,	and	deleting	vendors	for	the	practice.			
	

ENTER	A	USER	

Click	System	>	Users.	
	

	
	
Click	the	Add	New	button.	
	



	
	
Complete	the	Add	New	User	page	and	Save.			
	
*******************************************************************************	
Tip	–	Users	added	to	the	Human	Resources	application,	will	automatically	appear	in	the	user	list.		
The	fields	related	to	HR,	like	Payroll	Type	and	Employee	Type	will	be	blocked	or	greyed	out	from	
making	changes.	
	
*******************************************************************************	
	

EDIT	A	USER	

Click	System	>	Users.		Click	on	the	user	name	to	edit	the	user	record,	make	the	necessary	
corrections	and	click	Save.	

ADD	A	VENDOR	

	
Click	on	the	Vendor	from	the	menu.		Search	to	make	sure	vendor	does	not	already	exist.		Click	the	
New	button.	
	



	
	
Complete	the	fields	on	the	page.		Then	click	the	Save	button.		The	Global	Vendor	checkbox	should	
remain	unchecked.		Please	ask	the	Houston	AP	team	if	a	new	Global	Vendor	may	need	to	be	added.	
	

EDIT	A	VENDOR	

Click	the	Vendor	button.		Click	the	Vendor	Name,	make	the	desired	changes	then	click	the	Save	
button.	
	

	
	

DELETE	AN	INVOICE	

Select	Invoices	>	View	Invoices	and	enter	the	desired	search	criteria.		Click	the	check	box	in	the	
Delete	column	for	each	invoice	to	delete.		Scroll	to	the	bottom	of	the	page	and	click	the	Delete	
button.		Once	an	invoice	is	deleted	it	cannot	be	retrieved.	
	



	
	

APPROVE	AN	INVOICE	FOR	PAYMENT	

Select	Invoices	>	View	List	of	Invoices.		From	the	View	By	field,	select	Un‐Approved	and	any	
other	desired	search	criteria.		Click	the	Approve	Payment	checkbox.		Scroll	to	the	bottom	of	the	
page	and	click	the	Approve	button.		Click	the	Next	button.		The	Accountant	staff	can	now	work	with	
or	pay	this	invoice.	
	

	



	

ACCOUNTS 	PAYABLE 	ACCOUNTANT	

Accountants	can	view	Un‐approved	invoices,	view	and	edit	Approved	Invoices,	view	scanned	
images	of	invoices,	post	payments	and	partial	payments	of	invoices,	and	export	comma	delimited	
files	for	use	in	spreadsheets.	
	

SELECT	INVOICES	

	
From	Accountant	>	View	Invoices,	select	the	Practice/Office	to	view	from	the	drop	down	menu.		
Select	the	desired	sort	and	view	options	and	the	date	range,	otherwise,	all	invoices	will	be	
displayed.		Click	the	check	boxes	for	any	additional	fields	to	display.	
	

	
	
Click	the	Submit	button.	
	
Please	remember	that	only	approved	invoices	can	have	payments	posted	to	them.	
	

ENTER	ACCOUNTANT	NOTES	

After	selecting	a	group	of	invoices	to	work,	select	an	invoice	by	clicking	on	the	invoice	number	in	
the	Invoice	#	column.	



	

	
	
The	Invoice	information	will	appear.	
	

	
	

Scroll	to	the	Practice/Office	Notes	section.		Enter	notes	and	click	Save.	
	 	



TAG	AN	INVOICE	FOR	QB	

QB	Tagging	will	mark	an	invoice	to	be	exported	from	Accounts	Payable	and	imported	into	
QuickBooks.		A	batch	processing	job	will	run	nightly	and	can	be	run	on	demand	by	Houston	IT	staff.	
	
From	Accountant	>	View	Invoices,	click	the	QB	Tag	button.	
	

	
	

Click	the	checkbox	for	Tag	for	Q.B.		
	

	



	
When	the	Tag	for	Q.B.	status	shows	Not	QB	Ready,	vendor	and	account	linking	should	be	done	first	
from	the	QuickBooks	Administration	menu,	Vendors	and	Services	pages.			Usually	this	linking	
will	be	done	as	a	new	office	is	created	and	as	new	vendors	and	services	(account	codes)	are	
entered.			It	is	critical	to	not	add	duplicates	and	these	values	should	map	to	the	appropriate	
QuickBooks	records.		Once	setup	properly,	then	it	will	be	possible	to	click	the	checkbox,	Tag	for	
Q.B.	for	invoices.			
	

POST	A	PAYMENT	FOR	AN	INVOICE	

After	selecting	the	desired	invoice,	scroll	to	the	bottom	of	the	page.		Previous	payments	that	have	
been	posted	will	be	displayed.	
	

	



	
Click	the	Post	Payment	button	to	post	a	payment.		Today’s	date	will	be	displayed.		Enter	the	
Payment	Date.			
	

	
	
Enter	the	Check	Number,	Bank	Name	and	Amount	of	the	payment.	
	
Click	the	Post	Payment	button.		The	Invoice	page	will	display	so	you	may	view	your	payment	and	
make	notes	if	desired.	
	

CREATE	A	COMMA	DELIMITED	FILE	

Select	the	desired	group	of	invoices.		Click	the	Comma	Delimited	File	option	in	the	upper	left	of	the	
page.		A	separate	window	will	appear	containing	a	file	with	column	headers	and	data	that	can	either	
be	copied	or	imported	into	another	application,	such	as	Excel.	
	

	
	

	


