
 

How to Import Invoices into 
the Client Portal 
 

 

Client Data Import 
 

 

You will receive an important message about submitting invoices 

 



 
Please click Accept to accept Advance Partners terms. 

Step 1 

 

Select the Import Type  
 Options are Invoices and Adjustments 

 

When you click Invoices you will see Download Template.  Click this to get a blank 
template for importing your invoices. 

 

Pick where you want to save the template and enter the file name.   



 

 

You can click Recent Download in the upper right corner of your browser to find the 
Template. 

 

You can also navigate to where you saved the template on your PC or network.                                   
  

Open the Template 

 

Now you can add your invoice information 

 

 
 

Date – This is the invoice date mm/dd/yy 

Location ID – This can be found under the Customer Name in the portal 



 

 

Click View

 

Location ID  

 

 

Tip – you can also run a complete list of Customers with Location ID from the Customer Screen.  Click 
Export. 

 

 

 



 

Division ID – This is the Division ID – you can cut and paste  
 

 

 

Rate Table ID – This is the Rate Table for Funding – you can cut and paste 

Important – if you only have one rate table, you can leave this field blank 

 

Memo – Any notes you would like to add 

Corporation Invoice ID – This is your Invoice Number 

PO Number – This is your PO Number (optional) 

Amount – Invoice amount – no $ or commas 

VMS – Y or N if VMS client 

Employee Name – only required if VMS – Last name, First name 

Week Ending – only required if VMS - the week the employee worked end date 

Save and close your file 

Step 2 Choose File and Click Submit 



 

 
 

Your invoices will appear in the portal screen 

 

Note the Invoice Count and Total Amount Submitted are in the upper lefthand corner 

At this point you can make changes. 
On the Review Import Data you can edit 
+ will allow you to manually add a line 

- will allow you to delete a line 

This message will appear if you try to delete a line 

 

 

Click OK to remove 

Tip if you click in a field like Division ID you will see a drop down to pick the Division  

After any edits you can click Submit 

 

While processing you will see this message – Queued in blue 



 

 

When done you will see – Complete in green 

 

Errors 

Duplicate Invoice No. –The system is setup to catch duplicate invoice numbers.  This 
error will allow you to update the invoice number and resubmit 



 

After you see Completed you will also be able to view the invoices.   

 

 

View 

Pick an invoice and click view.  You will see the details for this invoice. There also is an 
upload allowed on each invoice for attaching any details like time sheets. 



 

 

To add a document you can click to upload or drag a file and drop it.  The system 
accepts JPEG, PNG, PDF, XLSX and DOCX 

Note the max size of a document is 5M 
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