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MI Invoices 

Coding & Approval
Non-PO



• Example of an email from MI Invoices 



• Click on the URL detailed in the email

• You will be asked to Log In to Mi Invoices



• The task will open for the invoice requiring coding and approval



• You need to code the invoice

• Click on the SEARCH icon in the Coding box



• Enter the appropriate coding into the required fields



• When coding is entered click on the APPLY/ APPLY TO ALL button



• To enable the invoice to be processed for payment click on the GREEN TICK



• If there is a particular reason why the invoice is not to be paid, please enter a COMMENT here and click on the 
RED X and the invoice will return to Accounts payable



• If an order has been raised for the invoice do not provide coding.  Please detail the PO number in the 
COMMENTS tab and click on the RED X and the invoice will return to Accounts Payable for processing



• When you select the RED X you will be asked to provide information regarding why you have rejected the 
invoice.  Please select the most appropriate REASON and add relevant comment



einvoicing@eani.org.uk

If you have any questions about the MI Invoice system, please feel free to email:

einvoicing@eani.org.uk

Thank you for viewing the Coding and Approval process

Many thanks,

E-Invoicing Project Team

mailto:einvoicing@eani.org.uk
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