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Withdraw an Invoice & Resubmit 

 
This process will show you how to withdraw 
and invoice and resubmit after changes.  

 
Additional Resources: 

• GMHEC Website  - Support / Finance 
 

 

Process 
Step & 

Description 
Action 

 

 
Tip: You can NOT withdraw an Invoice if it has already been approved. You need to Cancel and redo the 
process. 
 
Navigation Path: 

➢ Payables → Invoices → Task Icon on right / Select Manage Invoices 
 

 
 
 

 
 
 
From here, choose one of the selection options to search on to find the Invoice you wish to work on 
(Invoice Number or Supplier usually work best).  The search area is fully customizable to fit your needs, or 
you may select pre-defined searches from the Saved Search dropdown in the right corner.  
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From the results list, click into the selected Invoice number.  You will now be on the Invoice Details screen. 
Click on Actions, then the Approval drop down and select “Withdraw.” 
 

 
 
 
Once the Invoice is withdrawn, click Actions > Edit, you will be able to make changes to the attachments, 
invoice number, invoice date, distribution combination, or amount. 
 

1. Change Attachment, Change Invoice Number, or Invoice Date. 
Once the edits are complete SAVE changes, click Actions >Validate, then Actions > Approval Dropdown > 
Resubmit.  
 
 

2. Change Distribution Combination:   
Lines > Cancel Line (line remains, but the amount is zero)  

Lines > + (Add a new line and enter the correct information) 

 
 

 
 
SAVE changes, click Actions >Validate, then Actions > Approval Dropdown > Resubmit.  
 
 

3. Change Amount:   
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Change Invoice Amount in the Invoice Details section: 

 
 
Then update the Line Item:  Lines > Cancel Line (line remains, but the amount is zero)  

Lines > + (Add a new line and enter the correct information) 

 
 

 
 
 
 
 
 
SAVE changes, click Actions >Validate, then Actions > Approval Dropdown > Resubmit.  
 

 
 
 
 

 


