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Importing Electronic Invoices 
 

1. Locate the invoice provided by the vendor either on their website or in your e-mail. 
 

2. Click on the Edit Menu of the program you are using to view the invoice and select “Select 
All”.  Click on the Edit Menu again and chose “Copy”. 

 
3. Open Aspect: 

 
a. Select Inventory then “Edit Invoices” 
b. Once the Edit Invoices screen opens, simply right click anywhere on the screen. 

 

 

 
c. Chose “Paste Electronic Invoices”.   

 
 

4. Paste the Electronic Invoice: 
 

a. A few moments after you chose the Paste Electronic Invoice option, Aspect will open an 
import window. 

b. In this window you will chose the Inventory Item that corresponds with the invoice line items. 
c. After you have entered all of the invoice line items, click on “OK”. 
d. For further assistance, see the snap shots below. 

 
 
 
 
 
 
 



5. Import the Electronic Invoice: 
 

a. Instead of Paste Electronic Invoice, you have the option to Import the Electronic Invoice 
b. Follow Steps 1 – 3, however instead of choosing “Paste”, select “Import Electronic Invoice. 
c. The next screen will ask you to chose the file you would like to import. 

 

 

 

d. The following screen you ask you to select the proper vendor. 

 

 

 

 

 

 

 

 

 

 

 

 



e. Finally, we will need to confirm Inventory Items (Match Invoice Line Items with Aspect 

Inventory Items. 

 

 

 


