
Useful Scribe Accounts Help Desk Article: - 

https://scribe.getgodesk.com/support/1/en_GB/articles/437/payments 

Adding Purchase invoices to Scribe Transactions   

Scan the invoice(s) & save with a description to the Invoice folder for the year 

 

 

 

From the Left Hand Transaction Menu add (+) a new Transaction and add the required details: - 

https://scribe.getgodesk.com/support/1/en_GB/articles/437/payments


 

 

 

Upload the scanned image form the Invoice folder & TICK the AWAITING AUTHORISATION box 



 

 

Save the new transaction to Invoices/2025 - 2026 

Write the Voucher Number on the Receipt and file 

 

 

 

 



 

 

 

 

 

 

 

 

 

Authorisation Process 

Run the Transactions List Report with the Filter set to “Awaiting Autorisation”    



 

 

Use the “Download” button, top right hand corner black part of the screen to upload file to the “Invoices Awaiting Approval” folder 



 

 

 

When the Awaiting Authorisation Report has two signatures drag it into the “Invoices Awaiting Payment” folder 



 

 

 

  



 


