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Header and Line Notes 
This guide outlines how to use line and header note functionality for additional detail. 

Line Notes  
Select the Auxiliary AR/Billing Tile: 

 

Navigate to View/Edit Bill and search for the invoice under an AUX01 business unit: 
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Use line notes to add additional detail to a bill line. Line Notes will show up as indicated below:  

 

When ready to add line notes, select the option for “Line-Note” in the Navigation drop down box of 
view/edit: 

 

1) Type the text you like to include on the line in the “Note Text” box:  
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2) When ready, Save your bill by clicking the “Save” button.  

Header Notes  
Perform the same steps as above but navigate to the “Header-Note” area using the navigation drop 
down.  

 

These notes appear at the bottom of the invoice and refer to the entire invoice.  This section can be left 
blank and is only optional. 
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