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Consultant Invoice Routing Workflow

Consultant Invoicing
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1. Navigate to your project,  then select  ‘Processes’ from the left side 

menu. Then click ‘Start process’ in the upper r ight.
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2. Search for ‘inv’ and select ‘Invoice - Consultant Invoice’



Slide 4

3. Click ‘Start  INV’ in the lower r ight
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4. Fill out Subject and required data f ields. Subjects vary by division,  

contact your city Pro ject Manager for guidance.

 Some example subjects are:

  AECOM_SOW1_Invoice16Final_31Jul24

  February 2024 Invoice INV40893 PO2400001452

  Volkert Invoice Number 00207046-2024

5. Invoice/Receipts: An attachment f rom your company showing 

Professional Services rendered for the payment term, and any 

receipts.

6.  Status Update:  Requirements vary by division. This could be a 

short report,  a couple sentences, or a  schedule Gantt chart .

7. MWBE Cert ified Subcontractor Payment Form: This should have 

been included in your contract  as Appendix E.  Here is a link if 

needed: MWBE Form. Include it with each payment.  MWBE site.

https://cityofraleigh0drupal.blob.core.usgovcloudapi.net/drupal-prod/COR30/MWBEAppendixEPaymentsApplicationForm_030322.pdf
https://raleighnc.gov/doing-business/services/minority-and-women-owned-business-enterprise-mwbe
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8. MBE Portion of this Invoice ($): decimal amount of MBE 

portion of payment. Put  0.00 if not applicable.

9.  WBE Portion of this Invoice ($): decimal amount of  WBE 

portion of payment. Put  0.00 if not applicable.

10.  Commitment Invoice Details : Select your commitment f rom 

the ‘Commitment’ dropdown, and then edit the ‘Invoice Amount’ 

in the table that  appears below (pencil icon).  You may need to 

scroll to  the right to see that column. Example next  slide.  

This is important.  The money will not be marked as Paid in the 

contract  without this step, and failing to do so will delay 

payment.
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11. The invoice will now go through an internal review by the 

City of Raleigh. I f necessary, it  will be sent back to you for 

revision in  the ‘Init iator Resubmit/Void’ step. At any t ime you 

may open up the invoice process and click ‘Show Workf low 

Diagram’ to see where it is. ’Show History’ can also be useful.
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