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OVERVIEW:  
Use this guide to update an invoice in Draft status. You may save an invoice that is not yet submitted to 
complete later. A saved invoice goes into draft status and may be edited. An invoice in draft status has 
not been transmitted to AvalonBay.  

UPDATE AN INVOICE IN DRAFT STATUS 
1. From the top left corner of your Workday home page, select the Accounts Payable Icon  
2. Select Most Recent Invoices.  

  
3. View your Most Recent Invoices and Payments. Look for the invoices in draft status and find 

the invoice you need to submit. 
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4. Hover next to the Invoice number and click on the 3-dots button. Hover over, “Supplier Invoice,” 
and click on “Edit Supplier Invoice.” 

 
5. From here, you have access to the normal invoice submission screen. You’ll be able to edit your invoice, 

upload your PDF file, and submit it for payment. 

 


	UPDATE AN INVOICE IN DRAFT STATUS

