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1. Access Supplier inMotion and sign in

Link from Motion’s website
1. Visit www.MotionIndustries.com
2. Select Support
3. Select Supplier inMotion Login

Sign into Supplier inMotion directly
1. Visit www.SupplierInMotion.com
2. Select Sign In
3. Enter your username and password
4. If you are not registered, select “Register Now”



1.  Invoicing is a report option 
on the left menu.

The default view is invoices 
created in the last 30 days.

2.    Invoicing
2.  To get started on new invoicing, 

click “Create New Invoice”



3. Create an Invoice – Select a PO – Filters and information widgets

The list of open purchase orders defaults to 
the last 30 days but filters are available to 
help you search for the PO you want to 
invoice.

• Date ranges: Last 30, 31-60, 61-90, 
Over 90

• PO Number (Format = AL99123456)
• PO Date
• Branch

To find out more information about the 
filters, click the blue information widgets.



3. Create an Invoice – Select a PO

Click anywhere within 
the PO to start the  
invoicing process.  The 
page will advance to a 
display of the line 
items.



3. Create an Invoice – Confirm PO Line Items

1.  Review the line items and confirm the Invoice qty
and invoice cost.

NOTE:  If you increase the Invoice Qty or Invoice Cost, 
a debit memo may be created.

2.  Select Next to proceed to invoice information.



3. Create an Invoice – Confirm PO Line Items: Removing lines from the bill

1. If there is a PO with 
multiple lines and you are not
billing all lines, select the X at 
the right of the line to 
remove.  

NOTE:  An invoice qty of 0 is 
not permitted.

2.  If you want to add the lines 
back, just click the +.
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3. Create an Invoice – Review and Send

1. Add Invoice Information:
• Invoice No REQUIRED
• Date of Issue (current day default)
• UPS Tracking No.
• Sales Order No
• Freight
• Misc. Charges

NOTE:  Misc. charges should NOT be 
used for an adjustment to a cost 
difference between unit cost and 
invoice cost.  

2. Confirm and Select Create and a 
WEB invoice is generated.



3. Create an Invoice – Invoice List including Pending

1.  You will return to the 30 day invoice listing and your 
invoice will be displayed and will be in Pending status.

2.  Click anywhere on the invoice line for 
a popup of Invoice Details

3.  An excel export is also 
available for the Invoice List



4. Important Invoicing Guidelines

A Misc. charge to an invoice will display as an “unidentified charge” exception at the 
respective Motion Industries location.

To avoid billing errors, verify that the invoice cost is updated at the line item level.

Do Not Use the “Misc. Charges” field to adjust or correct variances between the 
invoice total and PO cost. 



Select “Provide Feedback” on lower right 
under Company Information.  

This is available from all pages on the site.

5.   Contact us via feedback


