
Highlander eMerchant – Invoice Acceptance 
As a buyer, you will receive invoices for acceptance when they are in the following state: 

Pending Order/Buyer Acceptance – The invoice had receiving or tolerance exceptions and has been sent 
to the buyer or requestor for review and acceptance. 

Pending Initial Acceptance - The invoice relates to a retrofit or blanket order and is awaiting acceptance 
by the buyer and creation of a retrofit requisition approval. 

Invoice Acceptance Notifications 

Buyers will receive an outstanding tasks notification email, prompting them to login to Highlander 
eMerchant, check their Task Badge (located in the top right corner of Highlander eMerchant) for 
invoices awaiting their acceptance. 

• Invoice Acceptance Email Notification: 

 

• Task badge: 

 

 

 

 

 

 

 

 

 

 



Accepting Invoices 

Before accepting an invoice check to see why the invoice needs acceptance: 

• When Pending Order/Buyer Acceptance, next to the invoice State click on the  to see 
why the invoice did not match 

• When Pending Initial Acceptance, verify if the invoice is retrofit or related to a blanket 
order 

Option 1: Accept from the Accept Invoices page that lists all invoices awaiting your acceptance. Click      
to open the acceptance popup. 

 



Option 2: From the Accept Invoices screen, click on the Invoice Number to go to the View Invoice page  

 

Click the Accept button in the top right of the View Invoice page next to the Actions menu. 

 

 

 

 

 


