
Learning Objectives
At the end of this job aid you will be able to:

Introduction

How to Read NC eProcurement 
Billing Documents

NC eProcurement charges vendors a 1.75% transaction fee for goods and materials sold to the State. Invoices for the 
NC eProcurement transaction fee are sent via email between the 15th and 20th of each month. In addition to NC 
eProcurement Invoices, vendors may receive an NC eProcurement Account Statement at the end of the month. NC 
eProcurement Account Statements will show any payments, interest, penalty charges, and credits that have been 
applied to the NC eProcurement account. This guide covers the essential information for reading NC eProcurement 
Invoices and Account Statements. 

Review the information on an NC eProcurement Invoice.

Review the information on an NC eProcurement Account Statement.



How to Read an NC eProcurement Invoice
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Include your Customer 
Number and Invoice 
Number  with your 
payment.

The New Charges field 
displays the total amount of 
New Charges for the current 
billing period.

The Prior Balance field displays the previous 
balance for this location before the current 
billing period.

This New Charges 
section displays a 
breakdown of the 
New Charges, 
including any interest 
or penalties accrued 
for the current billing 
period. Interest lines 
will display the 
invoice number for 
which the interest is 
being charged.

The Vendor Invoice Number appears as 
reported by the Issuing Entity.

The Aging section 
displays a breakdown 
of outstanding 
invoices by age, with 
each column 
reflecting the number 
of days an invoice is 
past due. The 
Outstanding Fees 
column shows how 
much of the amounts 
in the other columns 
are interest and 
penalties.

The Activities section 
displays a breakdown of 
any payments received 
and credits issued since 
the last invoice. Credit 
memo lines will have 
descriptions that start 
with CM.



How to Read an NC eProcurement Account Statement
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The NC eProcurement Account statement is a 
summary of all the activity on the account that has 
occurred between the From date and To date. It 
should not be treated as a new invoice.
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The Closing Balance field 
displays the balance due for the 
account at as of the To Date.

This section displays the 
transactions that have occurred 
between the From date and To 
date.
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