
Creating an Invoice 

• After you have signed into using your Access Indiana credentials you’ll be greeted with 
the above page.  Click on Raise Your Hand  
 

 
 
 
 
 
 
 
 
 
 



• You will be taken to the above screen.  Click on My Services at the top of the page 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



• Scroll down and select the training plan that you wish to create your invoice for 

 

 

 

 

 

 

 

 

 



• Scroll down to the Invoice section and click on create.  Note: Before creating your 
invoice, you must make sure that all of your trainees have been created in the system, 
and all of their trainee statuses have been updated to “Completed.”  (Please ensure 
that all trainee data has been entered correctly) All trainees that have been created in 
the system will be displayed in the Trainees section. 

 

 

 

 

 

 

 

 

 

 



• The below screen will be displayed.  Please make sure that the correct number of 
trainees is displayed on this screen.  If everything looks accurate, click on create.   

 

 

• Your invoice record has been created.  You will be taken back out to the below screen.  
Click on the drop down arrow and click on Review/Submit 
 
 

 
 
 
 
 
 
 
 



• The invoice record will now be displayed and ready for you to certify it’s accuracy.  Enter 
your name in the Invoice Submitted By box, then scroll down and click on submit 

• Your invoice has now been submitted to the reviewal process 

 

 

 

 

 

 

 


