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Adding Invoice Information for Billing 

Step 1: To bill back a Vendor Invoice to an owner, find the existing Work Order in Asgard related to the work being billed 
or create a new one to capture the Invoice Details. 

Step 2: Open the Work Order Details and open the Billing Tab click Edit Costs: 

 

Step 3: When the Cost wizard pops up, go to the Vendor Invoice Tab. Use the green bar to filter for the Vendor you are 
billing for. In the gold column right of the Vendor name, enter the Total Cost and the Invoice # to be included on the 
end-of-month reports to the owner: 

 

 

Step 4: After clicking OK, click Save on the Work Order to ensure the Vendor Invoice information is included in the next 
Monthly Billing Report.  
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