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Submitting your invoices 
 

Once you have clicked to “accept” a work approval, a new tab called “invoices” will become available.  
  

 
 
 
When you click on the add new invoice button you will be given further options for uploading your invoice. 
 
Proceed to fill out the required details like invoice date, invoice number, gross amount, what the payment is for and your bank account details (if we 
already have them on file then they will pre-populate) and press save 
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Use the “upload invoice” button to attach a copy of your invoice and “submit” once you are finished. 
 
This will send an email to Crawford to alert them that there is a payment to approve and submit for processing. 
 
Please note that you are able to upload multiple invoices. 


