QRG — Accounts Payable — Invoice Approval

Invoices can be approved in three ways:

a) Approval Notification is received in the approver’s email. Approver can login
into their email and approve or reject.

b) Approvers also receive a notification on their welcome page under the bell
symbol.

c) Approvers can also view the list of invoices pending for approval at the
Payables Dashboard and can approve or reject the same.

Step 1. Once invoice is initiated for approval, Approver will login from their user ID and
can check the Notification received for the Approval by clicking on the bell symbol.
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Step 3. A new window will pop up, then click on the notification to open the invoice
created.
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Step 4. After checking all the information in the notification, approver will
approve or reject the invoice accordingly. After the invoice gets approved, it will
be available for payment.

JApproval of Invoice 1010 from Brit Suppliers (800.00 GBP) actons v | Apprave  Reject|
4 Details
Assignee  Maria Pocle Supplier or Pasty  Brit Suppliers Inwoice Humber 1010

From  KUTManusl Supoliar san 1O Invoice Date  (2AUG2013
Ansiored Dt 0242019315 P Business Unit Wamall Council 6

Due Dste 1249720153 21 PM

rency  GEP

Task Number 273720 Inwoice Tatsl 80000 AP

4 Amount Summary 4 Cost Center Summary
Line Type Amount  Cost Centar Amount
e 50000 BARCROFT PRIMARY SCHOOL 30000

Baiance Shoat Pratings -

4 Invoice Lines Edt Distributions

Line Line Type Amount item Description Supplier tem

1 Hom 30000

2 e 500,00

Step 5. In case of rejection of the invoice, the initiator gets the notification of
rejection.
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Step 6. The initiator can amend the invoice based upon the comments of the
approver.
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Step 7. Once the amendments have been done, user can resubmit the invoice for

approval.
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If you have any further queries, please contact the One Source
helpdesk on 01922 654320.



