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To view invoices for approval, go to My Workflow on your Home screen. 

Open your Approvals tab by clicking on it. Your screen should appear similar to that below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Form type API indicates you have an Accounts Payable Invoice available for review. 

Click on the form type API. Your screen will then display similar to that below. 
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Click on the More Info hyperlink associated with the pending invoice approval. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your screen will then display similar to that on the following page. 
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To view the invoice prior to approval click on the Paperclip Attachments icon.  

 

 

 

 

 

 

 

 

 

 

When the dialog box below appears, select AP Invoice and then click View Documents. 
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A screen similar to that below should pop up. Here, you can select to view either your Invoice 

or the associated Purchase Order by clicking the corresponding item here. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can close the document viewer by clicking the Close Viewer icon.  
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When you have returned to the Invoice Entry screen.  

You can Approve or Reject or Forward or Hold the invoice by clicking the corresponding 

option from the menu here.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(In this example, the invoice has been Held and is pending release for further processing.) 
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You may also Approve or Reject or Forward or Hold the invoice by clicking the corresponding 

option from the menu here from your My Workflow on your Home page tab. 

 


