@ approval plus

approver-APPROVE INVOICE

‘ Search for invoices with a status of Prepared.
Using the left hand results panel, click on
supplier to expand list of invoices, click on
invoice to view.

Review invoice document by clicking on the
attachments button.
(Refer to next page for steps 2a, 2b, 2c.)

To view lines in detail click anywhere on the line.

Click Show Invoice Detail to view invoice tax
details.

View comments and history if required.
Dispute invoice if necessary.

Reject invoice back to preparer if necessary.

Click Approve when finished reviewing details.

Invoice Documents

° Prepared

o 100409 - Paperplus Gishorne
@ 10055 - inv invds2as
@ 100416 - Box & Bag Certre
@ 100442 - Bridgestone Fireston
o 100467 - Budget Rert & Car Li
@ 100465 - Budgst Travel
@ 100567 - Certral Community by
o 100671 - Computer Repair Limi
o 100696 - Conveyor & Transmi|
° 101558 - Fairfax Auckland Gre
o 101964 - MR Timber Limited
o 102519 - Paper Tiger Software
o 102577 - Phoenix Travel Groug
o 102939 - Sky Traders Charter
@ 103526 - Wallacs Computer SU
o 202126 - United Travel - haste
o 213314 - Elliatt United Travel
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Docurment Ref#: 10855

Company Code: 10 - Test Company One
Supplier Mumber: 100409
Invoice Number: imw45235

Invoice Date: 27082003

Invoice Total: B32.00

Payrent Remark:

Preparer: Leonie Anderson

Purchase Order Ref:

Docurmnent:
Diocument Status:
Invoice No:
Docurment Type:
Supplier Number:
Originator:

Preparer:

Approver:

Inwoice Armount (GST Incl):
Period:
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9 Paperplus Gishorne
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& Tnwoices -- Webpage Dialog

Document Refd: 10855

Urgent: Mo k=
Cormpany: 10
Payes Code: 100403
Account 10 1660
Payment Terms: EM - end of mo
Arnount: 57956 1 Ea

Payrment Due Date:

. MNarration: software
Invoice Currency: RID - blew Te:

Exchange Rate: 1.0000 Subledger: W1TI036

Invoice Total: B52.00 Asset ID: F187

Tax Amount: 7244 Approver: Leonie Anderson

Total Taxable: 579.58

GL Details
fccount fmount harration
Actual: $0 Budget: $0
B 10860 579.56 | software o0 Bucles §




approval plus

dpprover-APPROVE INVOICE

. Review invoice document by clicking on the
attachments button.

Click the paperclip icon next to the document
you wish to view.

(you can leave this window open).

. The document will load in a new window

To return to the invoice screen click back to
invoice document button.
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Invoice

Invoice Number: 9834362
Invoice Date: 02-14-03
Purchase Order No: 20031234-1

Available attachrnents:
Delete |Wiew  Edit

0 & % 1 Sales Order Number- 154135798
Shipment Date: 02-14-03
To: Bills Microdevices From: Joes Office Supply
413 Spring St 32 W. Lakeshore Dr
Elgin, 111 60123 Chicago, T11 60022
Billing

Shipped to: 413 N Spring St
Elgin, [160123

Contact: Melanie Farber (312) 865-2199

T | Par Number Dhescriprian ] Tt Price Exonded
Cy} Nign _ _ __| Amounr
1 [32145-12 Pencils, box #2 red 3 $2.50 $12.50
2 |78-697-24 [Xerox Paper- case 12 $30.00 3360.00
3 |091356-3 Pens, box, blue finepoint 10 $5.00 $50.00
s 4 |543-165-1 |Tape, lin case 3 $12.50 $37.50
3 |984567-12 | Staples, wire, box 10 51.00 $10.00
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