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Does the 
invoice list a 
PO Number?

ACCOUNTS PAYABLE INVOICES, DOMESTIC    September 19, 2022

No

Yes

Have the
 items been 
received on 

the PO?

Yes

Save invoice on 
shared drive 

(Vendor Name +
 Invoice #)

No

Does the item 
receipt match the 

invoice?

Go to Item Receipt 
from Items 

Receipts Pending 
Billing search

Select Print 
Receiver on 
Item Receipt

Select Bill from 
Item Receipt

Email buyer 
(from PO) 
regarding 
variance

Is vendor  
auto-approve 

payment 
eligible?

Yes
Enter invoice # 

and invoice 
date

No

Save receiver 
on shared drive 

("Receiver"  +
 Item Receipt #) 

Yes

No

Attach invoice 
and receiver 
and save bill

Does the bill 
amount match the 

invoice?

Hit Cancel on 
bill

Yes

No

Select New Bill

Open vendor 
bills pending 

payment

Enter: 
vendor, invoice#, 

invoice date, 
location and 

amount

Click on 
Expenses subtab

Enter 
0 Unclassified 

Expense, tab to 
amount and hit 

enter

Is the 
Account field 
populated?

Enter the 
Account, 

Division and 
Department from 

prior bill

Hit Approve on 
Bill

Attach invoice 
and supporting 
documents and 

save bill

Update 
Account, 

Division and 
Department. Hit 

Saved on Bill

Hit Reject on 
Bill

Is bill and 
invoice 

accurate?

Is bill 
auto-approve 

and under 
limit?

System 
approves bill

Email sent to 
Approver

Invoice received 
from vendor

Yes

No

Reminder email 
sent every 

morning after 2 
business days

Correct bill and 
hit Resubmit 
for Appoval

Yes

No

Yes

No

Provide reason 
and hit save

Legend: 
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Document

Open Bills

A/P 
Action
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Decision

System 
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System 
Action


