Invoice Approval-New World Systems

Approve An Invoice

— From the home screen look in the ‘My Tasks’ section for all items that are available to be approved.
— Click on the Approval Status of the invoice to be approved
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— This screen gives all details of the invoice and allows for the approval from the same screen.
— Click on any of the yellow bars to expand for additional information
—» The ‘Transaction’ bar will give you account numbers and/or project numbers
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—> Click on the + button to show GL account numbers
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— To approve Click the ‘Approve’ button
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—» This box will appear and show you who remains in the approval process. You do not need to do anything in with
this box.
— Click OK
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—> Place your mouse over the # to see who has approved and when it was approved.

— If you have another PO to approve, click the home button O on the top right of the screen
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