RIVERSIDE

The eBuy Invoice Approval Tool is designed to allow for

the electronic routing and approval of invoices requiring

explicit approvals (i.e. PO invoices S10K or greater) prior
to payment processing.
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Instructions for using the eBuy Invoice Approval Tool.

Individuals possessing the eBuy Invoice Approver role, under the Accountability Structure associated with the purchase
order, will receive an email notification when an invoice requires explicit approval.

Tue 8/9/2016 4:05 PM

EDI Invoice Approval
Request for invoice approval - 4112358

To Aver R Smith

This e-mail serves as notification that Sandra Danford at Accounting has requested an approval for invoice 4112358,

|You can click here http://ebuy.ucr.edu/ebuy to approve this invoice.

This is an automatically generated message. Do not use the "REPLY" button as your message will not be received and will be returned to you by the mail server.

Email Recipient(s):
Aver Smith

Click on the link in the email. Once in eBuy, click on the Invoice Approval link

Main Menu
Welcome, Aver R Smith

General Options

Data Warehouse
Vendor Search : 4 Use this to search all orders contained within the purchasing system, as of the previous day. It includes the ability to view
Data Warehouse - leagacy orders from the PO-Lite and SubPO systems.
I Invoice Approval (1) I = Vendor Search
Invoice Search ('k Use this to find and view the Vendors that are available in the purchasing system. This link can also be used to request new
Reports Vendors.
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An Invoice Approval window will be displayed

Invoice Approval
Invoice Approvals

Invoice Number: 4112358 PO Number: 107235831
Invoice Date: O7iZvi20Te Invoice Total: §15915.61

Close

Name E-mail

Aver AVERS@ucr.edu (951) 827- Sandra (951) 827- Sent Email for Approval
Smith 1959 Danford 1933

Sandra
Danford

Last saved on: July 30, 2020

Vendor Name: KEYSIGHT TECHNOLOGIES INC Accountability Structure: DO1057-Physics and Astronomy

Date E-mail Sent

05/09/2016 04.04
PM

Comment History Add

Uploaded Documents Add

From this window, the Approver can:

e Review the invoice by clicking on the icon next to the invoice number
o View the PO by clicking on the link next to the PO number
e (Obtain additional information on approvals
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If the goods/services have been received and are in good condition/working order, the invoice should be approved. To
approve the invoice, click the green “Approve” button

Invoice Approval

Invoice Approval M
Invoice Approvals

Invoice Number: 4112358 PO Number: 10723831 View
Invoice Date: 07272016 Invoice Total: §15915.61
KEYSIGHT TECHNOLOGIES INC Accountability Structure: DO1057-Physics and Astronomy

Understanding Invoice Approval Close
Approval Requested From
Name E-mail

AVERS@ucredu (951) 827-
1559

Date E-mail Sent

05/09/2016 04.04
PM

Sandra
Danford

Sandra
Danford

(951) 827-
1933

Sent Email for Approval

Comment History Add

Uploaded Documents Add

Once approved, the invoice approval pop up window will be updated and reflect the user name of the approver along
with the date/time approved. Close the Invoice Approval pop-up window.

Invoice Approval HE
Invoice Approvals

Invoice Number: 4112358 PO Number: 10723831 View
Invoice Date: 07272016 Invoice Total: $15.918.61
Vendor Name: KEYSIGHT TECHNOLOGIES INC Accountability Structure: D01057-Physics and Astronomy
Approval Requested From Accounting Contact .
Name E-mail Name Phone LEEEER
Awer AVERS@ucr.edu (951) 827- Sandra (951) 827- Approved Ayer Smith 08/09/2016 0553 Email
Smith 1955 Danfard 1833 PM
Awner AWVERS@@ucredu (951) 827- Sandra (951) 327- Sent Email for sandra 0a/0u972070 0404
Smith 1955 Danford 1933 Approval Danford PM

Comment History Add

Uploaded Documents Add

| Role || File Name || User Name || Date |
[Depariment  ||Signed Invoice |[4ver Smith |0a/09/2016 05:47 PM |
P
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Proxy Approval & Attachments:

If the designated EACS invoice approver, obtains documentation to support the approval that should be included in the
approval history, the approver may upload the documentation as support (e.g. a Principal Investigator’s sign-off to pay
an invoice charged to their sponsored project)

Under Uploaded Documents, click “Add”. In the pop-up window, enter a description of the document being attached;
click “Browse” to locate and upload the file; and click Save. The document will appear under the Uploaded Document
section.

Invoice Approval ME3
Invoice Approvals

Add Approval Attachments
Attachment (Only PDF can be uploaded.)

Invoice Number: || Description of |3. dInvor |
Invoice Date: Document igned nvaice

Vendor Name: Select Document Btronomy
to Upload S:\Accounting\APInvoice\20160809093426358 pdf Browse. ..

Understanding Inv Instructions: Fill in the document description field. Then press the "Browse" button, and navigste to the location of the
Approval Requeste document on your hard drive. Then click "Sawve" to upload the document.
Name E-ma ‘ Save |

Date E-mail Sent

Close

Aver AVE 08/09/2016 04:04
Smith P
Invoice Approval HE
Invoice Approvals
Invoice Number: 4112358 PO Number: 10723831 View
Invoice Date: 072712016 Invoice Total: 51591561
Vendor Name: KEYSIGHT TECHNOLOGIES INC Accountability Structure: D01057-Physics and Astronomy

APPROVE REJECT

Understanding Invoice Approval Close
Appmoreal Heque sied Erom) i Date E-mail Sent
Name E-mail
AVERS@ucredu (951) 827- Sandra (951) 827- Sent Email for Approval Sandra D&/09/2016 04:04
1959 Danford 1833 Danford =

Comment History Add

Uploaded Documents Add

| Raole || File Name || User Name || Date |
[Depariment  |Signed Invoice |[4ver Smith [oa/09/2016 05:47 PM |
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Rejecting an Invoice
There are several reasons an invoice should be rejected:

1. The invoice references the incorrect purchase order number; please enter a comment.
2. The Accountability Structure associated with the purchase order is incorrect, so the designated approvers
are not appropriate; please enter a comment indicating the correct Accountability Structure.
3. The invoice should not be paid because:
a. The item was damaged during delivery; please enter a comment
b. The incorrect item was shipped and returned; please enter a comment
c. The item cannot be accepted; please enter a comment explaining the circumstances

To enter a comment, under Comment History click “Add” and enter the appropriate information and save.

After the comment is entered, click the red “Reject” button (under the Vendor Name) to return it back to Accounting

Invoice Approvals

Invoice Number: 4112358 PO Number: 10723631 View
Invoice Date: 072712016 Invoice Total: 51591561
Vendor Namé wl e TECHNOLOGIES INC Accountability Structure: D01057-Physics and Astronomy

Understandind TNvolce moplove Close
iyt Feayeses I o - i Date E-mail Sent
Name E-mail

AVERS@ucredu (951) 827- Sandra (951) B27- Sent Email for Approval Sandra 08092016 04:04

1959 Danford 1833 Danford =

Invoice Approval HE3

Comment History Add

Uploaded Documents Add

| Role || File Name || User Mame || Date |
[Depariment |[Signed Invoice |[4ver Smith [oa/09/2016 05:47 PM |
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