BRYN MAWR | E-MARKET

Approve Invoices/Credit Memos
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Locate and Open

1. Approvers will receive an e-mail with a subject of New Pending Approval for Invoice# XXXXXX for each
invoice/credit memo they need to approve.

2. Login to E-Market.

3. From the menu icon, hover over Approvals then click Invoices to Approve or if you previously
bookmarked Invoices to Approve navigate to it from ® (Bookmarks).

All ~ Search (Alt+Q) Q 130.17USD W v

Bookmarks (Alt+K)

My Bookmarks

Accounts i
Payable Accounts Payable Quick search

- Invoices Invoices to Approve
Suppliers

Receipts Invoices Recently Approved By Me

Reportin . . .
PRI Approvals » Assign Substitute Approvers-invoices Invoices to Approve

Search for Users

4. You will be on the Invoices to Approve page.

5. If not already on the Invoices tab, click on the Invoices tab. If you also have requisitions to approve you
can choose Requisition.

Approvals
Reqguisitions 12 Purchase Order Invoices
\_/
Your Selections |¢
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Approve Invoices/Credit Memos

Click “ to expand the approval folder you wish to review.

Click on the Invoice No. in blue to open invoice/credit memo.

Total Results Found: 5
Sort by: Create date newest first -
Hide invoice details = expand all collapse all
BMC - Account Code: 10702 (Prepaid Expenses): (All Values) [1 result]
BMC - Dept: 00000 (Balance Sheet/Dept.Default): (All Values) [1 result]
O BMC - Dept: 01310 (Controller's Office): (500.00 - *) USD [3 results]

All Dates Assign Ml 6o

E3

Results per folder; 20 =

pugice No. Supplier Invoice No. Supplier Name Assigned Approver Invoice date PO No. Match Status Amount Action [
180001 2 Y ffsdf678858 MAIN LINE PARTY RENTALS INC Not Assigned 3/5/2014 105 PM Unmatched soroouso [y O
D 4/4/2014 No. of Lines: 1
Invoice Name 2014-03-05 bmc.athompson 01 Folders 0 Days in folder [BMC - Dept: 01310 (Controller's Office): (500.00 - *) USD]
Type Non-PO Invoice
Invoice Source: Manual
178285 Testing 4567 WORLD BANK PUBLICATIONS Not Assigned 2/11/2014 5:19 PM Unmatched

Due Date 3/12/2014 No. of Lines: 1

You will be in the invoice/credit memo document.

sooooo uso [EEERY B

Lowe‘sHomeCemersLLC + 1599677 e & @ - ﬂ 1073 Results v < >

Summary Matching nents Attachment: H

General Document Information (SKIP THIS SECTION)

.

Lowe's Home Centers LLC v
Enter Invoice Number & Date & - Attach Invoice . Enter AP Notes (OPTIONAL) PO 3451234
Supplier Invoice No. 23451234 Internal ade Internal Notes no value Total (27.14 USD) v
Attachments -
nvoice Date 1/7/2020 27.14
0.00
Accounting Date 1/7/2020
0.00
0.00
Enter Accounting Codes e v 000
LINE 0.00
BMC - Fund BMC - Account Code BMC - Dept BMG - Project 714
51701 1310 99999
Office Supplie: Contrallers Office Froject Defeult
Related Documents v

Review

Attach Invoice section (mid-screen) — Click on link in blue to open attachment (if there is one) and

review. Example of section above.

Accounting Codes section (mid-screen) — Review 16-digit account number is appropriate for what is

being paid. Example of section above.

Enter Service Description, Quantity, and Invoice Amount section (bottom screen) — Review description

of services rendered and invoice amount. Example of section below.

Status PO Line Item

Catalog No Unit Price Quantity

SHEETROCK Brand 4.5-Gallen Premixed All-purpose
Drywall Joint Compound

11751 13.84 Qty: 1 EA

To approve invoice/credit memo skip to Approve.

Ext. Price
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Edit

1. On the right side of the screen next to the three dots click Assign.
All = Search (AR+0) 20.25 UsI

.o - EZEE -

2. To edit a section, click ¢ in that section, make changes then click .

Enter Invoice Number & Date @ Attach Invoice oo Enter AP Notes (OPTIONAL) ‘ hd

Supplier Invoice No 7653234 ternal Attachments Add nternal Notes no value
oice Date 3/22/2021
Accounting Date 3/22/2021
Enter Accounting Codes @ hd
LINE
BMC - Fund BMC - Account Code BMC - Dept BMC - Project

51701 01409 99999

3. To change Accounting Codes manually enter 1 or more parts or click on the “ and then choose from
dropdown lists. When finished, click IETEEERS,

Edit Enter Accounting Codes X

Enter Accounting Codes Discount ¥ +
LINE
BMC - Fund BMC - Account Code BMC - Project
5170 v 99999 v
Organization Values
41030 - Miscellaneous Income
- N Discount ¥ +
51701 - Office Supplies
51720 - Minor Equipment <= $4,999

732 - Gas & Oil Supplies

4. To approve invoice/credit memo skip to Approve.
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Return/Reject

1. Reject only if invoice/credit memo should not be paid. The invoice/credit memo will be cancelled so it
cannot be re-submitted.

2. On the right side of the screen next to the three dots click Assign.

All - Search (AR+Q) 20.25 USL
- so - EZEE -

3. Once Assigned click the ™ next to ﬂ for all options. From here, you can
choose one of the following options.
o Return Invoice (Recommended) — Choose if you want the user who entered the invoice/credit
memo to make changes and re-submit.
e Reject/Cancel — Choose if invoice/credit memo should not be paid. The invoice/credit memo will
be cancelled so it cannot be re-submitted.

Invoice ~ : 1650711

Approve/Complete & Show Next

Approve/Complete Step
ReI' a Iared Folder
PIate=ot® on Hold
Reject/Cancel

4. One of the small windows below will appear depending on your choice, enter your reason then click
or EEEEEREER The user who entered invoice/credit memo will receive an email.

e To e

This will return the invoice to the invoice owner or invoice creator. If you selecta
user they will receive an email indicating that a invoice has been returned.

Enter the reason you are rejecting the invoice/credit memo so the requester

Return to: knows why this invoice)credit memo should not be paid

® Donna Maclntosh (Inveice Owner) <dmacintosh@brynmawr.edu>

R o R expand | clear
Enter the reason you are returning the invoice/credit memo so the user who

entered it knows what you would like changed before they re-submit]

Characters beyond the limit are not saved, i.e., the note is truncated. Once the
note is attached, it is accessible from the History tab of the document

expand | clear

@ o ‘ Reject/Cancel ' Cancel

5. Intop right hand corner of screen, click ¥ and select Back to Results or select the next invoice.
000USD W 0 1D O

@ 107 Res

Back to Results

1872074 |
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Approve

1. On the right side of the screen next to the three dots click Assign.

Al = Search (AK+Q) 20.25 USI

=3 -

2. To approve, on the right side of the screen next to the three dots click E eI ECERTIETNED
or click the 4.

+ Approve/Complete & Show Next ‘ - ' 1 of 878 Results w

Approve & Next

Return to Shared Foldet

H ART MANAGEMENT
Return Invoice

= ® = @

Place Invoice on Hold
Total (1.00 USD)
Forward...

Reject Invoice

3. The invoice/credit memo will be approved, and you will automatically be on the next invoice/credit
memo if there are more than 1 in the folder otherwise you will be brought back to My Approvals.

4. Repeat process for each invoice/credit memo in each folder.
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