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 Note the Supplier. 
 Review all Attachments by clicking on the blue link. 
 Review the Description of the items listed along with the quantity, unit price and total. 
 Click Approve/Decline at the top of the page.   

 

 
  
 

 Review the Account Coding (most blanket orders will not allow release coding so this cannot 
be changed).  If the coding is incorrect, select decline. 

 To decline the invoice, type a reason for declining in the box and then click Decline.  
 If approving, a reason is not mandatory but may be entered.  Click Approve. 

 

 
 



 Invoice has been completed. 
 

 
 
 
 

 Click on the “Home” icon and verify that there is no number next to tasks icon on the gray bar.  
This verifies that all tasks have been completed. 

 

 
 
 
  
 


