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Invoice Approval/Return

Approve via Email

Approvers will receive an email notification for each
invoice that needs their approval.

1. Approvers may approve the invoice by clicking the
green Accept button.
a. Toreview attachments, click the View
Images link.

ACTION REQUIRED
Vendor X10002300-AT&T [X10002300]
Address

Chrome River

Department Approval
/ Routing
Created By Sonya Emmart
Create Date 02/13/2020
Vendor Invoice testing
Number
Invoice Date 02/12/2020
Invoice Amount 50.00 USD
Payment Message vendor address

Business Purpose vendor address

Click on the ACCEPT or RETURN button as appropriate and add any comments to the new email that opens.

To view this online, go to Chrome River

Funding Summary Amount (USD)
AD003-101614-20450 A0003: GU State General Fund  101614: Regents Press of 50.00

Kansas
Invoice ID: QAUD—IDE-I@

2. The system will forward an email to a Chrome River
email address. Approvers must click Send to
complete the approval process.

-

Eﬁew Images \\a_/

abe <

Chrome R...

Message | Insert | Options | Format Te ] | Acrobat | Q' Tell me...

| approve @ga-nvoice, ca . chromeriver.com |

T
| |

Subject | Chrome River Invoice Approval [X10002571-Umb Bank Visa | |

Enter any optional NOTES in the space above this line to have them
added to this invoice report, then SEND this message to the
Chrome River automated processing system for your action to be
completed.

Invoice ID: QAO0-1060-5057

NN SN SINININININ SISO SISO SISO SISO SISO SISO,

Quick Reference

Return via Email

Approvers will receive an email notification for each
invoice that needs their approval.

3. Approvers may deny an invoice by clicking the red
Return button.

ACTION REQUIRED
Vendor X10002300-AT&T [X10002300]
Address

Chrome River

Department Approval
/ Routing
Created By Sonya Emmart
Create Date  02/13/2020
Vendor Invoice testing

Number

Invoice Date 02/12/2020

Invoice Amount 50.00 USD

Payment Message vendor address

Business Purpose vendor address //
e I o]

Click on the ACCEPT or RETURN button as appropriate and add any comments to the new email that opens.

To view this online, go to Chrome River

Funding Summary Amount (USD)
A0003-101614-20450 A0003: GU State General Fund  101614: Regents Press of 50.00

Kansas
@ew Images

4. The system will forward an email to a Chrome River
email address. Approvers must enter a return
comment and click Send to complete the return
process.

a8 = Chrome R... = -~ =

File Message | Insert Dptiu:uns|Fu:urrnatTE-: Review | Acrobat | Q@ Tell me..,

| return@qa-nvoice.cal.chromeriver.com |
=1

| |
Send

ﬁ.\Subject |Chrome River Invoice Approval [X10002571-Umb Bank Visa] |

| =y

Enter the reason for return NOTES in the space above this line to
have them added to this invoice report, then SEND this message to
the Chrome River automated processing system for your action to
be completed.

Invoice ID: QADO-1060-5057

Invoice ID: QADCHDE;I@

NN NSNS IS



@ Approve via Chrome River

5. Onthe landing page, locate the Approvals swim
lane. In the Approvals Needed section, tap the
number listed next to the Invoices category. This
will take you to the Approvals Needed dashboard.

Approvals Needed
109 Expense Reporis

3 Pre-Approvals
30 Invoices

6. The Approvals Needed screen will display.

CHROME

@ Approvals Needed

images | POF v
X10002571-Umb Bank Visa

Vendor Address Involce Date
X10002571-Umb Bank Visa 011572020
PO Box 875652

Kansas City, MO 64187-5852
usa

mmmmmmmmmmm

Invoice ID
Vendor Invoice Number QA00-1060.9057

458959

Contract Number

10. Click the Submit button in the upper right corner to
display the Return and Approve options.

-

4 Return

X10002571-Umb Bank Vis

1D: X10002571
+/ Approve

Vendor Address
X10002571-Umb Bank Visa
PO Box 875852

Kansas City, MO 64187-5852
USA

1D: X100025718U11

.

Vendor Invoice Number
458959

01/15/2020

Invoice Date

Invoice Amount
10,000.00 USD

S

Expense Reports  Pre-Approvals  Invoices
VENDOR NAME DATE AMOUNT A
X10002973-Chartwells - Compass Group 01/23/2020 5.00
Requested by Emily Geer vso ¢
Invoice #
X10002571-Umb Bank Visa 01/15/2020 5.00
Requested by Kristie Courtney vso ¢
Invoice # testing account code change
410874525-Hartfiel Automation Inc 01/15/2020 9.00
Requested by Kristie Courtney vsp #
Invoice # invoice
X10003163-Rhatigan Student Center 01/13/2020 5,000.00
Requested by vso @
Invoice # Viendor Invoice Number
X10002385-1BM Corp 1171342019 50.00
Requested by uvso @

Invoice #

7. Click once on the invoice to display it on the right
side of the screen.

Images  PDF v

@ Poprovas Noeded

X10002571-Umb Bank Visa

wour &

Invoice Date
X10002873-Chartwells - Compass Group 01232020 140.00 01/1572020

Resueted by ity s = ¢
=y Invoice Amount

10,000.00 USD

X0002571um Bark Visa L 011572020 1000000 Invoice ID

QA00-1060-9057

‘Vendor Invoice Number

8. Click the Images button to display the
attachment(s) on the left side of the screen.

PDF v
\-\\_\_‘\
X10002571-Umb Bank Visa

Images

9. Review the information displayed on the
attachment along with the information entered into
the invoice.

Option 1 - Approve Invoice

11. To approve the invoice and move it forward in the
workflow process, click Approve.

Images PDF = Edit e
X10002571-Umb Bank Visa « Retum
ID: X10002571 o  romoe

12. The Approval Confirmation page will display. This
page provides the option to:

a. Approve the invoice and move it forward in
the approval process.

Approval Confirmation )

1 hereby approve this invoice for processing.

‘ Select Additional Reviewer ‘

Optional Comment
A

a

Cancel Approve

. -
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b. Insert an Additional Reviewer into the 15. Click the Select box to display the available options.
approval process and Approve the invoice.

Approval Confirmation Retum Confimmation

o : Return invoice to:
| hereby approve this invoice for processing.

Select |

‘ Kristie Courtney —

Sonya Emmart
Creator

b

Approve

Comments are required when an Additional Review is selected. J Accounts Payable
4

Kristie Courtney
Regquester

Other

Option 2 - Return Invoice oo
Vendor Address j/

13. To deny the invoice and return it for modification, B

select Return. 16. Choose the person or group to return the invoice to
for correction, enter the required comment and

Eait . click the Return button
"“‘~\_____‘i « Relu

1D: X 10002571 «/ Appro\re

Return invoice to:

. . . . ‘ Sonya Emmart Creator o ‘
14. The Return Confirmation screen will display.

Comments are required when retuming an invoice | —

Return Confirmation
o ~N
Return invoice to:
N

Select

Required Comment

Cancel Return

- =4
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