
How to Approve an Invoice in B&I Classic 

1. Click on the B&I Classic UI icon.

2. Click on the drop down next to "Manage" in the right hand upper corner.



3. Click on "My To Do" 

 

 

 

4. There will be a list of requests that will need to be approved. 

 

 



5. To approve Invoices, Click on the Drop Down next to "Approvable Type".   
 

 

6. Choose "Invoice".  This will give you the list of invoices to approve. 
 

 



7. Click on an invoice. 

 

8. Click on "Approve or Deny". 
 

 

 

 

If you have any questions, please contact P2P@nebraska.edu. 
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