How to Approve an Invoice in B&I Classic

1. Click on the B&I Classic Ul icon.
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2. Click on the drop down next to "Manage" in the right hand upper corner.
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3. Click on "My To Do"
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4. There will be a list of requests that will need to be approved.

To Do

You are included in the approval flow for these requests, and you are required to reconcile, approve or dany them. To review a summary of  request before taking action, click the request's D o fite.
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5. To approve Invoices, Click on the Drop Down next to "Approvable Type".
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To Do

You are included in the approval flow for these requests, and you g concile, approve or deny them. To review a summary of a request before taking action, click the request's 1D or ftle.
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6. Choose "Invoice". This will give you the list of invoices to approve.
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7. Click on an invoice.
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You are included in the appraval flow for these requests, and you are required to reconcile, approve or deny them. To review a summary of a request before taking action, click the request's ID or title
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8. Click on "Approve or Deny".
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Review the requestand then approve, deny, or edit . To view request detail, click the request ID. To review cther pending requests, select a specifc request from the pull-down ls, or click an arrow to display the previous or next request.
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INVQ-4162... - Buyer Contact : Karynn Whitchard  Total : $30,362.8000 USD
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Name 1 Type Tax Rate Amount Accounting Details
No items
Line Items (1)
No. 1 Description Qy  unit Price Amount Discount Charges Taxes Gross Amount Accounting Details
1 iMotions Module - Acfectiva and Supportand ... 1 each $30,362.8000 USD $30,362.8000 USD $30,362.8000 USD 6] Details

If you have any questions, please contact P2ZP@nebraska.edu.
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