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Process for AP Request Forms

This process could be used for the following request forms: Direct Expense, Enterprise Rental Car Payment or

Non-Supplier Payment Request.

To locate your AP Requests, click Accounts Payable > Invoices > Search AP Requests

m Accounts Payable Quick search Q
| Invoices » AP Home
Receipts View Draft Invoices
Search For Invoices
.Illl. Approvals

Search AP Requests

1. After the request is completed/approved — open the Direct Expenditure form request:

Results Per Page Sort by: ’Best match

Direct Expenditure 1208604 Invoice Payment Request Approved

Form Name Form Number Form Purpose Form Status Workflow Step

Workfloj

2. Click on the invoice number on the left:

Direct Expenditure |

Form Number 1208604

Purpose Invoice Payment
Request

Status Approved

Invoice 75132791

Instructions
Shipphis v

Questions v

3. Once the invoice is open:
a. You can review the Entry tab for accuracy.
b. Click the pencil to edit at the line level to:
i. Select a contract on the line item if applicable.

ii. Select an exemption on the line level if applicable.
4. When finished editing, click Complete at the top right.

Add PO — [T0a] I+ Revew

> Complete

::. Product Description Catalog No Size / Packaging UnitPrice  Quantity

EA 3801USD 1EA

information

Discount, tax, shipping & handling

meet BOT From header  Line-level

SCDOR di DO NOT USE/DOES NOT CALCULATE 0.00 USD 0.00 USD
L Unmatched Sales Tax 0.00 USD 0.00 USD
Use Tax 0.00 USD 0.00 USD

Matching Summary Shipping 000 USD 0,00 USD
Ordered Recered Net invoiced Handling 0.00 USD 0.00 USD

Quantiy:
£x. Price 0,00 USD

Related Documents
Invoices: 0 / Credits: 0 / Receipts: 0
Exemption Number

Ext. Price

38.01 USD edit
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