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Technical Support / Questions About InvoiceWorks® Functionality

Check the Help Menu item for assistance with that screen and more links to more extensive Help.

Questions and/or concerns can be addressed by contacting your Accounts Payables department Help
Line.

Copyright

This document is protected under the copyright laws of the United States and other countries as an
unpublished work. This document contains information that is proprietary and confidential to iPayables
Inc. or its technical alliance partners, which shall not be disclosed outside or duplicated, used, or
disclosed in whole or in part for any purpose other than to evaluate iPayables Inc. Any use or
disclosure in whole or in part of this information without the express written permission of iPayables Inc.
is prohibited.
Version 8.0 Power Supplier © 2012 iPayables. All rights reserved.

Trademarks

"InvoiceWorks" is a federally registered service mark of iPayables, Inc., IATA are federally registered
service marks of iPayables, IATA, Microsoft, Windows and the Windows logo, and the Internet Explorer
logo are either registered trademarks or trademarks of Microsoft Corporation in the United States
and/or other countries. Other product names mentioned may be trademarks or registered trademarks
of their respective companies and are hereby acknowledged.
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1. Purpose of This Document

This document is for Customer employees who are new to InvoiceWorks and also serves as a
reference guide for current InvoiceWorks Customer users. This document describes the sign up
process, as well as functionality of InvoiceWorks Customer.

InvoiceWorks Customer allows users to:
 Review, code and approve their invoices
 Search for their invoices
 View status of their invoices
 Dispute their invoices via e-mail and respond to invoice disputes and issues via e-mail
 Modify their account information (e.g., Next in line, name, e-mail, phone, add proxy, modify

password, etc.)

In addition to the functionality listed above, certain users (called power users) will have access to the
following enhanced InvoiceWorks Customer functionality:
 Create invoices in InvoiceWorks Customer through the Customer Data Entry functionality.
 Review/edit scanned invoices that did not pass edits or require additional data through the

Imaging Worklist.
 Search for invoices both on their own Approver Worklist as well as all on other users’ Approval

Worklists.
 View reports

This document will also discuss the various administration functions supported by InvoiceWorks such
as those listed below:
 Creating and managing approval stops
 Creating new users
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2. New InvoiceWorks User

2.1 Receive Invitation E-Mail and Sign Up for InvoiceWorks

2.1.1 Receive Invitation E-Mail
An e-mail will be sent to you to invite you to sign up with InvoiceWorks. This email indicates how to
activate your account and is initiated when an invoice submitted by a supplier through InvoiceWorks
requires your coding and/or approval.

2.1.2 Activate Your InvoiceWorks Account

By clicking on the ‘New User Activation’ link you will be taken to the following screen:

 The user will be asked to create a password and an answer to an identity question.
 Click the Next button to continue the sign up process.
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You will be directed to the following screen:

This screen displays the user information, the locale settings, and the email notification options. These
will be pre-populated and the user will just need to verify everything is correct before clicking on the
Next button.

The following screen will appear to confirm the user’s information:
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The final screen contains the user agreement and two questions to which the approver must answer
Yes to in order to complete the sign up process (Note: the approver can only click the I Accept button
after scrolling to the bottom of the user agreement).
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2.1.3 Enter User Profile Information

Once you have completed the sign up process, you should click on the ‘My User Profile’ link on the
Main Menu to add your next in line information. Your ‘next in line’ is the user that is selected when you
do not have sufficient authority to approve an invoice. Your next in line will probably be your immediate
supervisor.
When you complete entering your Next In Line user, click on the Worklist button to see any invoices
requiring your review/coding/approval.

After you have entered your next in line information and pressed ‘Save’, you will be directed to your
home page, the ‘Approval Work List’ screen. This screen contains all of the invoices that have been
routed to you for coding/approval. Please see section 4.1 for more information about the ‘Approval
Work List.’
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3. Current InvoiceWorks User

3.1 Receive E-Mail Notification of an Invoice Requiring Coding/Approval

If an invoice has been routed to you for approval and you are a current InvoiceWorks user/approver,
you will receive an e-mail with key information about the invoice. When a supplier sends an invoice to
Customer through InvoiceWorks, a notification is sent to the appropriate approver(s) through e-mail.
This e-mail contains summary information from the invoice and a link to the InvoiceWorks website.

Click on the link to InvoiceWorks, and you will be directed to your home page on InvoiceWorks
Customer, which displays a list of invoices that you need to code and/or approve (called the ‘Approval
Work List’).

3.2 Accessing InvoiceWorks

 Go to https://airlines.invoiceworks.net
 If necessary click on Go To Payer on bottom left of screen.
 Select the appropriate Customer
 Enter your User ID and password and click on Sign In. You will be directed to your InvoiceWorks

homepage.
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4. Approving an Invoice

4.1 Approval Work List

The ‘Approval Work List’ contains invoices that have been routed to you for coding/approval.
To approve an invoice, click on the ‘Approve’ button. Deny an invoice by clicking on the ‘Deny’ button.
To see invoice details, click on the InvoiceNbr.

Please note that an invoice cannot be approved until all required fields have been completed. If
all required fields have not been completed, the invoice will ‘fail edits’.

This field, indicates whether or not the invoice passes or fails edits checks; if the invoice fails
edits either additional information is required or certain information is incorrect on the invoice.

Note: If an invoice has been routed to you incorrectly, do not deny the invoice. Please contact
the Customer AP Help Line to find out how to re-route the invoice to the correct approver.

4.2 Invoice Approval

Click on the hyperlinked Invoice Nbr to review, code, approve or deny the invoice. At this point, you
will be directed to the ‘Invoice Approval’ screen for either a Non-PO invoice or a PO-based Invoice.

Non-PO Invoices:
One or more of the following activities can occur in ‘Invoice Approval’:
 Enter coding for the invoice (i.e., cost center and general ledger account information).
 Add line distributions as required.
 View attachments associated with invoice.
 Approve or deny the invoice.
 Check the invoice and save the invoice as a draft for later review.
 View approval stops which indicate who else has or will approve this invoice.
 View invoice history which shows each stage of the invoice creation and approval process.
 Create an issue / dispute for the invoice. Please note that an email notification is sent to the vendor

indicating that one of their invoices has been disputed by United.
 Reroute an invoice.

The following is a sample invoice within the ‘Invoice Approval’ screen.
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Non-PO Invoice- sample

Sample Screen

PO-based Invoices:
One or more of the following activities can occur in ‘Invoice Approval’:
 View attachments associated with invoice.
 Approve or deny the invoice.
 Check the invoice and save the invoice as a draft for later review.
 View approval stops which indicate who else has or will approve this invoice.
 View invoice history which shows each stage of the invoice creation and approval process.
 Create an issue / dispute for the invoice. Please note that an email notification is sent to the vendor

indicating that one of their invoices has been disputed by United.
 Reroute an invoice.

The following is a sample invoice within the ‘Invoice Approval’ screen.
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PO-based Invoice- sample

Sample Screen
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4.2.1 Coding

Certain fields are not provided by the supplier and are required by the approver in order for the invoice
to be submitted into Customer AP system. These fields can be seen in the ‘Distributions’ section of the
‘Invoice Approval’ screen. Highlighting appears on required fields that are missing data or contain
invalid data.

You may enter account information in two ways, manually or by looking up account and cost center
codes by clicking on the icon. You will see a ‘smart list’ of GL accounts you have recently used.

If the code you need is not listed, click on ‘More’. At this point, a search box will open. Click on
‘Search’ to see a list of all available codes or enter a specific code or description. If you know part of
the code, you may enter the numbers/description that you know followed by the wildcard symbol ‘*’.
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4.2.2 Distributions

By default, one distribution line appears with the invoice total. If you require additional distribution lines,

click on the button to the left of the first field name (i.e. to the left of Account Number in the image
below:

Any additional distributions may be deleted by clicking on the button when it is activated.

4.2.3 Re-route an invoice

From the Invoice Approval screen click on the Approval Stops tab and select Reroute Invoice. This will
mark the invoice for rerouting.

4.2.4 Modify Invoice
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Certain fields can be modified on the invoice if they are incorrect. Quantity and unit price changes
require additional comments. When the invoice is saved, approved or denied, you will be prompted to
enter comments indicating the reason for the change. This will be part of the history of the invoice and
will be available for the supplier to read.

4.2.5 Attachments

Click on the Attachments tab on the ‘Invoice Approval’ screen to view and/or add documents to the
invoice. Each invoice can have documents attached by the vendor and/or by the approver(s).

Click on Add Attachment to add additional documents. See the image below.

Documents can be added or deleted until the invoice is completely approved. Click on the hyperlinked
File Name to view the attachment.
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4.2.6 Approve or Deny Invoice

Click on the button to approve at the bottom right of the invoice or on the Approve Invoice
action on the left tab of the invoice.

If the invoice has not passed edits, you may still approve the invoice. Before approving the invoice, you
will see the following message box:

Click on the Deny Invoice action on the left tab to deny the invoice.

Before the invoice is denied you will see the following message box:

You will then be required to enter a comment explaining the reason for denying the denying the invoice.
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4.2.7 Check and Save Invoice
Click on the Check Edits action on the left tab to verify that all required fields have been completed.

If items are missing or incorrect, the fields will be highlighted in orange and an edit message will display
to the right giving the reason for the error.

Click on the Save Changes action on the left tab to save the invoice as a draft without submitting it.
You can continue to review or code the invoice at a later time.
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4.2.8 View Approval Stops

From the ‘Invoice Approval’ screen, click on the tab. This screen presents the list of
approvers for this invoice.

Note: If there are any problems or inaccuracies with the list of approvers, please contact the Customer
AP Help Line.

4.2.9 Invoice History

From the ‘Invoice Approval screen’, click on the tab.

This screen shows the history of the invoice from the beginning to date.

Some of the actions at the right will be hyperlinked to indicate that further details may be viewed by
clicking that action. Clicking on the Final Approval action displays the old and new value of the status.
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4.2.10 Issues / Dispute Resolution

From the ‘Invoice Approval screen’, click on the tab.

To create a new issue, click on the button. You may either choose a subject or enter from
the drop down list or enter your own subject, then enter the text of the issue in the box provided. Click
‘Save’ when done. An e-mail notification is sent to the supplier indicating that an issue has been
posted for that invoice.

4.3 Invoice Search and Status

From the ‘Invoice Search’ screen, you will be able to see all of your invoices, whether the invoices have
been approved or whether they are yet to be approved. If you are a proxy for another user (described
under User Profile), you can also search for invoices for that individual by changing the ‘Search for
Invoices assigned to drop down list. If you are a power user, administrator, or a custom user you will
also be able to search under all users.

Click on the ‘Invoice Search’ option under
the Main Menu to search for invoices.

You can search by the following:
 Invoices Assigned To
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 Invoice #
 Invoice Type
 Status
 Vendor Name
 Invoice Date (range)
 PO #
 Payment Ref #

You can also use wildcards (*). To see all invoices available, leave all fields blank and click on search.
Click on the hyperlinked Invoice Number to see the details for the selected invoice.

The primary status options are follows:

Submitted -- As soon as the vendor submits the invoice it is marked as submitted. The invoice will
remain with a status of ‘Submitted’ until all approvers listed on an invoice have approved the invoice.

Approved -- When all approvers listed on an invoice have approved the invoice, it is then marked as
‘Approved.’

Denied -- When an approver denies an invoice, the invoice is marked as ‘Denied’ and the invoice is
removed from all other approvers’ worklists. This is the final status for these invoices.

Transmitted -- After an invoice has been ‘Approved’, the invoice transmitted in a batch from
InvoiceWorks to Customer’ AP system.

Received -- The ‘Received’ status is provided by Customer’ AP system to show that the invoices have
been received and are awaiting payment.

Paid -- When an invoice has been paid, a ‘Paid’ status and check number are posted with the invoice.
This is the final status for these invoices.
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4.3.1 Export Invoices

To export invoices go to Invoice Search and enter the criteria for the invoices that are requested.
On the left sliding tab select ‘Download Search Results’. You will be prompted to either save the file to
your desktop or to open the file directly. To view in Excel, save the file to your desktop and open with
Excel.
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5. User Administration

5.1 User Profile and Email Options

From the ‘User Profile’ screen, you can:
 Change the following personal information

o First Name
o Last Name
o Phone Number
o Department
o Title
o E-mail Address

 Change e-mail options: To turn off e-mail notifications, deselect the check box next to the type of e-
mail.
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 Change your password (see below)

 Change your identity question and answer.

5.2 Next in Line
You will need to select your next in line as part of the user activation process. Your ‘next in line’ is the
user that is selected when you do not have sufficient authority to approve an invoice. Your next in line
will probably be your immediate supervisor. At a later date, you may change your next in line by doing
the following. Select the ‘Home’ menu and the ‘User Profile’ sub menu. The bottom of the ‘User Profile’
screen contains the Next in Line information:
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Select the ‘Lookup’ button to select a user as the next in line. The following screen appears:

Select the hyperlinked Logon ID to select the user as the next in line.

Select the ‘Delete’ button to delete a user as the next in line.
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5.3 Adding Proxies
A proxy is an individual who can see your list of invoices to code/approve. A proxy can code your
invoices and/or make any modifications to these invoices but cannot approve or deny the invoices.

To add one or more proxies click on the ‘Add a Proxy’ button. You will be directed to the ‘Select
User’ screen where you can select the individual to add as a proxy. To search for a proxy, enter one or
more search criteria and click search as shown below.

Please note that you may use wildcards (*).

To choose an individual as a proxy, click on the
hyperlinked Logon ID.
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6. Power User Functionality

Select employees of Customer will be considered power users. Power users have access to additional
functionality, including ‘Customer Data Entry’ and ‘Imaging Worklist.’ Power users can also see all
invoices that have been submitted to Customer. However, power users will only be able to modify
invoices for which they have direct coding/approval authority.

6.1 Customer Data Entry
In certain instances, Customer power users will need to create invoices on behalf of a supplier.

6.1.1 Non PO Invoice
To create a non-PO invoice, click on the ‘Invoice Entry’ selection on the Main Menu.

Sample Screen

The functionality available here is similar to the invoice entry functionality available to a vendor.
(Review the InvoiceWorks Biller User Guide’s section called Enter Non-Purchase Order Invoices).
Generating an invoice via the ‘Invoice Entry’ screen has the following differences from the invoice entry
process performed by a vendor:
 The Customer’ power user will select the vendor ID. This will populate the vendor name. If the

power user does not know the vendor number, the power user may click on the Lookup button to
search for the appropriate vendor.

 The ‘Source’ will be ‘Cust Data Entry’
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6.1.2 PO Invoice
To create a PO Invoice, click on the ‘Purchase Order Search’ option on the Main Menu.

You will then be presented with the Purchase Order Search tab as seen below:

Using this search tab enter the PO number or other criteria to find the PO. Then click on the
hyperlinked PO Nbr to open the PO.
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The purchase order will open up as seen below:

Click on the left tab and then click the Create Invoice action. The purchase order will then be
flipped into an invoice as seen below:

Sample Screen

From this point invoicing is similar to a Non-PO invoice. Just fill in the appropriate fields and click the
Submit button when the invoice is complete.
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6.1.3 Advanced Duplicate Invoice Detection

As invoices are entered for the supplier via the on-line interface or other methods such as file upload or
imaging, it is possible that duplicate electronic invoices could be created. InvoiceWorks maintains a
mechanism that detects these possible duplicates and alerts users by using a warning edit. This edit
will not prevent an invoice from being approved but offers a warning of potential duplicates.

A possible duplicate will produce an automatic warning edit error coupled with all edit errors of the
invoice under the section “Advance Duplicate Detection” any time the edit checks are ran.

Duplicate Detection searching all invoices looking for duplicates referencing the following criteria:
1. If an invoice has the same VendorID, BusinessUnit, InvoiceDate, and Invoice Amount as

another invoice.
2. Same VendorID, InvoiceNbr, and Invoice Amount as another invoice.
3. If an invoice number would be the same as another invoice number if the last character of the

invoice number were dropped
4. Same InvoiceNbr and InvoiceAmount as another invoice, even for different vendors

To list the possible duplicates “click to view Possible Duplicates”
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Possible duplicates will be displayed via a popup.

Click on the invoice number link to display the potential duplicates for review

A user can also dismiss the notice for all future users by selecting the option .
Such an action will be logged in the invoice history.
Even if the automatic notifications are dismissed a user can manually run duplicate detection.

A user should use the left slider which will display a menu from which “Advanced Duplicate
Detection” should be selected.
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All the potential duplicates will be displayed.

When the possible duplicates are examined the user can then determine if it is in fact an inadvertent
duplicate or a separate invoice for processing.


