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Credit Bill Approval Process

Approvals are required for all credit bills. Staff who create credit bills (requesters) will submit the credits
for approval. The request for approval will be routed to agency staff with the approval role.

e Approvers will receive a Notification (Action) when bills have been routed for their approval.
The request will also display in the Approvals tile.

e Requesters will receive a Notification (Alert) and an email notifying them when a request has
been approved or denied.

Staff Route for Approval Final Approval Deny
Requester Notification () Notification ()
Email Email
Approver(s)
Approval Tile (III)
Notification ()

e Approvers and Requesters can check the My Work section of the Billing WorkCenter to view
approval information. Inquiries include:

o Invoices Pending My Approval
o Invoices Not Submitted for Approval

o Invoices Pending Approval for a selected Business Unit

When a bill is approved, the bill’s Approval Status changes from “Pending” to “Approved”.

Step 1: View and Approve or Deny the Credit Bill
After a credit bill has been submitted for approval, the request will display in the Approvals tile for staff
who have the approval role.

1. Select the Approvals tile on your homepage. The Pending Approvals page appears displaying a
list of items waiting for review and approval.

2. Select “Credit Invoice” from the left-menu. Credit Invoices (Bills) waiting for approval display on
the right side of page.

1|Page-Quick Reference Guide



SWI F STATEWIDE INTEGRATED
FINANCIAL TOOLS

< My Homepage Pending Approvals
View By | Type v - ‘ Approve ‘ Deny
@ A 6
Credit Invoice 1 row
| _:5 | Credit Invoice 1 O
. [ Credit Invoice 1001/ TRNODOODICR Boehmer Barbara K Routed
B Journal Entry 1
-450.00 10152018 *
TRAINING CUSTCOMER 2
|A_‘p KK Budget Transfer 1
- Approver Comments
|54 Purchase Order 2
. Voucher 1

Note: All of the transactions pending your approval are listed on the right side of the page by
default, and the transactions are organized by Type. You can change the display by:

e Selecting a category on the left menu.

e C(Clicking on the View By drop-down and selecting a different option including: Date

Routed, From, Priority, and Requester.

e Selecting the Filter (E) icon to limit the transactions displayed in the listing by Type,
Requester, From, Date Period, or Priority. After you have made your selections on the
Filter page, click on the Filter button to apply the filter.

3. Select a credit bill to approve in the listing on the right.

< My Homepage Pending Approvals

View By | Type v - ‘ Approve ‘ Deny
@ a N
Credit Invoice 1 row
LE Credit Invoice 1 O
“=. Journal Entry b O Credit Invoice G1001/ TRNOODDD1CR Boehmer,Barbara K Routed
= -450.00 10/15/2018 >
TRAINING CUSTOMER 2
|‘—:p KK Budget Transfer 1
" Approver Comments
|54 Purchase Orger 2

. Voucher 1

4. View the Credit Invoice Approval Detail page. High level information about the credit bill is
displayed, including the Business Unit, Invoice Number, Amount, Customer and Customer Name,

Bill Status, and Approval Status.
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< Pending Approvals

Business G1001
Unit

Amount -450.00

Entered By 0115

Credit Invoice Approval Detail

Invoice TRMOODODDD1CR

STATEWIDE INTEGRATED
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Credit Invoice

Customer TRNOD0ODOD2
TRAINING CUSTOMER 2

Bill Type MSC
Bill Status Ready to Invoice

Approval Pending

DSEH

| Approve | Deny

View Invoice
View Supporting Documentati

Status

Approver Comments

Approval Chain >

5. Click on Approval Chain to view any comments entered by the requester. You can also click on
the Multiple Approvers link to view staff who can approve the credit bill.

Approval Chain X

BUSINESS_UNIT=G1001,

¥ INVOICE=TRNO00DD1CR Pending

Start Mew Path

% Pending +
Iultiple Approvers
>

Tedil INVOICE ADDrovers
10M15/18 2:03 PN

 Comments

Boehmer,Barbara K at 10/15/18 - 2:03 PM
This customer was billed in error.

System at 10/15/18 - 2:03 PM
Requester (01159534) is approver on step number 1, path 1, stage 1, which has
self-approval disabled! (13081,1031)

6. Close (X) the Approval Chain page to return to the Credit Invoice Approval Detail page.

7. Click on the View Invoice link in the upper right side of page and review the credit bill pages.
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< Approval Bill Inquiry
Help | Person
I Header - Info 1 " Line - Info 1 |
Unit  G1001 Bill To TRN0O00OOZ2 Pretax Amt -450.00 USD
Invoice  TRNODDDO1CR TRAINING CUSTOMER 2 Max Rows 5 e
Bill Line Q 10f 1[+]
Seq 1 Line Net Extended -450.00
Identifier ELD_INV Description  Enterprise Learning Dev
Quantity -6.0000 From Date 09/01/2018
Unit of Measure EA To Date  09/30/2018
Uniit Price 75.0000 Line Type REV ¥ Accumulate
Gross Extended -450.00 Tax Code Tax Exempt
Less Discount 0.00 Exempt Cert
Plus Surcharge 0.00
Net Extended -450.00
VAT Amount 0.00
Tax Amount 0.00
Net Plus Tax -450.00

vl : |

alize Page =

View All

8. Click on the Approval back button to return to the Credit Invoice Approval Detail page.

9.
a comment is required.

10. Click on the Approve or the Deny button.

< Pending Approvals

Credit Invoice

Credit Invoice Approval Detail

Business Unit G1001 Customer TRMW0O000O02

Invoice TRMOOODD1CR TRAINING CUSTOMER 2

Bill Type MSC
Amount -450.00

Bill Status Ready to Invoice
Entered By 01159534

Approval Pending
Status

Approver Comments
This credit is approved.

Approval Chain

Enter a comment in the Approver Comments box, if applicable. If you are denying the credit bill,

View Invoice
View Supporting Documentation
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11. A message displays verifying your selection. Click Submit to finish the approval. The transaction
will drop-off your Pending Approvals page.

Cancel Approve Submit

You are about to apprave this request.

Approver Comments
This credit is appraved.

e If you have several credits pending approval, you can review the credit detail and then
return to the Pending Approvals page, select the credits you want to approve, and click on
the Approve (or Deny) button. The Mass Approve/Deny page will display where you can
add a comment and Submit. Any comment that you enter will apply to each selected
invoice.

< My Homepage Pending Approvals E E n @
View By | Type [v] - Deny
7

All

Credit Invoice 2 rows

E Credit Invoice 2 O
- [ credit Invoice G1001 / TRNDODDO3CR Boehmer, Barbara K Routed
g Journal Entry 1
-350.00 TRAINING CUSTOMER 2 10/16/2018
|?, KK Budget Transfer 1 Credit Invoice G 1001/ TRNDODDOSCR Boehmer, Barbara K Routed
-300.00 TRAINING CUSTOMER 2 10/16/2018
[Ej Purchase Order

Approver Comments

Voucher 1

e If the bill is approved, the approval status on the Billing Summary Info 2 page changes
from “Pending” to “Approved” and the bill can now be processed by the Single Action
Invoice process.

< Pending Approvals Credit Invoice E E n @

@ Approved on 1011512018

Credit Invoice Approval Detail

Business Unit G1001 Customer TRNOOODOZ2 View Invoice

View Supporting Documentation
Invoice TRNOJDOICR TRAINING CUSTOMER 2 pp a

Bill Type MSC
Amount -450.00

IBiII Status Ready to Invoice I
Entered By 0115

| Approval Approved |
Status

Approval Chain >
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e The Requester will receive a Notification () and an email indicating that the Credit
Invoice was approved or denied. A link to the Credit Bill is provided. Below is an example
Notification that the Requester will receive. The notification link includes the credit bill
number and indicates whether the credit bill was approved or denied.

_ DegEl

|

i Actions Alerts View All
Credit Invoice TRMODDDO1CR for -450 has been 5%
Approved.

e Below is an example email that will be sent to the Requester. The subject line of the email
displays the credit invoice number, business unit, amount, and indicates whether the credit
was approved or denied. A link to the credit bill is included in the body of the email, along
with the credit bill information.

e The link will take the requester to the bill or the login page, depending on whether the
requester is logged into the system at the time the link is selected.

H LA Credit Invoice: TRMO00004CR Business Unit: G1001 for -500 has been approved - Message (HTML) ?PEH - 0O X
MESSAGE ADOEE PDF

Tue 10/16/2018 1:22 PM
Swift.Testing@state.mn.us
Credit Invoice: TRNOD0004CR Business Unit: G1001 for -500 has been approved

To Anderson-Moser, Brenda (MME)

olf there are problems with how this message is displayed, click here to view it in a web browser.

MY MINNesOTA

Credit Invoice: TRNODOOO4CR Business Unit: G1001 for-450 has been approved

Details

The following credit invoice approval has been Approved.

Business Unit: G1001

Invoice ID: TRNOODDD4CR

Customer ID: TRNO00002

Customer Name: TRAINING CUSTOMER 2 I
Amount; -450

Currency: USD

Review URL

Review this credit invoice
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