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Invoice Approval Workflow in iPayables

1 Use the link in your email or from Okta to navigate to iPayables

2 You'll be directed to your invoice list, called My Worklist. Click on the first one.
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3 Tip! Alternatively, if you have more than one in your list, click on this button to
open up to 15 invoices. When you approve an invoice, it will automatically bring up
the next one without having to go back to your approval worklist.

4 Enter the start and end dates for the invoice. You can reference the invoice in the
image on the right.
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5 Click the "Description" field. Delete the existing text and replace it with the
department and service.

6 If the Entity field is blank, enter 100 for NKC.
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7 Enter the Department. You can start typing the name or the number.

8 Enter the GL Account.
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9 If the Restrictions field is not populated, enter 10 for Unrestricted.

10 Enter the Site. You can type the numbers or letters.
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11 Enter the Program - 10 for Healthcare and 60 for General/Admin.

12 Click on the thumbs up button to approve the invoice.
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13 Click "Ok". If there are additional
approvers, it will now appear in their approval worklist.

Tip! The following is some more information about what you can see and do in the
invoice.



8

14 Select an invoice

15 On the right side of the screen you can see images of the invoice.
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16 If the invoice has more than one page, you can click through the pages using the
arrows here.

17 If there is more than one attachment for the invoice you can move through them
by clicking the arrows here.
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18 If you'd like to see the approvers and order of approvals, click on Approval Stops.

19 If you've made updates to the invoice but don't want to approve it just yet, click on
the Save button in the top left corner.
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20 If you'd like to add more than one distribution, click the plus sign next to Add
Distributions.


