How To Create Voucher Approval

Here are the steps on how to create voucher approval if you are logged in as a Vendor Contact:

. Login as vendor contacts (see How To Login as Vendor Contacts).

. Expand Purchasing and then click Vouchers.

. Click New button from Search Voucher.

. Voucher screen will open. By default, Vendor of the contact that is currently logged will be displayed in Vendor field and is read-only. Also, Requir
e Approval for this voucher is checked automatically with the status Ready for Submission.

A WNPE

Voucher - CRACKED MUG A O X
New Save Search Delete Undo Addpayables submit Recurg  cose
Toetals | prepaiganaDebmemos | Atacments(©) | Comments(0)  AudtLog 0
Type: Jv Post Date: |6/29/2016 B Contact | CRACKEDMUG | Voucher No: e
Vendor “ c ’Terms 5% 10NET 30 ~| ShipFrom | CRACKED MUG | 4P Account: | 20000-0000-000 .
Invoice No: [ Due Date: |7/20/2016 1 shipTo | ~| Withheld Amount: | 0.00
Invoice Date: 6/29/2016 5] Recur: Reference: Location | currency |usp v
Check Comments: shipVia |ups v| PayTo CRACKED MUG | Ordered By: v
+ Insert Q TaxDetails X Remove [ Getprevious details B8 Layout Q |Filter Records (F: P
Contract | ItemNo. | Description Misc Description | UOM Ordered Biled | CostCurrency  ExchangeRd Cost | CostUOM | GrossNetUOM | Netweight |Discount | Tax | Totel | Accountin Account Desi
Ship From: |1 Approval Subtotal
: Require Approval: /] Status: |Ready for submissior Shipping: ‘
Tax
spTor [T Approval Notes: Totat |
A Amount pai: |
Amount Due: |
@ @ O [ edited page | 1] o1
5. Enter details (see How To Create Vouchers) and save.
Voucher - CRACKED MUG A 0O X
New Swve Seach Delete Undo Addpayabies submit Recuring close
TOctals | prepaidand Debi memos | Attochments 0) | Comments 0) | AuditLog @)
Type: [vor Post Date: |6/29/2016 3] Contact | CRACKEDMUG + | Voucher No:
Vendor [c Terms  [5%10NET 30 v | ship From | crackeD MuG | AP Account | 20000-0000-000 v
Invoice No: |cms Due Date: 71292016 ) shipTo 0001 - Fort Wayne ~| Withheld Amount: | 0.00
Invoice Date: 6/2912016 | Recur Reference: Location 0001 - Fort Wayne | curreney [uso v
Check Comments: shipVia  |ups. v| PayTo CRACKED MUG ~ | Ordered By: -
+ Insert. Q TaxDetails X Remove [ Getpreviousdetails B8 Layout Q i F3) '3
Comrsct femNo, | escrpion | MicOescrption | UOM | Orcered | lled | CostCurency | BxciangeRa Cost | CosUOM | GrosmerUOM | Netwelnt | Dscount | Tax | Torl | AccourtiD | AccountDes
Z MISCOAR.. Miscelaneous.. MiscelaneousP. 150 150 w0 200 000 0% 000 30000 451000001000 TakRent
st From Approval subtotal |
Requre Approval: 1 Status: Ready forsubmision shieping: |
’ Tax [
- Approval Noes: - ‘
Amountpaid: |
Amount bue: |
> 9 Edited page | 1 of1
6. Click Submit button. This will notify assigned approvers that they have vouchers for approval.
[ search current Mailbox (Ctri+E) P | current Mailbox_-| © Reply [ Reply All £} Forward
All Unread ByDate =  Mewest & E Wed 6/20/2016 11:46
4 Today iRely Software
iRely Software [ i21 - For Approval.
i21 - For Approval. 1150 Xi . .
. To iRelyAdmin
You have the following Voucher to approve: H
You have the following Voucher to approve:
BL-128 - CRACKED MUG

7. Status of the voucher will also change to Awaiting Approval.

Approval

Require Approval: |v| Status: |Awaiting approval

Approval Notes:

Here are the steps on how to create voucher approval if you are logged in as a Vendor Contact:

1. Login as vendor contacts (see How To Login as Vendor Contacts).
2. Expand Purchasing and then click Vouchers.
3. Click New button from Search Voucher.
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4. Voucher screen will open. By default, Vendor of the contact that is currently logged will be displayed in Vendor field and is read-only. Also, Requir
e Approval for this voucher is checked automatically with the status Ready for Submit.

Voucher - Cracked Mug.

fe S Gen BT Unn Add Receipt
Details | Prepaid and Debit memos = Attachments (0) Comments(0)  Audit Log (0)
Type: Voucher Post Date: |01/27/2016 [ Contact: Cracked Mug v Voucher No:
Vendor Cracked Mug Tems  Net1s « ShipFrom: | Location 1 « AP Account 20000-0000-000 -
Invoice No: Due Date: |02/11/2016 £ shipTo v Withheld Amount: 0.00
Invoice Date: 01/27/2016 [ Reference: Location: v Currency: usb ~
Check Comments: Ship Via v Ordered By: v Recurring 1
+ Insert Q TaxDetails X Remove [ Getpreviousdetails B3 Layout ~ Q
| Conact iem e Description | Misc Descripton | Ordered Biled Cost | ContUOM | Gross/NecUOM | NecWeig.. | Discou. = Total | AccountiD | Comment
]
< >
Ship From: [123 TestDrive Subtotal:
P ErOm: | dianapolis, IN 46204 ppEgyal : “_ oo
United States Require Approval: /| Status: |Ready for submit Shipping: oo
Tax: 0.000000
- - Approval Notes: Total oo
e
Amount Due 000
® 0 =] Edited Page 1) of 1
5. Enter details (see How To Create Vouchers) and save.
Voucher - Cracked Mug A0 X
New Save Search Delete Undo Duplicate ‘Add Receipt Submit Close
Details Prepaid and Debit memos ~ Attachments (0) ~Comments (0) Audit Log (1)
Type: Voucher Post Date: | 01/27/2016 [ Contact: Cracked Mug ~ Voucher No: BL-93
Vendor Cracked Mug Terms Net 15 ~ Ship From: Location 1 v AP Account: 20000-0000-000 -
Invoice No: 123456789 Due Date: | 02/11/2016 & shipTo 0001 - Fort Wayne ~  Withheld Amount: 0.00
Invoice Date: 01/27/2016 A Reference: Location: v Currency: usb v
Check Comments: Ship Via v Ordered By: v Recurring: |
+ Insert Q TaxDetails X Remove Y Getprevious details 83 Layout Q | Filter Reco
Contract Item No. Description Misc Description Ordered Billed Cost Cost UOM Gross/Net UOM Net Weig... Discou... Tax Total
test 1 1 100.00 0.00 0% 0.00 100.00
‘ ,
Ship From: | 123 Test Drive Subtotal 100.00
P indianapolis, IN 46204 L] - ) o
United States Require Approval: '/ Status: |Ready for submit 1PpINg: .
Tax: 0.000000
ShipTo:  |4242 Flagstaff Cove Approval Notes: Total: 100.00
Fort Wayne, IN 46815
United States. Amount Paid: 0.00
Amount Due: 100.00
(O ¢] [ saved Page 1] of 1
6. Click Submit button. This will notify assigned approvers that they have vouchers for approval.
| Search Current Mailbox [Ctri=E) B | Current Mailbox v| Q_ Reply [9_ Reply All Q_!) Forward
Wed 1/27/2016 16:44
All Unread By Date = Mewest | E sl
4 Today No Reply
No Reply For Approval.
For Approval. 16:48 To & |
You have the following Voucher to approve: 0 ApRrover
You have the following Voucher to approve:
BL-93 - Cracked Mug

7. Status of the voucher will also change to Awaiting Approval.

Approval

Require Approval: |v| S5tatus:

Awaiting approval

Approval Notes:

Here are the steps on how to create bill approval:
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1. Login as vendor contacts (see How To Login as Vendor Contacts). When you're logged in as vendor contact, you will only see Favorites, Vendor
and Bill on your menu.

iRely i21 - iRely Grain and Ag Co

¥ Favorites
(= Vendor
[:=] Vendor

(=] Bill

2. Click Vendor > Bill and click New button to open blank Bill screen. Notice that Transaction Type is defaulted to Bill Approval.
5 sill NEE

N = = E]
o w QA ¥ o
New Save Search Delete Undo Print Add Receipt Close

Details | Attachments

Transaction Type: Vendor ID: Date: Invoice Date: Currency:  Invoice No: Bill No:
Bill Approval ] [v-001 06/17/2015 & 06/17/2015 [E| USD v
Ship From: |L-001 ~ | ship To: ~ | Ordered By: | contact: C-001 v
Ship Via: UPS Ground | Due Date: 07/17/2015
Terms: 5% 10 Net 30 | AP Account: 26003-0000 v
Location: ~ | Withheld Amount: 0.000000
Reference: Approval Notes:
(&) Remove | ||| Get previous details =< Layout~ 7
D Item No. Description Misc Description Ordered Received Discoun...  Tax Cost Total Account ID Comments
< »
Subtotal:
Shipping:
Tax:
Total:
@ 20 ) | Edited Page 1 of1

3. Create bill entry (see How To Create Bill Entry) and save transaction.
3 sil F1ES

s w Q@Y= o @

New Save Search Delete Undo  Print  AddReceipt Close

Details | Attachments

Transaction Type: Vendor ID: Date: Invoice Date: Currency:  Invoice No: Bill No:
Bill Approval V-001 06/17/2015 || |06/17/2015 || USD |~ BL45697
Ship Fror L-001 v ShipTo: 1 v | Ordered By: AGADMIN v | Contact: C-001 v
Ship Via: UPS Ground v | Due Date: 07/17/2015 =}
Terms: 5% 10 Net 30 v | AP Account: 26003-0000 ~
Location: 1 v | Withheld Amount: 0.00000C
Reference:  This is a test. Approval Notes:
) Remove ||| Get previous details 2 Layout + 7
[] Ttem No. Description Misc Description Ordered Received Discoun... Tax Cost Total Account ID ‘Comments
[ service 1 1 0% None 5.00 5.00 93000-0000
[] NON-INV Office Supply - .. 1 1 0% None 5.00 5.00 93000-0000
(]
‘ ,
Subtotal: 10.00000C
Shipping: 0.00000¢
Tax: 0.00000¢
Total: 10.00000C

Q@ D | saved Page 1] of 1
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