How To Approve Vouchers

Vouchers created where Require Approval button is checked needs to be approved first before it can be posted. Approving of vouchers can only be
performed by the Approvers included in the Approval List set for the vendor (See How to Create an Approval List) and depending on the Approver Level

setup (see How to Create an Approval List).
Entity - CRACKED MUG A~ B0 X
New Save Search Refresh Delete Undo Additional -+ Close

Entity = Vendor = Split Farm Locations = Contacts ~Comments(0) = History ~Aftachments(0) —Messages = Custom  AuditLog(S)

Detail | Credit Card Reconciliation | Taxing

Type: Company - | Approval List:  iRely Admin ~ |
Vendor Account No: Tax No:

GL Account: v | Tax State: v
Currency: usb v | Tax Code:

Credit Limit: 0.00| Withholding:

Parent Vendor: v| FLOId:

Payment Method: Check v | | Payment Control

Terms Due on Receipt v | Active

Ship Via: Truck e | Always Discount

Pay To Addr: CRACKED MUG v | EFT

Ship From: CRACKED MUG v | Hold

Legacy Vendor ID: CRACKEDMUG | One voucher per payment

Setup

Transport Terminal
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There are two ways on how to approve vouchers: via Vendor Expense Approval and directly via Vouchers screen:

via Vendor Expense Approval screen

1. Login into i21 using the credentials of one of the Approver.
2. Open Vendor Expense Approval screen. (see Vendor Expense Approval)
3. Select the vouchers and then check Approve checkbox.

Vendor Expense Approval

Save Undo Reload Close

Details

Q. openvoucher [ Approve All % Reject All | :l(\ear B8 Layout Q@ Filter Records (F3) b4
Voucherid = Approver Type Vendor ID Name Vendor Invoice No. Voucher Total Due Date Approved | Rejected = Reason

v!| BL-128 Primary CRACKEDM... CRACKED MUG M6 300.00 07/29/20... ./

v | BL-130 Primary CRACKEDM... CRACKED MUG w7 75.00 07/29/20.. '
BL-131 Primary CRACKEDM... CRACKED MUG M-8 100.00 06/29/20...

4. Click Save button.
5. Approved bills will be removed from the list automatically. An email will be sent back to the Vendor Contact informing that bill has been approved.

i21 Approval Status - approved. inbox x

autosupport@irely.com
to me (=

Your Voucher has been approved. BL-128 - CRACKED MUG

autosupport@irely.com
to me (=

Your Voucher has been approved. BL-130 - CRACKED MUG

via Voucher screen

1. Login into i21 using the credentials of one of the Approver.
2. Open the voucher created by the Vendor Contact.
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3. Click Approve button and select Yes on message.
Voucher - CRACKED MUG

New Save Search Delete Undo Duplicate Add Payables | Approve Reject Recurring

"Detalls | Prepaid and Debitmemos | Attachments (0)  Comments(0) | Audit Log (1)

Type: |vou(h?r Post Date: |6/29/2016 | Contact CRACKEDMUG ~ | Voucher No: BL-135

Vendor Terms 5% 10 NET 30 | shipFrom | cRACKED MUG v | AP Account: |20000-0000.000 |

Invoice No: |em-12 DueDate: |7/29/2016 B shipTo |0001 - Fort Wayne ~ Withheld Amount: | 0.00

Invoice Date: 6/29/2016 (| Recur: T Reference: | Test Location 0001 - Fort Wayne | currency |uso v

Check Comments: ShipVia  |ups ~ PayTo CRACKED MUG ~ Ordered By v

+ Insert Q Open Q TaxDetails X Remove [ Getpreviousdetails 88 Layout Q  Filter Records (F3) b4
Contract Item No. Description Misc Description | UOM Ordered Billed | CostCurrency  ExchangeRa Cost | COStUOM | Gross/NetUo
MISC ITEM 1 1 000 15.00

4. Voucher will be approved and saved automatically.
5. An email will be sent back to the Vendor Contact informing that bill has been approved.

i21 Approval Status - approved. nbox x

autosupport@irely.com
to me [~

Your Voucher has been approved. BL-135 - CRACKED MUG

Vouchers created where Require Approval button is checked needs to be approved first before it can be posted. Approving of vouchers can only be
performed by the Approvers included in the Approval List set for the vendor (See How to Create an Approval List) and depending on the Approver Level
setup (see How to Create an Approval List).

Entity - Cracked Mug

New Save Search Refresh Delete Undo Additional ~ Close

Entity | Vendor | split = Farm  Locations = Contacts =~ Comments(0) = History = Attachments(0) Custom  Audit Log(14)

Detail |~ Credit Card Reconciliation ~ Taxing

Type: Company ~ |Approval List:  iRely Admin v | | Payment Control
Vendor A tNo: Tax No:
endor Account No ax No: [ Active

GL Account:; 60000-0000-003 v Tax State: v .

Always Discount
Currency: usD v TaxCode: ot
Credit Limit: 0.00 Print 1099: Yes v

Hold
Pay To: ~ 1099 Name: 1099 Cracked ¥ One voucher per payment
Payment Method ~ 1099 Form: 1099-INT v
Terms Net 13 ~ 1099 Type: Rents

Setup

Ship Via: v Federal Tax ID:
8ill To: Location 1 v W9 Signed B Transport Terminal
Ship From: Location 1 ~  Withholding:
Legacy Vendor ID: | 0001005078 FLOId:

There are two ways on how to approve vouchers: via Vendor Expense Approval and directly via Vouchers screen:
via Vendor Expense Approval screen
1. Login into i21 using the credentials of one of the Approver.

2. Open Vendor Expense Approval screen. (see Vendor Expense Approval)
3. Select the vouchers and then check Approve checkbox.

Vendor Expense Approval

Save | Undo Reload Close

Details

Q Openvoucher [i Approve Al X RejectAll (D) Clear 88 Layout QU | Filter Reco
Voucherld | Vendor ID Name Vendor Invoice No. Voucher Total Due Date Approved | Rejected | Reason
BL-66 0001005078  Cracked Mug aaaaa 10.00 02/11/20..
+~ | BL-&8 0001005078  Cracked Mug adasda 100.00 02/11/20..
BL-88 0001005078  Cracked Mug asdsad 10.00 02/11/20
BL-89 0001005078  Cracked Mug asad 10.00 02/11/20
BL-93 0001005078  Cracked Mug 123456789 100.00 02/11/20..
BL-S4 0001005078  Cracked Mug afda 10.00 02/11/20

4. Click Save button.
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5. Approved bills will be removed from the list automatically. An email will be sent back to the Vendor Contact informing that bill has been approved.

Approval Status - approved. inbox

autosupport@irely.com
to me |-

Your Voucher has been approved. BL-66 - Cracked Mug

autosupport@irely.com
to me |-

Your Voucher has been approved. BL-68 - Cracked Mug

via Voucher screen

1. Login into i21 using the credentials of one of the Approver.
2. Open the voucher created by the Vendor Contact.
3. Click Approve button and select Yes on message.

Voucher - Cracked Mug A0 X
New Save Search Delete Undo Duplicate Add Receipt Approve Reject Close
1
Details | Prepaid and Debit memos | Attachments (0) | Comments(0) | AuditLog (2)
Type: Post Date: | 01/27/2016 E| Contact: Cracked Mug v | Voucher No: BL-93
Vendar Mug Terms Net 15 | Ship From:  Location 1 | AP Account: 20000-0000-000 | v
Invoice No 123456789 DueDate:  02/11/2016 @ shipTe 0001 - Fort Wayne | Withheld Amount:
Invoice Date: 01/27/2016 [F| Reference: Location: v | Currency usD v
Check Comments: Ship Via | Ordered By: | Recurring
+ Insert  Q Open Q TaxDetails X Remove [ Get previous details B3 Layout Q
Contract Item No. Description Misc Description | Ordered Billed Cost |CostUOM | Gross/NetUOM | NetWeig.. | Discou.. Tax
test 1 1 100.00 0.00 0% 0.00

4. Voucher will be approved and saved automatically.
5. An email will be sent back to the Vendor Contact informing that bill has been approved.

autosupport@irely.com
to me [~

Your Woucher has been approved. BL-93 - Cracked Mug

Bills created by Vendor Contacts needs to be approved first before it can be posted. Approving of bills can only be performed by the Approvers included
in the Approval List set for the vendor. (See How to Create an Approval List)

%) Entity - Juan Dela Cruz

- :-; = N m 1Y
o v QA o ¥

New Save Search Refresh Undo Additional Close
Entity | Vendor | Locations | Contacts MNotes || History || Attachments || Custom

Detail Credit Card Reconciliation

Type: Company v | Approval List: | Admin List v

Vendor Accout No: 1010101111 Tax No:

GL Account: 93000-0000 v | Tax State: 4
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Once the bill created by the Vendor Contact is saved (How To Create Bill Approval), an email will be sent to the approvers.
Ov 4 < =+ T[JDelete EAMovev € Spamv e More v

View v
Today
i21testcompany@sample.com For Approval. You ost/11520/121/2/AP/Bill2action=editafilte 11:15 AM
® For Approval
® j21testcompany@sample.com Today at 11:15 AM
To testEmail@yahoo.com

‘You have a bill to approve. http://localhost/i1520/i21/#/Ap/Bill/?
action=edit&filters%5B0%5D%5Bcolumn%SD=intBillld&filters%5B0%5D%5Bvalue%5D=47071%7C%5E% 7C&filters%5B0%5D%S5Beondition%5D=eq&filters%5B0%5D%5Bconjunction%5D=

Reply, Reply All or Forward | More

There are two ways on how to approve bills: via Reminder List and via Bill screen:
via Reminder List

1. Login into i21 using the credentials of one of the Approver.

2. If Show Reminder List on Startup option is checked, Reminder List screen will be shown automatically after login. Else, open screen from Co
mmon Info > Reminder List.

%} Reminder List

(4

0| X

Close

Filter: x Q

Reminder Type Description

Approve Bills 2 Bills are Unapproved

[¥] Show Reminder List on Startup
@ v '/ Ready

3. Bills for approval will be listed on the grid. Click Approve Bills hyperlink and Vendor Expense Approval screen will open.
4. Check Approved checbox to approve bills and click Save.
5 Vendor Expense Approval

a O 2 &

Save Undo Reload  Close

3, View Bill

[ Billd Vendor ID Name Vendor Invoice # Bill Total Due Date Approved  Rejected  Reason
[] BL-45697 V-001 Juan Dela Cruz 10.00 07/17/20... ||

[[] BL-45699 V-001 Juan Dela Cruz INV-107 101.00 07/18/20... (]

@ 2 | Edited

5. Approved bills will be removed from the list automatically. An email will be sent back to the Vendor Contact informing that bill has been approved.

Search Current Mailbox (Ctrl-E) P | Current Mailbox_~ © Reply 2 Reply All S Forward
Al Unread ByDate~  Newestd | Thu €/18/2015 13:08
4 Today

i21testcompany@sample.com
Approval Status.

To Juan dela Cruz

i21testcompany@sample com j
Approval status. 130 %]
Your bill has been approved.

i21testcompany@sample.com - . N i .
Approval Status. 1300 Your bill has been approved. http: 20/21/4/AP/Vendor

hConfia/7&type=Bill
Your bill has been approved

via Bill screen

1. Login into i21 using the credentials of one of the Approver.
2. Open the bill created by the Vendor Contact.


http://help.irelyserver.com/display/DOC/How+To+Create+Bill+Approval

3. Click Approve button.

S sil

BEIE

o |G

Recap  Add Receipt | Approve

Ec*a‘am@\

New Save Search Delete Undo Print.

Details | Attachments |

Transaction Type: Vendor ID: Date: Invoice Date:  Currency: Invoice No: Bl No:

[Bill Approval J [v-001 |l06/18/2015 |31 06/18/2015 | usD v | INv-206 | /BL4s700 ]

Ship From: | L-001 |v|shipTo: |1 |v | Ordered By: AGADMIN v | Contact: ~

001 Test Drive est Ship Via: UPS Ground v | Due Date: 07/18/2015 (]

Abany, NY 12244 Huntertown, IN 46748

United States United States Terms: 5% 10 Net 30 v | AP Account: 26003-0000 v
Location: Withheld Amount: 0.000000

|

Reference: | Approval Notes:

Q View &) Remove (|1 Get previous detals =] Layout + 7 | Fiter Records (F3)

Ttem No. Description Misc Description Ordered Received  Discoun... Tax Cost Total  Account ID Comments Weigh... Volume swmgq
Other Charge car rentals 1 1 0% None 12.50 12.50 93000-0000 o o
Software 1 1 0% None 6.00 6.00 93000-0000 o o

‘ »

Subtotal: 18.500000

Shipping: 0.000000

Tax: 0.000000

Total: 18.500000

@ % ) Ready

I4 4 |Page 1|af1| b b

4. Bill will be approved and saved automatically.
5. An email will be sent back to the Vendor Contact informing that bill has been approved.

[Searcn Corent atbox (-6 | Coment oo <] | € Reply € ReplyAll € Forward

To luan dels Cruz

Al Unread ByDate = Newest ¢ E The szt 1340
4 Today i21testcompany@sample.com
i21testcompany@sample.com > Approval Status.
| Status. 1350 X|

Your bill has been approved.

IR —
Your bill has been od. 2021
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