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Approving or Rejecting 
a Vendor Invoice

Overview of click guide procedure

Click the numbered circles on the left to move to the 

first step in each phase. 

Use the arrows or Pg Up/Down keys to proceed 

through each step and sub-step.

Begin

Best viewed in IE or Adobe PDF Reader.

Step 1: Approve from the 

Invoice Allocation workspace.

1

Step 2: Approve or reject an 

item in the Approval Center.

2



Approving or Rejecting 
a Vendor Invoice

Under the Accounts Payable 

menu, go to the Invoice 

Allocation workspace.

A

Select a vendor invoice from 

the filter list.

B

Follow the steps on the next slide to continue 

approving a vendor invoice for allocation.

Step 1: Approve from the 

Invoice Allocation workspace.

1

Step 2: Approve or reject an 

item in the Approval Center.
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a Vendor Invoice

If you wish to view the 

invoice image or other 

documents related to the 

invoice, these are shown in 

the Invoice pane and 

Documents sub-tab.

C

Click Approve for Posting.

D

Step 1: Approve from the 

Invoice Allocation workspace.

1

Step 2: Approve or reject an 

item in the Approval Center.
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Approving or Rejecting 
a Vendor Invoice

Under the Approvals menu, 

go to the Approval Center 

workspace.

A

In the Vendor Invoices tab, 

select an approval item.

B

Follow the steps on the next slides to 

continue approving or rejecting an item.

Step 1: Approve from the 

Invoice Allocation workspace.

1

Step 2: Approve or reject an 

item in the Approval Center.

2

You can also click the blue Notifications icon to 

expand your list of unread messages. 

These include items that need your approval 

in the Approval Center.

iAccess then navigates to the Approval Center 

workspace, and opens the Vendor Invoices tab.
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a Vendor Invoice

Click the View Details 

icon to view more 

information about the 

approval item.

C

Step 1: Approve from the 

Invoice Allocation workspace.

1

Step 2: Approve or reject an 

item in the Approval Center.

2

Follow the steps on the next slides to 

continue approving or rejecting an item.
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Step 1: Approve from the 

Invoice Allocation workspace.

1

Step 2: Approve or reject an 

item in the Approval Center.

2

iAccess displays the Vendor Invoice wizard 

where you can review, approve, or reject 

a vendor invoice for allocation.

Follow the steps on the next slides to 

continue approving or rejecting an item.
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To approve a vendor 

invoice from the list view, 

click the Approve icon 

on the line.

D

Follow the steps on the next slide 

to reject an item.

Step 1: Approve from the 

Invoice Allocation workspace.

1

Step 2: Approve or reject an 

item in the Approval Center.
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To reject an item, click 

the Reject icon on 

the line. The Reject 

Line wizard displays.

E

Enter a reason for the 

rejection. This is a 

required field.

F

Click Reject.

iAccess automatically 

saves your changes, 

and refreshes the page.

G

Follow the steps on the next slide 

to undo the approval or rejection of an item.

Step 1: Approve from the 

Invoice Allocation workspace.

1

Step 2: Approve or reject an 

item in the Approval Center.
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To undo approval or 

rejection of an item, 

click Undo.

H

iAccess automatically saves your 

changes. When you refresh the 

browser page, the approved/rejected 

line is hidden. However, rejected lines 

remain displayed if you toggle on the 

Show Rejected Lines field.

Step 1: Approve from the 

Invoice Allocation workspace.

1

Step 2: Approve or reject an 

item in the Approval Center.
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This concludes the 

Approving or Rejecting 

a Vendor Invoice click guide.

Step 1: Approve from the 

Invoice Allocation workspace.

1

Step 2: Approve or reject an 

item in the Approval Center.

2


