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CHAPTER 1

Weblnvoicing Setup

In this chapter

“Weblnvoicing Considerations” on page 1
“Weblnvoicing Setup Checklist” on page 2
“Security Group Setup” on page 2

“User Security Setup” on page 5

“Create Vendors” on page 9

“Create Expense Categories” on page 10
“Define Rejection Reasons” on page 13

“Define Approval Rules” on page 14

vV Vv v v v v v .Y

“Configure Business Rules” on page 16

With WeblInvoicing, you can submit reimbursement requests and get them approved online. When you
submit reimbursement requests you can select pre-defined expense categories and attach supporting
documentation such as receipts. Once the request is approved, an invoice is created in Accounts Payable.

To use WebInvoicing, you must have WebPortal licenses and a Web server. This chapter details the tasks
you should follow to set up WebInvoicing.

Weblnvoicing Considerations

Before using WeblInvoicing, we recommend you consider the following:

* Make sure your organization has defined its routing process so that you can configure your approval
rules. For more information about approval rules, see “Define Approval Rules” on page 14.

* Define your spending limits. Before expenses are made, make sure your organization has a spending
policy in place that is communicated to your employees.
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» Carefully consider your expense categories and determine how they should be categorized, for example,
meals, travel, gas, office supplies, etc.

» Determine if users have the right to edit the GL distribution and if you will use account masking.

» Determine how users will enter GL distribution information. Do you want them to be able to edit the
distribution? What GL distribution information should be the default? The default distribution for
expense categories can be a single account or you can combine the account code with segments defined
on the user’s My Account profile. If you want to use account masking, make sure to define the segments
in My Account for all users.

* Determine the default project distribution information. You can default the project distribution from the
expense category or from the user’s My Account profile. If you want to default from My Account, make
sure to define the project distribution in the My Account profile for all users. For more information
about defining the user’s My Account profile, see “My Account Page” on page 21.

* Determine if your users will have rights both to The Financial Edge and WebInvoicing or just
WeblInvoicing.

* To send email notifications, make sure the email service settings were configured during installation and
then define the user’s email notification settings on the My Account page. For more information about
how to configure email service settings, see The Installation Guide for WebPortal. For more information
about how to define email notifications for a user’s account, see “My Account Page” on page 21.

Weblnvoicing Setup Checklist

There are several tasks involved with setting up your Weblnvoicing system. These tasks should be
completed in the order below.

U Create Security Groups — Use the Set up system security page in Administration in Accounts Payable
to create group profiles for Weblnvoicing users.

U Create Users — Use the Set up system security page in Administration in Accounts Payable to create the
user record and define the user’s security privileges, Windows authentication, and the type of access to
WeblInvoicing.

U Create Vendors — For those users who submit their own invoice requests, you should create a vendor
record for those users in Accounts Payable. By creating a vendor record, the user can select his name
from the vendor list. For more information about how to create a vendor record, see the Vendors
chapter in the Records Guide for Accounts Payable.

U Create Expense Categories — On the Expense Categories page in Configuration in Accounts Payable,
group expenses into specific categories, for example, mileage, travel, and meals.

U Define Rejection Reasons — On the Tables page in Configuration in Accounts Payable, define specific
reasons an invoice request would be rejected.

U Define Approval Rules — On the Approval Rules page in Configuration in Accounts Payable, define
the approval rules that route an invoice request to the reviewers identified by your organization.

U Configure Business Rules — On the Business Rules page in Configuration in Accounts Payable, specify
the requirements and settings for Weblnvoicing functionality.

Security Group Setup

By creating a security group and assigning users, you determine the type of access a user has to
WeblInvoicing. Properly setting up security ensures that users can access only the areas that you specify.
New security groups are defined in Administration in Accounts Payable.
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> Adda security group

1. From the navigation bar in The Financial Edge, click Administration. The Administration page
appears.

[® The Financial Edpe (Sample Data),

fle Edt Vew Go Favorites Tooks Help

4 Back # Forward Community Services Inc. - Accounts Payable -

Administrati

Administ...

b Set up Accounts Payable b Set up system security Set up
Get started with step-by-step instructions Define groups and users and their rights to view, add, edit, and delets information Accounts

b View system statistics » Vvalidate database e
View a summary of processes and record types Determine if any data corruption or inconsistency is present in the database :\‘fsvtdem

b Post » Electronic signatures statistics
Post al or selected transactions to the General Ledger Enter and maintain electronic signatures Post

b Import records b Purge vendor activity Impart
Define import parameters; import files with information based on parameters structure Remave historic vendar activity records

b Globally change records » Purge vendors Globally
Globally edit, delete, view, replace, add, swap, or move fields on a record Remove vendors from Accounts Payable fzsur'r'i

13 lsearch for duplicates » Merge Vendors e
View report on duplicate vendor records Merge information from the duplicate vendor with information from the primary vendor [EETE.

b Queue g‘f;t:l:n
Schedule one or more processes to ocaur at a selected time securiby

> A A o I, 4, i, A g

Fle Edt Vew Go Favorites Took Help

4 Back # Forward Community Services Inc. - Accounts Payable -

Administration » Set up system security

New Group Mew User Upen Delete Adminis...

Setup
= Secﬁunty ] Accounts
roups Fayable
™ Data Entry View
-G\ Managers 0 system
2\ Student Biling statistics

™ Business Mana
-E\RO - Nurse [Post |
%\, Director of Adm lmpm;
PO - Admission: records
@, Head of School Globaly

2\, GL - Buciget Mz change
d
™ Upper Schaal o records

-\ President Queue

2\, Dir. of Admissior Setup
%\, Chief Financial | = system
-8, Regisiar security

2\ Data Entry - Fin
2, Data Enlry - Adi
-G\ Data Entiy - Rre
&\, Web Portal

2, WebPortal User
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3. Click New Group on the action bar. The New Group screen appears.

@ B

& New Group g|
File Edit Group Help
[ 5ave and Close ~ | [ A H 4 oW H| 2

Group name; |W'ebF'0rtaI Users

Drescription: |W'ebF'0rtaI
Group type: |W’eb Partal j

l Group Members ]

| ejeje i,

Syztem Components Accounts Payable
itz Payable Fecords

4. In the Group name ficld, enter a name for the user group. This name must be unique and no
longer than 30 characters. We recommend you use a descriptive name that you can easily
remember for each group. If you make a user with Supervisor rights a member of a security group,
his Supervisor rights are not affected.

Note: When you create approval rules, you can specify what security groups have rights to use that
approval. If your approvals are based on department, set up a security group for each department.
For more information about approval rules, see “Define Approval Rules” on page 14.

5. In the Description field, enter a description of the user group that indicates the type of access the
group has to WebInvoicing.

6. In the Group type field, select the type of group you want to create. Your selection changes the
options that appear on the Group Privileges tab. Select “Standard” for users that access
The Financial Edge. Select “WebPortal” for users that access WebInvoicing and/or
WebPurchasing.

Note: If a user is a member of the “Standard” group, but their user record indicates that they have
access to online modules, they will be able to access the WebPortal. If the user is a member of a
“Web Portal” group only, they will not have access to The Financial Edge.

7. In the System Components box, select a program or component. To restrict users from accessing
the program, unmark the checkbox. With a box marked, a list of security privileges for that
component appears in the box on the right.

8. In the privileges box, unmark a checkbox to prevent the group from accessing that area of the
program. Leave the checkbox marked to allow the group access.

9. To define additional levels of security, select a privilege and click Options. The Security Options
screen appears.



£

10.

11.

12.

13.

14.

15.
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Note: If no additional security rights are available for the selected privilege, the Options button is
disabled.

Security Options @

Fecords Invoice Requests
Purchase Orders Wiew | Add | Edit | D...
Hece!p.t.s Invoice Requests |
Requisitions

Products

Cancel

In the box on the left, select a security option. If the option has additional security privileges, they
appear on the right.

Mark the checkbox in the View, Add, Edit, and Delete columns for the program areas the group
can access.

Some privileges have miscellaneous options. Mark a checkbox to give the group access or unmark
to deny access to a function.

When you finish, click OK to return to the New Group screen.

Although you can assign users to a security group by selecting the Group Members tab, we
recommend you skip this section and add a user to a group from the Users screen. For more
information on creating a user, see “User Security Setup” on page 5.

To return to the Set up system security page, click Save and Close.

User Security Setup

An individual user’s security privileges are determined by the group the user is assigned to. You add users
to security and then define their levels of access by assigning them to security groups. Using groups
ensures data consistency, integrity, and confidentiality by limiting access to records and functions to the
users who need it. A user can be a member of multiple groups. User access to Weblnvoicing is defined on
the User screen in The Financial Edge.
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> Add a user to a security group

This procedure focuses on the Online Security tab of the New User screen. For more information about
the other tabs on this screen, see the Administration Guide for The Financial Edge.

1.

From the navigation bar in The Financial Edge, click Administration. The Administration page
appears.

[ The Financial Edge (Sample Data)
File  Edit
4 Back ® Forward Community Services Inc. = Accounts Payable =

View Go Favortes Took Help

Administratio

Administ...

b Set up Accounts Payable b Set up system security Set up
Get started with step-by-step instructions Define groups and users and their rights to view, add, edit, and delete information Accounts

b View system statistics » Vvalidate database RS
View a summary of processes and record types Determine if any data corruption or inconsistency is present in the database r“fsvt“em

b Post » Electronic signatures statistics
Post al or selected transactions to the General Ledger Enter and maintain electronic signatures Post

b Import records b Purge vendor activity Impart
Define import parameters; import files with information based on parameters structure Remoue historic vendor activity records

b Globally change recards b Purge vendors aiobaly
Globally edit, delete, view, replace, add, swap, or move fields on a record Remove vendors from Accounts Payable fzsur'r'i

b Search for duplicates b Merge Vendors e
View report on duplicate vendor records Merge information from the duplicate vendor with information from the primary vendor [EETE.

» Queue a5
Schedule one or more processes to ocaur at a selected time securiby

> A A o I, 4, i, A g

Fle Edt Vew Go Favorites Took Help

4 Back # Forward Community Services Inc. - Accounts Payable -
Administration » Set up system security

New Group Mew User Upen Delete Adminis...

Setup
= Secﬁunty ] Accounts
roups Fayable
™ Data Entry View
-G\ Managers 0 system
2\ Student Biling statistics

2 Business Manas
-SARD - Hurse Fost
%\, Director of Adm lmuur;
P40 - Admission: records
-\ Head of Schaol
2\ GL - Budget Mz
™ Upper Schaal o
QA President
2\ Dir. of Admission
%\, Chief Financial |
-G, Registiar
2\ Data Entry - Fin
2, Data Enlry - Adi
-G\ Data Entiy - Rre
&\, Web Portal
2, WebPortal User
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3. Click New User on the action bar. The New User screen appears.

r |
& New User, g|
File Edit User Help

A5 ave and Close ~ | [ 4 K 4 b M| 7~

Uszer name: |

Drescription: |

Uszer Information ]Qccount Security] Froject Security] Signature Security] Employes Security]
Connection Options

¥ Use FE7 Authentication [ Use Windows Authentication
Password: i)
Confirrm:

User Type: |User can only access The Financial Edge j

Groups for 'Community Services Inc.'

" Supervizor ights ™ Selected group rights ™ User can view data but cannat make changes
Mot a member of: Member of:

Managers0
Student Billing
Business Manager
RO - Murse E

Director of Admissions

A0 - Admizsions Users

Head of Schoal 59
GL - Budget Manager

Upoer Schoal only b

[v User can change password Iv User can change User Options

4. In the User name field, enter the name the user will use to log into the program.
In the Description field, enter a full name or other information to identify the user.

6. In the Connection Options frame, mark Use FE7 Authentication if you want a user’s log in

information for The Financial Edge and Weblnvoicing to be separate from his workstation log in
information.

a. If you mark Use FE7 Authentication, enter the user’s password in the Password field.

Create a password that consists of at least eight characters that are a combination of letters
and numbers.

b. Enter the password again in the Confirm field.

Note: The actual password does not display in the Password and Confirm fields. For privacy,
only asterisks appear.

7. Mark Use Windows Authentication if you want a user’s login information for The Financial
Edge and WebInvoicing to be based on his Windows login information. When users logged into a
workstation through their Windows authentication to access The Financial Edge or
WeblInvoicing, the Windows information is used to automatically log the user into the program.

Note: If you mark both the Use FE7 Authentication and Use Windows Authentication
checkboxes, this affects only whether or not a password is stored for the user. The Financial Edge

always tries Windows authentication first, but if for some reason that fails, The Financial Edge
User name/Password screen appears.

To associate a user’s Windows authentication information with The Financial Edge, use the
Login field to locate that user’s account on your network.

a. Click the binoculars in the Login field. The Select User Account screen appears.
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10.

11.
12.

13.

14.
15.

16.

17.

b. In the List Names From field, select the system to which the user you want to select belongs.

c. All members of the selected system appear in the Names box. Select the user you want to
specify and click Add. The name appears in the Add Name field.

d. Click OK. You return to the Security User screen where the user now appears in the Login
field.

. In the User Type field, to enable WebInvoicing for the user, you must select either “User can only

access online modules” or “User can access The Financial Edge and online modules”.

In the Groups for <Your Organization> frame, to assign the user full access to the programs,
mark Supervisor rights. To restrict access to certain security groups, mark Selected group rights.

If you mark Selected group rights, select the user’s group from the Not a member of box and
click the single right arrow to move the group to the Member of box.

To grant the user the right to change his password, mark User can change password.

To grant the user the right to change his options, mark User can change User Options. To set
options, click Set this user’s options after saving the user to open the user’s options screen. At the
bottom of the Options screen, you can click Copy From to copy another user’s options. Using this
feature helps keep data consistent.

If you selected “User can only access online modules” or “User can access The Financial Edge and
online modules” in the User Type field on the User Information tab, the Online Security tab is
added to the user record. You can grant users access to Weblnvoicing from this tab.

=

r "
Y& New User, g|

File Edit User Help

L'_‘| Save and Close H b 4 » M| ?-

Uszer name: |

Description: |

Usger lnformation] Account Security | Project Security] Signature Security  Online Security | Employes Security

Online Systems

[v¥ Can approve Invoice Requests
[v Can approve over-budget Invoice Requests

Iv Can self-approve Invoice Requests

Invoice Request zelf approval limit:

[v Can view all Invoice Requests

[v Can change GL distibution in My Account
Iv Can edit My Account infarmation for other users

In the Online Systems box, mark WeblInvoicing to give the user access to Weblnvoicing.

Mark the Can approve Invoice Requests checkbox to allow the user to approve invoice requests.
Marking this option allows the user to be added to Weblnvoicing approval rules.

Allowing the user to approve invoice requests activates Can approve over-budget Requests. To
allow the user to approve invoice requests that exceed budget limits, mark this checkbox.

Note: To approve over-budget requests, you must also set the business rule for budget checking to
include approved or unapproved.

To allow the user to approve his own invoice requests, mark Can self-approve Invoice Requests.
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19.

20.

21.

22.
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To restrict the amount a user can self-approve, enter the maximum amount in the Invoice Request
self approval limit field. Invoice requests under self-approve limits are automatically approved up
to the self-approval limit.

Note: If the approval limit is left blank, the user’s approval amount will be unlimited.

To allow the user to view invoice requests created by all WeblInvoicing users, mark Can view all
Invoice Requests.

To allow the user to change their GL distribution on the My Account page in WebInvoicing, mark
Can change GL distribution in My Account.

To allow the user to edit other users’ information on the My Account page in Weblnvoicing, mark
Can edit My Account information for other users.

To save the user security settings and return to the Set up system security page, click Save and
Close.

Create Vendors

For those users who submit their own invoice requests, you should create a vendor record for those users in
Accounts Payable. By creating a vendor record, the user can select his name from the vendor list.

> Create a vendor

This procedure only discusses how to enter basic information about a requestor on the Vendor tab of
the New Vendor screen. For more information about how to create a vendor record, see the Vendors
chapter in the Records Guide for Accounts Payable.

1.

On the Records page, click Vendors. The Vendors page appears.

EZ The Financial Edge (Sample Data)
File Edit Yiew Go Favorites Tools Help

€ Back & Comtriunity Services Inc. - Accounts Payable -

&

What do you want to do?

Records

Products

_endars

D Add a MNew Vendor Invaices

@ Open a Vendor

E/ Edit eptiens for Vendors

Recurting
Invoices

Credit
Memos

Purchase
Orders

Search for a Vendor by Vendor Name Receipts

r A

Access a Recently used Vendor

Requisitions

Kimberlysm - Kimberly Smalls
AndrewsMa - Margaret Andrews
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2. Click Add a New Vendor. The New Vendor screen appears.

=

" MHew Yendor E|@|g|
File Edit Yiew WYendor Favorites Tools Help
[} Save and Close~ | (=) 3¢ SRR R R SR I A

Motes ] History of Changes ] Media ] Actions

Wendaor | Activity ] Recurring ] Purchase Orders ] Addresses ] EFT Bank Information ] Distribution | Attributes ]

Wendor name: |

Wendor [D: | Address: ‘

Status: |Active j

Customer number: | |
Cortact:
Tax D number:
| Fosition: [~ Print?

Tems: | -
Contact T... Contact Number
[~ Creditlimit. |
Fayment method: |Eheck j
Payment options: |Dne payment far all invoices j User ID: |
Bank account: | j PIN: |
[ 1039 Vendor? (1093 Distibution... | 1099 Adustments.. |

Active | 11/13/2008

3. Inthe Vendor name field, enter the name of the requestor, for example, “Margaret Andrews”.
This field is required when adding a new vendor record.

4. The vendor ID automatically appears in the Vendor ID field of saved vendor records if you mark
the Automatically generate vendor IDs starting with option on the Vendor page of Business Rules
in Configuration. If you do not want the ID to generate automatically, enter the ID.

5. In the Status field, select “Active”. This field is required when adding a new vendor record.

6. Inthe Payment method field, select “Check,” “Electronic Funds Transfer”, or “Bank Draft”. This
field is required when adding a new vendor record.

7. In the Payment options field, select “One payment per invoice” or “One payment for all
invoices”. This field is required when adding a new vendor record.

8. You can enter address information manually or click Address to access the Address screen.

9. To save the vendor record and return to the Vendors page, click Save and Close. The requestor’s
vendor record is now searchable on the Find a Vendor screen in Weblnvoicing.

Create Expense Categories

Typically, when your employees request reimbursement or advances for expenses incurred on behalf of
your organization, the expenses fall into certain categories such as travel, phone and internet usage, or
mileage. Using expense categories creates data entry consistency by simplifying the process of selecting
these categories and the corresponding default GL distribution.
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» Create an expense category

1.

On the Configuration page, click Expense Categories. The Expense Categories page appears.
This page displays the expense category ID, description, and whether or not the expense category
is currently active.

= The Financial Edge (Sample Data:
[ p

File Edit View Go Favorites Tooks Help

Comraunity Services Inc, = Accounts Payable -

¢

Mew Open Delete Find Configur...
Ganeral

Experise Categary [

Terms
Attributes
Aging
Information
Business
Rules
Tables
Fiekds
Distribi...

Miscellan...
Line Items

2. Click New. The New Expense Category screen appears.

B New Expense Category

File Edit Yiew Favorites Tools Help
[ Save and Elosevf = g | = ?-
Expensze Category 1§L Distribution]

Expenze Category |D: 1| W Active

Drescription: i

I Calculate by rate: i

3. Inthe Expense Category ID ficld, enter how you want the expense category to be identified.

. Mark Active to display the expense category ID throughout the system.

5. In the Description field, enter a description for the expense category, for example, “Travel

Expenses - Mileage.”

Note: What you enter in the Description field is what users will see in WebInvoicing.

To set the Calculate by rate, mark the checkbox and enter an amount. When you mark this
checkbox, the rate field in WebInvoicing will be locked and set to this amount. For example, your
organization reimburses mileage at $.41 per mile and the requestor drove 100 miles to a
conference. The total amount requested is $41.

When the checkbox is not marked, the request item’s quantity is set to 1 and read-only in
WeblInvoicing. The Rate field on the invoice request will be editable and required. For example,
the requestor charges $25 for a meal.
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7.

10.

11.

Select the GL Distribution tab.

B New Expense Category
File Edit Yiew Favorites Tools Help
[} Save and Cloze~ | = : I

Expensze Category

01 -

* Combine employee distibution with this account code: &

" Always debit thiz account: WA

[ Always use thiz transaction distibution

Project ID Project Description Percent Class

< >

(S strtantiare.  LiEmnbue e Rl et

1047/2008

The Distribution field displays “Debit (DR) distribution”.

The Interfund field lists all interfund sets available for use. An interfund entry is a balancing entry
made to transfer activity between funds and ensure each fund is kept in balance. Interfund entries
are used only when the debit account you enter is from a different fund than the credit account
from the user’s AP Summary account.

Note: 1f the user has an account restriction in Security, he cannot save invoice requests for a
category that contains that restricted number. Be sure to review the user’s account security
restrictions after establishing the account numbers in their Expense Categories.

You have two options for defining the account number:

* Select Combine user distribution with this account code to enter the account code. The
account code you enter is combined with the user’s masked account number on the
WeblInvoicing My Account page to create the distribution.

* Select Always debit this account to enter a debit account number.

You can mark Always use this transaction distribution to enter the projects, classes, and
transaction codes to use for the default transaction distribution. This option overwrites any project
distribution defined on the user’s My Account profile.

[ Alwaps use thiz tranzaction distibution

Project ID Project Description Percent Class
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* When defining the project distribution for an expense category, you should also define a project
distribution on the user’s My Account profile. However, if you only define a project distribution
for the expense category and not the user’s My Account profile and you require projects on the
funds to be used with Weblnvoicing, you should mark the business rule that allows users to edit
GL distributions on invoice requests. For more information about business rules, see “Configure
Business Rules” on page 16. For more information about defining the user’s My Account
profile, see “My Account Page” on page 21.

* Ifyou select Combine user distribution with this account code and mark Always use this
transaction distribution, but do not define all of the characteristics for journal entries that will
use this distribution, you may encounter errors.

12. Click Save and Close to return to the Expense Category page.

Define Rejection Reasons

When an invoice request is rejected, WeblInvoicing requires you to give a rejection reason. Rejection
reasons are defined on the Tables page in Configuration. Rejection reasons also are used in
WebPurchasing.

> Define a rejection reason
1. On the navigation bar, click Configuration. The Configuration page appears.

2. Click Tables. The Tables page appears.

Fle Edt View Go Faworktes Took Help

® Back Community Services Inc. » Accounts Payable +

<

Mews Table Entry Open Delete.. nset Sort Table Cleanup. Configur...

General
Type: [Accounts Papable | Description Status

[Bction stalus Tom Johnson Active
Bl James Active Attributes
Cyrithia Bl Active R
Susan Thomas Active Information

Terms

Action ype
Banik Account Hotepad Type:

Cancellstion Reason Business
Rules

Tables
Fields
Distribii...

Miscellan...
Line Items

Frequisiion Line Item Status

Shipping Codes
Staff Address

Internati...

Lrit of Measure Interfund

Pasting

3. In the box on the left, select “Rejection Reason”. Rejection reasons appear in a grid on the right.

4. Select New Table Entry. The New Table Entry screen appears.

=

New Table Entry

Diescription: ||

™ Inactive

Cancel

5. In the Description field, enter a description of the new rejection reason, for example, “Support
documentation is missing”.
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Note: If you want to make the new rejection reason inactive, mark Inactive. When you make a
@ table inactive it will not appear in Weblnvoicing.

6. To save the new rejection reason and return to the Tables page, click OK.

: % Note: Table entries can be edited at any time or deleted if they are not used on any records.

Define Approval Rules

Approval rules route invoice requests to selected reviewers. For example, an organization may require one
set of reviewers for travel reimbursement requests, and a different set of reviewers reimbursement requests
over a specific dollar amount.

You can attach an approval rule to any invoice request and have the request forwarded to the right
reviewers in the correct order. Approval histories on all invoice requests are maintained and available to
users.

If you have both WeblInvoicing and WebPurchasing installed, you can designate which system should use a
specific approval rule. In addition you can set up distinct user groups for each systems approval rule. For
more information about user groups, see “Security Group Setup” on page 2.

> Create an approval rule

1. On the Configuration page, click Approval Rules. The Approval Rules page appears.

E The Financial Edge (Sample Data)

File Edit Yiew Go Favorites Tools Help

4 Pack % Cornrnunity Services Inc, ~ Accounts Payable ~
<
Mew Open Delste Find... Configur...
General
Approval Rule Name Description Inactive

Facilities - IT Purchases Use this For hardwaresoftware purchases O VS
Facilities - Regular Purchases O Attributes
Info Tech - IT Purchases e this for ha ] Aging

Info Tech - Regular Purchases 4] Infarmation

Business
Rules

Tables
Figlds
Distributi. ..

Miscellan. ..
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2. Click New. The New Approval Rule screen appears.

=, New Approval Rule

File Edit Yiew Favorites Tools Help
L'JSaveandEIosev H - = ? -

Approval Rule | Group Access ]

Approval Rule Name: || v Active

Drescription: |

Approval Rule Type: W Web Purchasing v web Invoicing

Approval Rules

Approve above Approvers
40,00

3. Inthe Approval Rule Name field, enter the name of the approval rule, for example “IT
Purchases”.

4. Mark Active, to display the category throughout the system.

5. Inthe Description field, enter the a description of the approval rule, for example, “All IT requests
needing approval”.

6. Inthe Approval Rule Type ficld, select the module(s) with which you want this approval rule
associated, for example “Weblnvoicing”.

Note: This field appears only if you have both Weblnvoicing and WebPurchasing.

7. In the Approve above column, enter the requisition amount selected users can approve, for
example a selected approver can approve purchases over $100.00. The default amount in the first
row is $0.00. Enter other amount thresholds in each following row. For example, if you enter $500
in the second row, reviewers on the first row can approve purchases up to $499.

8. To select individual users for each row, in the Approvers column, click the binoculars. The Select
Approvers screen appears.

=

Approval Rule Users

Available approvers Selected approvers

College Andrewstda +*
Erinllh Busziness Mar 3
JennLk

K12

Kingat'a

LizaBn

Marilynig

Queue
Supervizor

()8 Cancel

The approvers listed on this screen are users defined in Accounts Payable Security. For more
information, about user accounts, see the Administration Guide for The Financial Edge.
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9. Inthe Available approvers box, select the approvers for each row and move them to the Selected

approvers box.

10. To return to the New Approval Rule screen, click OK.

11. To select a group of users for this approval rule, select the Group Access tab. The Group Access

£

43

12.

13.
14.

Screen appears.

Note: If a reviewer leaves your organization, make sure to remove that user from each approval
rule of which he was a member.

= New Approval Rule g@g|
File Edit Yiew Favorites Tools Help
[} Save and Cloze~ | = < I

Approval Rule (&

Available groups:

[rata Entry

Managers0

RO - FAWweb Group

Student Billing

Business Manager

RO - Murse

Director of Admissions

A0 - Admizsions Users >

Head of School 3
GL - Budget Manager

Upper School only <

Professars <<
President

Cir. of Admissions

Chief Financial Officer

Fegistrar

[rata Entry - Finance

[rata Entry - Admizzions

D ata Entry - Reaistrar b

Aszsigned groups:

10/21/2003

Note: The groups listed on this screen are defined in Accounts Payable Security. For more
information, about group accounts, see the Administration Guide for The Financial Edge.

In the Available groups box, select the groups with approval rights for this approval rule and
move them to the Assigned groups box.

To return to the New Approval Rule screen, click OK.

To save the approval rule, click Save and Close.

Configure Business Rules

Business rules help you customize standard procedures and requirements to suit your organization.
Business rules affect all users and are usually defined by the system administrator. With Invoice Requests
business rules for WebInvoicing, you can allow the GL distribution to be edited on invoice requests and
select whether approved and unapproved invoice requests are included when checking budgets.
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To change business rules, from the Configuration page in Accounts Payable, click Business Rules. The
Business Rules page appears. For more information about business rules, see the Business Rule
Configuration chapter of the Configuration Guide for Accounts Payable.

@ The Financial Edge (Sample Data)

Fle Edt Yiew Go Favorites Tooks Help

Community Services Inc, ~ Accounts Payable -

<

P General
P WVendor
P Invoice

P Recuring Invoice

P Credit Memo

P Papment

P Cash Management Adjus!
P Purchase Order

P Line ltem

P Receipt

P Requisition

b Queue

[ Allow General Ledger distribution to be edited on Invoice Requests

¥ Include unapproved invoice 1equests when checking budgets

Configur...
General
Terms

Attributes
Aging
Infarmation
Business
Rules
Tables
Fields
Distributi...

Miscellan...

The following is a list of business rules specific to Weblnvoicing.

Business Rule

Description

Allow General Ledger distribution to be edited on
Invoice Requests

With this business rule marked, users can edit the GL
distribution options on the invoice request. If you do not
mark this checkbox, the GL Distribution column on the
invoice request will not be editable.

Include unapproved invoice requests when
checking budgets

With this business rule marked, all invoice requests,
regardless of status, are included in budget totals when
budget checking is performed.
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Blackbaud

Use Weblnvoicing
Online

In this chapter

“Access Weblnvoicing” on page 20
“Create Invoice Requests” on page 23
“View Invoice Requests” on page 27

“Approve and Reject Invoice Requests” on page 29

vV v. v v .Y

“View Invoice Records in Accounts Payable” on page 32

Creating invoice requests through Weblnvoicing involves selecting the appropriate expense category,
adding spending details, such as attaching receipts, and then adding GL distribution information. When an
invoice request is submitted for approval an email notification is sent to reviewers for approval. Based on
the settings defined on your My Account page, you may receive email notifications when your invoice
request is approved or rejected. Once the invoice request is approved, an invoice is generated in Accounts
Payable. This chapter details the invoice request process, from creating and submitting requests, to
approving or rejecting requests, to viewing those requests on the invoice record in Accounts Payable.
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Access Weblnvoicing

During the install process, your system administrator defined the URL for The Financial Edge WebPortal
website. Once you access the WebPortal website via this URL, you can log in to WebInvoicing using your
user name and password. If you forgot your password, you can reset it.

Blackbaud.

Web P(:;rta_lw

User Name: | |

Password: | |

Forgot your password?

This program is protected by US and international copyright laws,
{C) Blackbaud 2008,

WeblInvoicing supports Internet Explorer 7 or higher on the PC and Firefox 3 or higher on the PC and
Macintosh. Other browsers are not supported and may not operate or display information correctly in
WeblInvoicing.

Home Page

When you log in to the WebPortal, your Weblnvoicing Home page appears. To use Weblnvoicing, you
must have specific security rights. Your security settings determine which tasks appear on the Home page.
Therefore, the Home page will look different based on each user’s security settings. Your system
administrator establishes security settings in The Financial Edge in Administration.

Note: If you have rights to both Weblnvoicing and WebPurchasing, the Home page displays tasks related
@ to both applications.

= Weblnvoicing - Windows Internet Explorer

@‘\" > |‘.‘ hittp:/ fwporlyj\wWebPurchasingwebInvoicing/Home  aspx | B

File Edit View Favortes Tools Help Links **

— = ) »
e [F) Weblnwvoicing ] 1 d feh v b Page - ) Tooks

WebInvoicing My Account | Help | Log Out Welcome AndrewsMa

Activities Home Invoice Requests

Activiti i
DoiEa Invoice Requests
[ ] Create Mew Invoice Request = All Invoice Requests
P View A
2] View All Invoice Requests > My Invoice Requests » Invoice Reguests For Review
fiew .
2] View My Invoice Requests Created Invoice Requests: Invoice Requests Waiting for Review:

& Review Invoice Requests

* All Invoice Requests — Click this link to view all submitted invoice requests.
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* My Invoice Requests — Click this link to view only those invoice requests you submitted.

* Invoice Requests For Review — Click this link to view all invoice requests waiting for your approval.

Note: To close WebInvoicing, always click Log Out. Do not close the browser because the program
considers the license you are using active until the session expires 40 minutes later. If you have multiple
users accessing Weblnvoicing, this may prevent someone from logging on.

My Account Page

If you have access to WebInvoicing or WebPurchasing, you can specify personal settings for your account.
For example, you can choose to be notified when your approval is required for an invoice request, when
your invoice request is rejected, or you can change your email address.

> Manage your WebInvoicing account settings

1. From WeblInvoicing, click My Account. Your account page appears.

E) Edit Account Information - Mozilla Firefox [-[O[x]
Fie Edt Yew Hgtory Bookmarks Tools  Hep
‘ €] Edt Account Information | + ‘

& @ nmowp12jsiteiaccount.asp c ‘@v Google p: ‘ + @

IF: ! Free Hotmail | Windows Marketplace || Windows Media © | Windows

(B8] Most Visited [ Getting Started || Customize Links {_

My Account My Account | Administration | Help | Log out ‘Welcome Supervisor
Activities Home WebPurchasing WebInvoicing

Activities ‘ Update My Account

WebPurchasing - Account Details =

' G Shepping Department:  [Department not set]

1 Wiew My Requisitions Email I

& Review Requisitions

(3 Receive Products [viwebPurchasing - Netifications
WebInvoicing + WeblInvoicing - Notifications
| Create New Invoice Request Email me when:

e B e s ™ My requestis approved by any reviewer
o1

™ My requestis approved by final reviewer
] Wiew My Invoice Requests

I~ My requestis rejected
i Review Invaice Requests

™ My approval is required for a request
| Out of Office

™ Turn on Dut of Office processing

I” Turn on Out of Office pracessing

~| Weblnvoicing - General Ledger Distribution

Detail View || _add | _Distribute Evenly | _Load Default Distribution |

+| Default Settings

WebPurchasing

2. The Department field is automatically populated based on the settings defined in user security.
For more information about user security settings, see “User Security Setup” on page 5.

3. In the Email field, enter the email address you want to receive notifications.

4. Under WeblInvoicing — Notifications, mark one or more checkboxes to specify when to receive
notifications.

* Mark My request is approved by any reviewer if you want email notification when an invoice
request you submitted has been approved by any reviewer.

* Mark My request is approved by final reviewer if you want email notification when an
invoice request you submitted has been approved by the final reviewer.
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* Mark My request is rejected if you want email notification when an invoice request you
submitted has been rejected.

* Mark My approval is required for a request if you want email notification when an invoice
request submitted by another user requires your approval.

5. If'you will be out of the office for a period of time and want requests or requisitions submitted for
your approval forwarded to someone else, mark Turn on Out of Office processing and select the
person who will receive the requests or requisitions submitted while you are out.

6. Under Web Invoicing — General Ledger Distribution, you can select the account or project
distribution to be used as defaults on invoice requests.

Only define these settings for account masking. When using account masking, you can distribute
to a single account or to an account code on the expense category. In the My Account profile, you
enter the rest of the segments to be combined with the account code from the expense category.
For example, the expense category has 5050. The My Account profile has 01-****-01. When the
user creates an invoice request for this expense category, the GL distribution will be 01-5050-01.

«| WebInvoicing - General Ledger Distribution

Summary View ¥ [Distribute Evenly] [Load Default Distribut\on]

| Percent GL Account: | -****._

Note: This section only appears if you have rights to change your general ledger distribution
@ information. To configure your general distribution settings, contact your system administrator.

7. From the drop-down list, select “Summary View” or “Detail View” and click Add.
If you select “Summary View”:

a. Inthe Percent ficld, enter the percentage to distribute to the account. You can manually enter
percentages for each account or you can click Distribute Evenly to distribute percentages
equally among the selected accounts.

b. Inthe GL Account field, enter the debit accounts for the distribution in the second field. You
can use binoculars to search for an account number. When you enter a valid debit account
number, the description appears automatically to the left of the account number field.

c. To add additional debit accounts, click Add.
If you select “Detail View”:

a. Inthe Percent ficld, enter the percentage to distribute to the account. You can manually enter
percentages for each account or you can click Distribute Evenly to distribute percentages
equally among the selected accounts.

b. Inthe GL Account field, enter the debit accounts for the distribution in the second field. You
can use the binoculars to search for an account number. When you enter a valid debit account
number, the description appears automatically to the left of the account number field.

c. In the Percent field, enter the percentage to distribute to the project. You can manually enter
percentages for each account or you can click Distribute Evenly to distribute percentages
equally among the selected accounts.

d. Enter a project ID number in the Project field or use the binoculars to search for a project ID.
e. Select a class for the distribution in the Class field.
f. To add additional debit accounts, click Add.
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additional fields appear based on the number of transaction codes you have defined. Select a value
for each transaction code. For more information on transaction codes, see “Transaction Codes” in
the Configuration Guide for General Ledger.

:§ Note: If you have the optional module Projects and Grants and have defined transaction codes,

8. To use default account distributions, click Load Distribution. The Default Distributions screen
appears. Select a distribution from the list and the distribution information appears in the
Distribution frame of the Edit Line Item page.

Default Distributions

Distribution Name
Office
Software

Furniture

9. Under Web Invoicing — Default Settings, you can select the approval rule and requestor to be
used as defaults on your invoice requests. The requestor must be an existing vendor in Accounts
Payable. For more information about vendors, see “Create Vendors” on page 9.

«| WebInvoicing - Default Settings

Default Approval Rule: | Travel Expenses w

Default Requestor: Stevenson Travel

* In the Default Approval Rule field, select the default approval rule to use on your invoice
requests. This field only lists approval rules that you have specific rights to. If you have self
approval rights, this field defaults to “Self Approve”. For more information about approval
rules, see “Define Approval Rules” on page 14.

* Ifthere is particular vendor that you use frequently, enter that vendor name in the Default
Requestor field or click the binoculars to search for the vendor.

10. To save your information, click Update My Account. You can update or change this information
at any time.

Create Invoice Requests

Creating an invoice requests involves selecting the appropriate expense category and adding spending
details, for example, attaching receipts and adding GL distribution information. When an invoice request is
submitted for approval an email notification is sent to your reviewers for approval. Based on the settings
defined on your My Account page, you may receive email notifications when your invoice request is
approved or rejected. Once the invoice request is approved, an invoice is generated in Accounts Payable.
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» Create an invoice request

1. From the WebInvoicing home page, under Activities, click Create New Invoice Request. The

Create New Invoice Request page appears.

f: Create New Invoice Request - Windows Internet Explorer El@

@,\_/ = |3 http:f/wponlyfwebPurchasing/Weblnvaicing/ Invoices/CreateRequest. aspx \ 2=

r - — _ . »
w o Ir Creats New Invoics Requsst I I &8 v sk Page - () Toos ~

Create New Invoice Request My Account | Help | Log Out Welcome Kimberlysm

Activities | Summary Home Invoice Requests

Activities New Invoice Request

E Save Invoice Request Created By: Kimberlysm Requestor: | lm]

= Submit Invoice Request Status: Open Approval Rule: | Self Approve vl Show Details

21 view All Invoice Requests o
Document Date: l:l Description: |

2] View My Invoice Requests

oo Review Invoice Requests Submit Invoice Request [Add Line Item ] [View Attachments | o Attachments

Line # Expense Category Quantity Rate Line Item Total
1| [#] |

+| Expense Detail \ Purpose

4| History of Changes

There are no changes on this Invoice Reguest.

<" Trusted sites F00%m v

In the Requestor ficld, enter the name of the vendor or person requesting payment. You also can
use the binoculars to locate the person or vendor.

Note: To have a user’s name appear in the requestor list, you must create a vendor record in
Accounts Payable. For more information about how to create a vendor record, see the Vendors
chapter in the Records Guide for Accounts Payable.

In the Approval Rule field, select the approval rule you have rights to use. If you have self
approval rights, this field defaults to “Self Approve”, however, you can change the rule. If your
expenses exceed your self approval limit, this field becomes blank and you must select a new
approval rule. Click Show Details to view more information about the selected approval rule.

In the Document Date field, enter the date the invoice request is created.

Note: When you want to check spending on a specific line item against the budget of a GL
distribution account, the date entered in this field is used.

In the Description field, enter any additional information about the invoice request.



USE WEBINVOICING ONLINE * 25

6. To attach receipts, invoices or other documentation to the invoice request, click View
Attachments. The Attachments screen appears.

Attachments
Remove File Name File Size View
gas receipt.jpg 58 KB View

a. To locate the document you want to attach to the invoice request, click Browse.

b. To attach the document to the invoice request, click Upload. You can attach only one
document at a time. Any attachments added to the request are added to the Invoice Request
tab of the invoice record in Accounts Payable. For more information about the invoice
record, see the Records Guide for Accounts Payable.

Tip: Images attached to an invoice request are stored in your database. You can attach any type of
Q image file to your invoice request. However, we recommend you save your documents as .png or
.jpeg files for uploading to the invoice request because they are smaller in size.

c. To view the documents attached to the invoice request, click View.
d. To close the Attachments screen, click Close.
7. In the line item area, enter detailed information about each expense:

* In the Expense Category field, enter the name of the expense category or use the binoculars to
locate the expense category. Based on your expense category selection, the Description field is
populated.

* In the Description field, enter a line item description. This description appears on the GL
distribution line item descriptions. If there are multiple GL entries for each line item, the same
description appears for each GL entry.

* In the Quantity field, you can enter the quantity of an item if Calculate by Rate was marked on
the expense category record in Accounts Payable. For example, you drove 50 miles to a
conference and your organization reimburses its employees for mileage at $0.42 per mile. You
would enter “50” in this field. The $0.42 value appears in the Rate field.

If Calculate by Rate was not marked on the expense category record, the Quantity field
defaults to “1” and is not editable. For more information about defining an expense category, see
“Create Expense Categories” on page 10.
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10.

11.

* In the Rate field, you can enter the cost for a particular expense, for example, $25 for a meal.
However, if an expense category has a set rate, that value automatically appears in that field. For
example, your organization reimburses its employees for mileage at $0.42 per mile, that amount
appears in the Rate field. The number of miles traveled would be entered in the Quantity field.
For more information about defining an expense category, see “Create Expense Categories” on
page 10.

You can also enter negative distributions in Weblnvoicing. By entering a negative line item
amount, you can easily record refunds and\or credits on an invoice, resulting in a net amount.

* In the Date field, enter the date the expense occurred. If the expense occurred over a date range,
follow your organization’s policy, for example, entering the date your credit card was charged.

* The Line Item Total field displays the total amount of the expense.
To add more line items to the invoice request, click Add Line Item.

To save the invoice request, click Save. We recommend saving frequently as you add line items to
the invoice request. This prevents you from losing information if the browser is closed prior to
saving.

Note: If necessary, you can delete an invoice request or a line item within the invoice request. To
delete the invoice request, click Delete. Only the requestor can delete his own invoice request. To
delete a line item within a request, click the trash can next to the specific line item. You cannot
delete an invoice request once it has been submitted.

In the Expense Detail\Purpose frame, enter additional information about the expenses in the
invoice request.

To submit the invoice request for approval, click Submit Invoice Request. A confirmation
message appears.

{2 Invoice Request 1 Submitted - Windows Internet Explorer |:”E‘El

@ &) http:f fum-webp-2k3webInvoicingfWebInvoicing Invoices)SubmitSuccess. aspxrid=1 V| +1| X | | 2~

Ele Edit View Favortes Tools Help

& & @ o Request 1 Submitted I } M- o~ b Page ~ (T Tools +

Request 1 Submitted My Account | Help | Log Out Welcome AndrewsMa

Activities Home Invoice Requests

ivities

Invoice Request 1 Submitted Successfully!

[_] Create New Invoice Reguest You may view your newly submitted Invoice Request here.
1 view all Invoice Requests

T z iz If you have opted intoc Email alerts, as defined on the My Account page, yvou will receive alerts indicating your request's
2] View My Invoice Requests status,

oo Review Invoice Requests
Mote: Fressing the browser back button to edit your request is not possible at this time.
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when your invoice request is approved or rejected. For more information about defining email

:§ Note: Based on the settings defined on the My Account page, you may receive email notifications
notifications for your account, see “My Account Page” on page 21.

12. Click the Home tab to return to the Home page.

View Invoice Requests

Once invoice requests are submitted for approval, you can view the invoice requests you created or the
invoice requests created by other users if you have the appropriate security rights. You can view who
created the invoice request, when it was created, the request amount, and the approval status.

> View invoice requests

1. From the WebInvoicing Home page, click All Invoice Requests or My Invoice Requests.

* When you click All Invoice Requests, the All Invoice Requests page appears. From this page
you can view all the invoice requests submitted by every user in your organization.

= &1l Invoice Requests - Windows Internet Explorer

@.'-—. - |r‘.‘- httpe/fvm-webp-2k3iwWebInvoidng'WebInvoidng/Invoices| InvoiceRequests, aspx ‘ B

2

Fle Edt biew Favortes Toos Help

- — - N = »
Ve & (@] A woice Reguests ] I = - hPage - i Taoks ~
All Invoice Requests My Account | Help | Log Out Welcome Kimberlysm
Activities Home Invoice Requests
Activities Request Number Description Requestor Created By DateCreated Status  Total
View 2 Trip to conference  Margaret AndrevsMa  11/5/2008  Submitt=d $800.00
| Create New Invoice Request - Andrews
] View My Invoice Requests View 3 Trip to Philadelphia ;:;ir\y Kimberlysm  11/6/2008  Submitted $834.00
g Review Invoice Requests View 1 Day trip to Margaret AndrevsMa 11/5/2008  Approved  $43.26

Orangsburg, SC  Andravs
Search All Invoice Requests

Invoice Request Humber

Description

Requestor
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Note: To view all invoice requests, you must have the appropriate security rights that are defined
in Accounts Payable. For more information about user security see, “User Security Setup” on
page 5.

* When you click My Invoice Requests, the My Invoice Requests page appears. From this page
you can view the invoice requests you created.

= My Invoice Requests - Windows Internet Explorer,

@::J || et pvm-smebp-2kwebiroicing webirwoicingInvoices(HyRecuests, asp [[2]-

File Edt View Favorkes Tooks Hslp

— - . »
v 4 [’\‘_My Invoice Requests l 1 o ~ |5k Page + £ Tooks -

My Invoice Requests My Account | Help | Log Out Welcome AndrewsMa
Activities Invoice Requests

Activities Request Number Description Requestor Date Created  Status  Total

2 Trip to conferance Margarst Andrevs  11/5/2008  Submittsd $800.00

[ Create New Invoice Request
L a 1 Day trip to Orangsburg. SC Margarst Andreve  11/5/2008  Approved  $43.26

421 view All Invoice Requests
oo Review Invoice Requests
Search My Invoice Requests.

Invoice Request Number

v|&, b4 ‘

- . »
& I?)- Wiew Invoice Request 2 5 TR f=h v ok Page ~ (L) Tools -

View Invoice Request 2 y Welcome AndrewsMa

Activities Home Invoice Requests

Activiti i i
SontaS View Invoice Request 2

[ Create New Invoice Request Created By: AndrewsMa Requestor: Margaret Andrews

42 View All Invoice Requests Status: Submitted Approval Rule: Travel Expenses Show Details

21 View My Invoice Reguests
Document Date: 11/5/2008 Description: Trip to conference
oo Review Invoice Requests

0 Attachments

Line Items

Line # Expense Category Description Rate Line Item Total

1 Airfars Travel Expense -- Airfare $450.0000 $450.00

Date: 10/27/2008 Distributad
Lodging - Lodging Travel Expense -- Lodging $125.0000 $125.00

Date: 10/27/2008 Distributad
Lodging Travel Expense -- Lodging $125.0000 $125.00

Date: 10/28/2008 Distributad
Lodging - Lodging Travel Expense -- Lodging $100.0000 $100.00

Date: 10/28/2008 Distributad

Expense Detail

History of Changes

Item Changed Previous Setting New Setting Changed On Changed By

Status Cpen Submitted 11/5/2008 AndrewsMa
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3. To view the GL distribution information for a specific line item, click Distributed. The Edit

Distribution screen appears.

Edit Distribution
Detail View v
Amount: $450.00 GL Account: 01-5550-00 Travel & Meetings
Amount  Project Class Mission dable/| dabl e The Raiser's Edge
£450.00 9999 Unrestricted Net Assets None Spendable

Approve and Reject Invoice Requests

To approve and reject invoice requests, you must have security rights. The Supervisor can establish
security settings for groups of users in Administration. For more information about setting up

WeblInvoicing security, see “User Security Setup” on page 5.

> Approve an invoice request

1. From the WebInvoicing Home page, click Review Invoice Requests. The Invoice Requests for
Review page appears. This page lists the invoice requests available for approval.

{= Invoice Requests for Review - Windows Internet Explorer

B

@:_} - |F,~' http: fvm-webp-2k3 WWebPortalebInvoicing/Invaices|ReviewRequests. aspx

T:? *‘ﬁ? [ @ Invoice Requests For Review I

- B dmh - kpage v ) Tooks - =

Invoice Requests for Review My Account | Help | Log Out

Activities WebInvoicing Invoice Requests
Activities Request Number Description Requestor
7 Trip te Columbiz Kimberly Smalls

Create New Invoice Request
L g 13 Conference in NYC Kimberly Smalls

2] View All Invoice Requests
2 View My Invoice Requests
Search Requests for Review

Invoice Request Number

Description

Welcome Supervisor

Created By Date Created Total

Kimberlysm 11/7/2008 $240.00
Kimberlysm 11/25/2008 $580.00

2. Locate the invoice request(s) you want to approve. To speed your search, you can use Search

Requests for Review on the Activities tab.
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3. Click the Review link next to the invoice request you want to approve. The Review Invoice
Request page appears.

{= Review Invoice Request 13 - Windows Internet Explorer

@:-_‘«: - |?!' http:jfwm-webp-2k3WebPortal/Weblnvoicing/Invoices/ReviewRequest aspxid=13 V‘ +2 || % |LWE Search
W Ir—)’ Review Invoice Request 13 I_ G - i - [rpage - (FTadls v
Review Invoice Request 13 ount | Help | Log Out Welcome Supervisor
Activities | Summary Home WebInvoicing Invoice Requests
Activities, Review Invoice Request 13
Created By: Kimberlysm Requestor: Kimberly Smalls

[ save 1nvoice Request
) Approve Invoice Request Status: Submitted Approval Rule: Travel Expenses Show Details
[®) Reject Inveoice Request o

Document Date: 11/25/2008 Description: Conference in NYC
] View Al Invoice Requests

21 View My Invoice Requests | | S “ | 0 Attachments
g Review Invoice Requests Line # Expense Category Description Quantity Rate Line Item Total
. Airfare Travel Expense -- Airfare 1.0000 £200.0000 $200.00
Date: 11/17/2008 Distributed
R Airfare Travel Expense -- Airfare 1.0000 £200.0000 $200.00
Date: 11/20/2008 Distributsd
. Shuttle/Fare Travel Expense -- Cab Fare, Bus Fare, Shuttle 1.0000 $15.0000 $15.00
Date: 11/17/2008 Distributed
o Shuttle/Fare Travel Expense -- Cab Fare, Bus Fare, Shuttle 1.0000 $15.0000 $15.00
Date: 11/18/2008 Distributsd
S Lodging Travel Expense -- Lodging 1.0000 £150.0000 $150.00
Date: 11/17/2008 Distributed
~ Expense Detail / Purpose
+ History of Changes
Item Changed Previous Setting New Satting Changed On Changed By
Status Open Submitted 11/25/2008 Kimberlysm
~

4. To view or edit the GL distribution information for a specific line item, click Distributed. The
Edit Distribution page appears.

Edit Distribution

| Detail View v| [Distribute Evenly] [Check Budget] [Luad Default Distribution

Amount: 435.00| GL Account: |01-5550-00 Travel & Meetings Distribute Evenly

Amount Project Class issis Spendable/Non-Spendable Performa

| s435.00] [9393 |[#] [unrestrict=d net Assets v [none v | [spendable ~| [ ~

< | >
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To check account spending against the budget, click Check Budget. The Budget View screen
appears. You can view the budget forecast for the selected account and what was actually
budgeted. This screen allows you to see when you are over budget and plan accordingly.

Budget View
View: Account Budgets % | | Forecast % |  As of period 11 in Fiscal Year 2008
Status Account # Period Forecast Period Budget Annual Forecast Annual Budget

No budget 01-5550-00 $2,160.59 36,170.58

To approve the invoice request, click Approve at the top of the Review Invoice Request page. A
message appears to confirm the approval.

Click Yes to approve the invoice request. The invoice request is sent to the next reviewer or to the
business office if you are the final reviewer.

Once an invoice request is approved by the final reviewer, an invoice is created in Accounts
Payable. Your business office issues payment to the requestor.

> To reject an invoice request

1.

6.

From the WebInvoicing Home page, click Review Invoice Requests. The Invoice Requests for
Review page appears. This page lists the invoice requests available for approval.

Locate the invoice request(s) you want to review. To speed your search, you can use Search
Requests for Review on the Activities tab.

Click the Review link next to the invoice request you want to review. The Review Invoice Request
page appears.

To view or edit the GL distribution information for a specific line item, click Distributed. The
Edit Distribution page appears.

To reject the invoice request, click Reject at the top of the Review Invoice Request page. The
Rejection Reason screen appears.

Rejection Reason

Reason: b
Motes:

Note: Rejection reasons are defined on the Tables page in Configuration in Accounts Payable. For
more information about defining rejection reasons, see “Define Rejection Reasons™ on page 13.

In the Reason field, select the reason why the invoice request was rejected. This is a required field.
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7. In the Notes field, enter any additional information about why the invoice request was rejected or
any further instructions for the requestor.

8. Click OK to reject the invoice request. An email is sent to the requestor stating the reason their
invoice request was rejected.

when your requisition is approved or rejected. For more information about defining email

:§ Note: Based on the settings defined on the My Account page, you may receive email notifications
notifications for your account, see “My Account Page” on page 21.

When an invoice request is rejected, it is returned to the requestor. The requestor can open up the
rejected request and make the changes necessary for approval, for example, provide receipts for
specific expenses. Once the changes are made the requestor can resubmit the invoice request for
approval.

View Invoice Records in Accounts Payable

Once an invoice request is approved in Weblnvoicing, an invoice is generated in Accounts Payable and an
Invoice Request tab appears on the invoice record. The Invoice Request tab displays line item detail, such
as the line item description, rate, line item total, and any notes about the invoice request the requestor
entered online. If the requestor attached any documents to the invoice, such as scanned receipts, an
Attachments link appears and you can download these documents to review.

Information on the Invoice Request tab is for informational purposes only, and cannot be edited. This tab
appears only on invoice records that were created online using WebInvoicing.
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1. From Accounts Payable, click Records on the navigation bar and then click the Invoices link. The
Invoices page appears.

= The Financial Edge (Sample Data)

4 Back W
|Fﬁ|-r Horme:
B

£ cipor
o

1
‘a Plug-Ins

File Edit View Go Favortes Tools Help

Comriunity Services Inc. - Accounts Payable -

..

What do you want to do?

Add a New Invoice

W Open an Invoice

K Edit options for Invoices

Search for an Invoice by Invoice number
)

Access a Recently used Invoice

Invoice WI-6 for Kimberly Smalls

Records
Products
Yendors

Irvoices

Recurting
Inwvoices

Credit
emos

Purchase
Orders

Receipts

Requisitions

‘Welcome to Accounts Paysble Dione:

2. From the Invoices page, click Open an Invoice. The Open screen for invoices appears.

In the Find Invoices that meet these criteria frame, enter the criteria you are using to search for
the requisition. The criteria you can use includes Vendor name, Vendor ID, Invoice amount, PO
number, Post status, Last modified by, and Last modified on.

Tip: To search for invoices created by Weblnvoicing, create a query of invoices that begin with
“WI”. For more information about queries, see the Query Guide for The Financial Edge.

4. After you enter your search criteria, click Find Now. The program searches your database and
displays all invoices that meet your search criteria. Again, depending on how limited or detailed
your criteria are, the program may find one record or many records.

5. Inthe grid, select the invoice you want to open.
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6. Click Open. The invoice appears.

— -
& Invoice WI-6 for Kimberly Smalls |’._||’E|r‘5__<|
File Edit Yiew Inwoice Favorites Tools Help

[AsaveandClose~| =l 24 W 4« » W |22 V) 0 = ?-

Invoice |§L Distribution] anments.-"[lredits] Attribgtes] ﬂotes] Invoice Bequest]

| B 10: Kimbetysm

FO nurnber: &

Invoice number:

Status: Appraved +| [ Hold payment

Irvoice date: 11/06/2008 Past status: | Mot pet posted -
Due date: 11/06/2008 Post date: |11/06/2008

Drescription: |Gas reimbursement

Fiemit to: |<Vend0r Addressy |

Amount

Invoice amount:  |$23.68 @ 1099 Digtribution. ..
Digcount

Dizcount percent: Dizcount expires on:
Dizcount amount; Dizcounted tatal: $23.68

Payment
Fayment method: |Eheck j [ Create a separate payment for this invoice

Balance: $23.68 Approved 1141/2008

7. From the open invoice, select the Invoice Request tab. By default, invoices created from
WeblInvoicing start with “WI”,

& Invoice WI-6 for Kimberly Smalls

File Edit Yiew Inwoice Favorites Tools Help
[AsaveardClose~| [a 2| W 4« » W |32 )| & &= ? -
Invoige] GL Distribution] anments.-"[lredits] Attribgtes] HMotes
Lin... Description Date Cuankiby Rate Line Item Total
1 Travel Expense -- Gas 11/06/2008 1.00 $23.68 $23.68
Balance: $23.68 Approved 1141/2008

8. The Invoice Request grid displays line item detail, such as the line item description, rate and line
item total.
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9. To view any items attached to the invoice request, click the Attachments link.

@ =

= Attachments Pz|
Select a file to download and then click 5ave Az to download the file.
File: Mamne File: Size
‘gas receipt.ipg 59,696 KB
Save Az | Cloze |

You can select a file from the list download it to your local drive.

10. The Expense Detail\Purpose grid displays any notes the requestor entered online regarding the
invoice request.
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CHAPTER 3

Administrative Tasks

In this chapter

» “Manage Active Users” on page 37

» “Manage the Email Queue” on page 38

If you have supervisor rights and access The Financial Edge WebPortal, you can perform several
administrative tasks through the Administration page. On the Administration page, you can view active
users, log users out of WebInvoicing and WebPurchasing, and manage your email queue.

Manage Active Users

On the Active Users page, you can see who in your organization is using the WebPortal. In addition, you
can log out users from the WebPortal on this page.

» Manage active users

1. From the WebPortal Home page, under Administration, click View Active Users. The Active
Users page appears. This page lists all the users in your organization currently using WebPortal.
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you can sort the list of users by “Last Activity”, “Last Activity (Descending)”, “User Name”, or

:§ Note: In the Activities tab, you can search for a specific user by name, or IP address. In addition,
“IP Address”.

(= Active/Users - Windows Internet Explorer [’. ”’EIlr?‘
@.\g > |ff hitp: fivm-webp-2k3/WebInvoicing) AdminfActivellsers, aspx | R
Fle Edit View Favorites Tools Help
N — »
o Ir} Active Users I l = |:h Page - % Todks -
Active Users My Account \ Help \ Log Out Welcome AndrewsMa
Activities Home WebPurchasing WebInvoicing Administration
Activities User Name IP Address Last Activity Inactivity Duration (Minutes)
sss AndrevsM 10.43.1.174 11/11/2008 1:55:47 PM 1
({8 Disconnect All Users nersestE )
54 view Email Queue
2] Edit User Options
Search for Active Users
User Name
1P Address
Sort by
| Last Activity (Descending) ~|
(earzt]

2. To log a user out of WebPortal, click the Remove User button, next to the user name. A message
appears to confirm the action. Click Yes and the user is logged out of WebPortal.

WebPortal

0 Are you sure you want to disconnect this
¥ user?

3. To log all users out of WebPortal, click Disconnect All Users under the Activities tab. A message
appears to confirm the action. Click Yes and all users are logged out of WebPortal.

WebPortal

e Are you sure you want to disconnect all
¥ users?

Manage the Email Queue

The Email Queue page lists all the email messages generated by users in your organization. Through the
Email Queue you can see what email messages have been sent or waiting to be sent. You can resend email
messages or delete them. Each message listed on the Email Queue is assigned a status:

¢ “Sent” — The email was sent.
* “Pending” — The email has not been sent.
e “Cancelled” — The WebPortal email service cancelled the email.

* “Errored” — There was a problem linking to the email server.
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> Resend email messages

You can resend email messages with a “Cancelled” or “Errored” status.

1.

2.
3.

From the WebPortal Home page, click View Email Queue. The Email Queue page appears.

Note: Sent email messages do not appear on this page. To show all sent email messages, click
Show sent Emails under the Activities tab.

Email Queue My Accountt | Help | Log Out Welcome Supervisor

Activities Home WebPurchasing WebInvoicing Administration

Activities. To Subject Status Error Date Created

kimberly.: kbaud. sing - Fully Approved Pending 11/11/2008 3:31:28 PM

=1 send All Emails

4 Delete All Emails kimberly.smalls@blackbaud.com weblnvoicing - Invoica Approved Erroras d  Unabla to eonnect to tha remote sarver 11/7/2008 4:08:23 PM

{3 View Active Users

P Edit User options

Search the Email Queue

To resend a specific email, select it from the grid and click the Send button.

To resend all email messages, click Send All Emails under the Activities tab. A message appears
asking you to confirm the action. Click Yes. This changes all “Cancelled” and “Errored” email
messages to “Pending”. The “Pending” email messages are sent during time intervals defined on
the Configuration Tool. For more information about the Configuration Tool, see The Installation
Guide for WebPortal.

> Delete email messages

If you have email messages listed in the queue that are no longer valid, you can delete them.

1.
2.
3.

From the WebPortal Home page, click View Email Queue. The Email Queue page appears.
To delete a specific email, select it from the grid and click Delete.

To delete all email messages, click Delete All Emails. A message appears asking you to confirm
the action. Click Yes. This deletes all “Sent”, “Pending”, “Cancelled”, and “Errored” email
messages.
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