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 Contents
 1.0 Document Flow
 2.0 Routing for Approval Controlled by Workflow
 • Corp Depart Workflow, Chart of Authority, Change Management
 3.0 Notification of Invoices to be Reviewed by Email
 4.0 Accessing Invoice Router, Logon/Password
 5.0 Invoice Router Navigation and Tools:
 • Home Screen Navigation: Sorting, Search, Customizing Document List
 • Document Dashboard: Overview
 • Approval Tools and Document History Report
 • Annotation Toolbar: Adding Text, Arrows, highlighting on invoice image.
 6.0 Header review and coding transactions in Detail view
 • Header - Review and confirmation of coding
 • Detail item coding:
 i. Standard Vouchers
 ii. Purchase Order Vouchers
 7.0 Initial Route for Approval and Adding a Note
 8.0 Reporting:
 • Document History Report
 • Document Search Queries
 • Dashboard Reporting by Queue
 9.0 Emailing Documents
 10.0 Online Help
 11.0 Exiting Invoice Router
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 1.0 Document Flow
 Scanner – Personnel close to source of Vendor Invoice
 Eg, Large Job Site, Regional Office, Department
 Assigns Index to Invoice, if not clearly marked by vendor.
 Scans to local drive (1 or many); emails PDF to designated network folder
 Index = Overhead Department #, Job #, Purchase Order #
 Batch Creator – Accts Payable staff creates IR batch header with Index info
 Editor – Accts Payable staff reviews invoice image and header to confirm accuracy
 Coder – Business unit staff designated to provide detail cost coding, and solicit
 “Off Path” reviews, based on management direction.
 Off Path Route Reviewer – Business unit personnel not on Workflow Route who
 is asked to review invoice and coding prior to Approval.
 Approver 1 – Approver designated by approved Workflow Route matrix
 Approver 2 - Approver designated by approved Workflow Route matrix (no limit
 on number of approvers)
 * Multiple Jobs and/or Departments can be assigned to same Workflow Route
 * Approvers can be assigned $$ Limit; if invoice exceeds Limit, the invoice
 continues to next Approver.

Page 4
                        

File: Invoice Router Training Page 4 of 23 Updated: 11-17-2015
 2.0 Approval Workflow Routes
 • Replaces current reliance on on manual signatures
 • Shifts focus of internal control to integrity of IR Workflow Routing
 • Workflow Route approved by Business Unit Executive (CFO, CEO, COO)
 • Changes to approved workflow route controlled process; only performed
 by IT System Administrator
 • Alternatively, documents in queue can be moved to another queue, subject
 to control process, performed by Workflow Administrator
 Workflow and Chart of Authority Examples:

Page 5
                        

File: Invoice Router Training Page 5 of 23 Updated: 11-17-2015
 3.0 Notification of Invoices to be Reviewed by Email
 • Emails sent three (3) times daily ; example below
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 4.0 Accessing Invoice Router:
 *** User Settings must be updated on each user once you are logged on
 Log on thru Citrix App Store - https://appstore.tutorperini.com/
 Choose: Invoice Router Web icon
 The system should automatically log you on
 If that does not happen, logon with your network user id and password
 Data Source: ConstructionImaging (Production)
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 5.0 Invoice Router Navigation and Tools
 • Move columns by click and drag (example, Bus Unit # payer moved into view)
 • Sort Documents within column (A to Z, Old to New), by clicking on column
 heading with your left mouse button.
 • Display invoice image by double clicking on document in list.
 • Note – customized changes in display revert to default after closing IR.
 Click on Column
 Heading to sort
 documents
 Double Click on
 document to
 display invoice and
 begin coding
 Document List
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 5.0 Invoice Router Navigation and Tools (continued):
 5.1 Home Screen Navigation
 Sorting of Documents by Groups
 Document list can be customized to sort all documents into groups defined by
 field headings – example, Invoice Date, Supplier Name, Status, etc.
 Grouping starts with clicking and dragging column heading to the horizontal bar
 above the heading.
 Example: Grouped by Supplier Name (any column may be grouped)
 • Click and drag any column heading to create document groups
 Click and drag any Column
 Heading to group documents
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 5.0 Invoice Router Navigation and Tools (continued):
 5.2 Document Dashboard Overview
 • Header data - Company and Bus Unit responsible for payment, Vendor info, GL
 Date. Header cannot be changed by Approver – if change required, must return
 to Accounting.
 • Detail line input may have been completed by Coder, or Approver can add or edit
 • Approver can Approve, Dis-approve or take other actions (described below).
 Approval Tools
 Header Index Values
 Detail Line Coding
 Commitment Pull
 Home tab = Doc List
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 5.0 Invoice Router Navigation and Tools (continued):
 5.3 Approval Tools
 Route – Manual supplemental routing (off workflow routing) for review. Invoice returns
 to sender, prior to continuing workflow route after approval.
 Approve – Detail line coding must be added before selecting Approve button. Document
 goes to the next approver, or upon final approver, invoice ready for export to JDE.
 Review – Only used on ‘off path’ routes
 Disapprove - Rejection (annotation text note required with explanation); document has
 status of Disapproved and is returned for action by Accounts Payable staff.
 WIP - Held for Research, the document has status of WIP and is used when a document
 is not ready to move forward for processing.
 Return to Accounting – explain reasons for non-approval (annotation text note required
 with explanation). Document has status of Returned and is accessible by AP Staff.
 Return to Previous Approver – returns document and maintains route path (annotation
 text note required with explanation)
 Document History – report (audit trail) that records each action in Invoice Router.
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 5.0 Invoice Router Navigation and Tools (continued):
 5.4 Annotation Toolbar
 The image is read only. If the image is read only, a message from the Webpage will read “The current
 document is read only and can only be modified by the current user.”
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 6.0 Header review and coding transactions in Detail view
 6.1 Review and confirmation of header coding
 Voucher data is entered into the “Header” by Accounts
 Payable, and cannot be changed by Coders or Approvers
 except for the GL Date field. Header appears in the top
 left pane (example to left). Coders and Approvers must
 review the header information for accuracy –
 specifically, vendor and the $$ amounts.
 • Sub-total is the pre-tax total of the invoice,
 including Freight.
 • Sales Tax is entered separately in the Tax field.
 • Total must agree with the vendor’s invoice.
 If any portion of the header is incorrect, add a note
 explaining the issue and then Return to Accounting.
 Review and edit the GL Date field. GL Date defines the
 accounting period the transaction will be recorded in.
 The GL Date will typically be day the invoice is entered.
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 Coding of Detail records – STANDARD Vouchers (not PO based):
 Coding of Detail records is performed by Coder/Approver personnel when in full
 routing mode, otherwise, performed by Accounts Payable staff.
 a. Red font fields are required (Job/BU# and OBJ).
 b. Separate detail lines are necessary for:
 i. Multiple account cost code combinations (if applicable), or
 ii. Break-down of cost amounts with a description(s) in the GL Remark field
 (visible in GL and Job Cost reporting).
 c. Subsidiary account # is required on Jobs; Overhead and Shop/Yard departments
 may not have a subsidiary account.
 d. Amount = the pre-tax amount by account and cost code.
 e. Freight expense is included in the Amount field combined with materials and
 services, or can be entered as a separate detail line.
 f. Sub Type/Sub-ledger: “W” for Work Orders – equipment repair, CIP, and
 Shop/Yard projects.
 g. Asset ID: If expense is equipment related, must identify Unit or Tag Number of
 equipment.
 h. Tax Y/N - Materials are normally taxable, unless Job is exempt. Services typically
 non-taxable, but rules vary by state. If header includes Sales Tax, flag = "Y".
 Note: Standard vouchers do not recognize Use tax now -Tax Y/N = "N".
 Use tax liability must be accrued by Journal Entry.
 i. Tax Expl – Sales (“S”), Use (“U”), on Exempt (“N”). If vendor does not charge
 sales tax, item may have Use tax liability.
 j. Tax Area – Automatically entered based on the Job#/BU address.
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 6.3 Input of Coding to Detail records – Purchase Order Vouchers
 Detail rows are populated by the “Commitment Pull” clicking the function.
 a. PO must match Invoice: Vendor’s invoice must match the PO line items being
 billed; if not, the voucher will not be recorded in JDE.
 b. Vendor’s invoice not equal to PO? If quantities, pricing, or non-authorized fees
 result in vendor’s invoice not equal to PO, place document in WIP status and
 contact Buyer. If invoice must be corrected by vendor, select document and
 Return to Accounting with an explanation.
 c. 3 Way PO (Type OM/ON/OS): Receipt of materials is recorded in JDE by field
 staff, prior to vouchering. Only receipts available can be pulled into voucher. If
 the vendor’s invoice has more items than have been received, voucher must be
 saved to WIP (on hold), and the Job or BU personnel contacted to resolve the
 difference.
 d. 2 Way (OJ): All purchase order items are displayed in the Commitment Pull
 lookup (that are not previously paid). Verify items on invoice match the PO for
 the following, prior to “pulling”:
 - PO quantities are equal to, or greater than, invoice quantities.
 - PO price per unit is equal to invoice price.
 Once the PO items are confirmed to match the invoice items, select them in the
 Commitment Pull lookup screen. If the invoice price per unit does not match the
 PO, the voucher will be rejected by JDE.
 e. Amount Remaining: If amount = $0, voucher can be routed for review and
 approval. If the calculated difference is due to items on vendor’s invoice that are
 not on the PO, either the Vendor must resubmit a revised invoice or the PO
 needs to be modified.
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 7.0 Initial Route for Approval – AP Function to initiate workflow
 Once all the information has been entered, document is routed to the reviewer.
 Only click Route to start the document on a workflow – document will be replaced
 with the next one in your queue, if the Amount Remaining is $0.
 Add a Note
 Notes are required to communicate supplemental information between
 Accounts Payable, Coders and Approvers. Two options available:
 1. Note appears as popup window immediately prior to voucher
 image. Note seen by each approver remaining on the route, until
 final approval. Note must be added BEFORE routing.
 2. Add annotation text to face of voucher with message.
 Annotation text can only be removed by the originator.
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 8.0 Reporting
 8.1 Document History Report
 Document History – report (audit trail) that records each action in Invoice Router. Example:
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 8.0 Reporting
 8.2 Search Documents for reporting using Query

Page 18
                        

File: Invoice Router Training Page 18 of 23 Updated: 11-17-2015

Page 19
                        

File: Invoice Router Training Page 19 of 23 Updated: 11-17-2015
 8.0 Reporting
 8.3 Dashboard Reporting by Queue
 Access reporting from Home Screen, and Content Type pane:
 Click on the arrow by
 Content Name APINVRTR
 Click on the arrow
 by Reports
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 Graphs Displaying Document Counts and $$ Amounts by Queue (user) name:
 • Double click on any of the graphical reports to display report details.
 Sample: Unapproved Invoices by User
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 9.0 Emailing a Document
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 10.0 Online Help
 User Guide is accessible from the Help button when logged into Imaging System
 Select User Guide
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 11.0 Exiting Imaging System
 • Close all documents displayed.
 • Failure to close document when exiting will place a lock flag on the document and it
 will remain in a read only status.
 Current View of
 Open Document
 Close
 Document
 Logout
 Document List Displayed
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