[bookmark: _GoBack]Invoice Approval Workflow Notification
On Tuesday, October 15, 2019, Accounts Payable will implement an Invoice Approval Workflow  
Purpose of Invoice Approval Workflow:
Streamline the purchase order (PO) related invoice processing:  Purchase Requistioners will now receive emails asking for approval for purchase order related invoices not considered a three-way match

Three-way Match Overview:  
Invoice is not considered a three-way match under the following conditions:
1. Items and services not accepted through central receiving
2. Invoice quantity exceeds purchase order/received quantity
3. Invoice exceeding PO amount by more than $500 require a change order. Buyer will reach out to the requisitioner for approval prior to processing the change order
Email Action consists of responding YES or NO to emails from OS Workflow:
1. Email includes a link to invoice documentation for viewing
2.  ‘YES’ means items or services were received and you approve payment of the invoice
3. ‘NO’ means items or services were not received, you’re rejecting the invoice and AP will follow up at a later time to resolve for timely payment
4. Resends email every 24 hours in the absence of a response
Invoice is considered a three-way match if quantities ordered = quantities received = quantities invoiced, no action is required: invoice is processed without additional approval.
 

Please contact Mary Ann White at x 3541 or mwhite@whoi.edu with any questions 





SAMPLE EMAIL
[image: ]
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to: '0S Work Flow Test <osworkflowtest@whol edu>
opmetEer2020-L00 000

To: Paula Cloninger <pcloninger @whoi.edu>
Subject: WORKFLOW/Action AP_IN_APPROVAL_B created by PAULAC

To approve this, simply reply and type Y, YES, or OK in the first line.

To reject this, reply and type N or NO in the first line.

To add comments, type up to 255 characters on subsequent lines delimited by double square brackets.
Example: [[this is an official comment to the e-mail response]]

All other comments will be ignored.

WORKFLOW MODEL INFORMATICN:

Model=AP_IN_APPROVAL B

Activity=Al2
Key=4345432A-SA3D-4C34-BAS6-E2819A546BES
Version=11
UniqueKey=9ASDA754-F488-4B06-849F-511943A4F813

WORKFLOW INSTANCE INFORMATION:

Invoice Number RP116838 Basch ID = OH012117
Invoice Totalf $1,300.00
Enszy Daze 7/1/2018

Vender 00001418 - WB MASON CO INC

Inveice Texs

Quansisy Descripsion Account (2) Amouns s

€.00 supplies 57173-5210 $1,300.00 D200672

User 1D : PAULAC
Scazus : Accepted

=
re-nen\'.s : Respond ¥ or Yes to Email from: O3S Work Flow Test

ATTACHED DOCUMENTS:

TYRE/

T

APATTACK Unknown Invoice £/14/2019 12:46:35 P
heop: //XORN-TEST . admin.whoi.edu/Finance//Documents/Viewer.aspx? QuerySering=VKFw-2LLRpAESHBEFdocs02





