VALIDATE INVOICES w

QuIicK REFERENCE GUIDE AP-37

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation of how-to
Mass Validate Invoices in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers the steps to mass validate invoices.

Note: The invoice needs to be validated before the approval process begins.
Validate Invoices
To validate invoices in NCFS, please follow the steps below:

1. Login tothe NCFS portal with your credentials to access the system.

2. Click the Payables tab. Click the Invoices app.
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3. Clickthe Tasks [ [Z ] icon. On the Tasks pane, click the Validate Invoices.

Invoices
« Create Invoice

« Create Invoice from Spreadsheet
« Create Recurring Invoices

« Manage Invoices

| - Vvaiidate Invoices |

« Initiate Approval Workflow

e Import Invoices

« Correct Import Errors

SO\ [m

« Import Payment Requests

Accounting
« Create Accounting

« Create Adjustment Joumnal

& |

« Review Journal Entries

« Payables to Ledger Reconciliation

4. The Submit Request page opens. Fill in all the required parameters and click the Submit
button.

Submit Request
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5. Confirmation message will be displayed.

E confirmation

Process 2795582 was submitted

OK
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6. Click the Cancel button.

Submit Request
,,,,,,,,,,,, =

(@) This process wall ba queued up tor SUbM:

Basic Opfions
Paramaters

7. You will be redirected to the Invoice Dashboard page, click on the Home icon.

AO [

8. Navigate to Tools application and click on Scheduled Processes. This is the step to find out

the status of the Validate Invoice program.

Good afternoon, Training Super 1
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9. The overview page is displayed and a list of all the processes are displayed. You can search
for the process using the search criteria or scroll down and look for the process in the list.

Overview @

Search Results (3

View (@) Flat List Heararchy
Addions » View w Schedule New Process 2]
Name

FRebwid Laaming Item Stop \Wiord Inde

Rebtwid Leaming Item Stop

Rebuid Leaming ttam Stop Word Index

ESS procass 1o check Saarch Cloud Service availability

Process ID Status

2TO6EET

2706055 Succaedad

2706064

10. Click the Search arrow and enter the search criteria. You can use several criteria like Name,
Process ID or the Submission Time to inquire for the process status. The process name to

search for is - Validate Payables Invoices, click on Search button.

Overview &

D»

sesat | Domiset st

11. A list of all the processes inquired on will be displayed with the status.

Search Results ()

View (@) Flat List Hierarchy

Actions w  View v Schedule New Process 19

Name
Validate Payables Invoices

Validate Payables Invoices

Process ID Status

2795636 Succeeded

2795582 Succeeded

Wrap-Up

Validate Invoices using the process above.

Note: The invoice needs to be validated before the approval process begins.

Additional Resources

Virtual Instructor-Led Training (vILT)

e AP101: Invoice Management
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