Approving/ Disapproving a DV

e Loginto KFS using your Net ID and Password
e Under Custom Document Searches, find Financial Processing and select Disbursement Vouchers

Custom Document Searches

Financial Transactions

Accounts Receivable

* Customer Invoices

* Customer Credit Memos

* Customer Invoice Writeoffs
#* Cash Controls

* Payment Applications

Capital Asset Management
* Asset Maintenance
Effort Certification

= Effort Certification

# Electronic Invoice Rejects
* Payment Reguests

#» Purchase Orders

* Receiving

# Reguisitions

= VWendor Credit Memos

e On the following page, select Detailed Search

e Under Document Status, select “Enroute”. In the Route Node drop down box, select “Campus”.
In the Route Node Logic drop down box, select “Exactly”. Select the Payment Reason Code.
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e OpenaDVinyour action list by selecting the Document ID number. This will bring you to

another tab.

e Scroll down to Notes and Attachments. Under Attached File, open the invoice.
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e Make sure the information on the Invoice matches the information on the DV
Vendor, Remit Address, Amount, Invoice Number, Usage, and Date should all

match.
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o If everything matches, Approve the DV

e If there is information in KFS that does not correspond to the invoice, Disapprove the invoice
0 If the error is simple, type the problem into the comments box (ex. “Wrong Amount”)
and disapprove.
0 Ifthereis a larger issue (or multiple issues) (ex. the wrong invoice is attached), e-mail

the department contact and disapprove.

Immediate Payment Indicator



