Non Tax Levy (NTL)
Requests for Payment

.  WEB INVOICING:

« Web Invoicing will be used to request payments for:

= Less than $500 “Confirmings” for Goods and Services.
= Consultants and Contractor payments of less than $500

= Direct Payments (ex. Honoraria, Subscriptions, Associations,
Memberships, Registrations, Advertizing, Awards, etc.) and
Employee Reimbursements (Travel, out-of-pocket purchases, etc.)
for any amount unless the request is for food/refreshments. All food
purchases of $500 or more must be obtained through a Purchase
Order.

= Cash advances for Student and Department accounts.
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1. Web Invoicing is utilized to request payment to a Vendor or Employee.
The instances when you will utilize Web Invoicing and the supporting
required documents are:

e to pay for goods and services in-hand that are under $500 (confirmings).
= Invoice, Packing Slip or Service Letter and a Receiving Report are
required

e reimbursement to an Employee for out-of-pocket purchases or travel
expenses
= Receipts are required
= For travel reimbursement, supporting documentation is required
= Reimbursements for food/refreshment purchases of $500 or more are
strictly prohibited.

e payment for an Honoraria
= An Invoice is required as is a copy of SS Card or W9. Since 1099s
will be generated at year-end, “individuals” need to complete an
Application To Be Compensated For Services Rendered Form.

e payment for Memberships, Registrations, Accreditations, Advertising,
Subscriptions, Awards, etc. (known on the Tax Levy side and in FOCIS as
“direct payments.”

= An Invoice or Award Letter is required as well as backup forms

e Payment to Consultants and Contractors for amounts less than $500
= An Invoice is required and for “individuals” an Application To Be
Compensated For Services Rendered Form as well as a copy of the
SS Card or W9.
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1. Once you have logged in, under Web Invoicing select “New Invoice
Request”

WebPortal Home - Windows Internet Explorer

g_\\:;r - |*-5_ http:/1146.95.129.79) TesthTL Home. asps V| +p|| X |Gnngle
Fle Edt View Favortes Tools Help Clinks * 0 @ Comvert - [ Select
—— - — . »
1} & [88[-] kﬁ_WebPortaI Haome: l?) ‘webPartal Home x ] \ : @ < E] @ - p_-,}Page . @‘ Tooks +
My Account | Help | Log Out Welcome w_kamnar
WebPurchasing WebInvoicing
Activities WebPurchasing
WebPurchasing
> Go Shepping

E Go Shopping

= My Requisitions
421 View My Requisitions

= Find Purchase Crder
E| Receive Products
WeblInvoicing WebInvoicing
[_] Create New Invoice Request

> MNew Invoice Request

21 view All Invoice Requests
> My Invoice Requests

421 View My Invoice Requests

WebPortal Versicn: 7.82.18.0
Financial Edge Version: 7.82.104.10
Done & Internet F 100%

14 Start O Training
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Training Example:

A Confirming Invoice for Carolina Biological Supply:

We have selected:

Web Invoicing

New Invoice Request

The “New Invoice Request” screen is ready for us to start entering data:

{2 Create New Invoice Request - Windows Internet Explorer

@ L2 4 | ] hitp:/1146,95, 120, 79/ TestNTL fWebInveicing/ InvoicesiCreateRequest aspx

File Edit View Favorites Tools Help Clinks * 0 @Corvert - [B]Select

w [ ] Create Mew Invoice Requast ] 1

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

Activities J| Summary Home WebInvoicing Invoice Requests

Expense Summary MNew Invoice Request

Created By: w_kamnar Requestor: I

Status: Open Approval Rule: Show Details
Document Date: l:l Description: ‘
[Add Line Item | [Add Attachments] g Attachments

Line # Expense Category Description Quantity Rate Line Ttem Total
[# |

:

«| Expense Detail / Purpose

Total:

~| Attributes

Add Attribute Type Description Short Description Required

~| History of Changes

There are no changes an this Invoice Request,

& Internet

= Inetray
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Entering “Requestor:
To find the Vendor in the File, click on the “Search” icon in the “Requestor”
field and the “Find a VVendor” screen comes up. Key in a few letters of the

Vendor Name:

(= Create New Invoice Request - Internet Explorer, optimized for Bing and MSN

Gi’@ - ||E| http:#fcats, hunter, cuny edu/ WP _TestMTLWebInvoicing/Invoices CreateRequest, aspx ,V||E| |§| |z| |£—'Google ||4‘:l -

File Edit Wiew Favorites Tools  Help

* Favarites | ‘1% g Suggested Sites ~ a Traffic for New York, N... ~ a Get More Add-ons ~

ﬁ < = @ ~ Page » Safety + Tools = 0'

25 |~ |1 Gmail - Inbox (1) - mkzpeace. .. ]@ Create New Invoice Requ.., 20

[T o )
Find a

Purchase Order #:

Vendor Name Vendor ID City State/Province

| o Internet

s Start . Eudora

Then click on the Search button.
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Review the Search Screen results until you find the correct Vendor Entry.

reate New Invoice Request - Internet Explorer, optimized for Bing and MSN

GT@ - ||E| http:#fcats, hunter, cuny edu/ WP _TestMTLWebInvoicing/Invoices CreateRequest, aspx ,V||E| |§| |z| |£—'Google ||4‘:l -

File Edit Wiew Favorites Tools  Help

57 Favorites | oY Q Suggested Sites ~ a Traffic for New York, N... ~ a Get More Add-ons ~

25 | = | Gmail - Inbox (1) - mtzpeace. .. ]@Create Mew Invoice Requ... 2 ﬁ - B = @ * Page = Safety = Tools = 0'

Purchase Order #:

Vendor Name Vendor ID City State/Province

CAROLINA BIOLOGICAL CAROBIOL CHARLOTTE North Carclina
SUPPLY COMPANY
CAROLINA PCNCE DE LECN CARCPCNCDE SAN California
FRANCISCO

CARCLINE ASH CARCLASHL
CAROLYN KNIGHT CARCKNIG REISTERTOWN | Maryland
CHARLES, CAROLLE CAROLCHARL BROOKLYN New York
CLARKE, CAROLYN CARCLCLARK
COKES, CAROLYN CARCLCOKES BROOKLYN New York
COOK, CARCOL CARCLCOOK WOODSIDE New York
FINK, CAROL CAROCLFINK NEW YORK New York
Gersmehl, Carol CAROLGERSM Kew Gardens New York
GHIGLIERI, CAROL E. CARCLGHIGL BROCKLYN New York

P ITI-10) Ano ARALCTMEE RISl WAL n Wl

€& Internet Cdh v H00% -
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Click on the correct entry and it will populate your “New Invoice Request.”

eate New Invoice Request - Internet Explorer, optimized for Bing and MSN

v | B 4] X mGoogle L~

5@: - | l"'J__ http:#fcats, hunter, cuny edu/ WP _TestMTLWebInvoicing/Invoices CreateRequest, aspx

File Edit Wiew Favorites Tools  Help

57 Favorites | 55 (€ sSuggested Sites ~ & Traffic for New York, M... = £ Get More Add-ons -

M v B [ @m - Page~ Safety - Took - (@~

|88 - |MGmaiI - Inbox (1) - mtzpeace. .. | l"')__ Create Mew Invoice Requ... | |

Create New Invoice Request My Account | Help | Log out Welcome w_kamnar

Activities | Summary WebInvoicing Invoice Requests

Activities New Invoice Request /
[ save invoice Request Created By: w_kamnar Requestor: |CAROLINA BIOLOGICAL SUFI Qﬁ|
= Sidamis Imvaies REgu s Status: Open Approval Rule: | w | Show Details
53| View All Invoice Reguests
. . Document Date: | Description: |
21 View My Invoice Requests
Submit Invoice Request [Add Line Item ] [Add Attachments ] 0 Attachments
Line # Expense Category Description Quantity Rate Line Item Total

m
E Date: l:l Not Distributed

~| Expense Detail / Purpose

«~| Attributes

Add Attribute Type Description Short Description Date Required Comments

«| History of Changes

There are no changes on this Invoice Request.

& Internet $o v 0% -

&
'El;l' Training O 2] f'

f:.’-‘ start @ Eudora
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Select the appropriate “Approval Rule” from the available entries.

Since this purchase is for the Hunter College High School, that entry is selected.

{= Create New Invoice Request - Internet Explorer, optimized for Bing and M5N

@;{ - ||"'3__ http:#fcats, hunter, cuny edu/ WP _TestMTLWebInvoicing/Invoices CreateRequest, aspx 4 @ || X mGoogle | 2 -
File Edit Wiew Favorites Tools  Help

57 Favorites | 55 (€ sSuggested Sites ~ & Traffic for New York, M... = £ Get More Add-ons -

|@F|MGmail-Inbox(1)-mtzpeace... |F3__Create Mew Invoice Requ... 2 |_| & A = géa * Page = Safety = Tools = @v

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

Activities | Summary WebInvoicing Invoice Requests

Activities

New Invoice Request
[ save Invoice Request Created By: w_kamnar

|+ Submit Invoice Request

Requestor: [caroLINA BIOLOGICAL SUf 4]

Status: Open Approval Rule: |

v | how Details
¥ 53| View All Invoice Reguests

Document Date: |

D iption: WI_CmpsSchlElemn
21 iew My Invoice Requests escription

Submit Invoice Request

[Add Line Ttem ] [Add Attachments | 0 Attachments

Line # Expense Category Description

& . | W | |
ol o

~| Expense Detail / Purpose

Quantity Rate Line Item Total

Not Distributed

«| Attributes
Add Attribute Type Description Short Description Date Required Comments

«| History of Changes

There are no changes on this Invoice Request.

Done & Internet $n ~| ®ioowm v

‘s Start @ Eudora

Section Il — Version 06/15/11



Now you can enter the “Document Date” which is the date you are creating
this Request and a brief Description.

This Description will appear on the stub of the issued check.

If there is an Invoice Number, that Invoice Number should be keyed into the
Description field.

If there is no Invoice Number, use the vendor/requestor Account Number. The
Description appears on the Check Stub and also on the lists of Invoice Requests

for your Project #:
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{= Create New Invoice Request - Internet Explorer, optimized for Bing and M5N

o ] La | [+ »
@\::. - |F‘,‘ cuny.edu MIRE e NS |-—'
File Edit Wiew Favorites Tools  Help

57 Favorites | 515 @ Suggested Sites = & | Traffic for New York, M... ~ £ | Get More Add-ons ~

|88 | < ||V|Gmai| - Inbox (1) - mtzpeace. .. 3| Create New Invoice Regu.., X | |

fi- B

My Account | Help | Log Out

Create New Invoice Request

Welcome w_kamnar

Invoice Requests

Activities | Summary Home WebInvoicing
Activities New Invoice Request
E Save Invoice Request Created By: w_kamnar
1= Submit Invoice Request Status: Open

y5| View All Invoice Requests

Document Date: [12/2/2010 »

y i View My Invoice Requests

Submit Invoice Request

Description:

[caroLINA BIOLOGICAL SU] 28]

e: | WI_CmpsSchlHS v | Show Details

[Invoice # 7408839R1

[Add Line Item ] [Add Attachments ] 0 Attachments

i4 start

<. Eudora

ﬁ Training Doc WeblInwv...

Line # Expense Category Description Quantity Rate Line Item Total
#
| @ | |
Date: l:l Not Distributed
«| Expense Detail / Purpose
«| Attributes
Add Attribute Type Description Short Description Date Required Comments
«| History of Changes
There are no changes on this Invoice Request.
& Internet £ ~| ®100%

We are now ready to add detail line item information.

To key in “Expense Category,” you can click on the “search” icon to

help you. “Laboratory” was keyed in the search screen and 1 entry

was reflected. In other searches you can have multiple possibilities and

would have to select the correct one.
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/= Create New Inyoice Request - Internet Explorer, optimized for Bing and MSN

m' ||E| http:#fcats, hunter, cuny edu/ WP _TestMTLWebInvoicing/Invoices CreateRequest, aspx ,V;| @ || X |£—'Google |

File Edit Wiew Favorites Tools  Help

57 Favorites | = @ Suggested Sites - B Traffic for New York, N... ~ B Get More Add-ons -

52 = | 1 amail - Tnbos (1 - mkzpeace. ., I@Create Mew Invoice Requ.., X M- B [] f=y + Page~ Safety - Tools~ @~

Expense Category ID: |

Expense Category Description: | laboratory

Expense Category ID Expense Category Description
7203 |LEbDrEtDr‘V Supplies

€D mternet Cdh v H00% -
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Clicking on the desired entry populates the

“New Invoice Request” screen:

reate New Invoice Request - Internet Explorer, optimized for Bing and MSN

5@:' ||"'3_. htkp:ffcats hunter, cuny.edufwP_TestMTLWebInvoicingInvoices/CreateRequest, aspx v @ *2|| X ﬁGoogle Polhs

File Edit Wiew Favorites Tools  Help

77 Favorites | 95 @ suggested Sites ~ & | Traffic for New York, N... = & | Get More Add-ons ~

|88 - |MGmaiI-Inb0x(1)-mtzpeace... |F)__Create Mew Invoice Requ... 2 | | & A = @ * Page = Safety = Tools = @v
Create New Invoice Request My Account | Help | Log Out Welcome w_kamnar
Activities | Summary WebInvoicing Invoice Requests

ciialios New Invoice Request
E Save Invoice Request Created By: w_kamnar Requestor: ||::AROLINA BIOLOGICAL SUFl Qﬁ|
= Submit Invoice Request Status: Open Approval Rule: | WI_CmpsSchlHS v | Show Details
5| View All Invoice Requests
i ; Document Date: [12/2/2010 '\ |  Description:  [Invoice # 47408839R1
21 View My Invoice Requests
Submit Invoice Reguest \ [Add Line Ttem ] [Add Attachments | 0 Attachments
Line # Expense Category \ Description Quantity Rate Line Item Total

) [7202 [#] [Leboratory Supplies | toooo[ ]
Date: l:l Not Distributed

~| Expense Detail / Purpose

«~| Attributes

Add Attribute Type Description Short Description Date Required Comments

«| History of Changes

There are no changes on this Invoice Request.

& Internet $o v 0% -

¢ start & Eud - : TY Training D
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The Invoice we want to pay is for $28.80 and the amount is entered.

{= Create New Invoice Request - Internet Explorer, optimized for Bing and M5N

G1ES)

@:; - | =] cuny.edu
o

v [&][+][x]| [43

B

File Edit Wiew Favorites Tools  Help

57 Favorites | 515 @ Suggested Sites = & | Traffic for New York, M... ~ £ | Get More Add-ons ~

fi- B

|88 | < |MGmaiI - Inbox (1) - mkzpeace. .. 3| Create New Invoice Regu.., X | |

= @ ~ Page ~ Safety ~ Tools + @v

Create New Invoice Request My Account | Help | Log Out

Welcome w_kamnar

Activities | Summary Home WebInvoicing Invoice Requests
Activities New Invoice Request
| save Invoice Request Created By: w_kamnar Requestor: [caroLina BroLoGICAL sufa]
[+ Submit Invoice Request Status: Open Approval Rule: | WI_CmpsSchlHS v | Show Details

y5| View All Invoice Requests

Document Date: |1_2,.-'2,.-‘2D 10 Description:

[Invoice # 47408839R1

y i View My Invoice Requests

Submit Invoice Request

N\
[Add Line Item | (AN Attachments | 0 Attachments
AN

Line # Expense Category

. [7203 [#]

«| Expense Detail / Purpose

Description Quantity

|Lab0rat0r‘,r Supplies |

Rate Line Item Total

1.0000 $28.8000 $28.80

Not Distributed

ﬂ%emaining: 2000

«| Attributes
Add Attribute Type Description Short Description Date Required Comments
«| History of Changes
There are no changes on this Invoice Requfst.
& Internet 4y - Wi -

i4 start

.;l?' Eudora - [In]

Now, we have to “distribute” the expense.

If we don’t do this, we cannot complete our Invoice Request or even save it as a

“draft.” So, to continue, click on “Not distributed”............

Section Il — Version 06/15/11
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.............. and the following screen is reflected:

/= Create New Invoice Request - Internet Explorer, optimized for Bing and MSN

@ L |§| http:#fcats, hunter, cuny edu/ WP _TestMTLWebInvoicing/Invoices CreateRequest, aspx V||E| |§| |z| |£—'Google ||4‘:l '|

File Edit Wiew Favorites Tools  Help

57 Favorites | oY e Suggested Sites * & | Traffic for New York, M. = £ Get More Add-ons -

25 | = | Gmail - Inbox (1) - mtzpeace. .. lﬁlCreate Mew Invoice Requ... 2 ﬁ < = @ * Page = Safety = Tools = 0'

Edit Distributi

Detail View v [Distribute Evenly | [Check Budget] (Load Default Distribution | Amount to Distribute: $28.80

| ° Internet

Clickon Add............
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.........Enter the amount to distribute.

/= Create New Invoice Request - Internet Explorer, optimized for Bing and MSN

@ L |§| http:#fcats, hunter, cuny edu/ WP _TestMTLWebInvoicing/Invoices CreateRequest, aspx V||§| |£| |z| |£—'Google ||4‘:l '|

File Edit Wiew Favorites Tools  Help

ﬁrk Favarites | ﬁ g Suggested Sites ~ B Traffic for New York, N... ~ E Get More Add-ons ~

25 | = | Gmail - Inbox (1) - mtzpeace. .. lﬁlCreate Mew Invoice Requ... 2 ﬁ < = @ * Page = Safety = Tools = 0'

+ \ 2dd ] [Distribute Evenly | [ Check Budget | [Load Default Distribution |

Amount to Distribute: $0.00

]]] Amount: $23 80| GL Account: l:l . Distribute Evenly

Amount to Distribute: $0.00
Amount mject

| ° Internet

Search on GL Account........
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....... and what is reflected are all of the Accounts #s established for your
Account.

Scroll down until you find the required Account # for Laboratory Supplies

15-7203.

/= Create New Invoice Request - Internet Explorer, optimized for Bing and MSN

|§| http:#fcats, hunter, cuny edu/ WP _TestMTLWebInvoicing/Invoices CreateRequest, aspx V| |E| |§| |z| |£—' Google

File Edit Wiew Favorites Tools  Help

57 Favorites | = e Suggested Sites - E Traffic for New York, N... ~ E Get More Add-ons -

25 | = | Gmail - Inbox (1) - mtzpeace. .. lECreate Mew Invoice Requ... 2 ﬁ < = @ * Page = Safety = Tools = 0'

H l:l Account Category: |B(pense
Account Description: l:l Account Class: |

More than 100 Records Found.

Account Description Category
15-6004 Capital - Office Equipment Expense Unrestricted Net Assets
15-6005 Capital - Furnishings Expense Unrestricted Net Assets
15-6006 Capital - Hardware Expense Unrestricted Net Assets
15-6007 Capital - Software Expense Unrestricted Net Assets
15-6008 Capital - Printers Expense Unrestricted Net Assetz
15-6009 Capital - Athletic Equipment Expense Unrestricted Net Assets
15-5010 Capital - Peripheral Othr Equi Expense Unrestricted Net Assets
15-6011 Capital - Motor Vehicles Expense Unrestricted Net Assetz
15-6012 Capital - Security Equipment Expense Unrestricted Net Assets
15-6013 Capital - Medical Lab Equip Expense Unrestricted Net Assets
15-6014 Capital - Telecommunications Expense Unrestricted Net Assets
15-6015 Capital - Lease Purchase Expense Unrestricted Net Assets
15-6016 Capital - Sensitive Expense Unrestricted Net Assets

| ° Internet
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Or do a search on description..................

eate New Invoice Request - Internet Explorer, optimized for Bing and MSN

L ||E| http:#fcats, hunter, cuny edu/ WP _TestMTLWebInvoicing/Invoices CreateRequest, aspx V||E| |§| |z| |£—'Google ||4‘:l '|

File Edit Wiew Favorites Tools  Help

57 Favorites | = Q Suggested Sites - a Traffic for New York, N... ~ a Get More Add-ons -

25 | = | Gmail - Inbox (1) - mtzpeace. .. I@Create Mew Invoice Requ... 2 ﬁ < = @ * Page = Safety = Tools = 0'

=l A
Find an

Account Number: l:l Account Category: | Expense
Account Description:  |laboratory Account Class: |

Account Description Category Class
15-7203 Laboratory Supplies Expense Unrestricted Net Assets
18-7203 Laboratory Supplies Expense Unrestricted Net Assets

23-7203 Laboratory Supplies Expense Temporarily Restricted Net
Assets

25-7203 Laboratory Supplies Expense Temporarily Restricted Net
Assets

28-7203 Laboratory Supplies Expense Temporarily Restricted Net
Assets

| o Internet

Click on appropriate entry.
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Clicking on that entry populates our Invoice Request:

/= Create New Invoice Request - Internet Explorer, optimized for Bing and MSN

@ L |§| http:#fcats, hunter, cuny edu/ WP _TestMTLWebInvoicing/Invoices CreateRequest, aspx V||E| |§| |z| |£—'Google ||4‘:l '|

File Edit Wiew Favorites Tools  Help

57 Favorites | oY e Suggested Sites * & | Traffic for New York, M. = £ Get More Add-ons -

25 | = | Gmail - Inbox (1) - mtzpeace. .. lﬁlCreate Mew Invoice Requ... 2 ﬁ < = @ * Page = Safety = Tools = 0'

‘Edit Dis

[Distribute Evenly | [Check Budget] (Load Default Distribution | Amount to Distribute: $0.00
Amount: $28.80| GL Account: [15-7203 Laboratory Supplies Distribute Evenly

Amount to Distribute: $0.00

Amount Project
l:l | Unrestricked Met Assets %

| ° Internet
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We now have to add the Project # to the distribution.
Click on the *“search” icon for Project.
We know our Project # starts with “UH” so that is keyed in and we click on
“search.”
The following entries are reflected and we scroll down until we find the Project

# for this expense and select the entry....

/= Create New Invoice Request - Internet Explorer, optimized for Bing and MSN

@ L |ﬂ http:#fcats, hunter, cuny edu/ WP _TestMTLWebInvoicing/Invoices CreateRequest, aspx V||E| |§| |z| |£—lGoogIe ||;‘:l '|

File Edit Wiew Favorites Tools  Help

57 Favorites | 55 (€ sSuggested Sites ~ & Traffic for New York, M... = £ Get More Add-ons -
,

[EE 'lMGmaiI-Inbox(1)-mtzpeace... lﬂCreate Mew Ifvoice Requ... Xl l ﬁ < = @ * Page = Safety = Tools = @v

Find a Project...

Project 1D: | UH Division |

Project Description: | Department: |

Type: | Location: |

Status: | v |

Maore than 100 Records Found.

D Description Type Division Department Location
FUNDS

UH0212 Math Department UNRESTRICTED
FUNDS

UHD214 Health & Physical Education UNRESTRICTED
Department FUNDS

UHO215 Science Department UNRESTRICTED
FUNDS

UHO216 Social Studies Department UNRESTRICTED
FUNDS

UHOZ219 HCCS Project UNRESTRICTED
FUNDS

UHOZZ20 Test Fund UNRESTRICTED
FUNDS

UH0221 Music Scholarship UNRESTRICTED
FUNDS

€& Internet | da v H100%

+y Start # Eudora - [In]
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We want to charge it to — UH0215 (the Science Department — Unrestricted Funds)
and selecting that entry then populates the Distribution Screen:

/= Create New Invoice Request - Internet Explorer, optimized for Bing and M5N |:||E||§|

@ L |ﬂ http:#fcats, hunter, cuny edu/ WP _TestMTLWebInvoicing/Invoices CreateRequest, aspx V||E| |§| |z| |£—lGoogIe ||;‘:l '|

File Edit Wiew Favorites Tools  Help

57 Favorites | 55 (€ sSuggested Sites ~ & Traffic for New York, M... = £ Get More Add-ons -

25 | = | Gmail - Inbox (1) - mtzpeace. .. l@Create Mew Invoice Requ... 2 @ < = @ * Page = Safety = Tools = @v

[Distribute Evenly | [Check Budget] (Load Default Distribution | Amount to Distribute: $0.00
/
@ Amount: $28.80| GL Account: [15-7203 - Laboratory Supplies Distribute Evenly

Amount to Distribute: $0.00

Add Amount

roject
$28.80 | Unrestricted Net Assets %

| o Internet

+y Start & Eudora - [In] /= Create New Invoice ... T Training Doc Weblny...

Then click on “OK” (on the bottom of the screen).
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>

We note that our Expense is now “Distributed”

eate New Invoice Request - Internet Explore zed for Bing and M5N

@jz-;: - ||"'3__ http:#fcats, hunter, cuny edu/ WP _TestMTLWebInvoicing/Invoices CreateRequest, aspx 4 @ || X 2 -
File Edit Wiew Favorites Tools  Help
57 Favorites | 55 (€ sSuggested Sites ~ & Traffic for New York, M... = £ Get More Add-ons -
|88 - |MGmaiI-Inb0x(1)-mtzpeace... |F)__Create Mew Invoice Requ... 2 | | & A = @ * Page = Safety = Tools = @v
Create New Invoice Request My Account | p | Log Out Welcome w_kamnar
WebInvoicing Invoice Requests \
ckiuilios New Invoice Request
E Save Invoice Request Created By: w_kamnar Requestor: ||::AROLINA BIOLOGIB@L SUFl Qﬁ|
=) Submit Invoice Request Status: Open Approval Rule: | WI_CmpsSchlHS \ w | Show Details
2] View All Inveice Requests \
i ; Document Date: [12/2/2010 Description:  [Invoice # 47408839R1 \
o1 View My Invoice Reguests
Submit Invoice Reguest [Add Line Item ] [Add Attachments | WAttachments
Line # Expense Category Description Quantity Rate Line Item Total

[7202 [#] [Laboratory supplies | 1.0000 £28.8000 $28.80
1
Date: [8/30/2010 Distributed

«| Expense Detail / Purpose

«~| Attributes

Add Attribute Type Description Short Description Date Required Comments

«| History of Changes

There are no changes on this Invoice Request.

& Internet $o v 0% -
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You can now key in additional Expense Detail/Purpose (free form)

information.

Save your work at this time before you proceed. The “Save” button is under

Document Date.

Note: the Web Invoicing and Web Purchasing program “TIMES OUT” after

forty minutes of inactivity. Any unsaved request entries will disappear.

{= Create New Invoice Request - Internet Explorer, optimized for Bing and M5N

@:_:,; v |F”.'_ cury.edu v | B4 X |".—l | S
File Edit Wiew Favorites Tools  Help

57 Favorites | 515 @ Suggested Sites = & | Traffic for New York, M... ~ £ | Get More Add-ons ~

|88|' ||V|Gmai|-1nbox (1) - mtzpeace.,, | €3 Create New Invoice Requ.., X | | I ﬁ - B =1 g@a v Page ~ Safety ~ Tools - @v

My Account | Help | Log Out

Create New Invoice Request

Welcome w_kamnar

Invoice Requests

Activities Summary Home WebInvoicinig
Activities New Invoice Request
E Save Invoice Request Created By: w_kamnar
1= Submit Invoice Request Status: Open

y5| View All Invoice Requests

Document Date: [12/2/2010 y

Submit Invoice Request

/

y i View My Invoice Requests

equestor: [caroLINA BIOLOGICAL SU] 28]

Approval Rule: | WI_CmpsSchlHS w | Show Details

Description: |Invoice # 47408835RI1

[Add Line Item ] [Add Attachments ] 0 Attachments

«| Expense Detail / Purpos,

Line # Expense Category Description Quantity Rate Line Item Total
[7202 [#] / [Laboratory Supplies | 1.0000 $28.8000 $28.80
Date: |8/30/2010 Distributed

Remaining: 1977

Biology Lab Shrimp Eggsl

¥

i4 start

.;l?' Eudora - [In]

«| Attributes
Add Attribute Type Description Short Description Date Required Comments
~| History of Changes
There are no changes on this Invoice Request.
& Internet 4y - Wi -

Section Il — Version 06/15/11

22



After you save the invoice request, the status is edit and it is allocated an invoice

request number.

{= Edit Invoice Request 15 - Internet Explorer, optimized for Bing and M5N

@\::a;v |F‘,‘_ cuny.edu v | B4 X |".—' |P ”

File Edit Wiew Favorites Tools  Help

f“f Favarites {5 @ Suggested Sites ~ & | Traffic for New York, N... = & | Get More Add-ons ~

|88 - |MGmaiI-Inb0x(1)-mtzpeace... |f‘.‘_ Edit Invoice Request 15 X | | & A | E@ ~ Page ~ Safety ~ Tools = @v

Edit Invoice Request 15 Welcome w_kamnar

Activities | Summary LT . Invoice Requests

Activities Edit Invoice Request 15

E Save Invoice Request || Created By: w_kamna Requestor: “GAROLINA BIOLOGICAL SUF' Qﬁ|

|+ Submit Invoice Request

Status: Open Approval Rule: | WI_CmpsSchlHS w | Show Details
J Create New Invoice Request
i ; Document Date: [12/2/2010 |  Description:  [Invoice # 47408839R1
21 View All Invoice Requests
2] View My Invoice Requests [Submit Invoice Request] [Delete] [Add Line Item] [Add Attachments] 0 Attachments
Line # Expense Category Description Quantity Rate Line Item Total

[7203 [#]  [L=boratory supplies | 1.0000 $28.8000 $28.30
1
Date: Distributed

~| Expense Detail / Purpose

Biology Lab Shrimp Eggs

«~| Attributes

Add Attribute Type Description Short Description Date Required Comments

«| History of Changes

There are no changes on this Invoice Request.

Done & Internet 4 v W00 -

| . -
iy Start «# . Eudora - [In] /= Edit In

To finalize your request, before you submit it for the necessary
approvals, you must electronically attach the required backup

documentation.
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Select add attachments, click on Browse and select the appropriate

document.

(= Edit Invoice Request 15 - Internet Explorer, optimized for Bing and MSN

GT@ - ||E| http:#fcats, hunter . cuny. edu/WP_TestMTLWebInvoicing/Invoices/EditRequest, aspxrid=15 ,V||E| |§| |z| |£—'Google ||4‘:l -

File Edit Wiew Favorites Tools  Help

57 Favorites | oY Q Suggested Sites ~ a Traffic for New York, N... ~ a Get More Add-ons ~

25 | = | Gmail - Inbox (2) - mtzpeace. .. ]@Edit Invoice Request 15 X ﬁ < [ @ * Page = Safety = Tools = 0'

1:\Shared_BusinessOffice\NTL Web Inwvoicing and Purchasing\CarulinaBin“ Browse... i Upload

Remove File Name File Size View

€& Internet L dh v E00%

Click on Upload.
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These attachments are the documents that support the Invoice Request.

7= Edit Invoice Request 15 - Internet Explorer, optimized for Bing and MSN

Gi’@ - ||E| http:#fcats, hunter . cuny. edu/WP_TestMTLWebInvoicing/Invoices/EditRequest, aspxrid=15 ,V||E| |§| |z| |£—'Google ||4‘:l -

File Edit Wiew Favorites Tools  Help

57 Favorites | oY Q Suggested Sites ~ a Traffic for New York, N... ~ a Get More Add-ons ~

25 | = | Gmail - Inbox (2) - mtzpeace. .. ]@Edit Invoice Request 15 X ﬁ < [ @ * Page = Safety = Tools = 0'

File Name
@ CarclinaBiocDocumentation.pdf

@ NTL Training Example Receiving Report.pdf

€& Internet L dg v H00% -
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You will note the Request now reflects there are 2 Attachments that

you have uploaded.

= Edit Invoice Request 15 - Internet Explorer, optimized for Bing and M5N

==&
@:_:a;v |F”J_ cury . edu v || B+ X |".—l |‘p i

File Edit Wiew Favorites Tools  Help

57 Favorites | 515 @ Suggested Sites = & | Traffic for New York, M... ~ £ | Get More Add-ons ~

|88 | - |MGmaiI - Inbox (2) - mtzpeace. .. | | Edit Invoice Request 15 X | | & A = géa * Page = Safety = Tools = @v
Edit Invoice Request 15 My Account | Help | Log Out R T
Activities | Summary Home WebInvoicing Invoice Requests

ciialios Edit Invoice Request 15
E Save Invoice Reguest Created By: w_lkamnar Requestor: |CAROLINA BIOLOGICAL SUFI Qﬁ|
= Sidamis Imvaies REgu s Status: Open Approval Rule: | WI_CmpsSchlHS w | Show Details
» Create New Invoice Request
i ; Document Date: [12/2/2010 |  Description:  [Invoice # 47408839R1
21 View All Invoice Requests
2] View My Invoice Reguests [Submit Invoice Request] [Delete] [Add Line Item] [Add Attac:hments] 2 Attachments
Line # Expense Category Description Quantity Rate Line Item Total
[7203 [#]  [Lsboratory Supplies | 1.0000 $28.80
1
Date: Distributed

~| Expense Detail / Purpose

Biology Lab Shrimp Eggs

«| Attributes
Add Attribute Type Description Short Description Date Required Comments

«| History of Changes

There are no changes on this Invoice Request.

& Internet 4y - Wi -
J . .
s Start & Eudora - [In] = Edit Invo raining Doc WebInv. .. & NTL Web Invoicing an. ..

At this point, “Save” your Invoice request. If you are ready to
submit the request for Approval, click on “Submit Invoice
Request.”

If the Request was not submitted, you can return to the
Request and make changes.

The System will keep a record of all changes made.
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After clicking on “Submit Invoice Request, this is what is reflected:

Invoice Request 15 Submitted - Internet Explorer, optimized for, Bing and MSN

@\;{r - | f')__ htkp: ffcats hunter, cuny,edufwP_TestMTLWebInvoicing/Invoices/SubmitSuccess, aspxid=15

File Edit Wiew Favorites Tools  Help

57 Favorites | 55 (€ sSuggested Sites ~ & Traffic for New York, M... = £ Get More Add-ons -

|88 o |MGmaiI - Inbox (2} - mtzpeace. .. | E')__ Invoice Request 15 Subm.., 20 | |

M v B [ @m - Page~ Safety - Took - (@~

Request 15 Submitted unt | Help | Log out

Welcome w_kamnar

WebInvoicing Invoice Requests

Activities Invoice Request 15 Submitted Successfully!

{ ] Create New Invoice Request You may view your newly submitted Invoice Request here.

21 View All Invoice Requests

If you have opted into Email alerts, as defined on the My Account page, you will receive alerts indicating your request's status.
53| View My Invoice Requests

Mote: Pressing the browser back button to edit your request is not possible at this time.

Done

& Internet 4y - Wi -
r’,’ start .l?' Eudar

'El.___'l' Training
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You can then click on “View All Invoice Requests” and view your

Invoice Requests and their current status.

All Invoice Requests - Internet Explorer, opt

mr' |"3__ http: #fcats . hunter . cuny edu/WP_TestRTLWebInvoicing/Invoices/InvoiceRequests, aspx e @ || X gmail 2 -

File  Edit  Wiew

Tools  Help |x @Convert - [ select

7.7 Favorites | - ﬂ Suggested Sites + @ | Bing™ Traffic + @ Web Slice Gallery =

- ) ¥
|88 - | (& cmail - Inbox (S) - mtzpeace. .. |@https:,l’,l’cats.hunter.cuny.ed... | 3] All Invoice Requests x | | & M | = @ v Page~ Safety - Toals - ®'
All Invoice Requests ount | Help | Log Out Welcome camnar
WebInvoicing Invoice Requests
Activities Reguest Number Description Requestor Created By Date Created Status Total
- . View Co 14 Invoices CAROLINA wi_kamnar 11/2/2010 Submitted $125.00
] Create New Invoice Request Siew Lopy 123456-rats BIOLOGICAL - 12/ $
B vi My T . R + SUPPLY COMPANY
3 View nvoice Requests
21 v < View Copy 15 Invoice # CAROLINA wi_kamnar 2/16/2011 Submitted $28.80
| 474088359R1 BIOLOGICAL
Search All Invoice Reguests SUPPLY COMPANY
View 1 Base Charge - XEROX w_barcho 5/20/2010 Rejected $15.00
Invoice Request Number Copier CORPORATION
| View 2 Base Charge - XEROX w_barcho 5/25/2010 Approved  $15.00
Description Copier CORPORATION
| View 3 Science CAROLINA w_barcho 5/25/2010 Approved $275.51
Requestor Supplies EIOLOGICAL
| SUPPLY COMPANY
Date Created View 4 Supplies for BELICK ART w_barcho 5/25/2010 Approved $74.54
Kindergarten MATERIALS
All Dates w Classes
Status View 5 Paint Supplies DELMO'S BAINT w_barcha 5/25/2010  Approved $107.46
All Statuses w | STORE
Sort by View 7 Supplies PRINCE LUMBER w_barcho 5/25/2010  Approved $4432.08
| Status b | View 8 Food Order CHAMPIGNON w_barcho 5/25/2010  Approved $49.75
View 9 Maintenance-  GYM TECH w_barcho 5/25/2010  Approved $350.00
Fitness
Equipment
Show H 4 Page of 2 (14 records) b M

& Internet 4y - Wi -
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Some of the process can be customized to your needs. Click on “My Account”
and specify personal settings for your Web Invoicing account:

ﬂ: Edit Account Information - Windows Internet Explorer

@.\- 5 v 6] httpf/146.95.129,79(TestNTLMyAccount. aspx | [#][x] |
i Fle Edit View Favorites Tools  Help Links » § @ Convert ~ [B) Select

— = — = »
w [88]']@LoggedoutofWebPorta| | ) it Account toformation x] I Bi- B - @ - [rage - & Tack

My Account My Account | Help | Log Out

Activities Home WebPurchasing

Welcome w_kamnar

Activities | Update My Account

WebPurchasing +| Account Details

B Go Shopping Department: [Department not set]

21 View My Requisitions Email ‘

) Receive Products
WebInvoicing ~| WebPurchasing - Notifications

{ ] Create New Invoice Request Email me when:

] View All Invoice Requests [] My requisition is approved by any reviewer
2] View My Invoice Requests [] My requisition is approved by final reviewer
[] My requisition is rejected

[] My Purchase Order is created

| WeblInvoicing - Notifications
Email me when:

[] My request is approved by any reviewsr
[] My request is approved by final reviewer

[ My request is rejected

~| WeblInvoicing - General Ledger Distribution

[Detail view ] [Distribute Evenly] (Load Default Distribution |

«| Default Settings

Y Training 2 - Microsoft ... /= Edit Account Informa...

& mternet

0% -

~| Default Settings
WebPurchasing

Default Approval Rule:
WweblInvaicing

Default Approval Rule:

Default Requestor:

1=

/2 Edit Account Informa..,

& Internet

F100% -

o Mark My request is approved by any reviewer if you want email notification when a

)" aarem

requisition you submitted has been approved by any reviewer.

e Mark My request is approved by final reviewer if you want email notification when a

requisition you submitted has been approved by the final reviewer.
e Mark My request is rejected if you want email notification when a requisition you submitted

has been rejected.

¢ Mark My approval is required for a requisition if you want email notification when an

requisition requires your approval.

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

at any time.

NOTE: For those users who have approval rights, an additional section will appear to allow you to turn

on an Out Of Office Assistant allowing you to forward your approval requests to other approvers.

Section Il — Version 06/15/11
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APPROVED

e You must have Approval rights
e Bring up the Web Portal and Login
e Under Web Invoicing click on “Invoice Requests for Review”

{= WebPortal Home - Windows Internet Explorer

APPROVING A REQUEST:

@:}: - | 3] http:ff146,95,129, 79/ TestNTL Home. aspx

Vl || X |G00gle

© File Edit View Favorites Tools Help

Clinks ¢ @Convert - [ Select

w o [%ljltb'Hunter College

l 3] WebPortal Home

x| ]

Activities

WebPurchasing

E Go Shopping

21 View My Requisitions

ag Review Requisitions

(2 receive Products
WebInvoicing

[_] Create New Invoice Request
21 View All Invoice Requests
21 View My Invoice Requests

oo Review Invoice Requests

WebPortal Versicn:
Financial Edge Version:

7.82.18.0
7.82.104.10

My Account | Help | Log Out
WebPurchasing
WebPurchasing

> Go Shopping
= My Requisitions
> Requisitions For Review

= Find Purchase Crder

WebInvoicing

> New Invoice Request
= My Invoice Requests

> Invoice Requests For Review

Welcome w_rancol

WeblInvoicing

Done

‘s Start 0§ Training

0 Internet

H100% -
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Requests to be reviewed are displayed and can be selected and reviewed.

ce Requests for Review - Internet Explorer, op: ed for Bing and M5N |
@@r - | ?3__ http: #fcats, hunter, cuny edu/ WP _TestMTLWebInvoicing/Invoices/ReviewRequests, aspx 4 @ || X Eing | 2 -

File Edit Wiew Favorites Tools  Help |x %Convert - [ select

{2 Favorites | {.5 ﬂ Suggested Sites ~ @ | Bing™ Traffic = & | Web Slice Gallery =

|_| S v B) ) e v Page~ Safety v Tods~ (@

3

| ?3__ Invoice Requests for Review

Invoice Requests for Review

WebInvoicing Invoice Requests
Activities Request Number Description Requestor Created By Date Created Total
- . Review 14 Invoice# 123456- CAROLINA BIOLOGICAL wi_kamnar 11/2/2010 $125.00
] Create New Invoice Request — rats SUPPLY COMPANY
‘,1] View All Invoice Requests Reaview 15 Invaice # CAROLINA BIOLOGICAL wi_kamnar 2/16/2011 $28.80
47408839R1 SUPPLY COMPANY

y5| iew My Invoice Requests

Search Requests for Review

Invoice Request Number

Description

Reguestor

Date Created

All Dates A
Sort by
Request Number . |

Show items per page H 4 Page of 1 (2 records) b M

& Internet G Hi0% -

'El.___'l' Training . 5 s ancial Edge
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The submitted Request was selected and reviewed:

Review Invoice Request 15 - Internet Explorer, optimized for Bing and M5N

@;, L | l"'J__ http:#fcats, hunter . cuny edu/WP_TestMTLWebInvoicing/Invoices/ReviewRequest, aspxid=15

File Edit Wiew Favorites Tools  Help |x %Convert - [ select

{2 Favarites | {;‘g n Suggested Sites ~ @ | Bing™ Traffic ~ @ | Web Slice Gallery -

| 1| Review Invoice Request 15 | |

M- B ) @m v Page~ Safety - Took - (@~

3

Review Invoice Request 15 | Log Out Welcome w_tonyfis
A es | Summary WebInvoicing Invoice Requests
ciialios Review Invoice Request 15
E Save Invoice Request Created By: w_kamnar Requestor: CAROLINA BIOLOGICAL SUPPLY COMPANY
@ FEETIE [ EE T Status: Submitted Approval Rule: WI_CmpsSchlHS Show Details
Reject Invoice Request
. . Document Date: 12/2/2010 Description: Invoice # 47408839RI1
21 View All Invoice Requests
21 View My Invoice Requests [approve] [Reject] [Save] View Attachments | 1 Attachment
(e | (HEUTET LTEIEE HEILEEE Line # Expense Category Description Quantity Rate Line Item Total b |
Distributions: 7203 Laboratory Supplies 1.0000 $28.8000 $28.80
Date: 8/30/2010 Edit Distribution
Distribution:
Amount $28.80 GL Account: 15-7202 Laboratory Supplies
Amount Project Class
£28,80 UHOZ215 Unrestricted Met Assets
«| Expense Detail / Purpose
Biology Lab Shrimp Eggs
~| Attributes
[2dd]  Attribute Type Description Short Description Date Required Comments
~| History of Changes
. B b
Done & Internet 100%  +
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To approve the payment, click on the “Approve” icon (under Document

Date).

This is what is then reflected on the Screen:

(= Review Invoice Request 15 - Internet Explorer, optimized for, Bing and MSN |:||E||§|

@v ||E| httpeffeats, hunter cuny. eduP_TestMTLWebInvoicing Invoices/ReviewRequest, aspxrid=15 le| B4 X @Bing |

File Edit Wiew Favorites Tools  Help |x @Convert - [ select

7.7 Favorites | - ﬂ Suggested Sites - a Eing™ Traffic » a Web Slice Gallery =

J@ Review Invoice Request 15 ﬁ be = @ ~ Page - Safety - Tools - Ov »

Are you sure you want to approve this
Invoice Request?

| | ° Internet
s Sstart #_ Eudora - [Junk; T Training
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Click on “Yes” and the Request status is noted as in-progress.

ew Invoice Request 15 - Internet Explorer, optimized for Bing and MSN

mrv |"3__ http:#fcats, hunter . cuny edu/ WP _TestMTLWebInvoicing/Invoices YiewR equest, aspxrid=15 4 @ || X Eing | 2 -
File Edit Wiew Favorites Tools  Help | b4 @Convert - [ select
77 Favorites | = ﬂ Suggested Sites ~ @ | Bing™ Traffic ~ & Web Slice Gallery -
- ) »
|$-)_\u'iew Invoice Request 15 | | & -~ Q = @ * Page = Safety = Tools = @v
View Invoice Request 15 My Account | Help | Log Out i
WebInvoicing Invoice Requests
Activities - -
View Invoice Request 15
[ ] Create New Invoice Request Created By: w_kamnar Requestor: CAROLINA BICLOGICAL

. . SUPPLY COMPANY

21 View All Invoice Requests
Status: In Progress

5| View My Invoice Requests | Approval Rule: WI_CmpsSchlHS Show Details

- . Document Date: 12/2/2010

ris| [T I e [ sy Description: Invoice # 47408830R1

View Attachments | 1 Attachment

Line Items
Line # Expense Category Description Quantity Rate Line Item Total
i 7203 Laboratory Supplies 1.0000 $28.8000 $23.80
Date: 8/30/2010 Distributed

Expense Detail / Purpose
Biology Lab Shrimp Eggs

Attributes

No Attributes Associated.

History of Changes

Item Changed Previous Setting New Setting Changed On Changed By
Status Open Submitted 2/16/2011 w_kamnar
Last Action <blank> Approved 2/17/2011 w_tonyfis
Status Submitted In Progress 2/17/2011 w_tonyfis
Done & Internet 4 v W00 -
=
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If you now click on “Review Invoice Requests” on the left-side of the

screen, all of the Requests in your area are reflected with the current Status.

All Invoice Requests - Internet Explorer, optimized for Bing and MSN

5@:' ||"'3__ http: #fcats . hunter . cuny edu/WP_TestRTLWebInvoicing/Invoices/InvoiceRequests, aspx 4 @ || X Bing
File Edit Wiew Favorites Tools  Help |x %Convert - [ select

77 Favorites | = n Suggested Sites ~ @ | Bing™ Traffic ~ & Web Slice Gallery -

|— 3

| M- B ) @m v Page~ Safety - Took - (@~

| 1] &ll Tnvoice: Requests

All Invoice Requests ! Welcome w_tonyfis
WebInvoicing Invoice Requests

Activities Request Number Description Requestor Created By Date Created  Status Total
E . 14 Invoice# 123436 CAROLINA wi_kamnar 11/2/2010 Submitted $125.00
[ ] Create New Invoice Request —rats BIOLOGICAL
N A SUPPLY
|;_] View My Invoice Requests COMPANY
16 Travel MCCABE, w_kamnar 2/17/2011  Submitted $490.10
Reimbursement ELIZABETH
15 Invoice # CAROLINA wi_kamnar 2/16/2011 In $23.80
Search All Invoice Reguests 47408835R1 BIOLOGICAL Progress
SUPPLY
COMPANY
Base Charge - KEROX w_barcho 5/20/2010 Rejected $15.00
Copier CORPORATION
Base Charge - HEROX wi_barcho 5/25/2010 Approved  $15.00
Copier CORPORATION
Science Supplies CAROLINA w_barcho 5/25/2010 Approved $275.51

BIOLOGICAL
Date Created SUBPLY

All Dates COMPANY
Status Supplies for ELICK ART w_barcho 5/25/2010 Approved $74.54

All Statuses Kindergarten MATERIALS
Sort by Classes

| Status Paint Supplies DELMO'S PAINT  w_barcho 5/25/2010 Approved $107.46
STORE

Supplies PRINCE LUMBER  w_barcho 5/25/2010  Approved $4432.98

Food Order CHAMPIGNON w_barcho 5/25/2010  Approved $49.75

g Review Invoice Requests

Invoice Request Number

Description

Regquestor

of 2 (15 records) b M

& Internet - E 00 v
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The Request’s final status of approval will be performed by the
Accounting Office:

= View Invoice Request 15 - Internet Explorer, optimized for Bing and MSN

& ] T =
@'\_./‘ hed |F" cuny . edu o i e S | £
File Edit Wiew Favorites Tools  Help b4 %Convert - Select
o Favorites | <5 [ - g - Bl

— . ! = 53
g8 |- WJ.P. Morgan ACCESS 3 Wiew Invoice Request 15 30 ﬁ B ] =y v Page~ Safety» Tools - I@Iv

View Invoice Request 15 My Account | Help | Log Qut Welcome Rugayyahs
Activities | Summary Home WebInvoicing Invoice Requests

Activities Created By: w_kamnar Requestor: CAROLINA BIOLOGICAL
SUPFLY COMPANY

™ Create New Invoice Request Status: Approved

5] View All Invoice Requests Approval Rule: 'WI_CmpsSchlHS Show Details

Document Date: 12/2/2010
y5| iew My Invoice Requests Description: Invoice # 47408839RI

View Attachments | 1 Attachment

oo Review Invoice Requests

Line Items

Line # Expense Category Description n Rate Line Item Total

i 7203 Laboratory Supplies $28.8000 $28.80
Date: 8/30/2010 Distributed

Expense Detail / Purpose
Biology Lab Shrimp Egas

Attributes

No Attributes Associated.

History of Changes

Item Changed u Changed On
Status an i 2/16/2011
Last Action ove 2/17/2011
Status n Progress 2/17/2011
Last Action ove ove 2/22/2011
Status 2/22/2011

Done & Internet 4 v W00 -

p— - - = — -
1y Start . Eudora F The Financial Edge /2 iew Irvoice Reque... /7 Transaction Service. .. T Training Doc WehIn...

Please refer to the Training Documents if you have a question.

NTL Web Invoicing Training Documents link:
http://hr.hunter.cuny.edu/bus-office/accounting/WeblInvoicing.html

If you are unable to resolve the issue please call:
Maura Zoeller Cash Management 212-650-3559

Rugayyah Shabazz =~ Accounting 212-650-3217
Ana Guerrero Accounting 212-772-4364
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