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EIP Approve or Reject AP Invoice for Payment 

 

 

Approve or Reject AP Invoice for Payment 
You will receive an email notification 
with an attached PDF showing what 
invoices are ready for you to 
Review/Approve/Reject. 
 
To Approve or Reject an AP invoice, 
access Enterprise Imaging Platform (EIP) 
via the Citrix Icon and login using your 
Network user ID and Password. 
 
These email notifications are scheduled 
to be sent 4 times a day at the following 
times in EST: 
 
9:00 AM 
1:00 PM 
5:00 PM 
8:00 PM 
 

 

 
 

 
 

A list of invoices will be displayed for 
approval/rejection based on your login 
credentials. 
 
 
 
 

 

 

If detailed information is needed to 
make the approval/rejection decision 
click on an Invoice Number to see the 
Invoice Detail screen. 
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Approve or Reject AP Invoice for Payment 
The top portion of the Invoice Detail 
screen will display information including 
the following: 

 Invoice Approval Policy (click on 
the policy name for details) 

 Assignee 
 Workflow Bar (past and current 

steps in blue, pending steps 
greyed out) 

 Invoice Header Information 
(Supplier info, Invoice #, PO#, 
dollar amounts, etc.)  

 

 
 

The middle portion of the invoice detail 
screen will display the attachments 
associated with the invoice (including 
the invoice image itself). 
 
Clicking on the name of the attachment 
will open up the document for view.  
Standard document functionality will 
exist to download or print the opened 
image. 
 

 

 
 

 
 

The middle portion of the invoice detail 
screen will also display the GL coding or 
PO matching that has been done for this 
particular transaction. 
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Approve or Reject AP Invoice for Payment 
The bottom portion of the invoice detail 
screen will provide an area to enter 
transaction specific comments. 
 
Enter the comment in the provided text 
box and click Add Comment. 

 

 

The bottom portion of the invoice detail 
screen will also display a more detailed 
look into the workflow of this 
transaction to date. 
 
Click the Workflow log tab to open. 
 
Choose User specific listings or All 
listings. 
 
Here you will see time-stamped 
activities performed on this transaction 
along with the username of the user 
performing the operation.  Also 
displayed are any comments added to 
the transaction as well as any errors 
that may have arisen during the 
process. 
 

 

 
 

After reviewing the detail information 
the user can click the green drop down 
arrow located under the workflow bar.  
Select the appropriate option to 
Approve or Reject the AP invoice. 
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Approve or Reject AP Invoice for Payment 
The user can also approve/reject the AP 
invoice directly from the Invoice List 
screen in EIP by clicking the green drop 
down arrow located next to the 
appropriate invoice number.   Select the 
option to Approve or Reject the AP 
Invoice. 
    
Multiple invoices can be approved at 
once by checking the box next to the 
invoice numbers and using the blue 
drop down arrow to Approve all.  

 

If Approved, the user will be provided 
with an approval comment pop-up. 
 
Enter the comment in the provided text 
box and click OK. 
 
This will send the invoice to the next 
step in the predetermined workflow 
(next level approver, voucher creation, 
etc.). 
 
The comment will be logged in the 
Workflow log. 
 

 

 

If choosing to Reject the invoice, the 
user will be provided with a rejection 
comment pop-up. 
 
Enter the comment in the provided text 
box and click OK. 
 
This will send the invoice back in the 
workflow to a predetermined step 
(previous level approver, coder, etc.). 
 
The comment will be logged in the 
Workflow log. 
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This is the view of the invoice that was created in Canon to turn off the images, click on Layout 
dropdown at the top of your screen and select No Layout. 

Each invoice approved and created into JDE will be in it’s own batch and will get auto approved 
and posted in JDE every 1hr. which is setup on the sleeper queue                                          

 

 

 

 

Approve or Reject AP Invoice for Payment 
Once the invoice has been approved by 
all required levels a voucher is created 
in JDE.  User will see the final step on 
the EIP workflow line reads JDE 
Voucher Created and there will be a 
Voucher # listed with a link to JDE. 
 
To view the Voucher in JDE click on the 
Voucher # - This will take you to the JDE 
login Screen, log in then click on the 
magnifying glass; the voucher and 
Image will be displayed.  You can open 
the documents from here to review. 
If you have additional attachments after 
the voucher has been created you must 
add these manually in JDE – will be in 
Phase2 to allow this in Canon 

 

 
 
 


