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1. Signing Authority 
 

 

 

 

 

2. Approving an Invoice  
As an Accounting Unit (AU) Manager, you will receive an e-mail notification that an invoice has been submitted and requires your 

attention. Invoice details will also be on the e-mail for your review. Example email: 

 

 
 

By clicking on the URL to the Inbasket, you will be taken to the Infor Login page. Log in using your normal network credentials: 

 

                         
 

 

 

 

 

 

Managers can approve up to $50,000 

Directors can approve up to $250,000 

Requisitions >$250K and <$1M require VP and DCFO approval  

Requisitions over $50K will pass through a sequential multi-level approval process e.g. 1st Manager, 2nd Director and so on as 

required by the total $ value of the requisition    

 Accounting Unit 

 Invoice Processor (AP Initiator) 

 Vendor  

 Invoice Amount  

 Purchase Order Number (if any)  

Click on the URL to the Inbasket to 

begin processing your invoice  
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Upon login, you will be directed to your Inbasket: 

 

 
 

Double-clicking on the entry will bring up the following screen:  

 
 

 

You can see the invoice by clicking 

on the View Invoice Document   
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The View Invoice Document allows you to review the invoice and ensure it has been entered accurately and completely. Example 

invoice:  

 

                                    
 

Back to the invoice processing page, and you will note several tabs: 

 

Distributions 

 

 

 

 

 

In the Distributions tab, you can view the accounting 

information. As this invoice is related to a Purchase 

Order, the Accounting distribution is pre-defined.   
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Purchase Orders 

 

Related Documents 

 

Comments 

 

 

In the Purchase Orders tab, view details related to the PO 

(e.g. Buyer, Item Description, Vendor Item, Quantity) 

In the Related Documents tab you can again view the 

actual invoice as well as any other attached documents.  

In the Comments tab you can view any comments  

AP may have made on this invoice.  
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Approval Tracking 

 

If you are satsified with the invoice, then click the Approve button in the top right corner: 

 

                     

 

 

 

 

 

 

 

 

 

 

In the Approval Tracking tab, you 

can again view the originator of the 

workflow and the current 

assignment. 

When you have approved the 

invoice, a message will appear in the 

top right corner.               
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3. Updating & Managing Invoice Errors 
Example: You must supply accounting distribution in order to process the invoice. The email will advise/indicate information to be 

supplied/completed:  

  

 

Double click on the invoice to open up the details.  

 

 

 

 

 

 

 

 

Note indicating error(s).  
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Click on the Errors tab to find out more. 

 

Check the invoice to ensure it agrees with the entry: 

                        

Go to the Distributions tab to add the required information: 

 

 

 

 

 

 

 

Once again, you can click on 

View Invoice Document to 

see the original document.  

The Error Message indicates 

an issue with accounting 

distribution.    

Click on Create List  
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The following page should appear: 

 

 

    

   

 

 

 

Input your accounting information in 

this page:  

 Company 

 Accounting Unit  

 Account (if you are uncertain 

about the proper account a drop 

down box is available to allow you 

to search by number or 

description) 

 

When complete, click “OK”.  

 

    

Click the SAVE icon  
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The accounting information is now updated (Note: The error code will remain, however, the invoice is ready to approve). 

  

You can now press Approve to process the invoice.   

Note: If you do not complete the accounting distribution, the system will still allow you to press approve. However, the invoice will 

not be approved and a message will simply return to you again for completion.     

    

                      

 

 

 

 

 

 

 

 

 

 

 

 

 

Approve   X 

Action successfully completed  

When you have approved the 

invoice, a message will appear in the 

top right corner.               
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4. Rejecting an Invoice  
In this example, we will select on the following Baxter Corp Invoice by double clicking on it: 

 

The invoice details will appear: 

 

You can review the invoice document, if desired. 

                                                

 

In examining the invoice, you determined the distribution entered by AP is incorrect: 
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The following page will appear to capture the reason for your rejection: 

    

  

         

 

In this case you will reject the 

invoice by pressing the Reject 

button in the top right hand corner.              

In this case, we will select 

“INCORRECT ACCT UNIT“ 

as the reason for rejecting 

this invoice. 

If you know the correct AU, please supply it to AP in the 

Action Comments field. AP will amend the invoice and 

resend it for approval. Click “OK” when done and you will 

receive a message that the invoice has been rejected.           

Press the Reasons drop 

down to access a lisiting of 

acceptable reason codes.               

Incorrect distribution 
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5. Assigning a Proxy  
The system has functionality to enable you to set a proxy. A proxy is a substitute approver for you during a defined absence period.  

The proxy that is set will be able to approve invoices AND requisitions in your absence. The proxy is an approver at the same job 

level or higher.  

You can set a proxy for a maximum of 365 days. Recognize that while the proxy is in effect, both you and your proxy will receive 

email notifications for transactions to approve. 

You can set more than one proxy, if desired. Typically this is not desirable, as all identified proxies will receive email notifications. If 

you are going to be away for more than one week, however, you may wish to nominate one proxy for the first week of your absence 

and another for the second week. 

If you are absent and no proxy is set, your requisitions and invoices will sit unattended until they are escalated (nine (9) business 

hours for requisitions and 10 business days for invoices). A proxy can be set for you by your manager through a request to the Help 

Desk.  However, any unapproved requisitions and invoices will be unreleased and will require re-submission by the requisitioner or 

AP clerk, in order to begin the workflow again. 

To set your proxy, select My Proxies on the landing page: 
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The Proxy Form will appear:  

                    

No Data Available indicates proxies 

have not been set for this user.                

Click the Create icon to create your 

proxy.                

Select your Proxy User from the 

names available in the drop down 

box                  

Search by Last or First 

name(s).  Select your 

proxy and click the 

Create icon to create 

your proxy.                 
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When all necessary information has been entered, press the Save icon to keep your settings.  

 

Your My Proxies page should now show your new settings: 

  

When a proxy is selected, their Employee 

number will be populated in the Proxy User 

field.  

An Effective Date is not required. If left blank, 

the system will recognize today’s date as the 

effective date.  

 

An Expiration Date is required.  

123456 

John Smith 123456 

123456 
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6. Approving a Requisition 
As a requisition Approver, you will receive an e-mail notification: 

 

 

 

Follow the link at the bottom of the e-mail, which will direct you to your Inbasket in Infor CloudSuite.   

 

Once you click on the link from the body of the e-mail, you will be prompted to log in to Infor. Log in using your normal network 

credentials: 
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After logging in to Infor, you will be directed to your main dashboard. Requisitions awaiting your approval are retrieved by clicking 

on “Inbasket”: 

         

You will be directed to your Work Items page where all of your requisitions may be viewed. Requisitions can be sorted by date (e.g. 

recent to oldest or vice versa). Double-click on the requisition you would like to address.   
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For the purpose of this training manual, we will select requisition 522639. You will note this particular requisition has two work 

unit groups. The system divides requisition items into stock and non-stock (or direct from vendor) work unit groups.  

 

Click on the first work unit: Once you select your requisition, the details for that work unit will expand to the view below. Scroll 

down to view the requisition details. 

 

Choices are to approve, un-release or reject a requisition.      

 

                 

                   
           

 

 

 

 

 

 

 

This view displays the Infor Item number, the Description, Quantity and Unit of 

Measure (UoM), the unit and extended costs, and AU/account to which 

charges are assigned. 
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To approve the requisition, click the Approve button on the top right hand corner of the work item page:  

         

You will receive a message that the requisition is approved: 
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7. Unreleasing a Requisition  

Unreleasing a requisition enables you to send a requisition back to the requisitioner for alterations. You should unrelease 

only if there is an issue with one line or quantity on a requisition. If you reject it, the requisitioner will have to start from 

scratch to recreate all items on the order that were acceptable.   

 

When you un-release a requisition, you must select a reason code and add comments to describe your reason(s) for un-

releasing. This directs the requisitioner to make the necessary changes. 

 

For the purposes of this training manual, we will look at requisition 522640, work unit 118: 

 
 

As with the first example, when you click on the Requisition, the following window will appear: 
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Upon review of the comments, we will decide to unrelease this requisition. Click the Unrelease button at the top of the 

requisition display: 

 

 
 

The following window will appear asking for the reason code for your unrelease. Your choices are:   

 Error in the AU or account code selected 

 Issue with the $ value/budget impact of the requisition  

 Issue with the specific product or quantity of product ordered  

 

For the purposes of this example, we will choose the Action Reason of “Unrelease Cost” where the approver has an issue 

with the cost of the requisition. 

    

       
 

The approver will be prompted to explain their action through the addition of Action Comments.  These are very important 

as it gives the requisitioner information on how to amend the  

Requisition to get it approved 

 

                                      

 

You will receive a message that the requisition has been unreleased. 

 

     

 

 

Input your Action Comments 

detailing why the requisition was 

unreleased and returned to the 

requisitioner, then press “OK”. 

Unrelease    X 

The following action ‘Execute Action’ completed  
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8. Rejecting a Requisition 
Rejecting a requisition effectively cancels the requisition. You should reject a requisition only when you are denying approval, 

and there is no action to make the requisition approvable.  

For the purpose of this training manual, we will select requisition 522641 (Note: there is only one work unit group for this 

requisition)   

 

 
 

When you double click on this requisition, you see the following: 

 

 

 

The requisition details are 

shown here:  

 Item and Description  

 Price, unit of measure and 

extended value  

 Accounting information  

Requisition details continued on next page 
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Click on the URL to Comments, to reach the following page: 

  

  
 

Click on Attachment, to reach the following screen displaying the quotation: 

 

                                
 

Note: This requisition has 

comments and an attachment.  
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Upon review, we will reject this requisition. For the purpose of this exercise, the reason is a standard item in the catalogue can 

be ordered instead. 

 

 
 

Click Reject and the following appears. You will be asked for an Action Reason (i.e. reason code), and in this case, select 

REJECT.  

       
 

You will be prompted to add Action Comments for the requisitioner, describing the reason for the cancellation: 

 

                                               
 

You will receive a message that the requisition has been rejected. 

 

     

 

 

 

 

 

 

 

Press “OK” 

to complete 

the process   

Reject       X 

 The following action ‘Execute Action’ completed  
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9. Notifications & Escalations 
 

 Timing of notifications: Once a requisition has been released by the requisitioner for approval, the system will notify the 

responsible manager via email that a requisition requires approval. If the manager does not address the requisition, a 

reminder e-mail will be sent two (2) business hours after the initial notification. If still no action, another notification e-

mail will be sent to the approving manager six (6) business hours after the first reminder.  

 

 Escalation of notifications and approvals: After nine (9) business hours of no action on the part of the manager, the 

requisition will be sent to the director (level 2) to be approved (Note: the manager will also receive an e-mail notification 

that the requisition has been sent to the director). The cycle will repeat again, and if there is no action on the part of the 

director, then the requisition will be escalated to the next level responsible for this AU up until VP level is reached.   

 

 Escalation Timing: Escalations will only occur Monday to Friday. If the escalation elapsed time from receipt occurs on a 

Saturday, Sunday or Holiday, then the period will default to the next business day. 

 


