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Electronic Travel Expense Sheet Approval Procedures 
 

Description 
Xtender Electronic Invoice Paying is a virtual paperless way to pay invoices that have a 

Purchase Order set up for payment.  Invoices are received in Accounts Payable via US 

mail or sent electronically by email.  The invoices are scanned into xtender and routed 

directly to the department for payment via the routing status. The department is able to 

approve the invoice, verify the correct PO number and reroute it to Accounts Payable.  

Accounts Payable will process the invoice as usual and an “I” number is generated by 

Banner and assigned to the invoice.  If the department needs to check on the payment of 

the invoice, they will be able to access the vendor history through FAIVNDH, find the 

correct invoice number, click on the xtender icon and the invoice image will populate the 

screen. 

System Requirements and Access 
Network access to Banner Program FAIVNDH 

Also Security Access to Xtender B-F-Docs as Indexer 

And Security Access to Xtender AP-F-Vend as Viewer 
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Xtender Electronic Invoice Payment Procedure 
 

Log into URSA 

Select employee tab 

 

 
 

 

Select Web Xtender login (under important links) 

 

 

 
 

When you log into Xtender, you will use an underscore for your login name rather than a 

period, (e.g.  ron_jones not ron.jones).  

 

Or you may access Xtender through the following web address: 

 

https://webxtender.unco.edu/AppXtender/Login.aspx?IgnoreNTAutoLogin=True 

https://webxtender.unco.edu/AppXtender/Login.aspx?IgnoreNTAutoLogin=True
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You will need to have both your excel worksheet and xtender open. 
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Copy the xcel form (cannot copy entire worksheet) 

 

In xtender right click on “BF Docs” and choose “New Document” 

 

 

 
 

Then click on  

 

 
 

 Choose New Page 

 Choose Clipboard past special 

 Choose Append 
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 Choose Bitmap 

 Choose Okay 

 

This is what will appear once you choose okay 

 

 
 

Select the “New” index icon.   to open the index fields. 
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A.  Document ID – Enter last name up to 7 digits 

B.  Document Type - Select “Travel” from drop-down list 

C.  Transaction Date – enter the invoice date. 

D.  Routing Status – select AP Travel from drop-down list to save  

 

 
 

 

SAVE 
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Expense sheet will need payment approval from fund/org authority. 

 

Select Modify 

 

 
 

A.  Select RS 

B. Select OK TO PAY 
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C. Payment approval from the person signed into xtender will appear 
This person must have fund/org approval. 

 

 
 

 

Helpful Hints:  

Xtender can also be accessed by going through FAIVNDH rather than URSA.  Enter a 

bear number in FAIVNDH and „next block‟ down to the detail area.  Cursor must be in 

either the left column-Vendor Invoice; or the second left column-Invoice.  Data in the 

detail section is not necessary.  Click on the Xtender icon.  Xtender will bring up 

information on the vendor whose bear number was used.   

 


