Xtender Invoicing Process

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

Scanning invoices

Log into URSA
Select employee tab

m MyTab Resources Safety Help Employee Banner E-Mail
A

campus Announcements BEE

Learn and Serve Web Conference Scheduled for ~ 1

Today Post d
eesy Fostpon= Select Employee tab

Additional Info about CFO Appointmant Available

Call for M. Lucile Harrison Award Nominations

Executive Chef Receives Professionalism Award

UNC President, Student Trustee to Speak at Higher
Ed Forum

SPEEC to Host SB10-001 Discussion with PERA Rep
Women's Basketball Pink Zone Game is Saturday

Adventurer to Present Lessons Learned from
Everest

Honored Alumni Meminations Scught
Math Professor Joins National Advisory Board w i
= Visit the UNC Calendar

= Send us your announcements

Select Web Xtender login (under important links)

Home MyTab Resources Safety Help 0= Banner E-Mail

Results Independent Review BEX | | Banner Self-Service

Findings and observations from review of environment in UNC's School of (iBanner Self-Service

Theatre Arts and Dance

Important Links @@= | Red Flag Alert
What is a Red

Course repeat and grade forgiveness

® Grade Submission Instructions Bank
. . Passwc
e Instructions for submitting midterm grades Account
# Grade Change Request Form No changes
e Textbook Posting Instructions WlireJ _ __A_ Eh?g

The Center for the Enhancement of Teaching & Learning {CETL)

Banner/Ursa Security Forms

UNC Emergency Aler

Campus Emergency Alert Messagi

Data Standards Manual

Information Security

& Insight Information The UNC Emergency Alert is a volur
be used to communicate with member
* WebXtender LOgin fm—— select WebXiender community only during critical, urgent

ciirh 2 cavars wasthar armada wmen

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

Welcome to ApplicationXtender Web Access, please provide
vour user name and password:

Data Source | PROD | w

| login using the
User Name [jim_jones < : underscore rather than

the "." as in the example
Password |.........|

O Request Full Text Search Support

Login H Cancel ]

@ for more information, see Logging into ApplicationXtender Web Access.

Right click on Application BF-Docs
Select “Batch Import”

File Edit Wiews Help
£aBNaED

= & PROD

[ AP-F-VEND - A/P FINANCE VENDOR. INFO

[ ) B-F-DOCS - BANNE
| New Query

2. pop-up box will appear
1. right click on b-f-docs New Report Query then left click batch import

New Cross App Query...
J New Document
L3 Batch Index (List)..

ﬂ Batch Import...

Name your batch. (batch names can be re-used once document(s) are indexed)
Then click next.

Filz View Help

e e

New Batch Document

Application |B-F-DOCS v |
Batch name will be blank Batch Name™ |tt1 |
Enter a batch name (the name Mema Batch created at 2010-02-11 19:57:54
can be reused several times as
long as everything that is scanned
into that batch is indexed.

FRequired Fields [ Thin client upload
Next | Cancel Help
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Place invoices in scanner.

Select the Scanner Icon J
o s B
If the icon is not bold you will need to choose the scanner set up icon

File WiEw Help

& | 1E [ %] |erpocs-m

Meost of the time the
scanner icon will not
be bold and you will
need to select "select

Source L scanner.

Options. .. /
Select Scanner . .. /

Select your scanner name with the “ISIS” driver to keep files small. If you do not have
the “ISIS” option, Choose the “TWAIN” option.

dOHIS|IZ| 2| o) 0|@ M sl 5 ]S -] i |d

@ L 2INOI0oIX D2 | alr|E -]~ |e
5|32 ~|
Select Scanner x|
i O e make sure you
choose the scanner
Eir:nr'. DR-2010C W with the I5IS driver.
TwWalM: Canon DR-2010C TwalM If you do not have
that choice, choose
TVWAIMN.

0K I Cancel
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Click on the scanner icon. %

Scanned pages will appear.
Note: If you have multiple pages you will see a count on the bottom of the screen.

Indexing Invoices

Once invoice(s) have been scanned
Highlight PO number, invoice number and invoice date.

Note: If there is no invoice number referenced on the invoice, use the text
box feature in xtender to include it on the invoice.

File: LU Help

£_>_J | E:“_, LEI = | B-F-DOCS - tt1

EimlE/s/e|e|ololclal e o |5 | albln)vie -
@R NO0OKDlo[aR[E [~ Sl#s -~ = -|r - xa=o ]

‘é § é w | This is what the invoice looks like once it has been scanned to Xtender. The next step is to
route the invoice to Accounts Payable for processing. | recommend highlighting the invoice
number, invoice date and purchase order (PO) number with the yellow highlighter in located

in the command bar. If there is not a PO number on the invoice you will need to write in
using the text box.

Remit 107 CHieesapas Invoice
iceScapes PR
TX T5I67-5070
woow o FLACES THA WOoRK ot 1°fe
Please make sure to ol Colotads Semea 0. 2a509 Fed 10 841454188
highlight the appropriate Fime 3035741118 Fax 185741133 Fax 0702238858
information.
les Ship
Invoice nvoice Sal
\ Number Date Customer Order Number Order No. Date Account Representative
2258%8 01/2%/10 POORSLAE 115410 61721710 Tiffany Raulston
SHIP TO: Dana Dowdy
SOLD TO: Accounts Payable
UNIVERSITY NORTHERN COLORRDO ONIVERSITY HORTHERN COLORADO
501 20th Street UNC @ Centerra - Rangeview 11T
Greeley, CO B0635-5200 2915 Rocky Mtn, Ave., Ste. 110
.
Loveland, CO BOS3E
B: 1.970,35L.2124 P: 1.970.351.1936

Select the “New” index icon. =l to open the index fields.

File Wiew Help

i 1 4 - - eft click on "new"
"QAL% Lj JM—E—W——LH‘;&L irun
BIOES L L 0 A L

]| 2N |O[O[OX D |«

= -
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C. Document ID - Enter the first 3 letters of the vendor name and last 4 numbers of the

invoice (e.g. XER6543)

D. Document Type - Select “Invoice” from drop-down list
E. Transaction Date — enter the invoice date.

Index Name
DOCUMENT ID

BANMER DOC TYPE

DOCUMENT TYPE

WVENDOR 1D
WENDOR MAME
FIRST NAME
PIDM

ROUTING STATUS

ACTIVITY DATE

Help

% Batch Import ii ‘ B-F-DOCS - t1

File View Batch
L.QN. Logout

=T =1 =]

= = Ze

Field value
0525898

INVOICE D ~

TRANSACTION DATE iipsbaoio| E I3

Il

2010-02-11 14:04:14

BOHSR 220

|

[05 -5 -|:|a|

|2

|t -

- Due Date:

UNIVERSITY NORTHERN COLORADO
501 20th Street
Grealey, CO B0G35-8900

P: L,974.151,2124

o2/18/10

L% 6|5/ #IN | IDIO[OIR D2 |8l B - |~ | &[T - = v|& v |||
all cells in bold are required =]
fields. Remember. Follow

‘/ written instructions 2, c,d,e.
. ¢ Remit 10: Ofscapes Im
ceScapes 3o
Delhas, TX 75397.5070
rERLACES THA WORK
Colorada Spdegs AColine Pay
WPETEINS TIRSTENTE TH22565 Fod ID 841454188
Fax S035741118 Fao TN9ET4-1433 Fax S¥2ZR5068
lInvoice Invoice Sales Ship
Numtber Date Customer Order Number Order No. Date Account Ry
225898 | 01/29/10 E0009146 115410 61/21/10 Tiffany
SOLDTO: Accounts Payable SHIP TO: Dena Dowdy

UNIVERSITY WORTHERM
UNC @ Centerra - Rar
2315 Rocky Mtr. Ave.
Loveland, CO E0338

F: 1.570.351.1836

o

Routing Status - select your department from drop-down list to save for retrieving and
approving the invoice.

Note: The rubber stamps for posting “OK to Pay” will not activate until you SAVE.

F o |@App|ication)(terwder Web Access NET |

File Wiew Batch

o3 s

= = FF =
& oy D S
Index Name
DOCUMENT ID

BANNER DOC TYPE
DOCUMENT TYPE
TRANSACTION DATE
WVENDOR ID

VENDOR NAME

FIRST MAME

PIDM

ROUTING STATUS

ACTIVITY DATE

SAVE

AP - STEPHAMIE KONTOUR
AP - TERRI THOMAS
ATHLETICS

BEAR LOGIC

BICLOGY

| CAMPUS RECREATION
COMPLETED

ENROLLMENT MANAGEMENT
EXTENDED STUDIES

FACILITY MANAGEMENT
FINAMNCIAL SERVICES
GRADUATE SCHOOL

HOUSING AND RESIDENCE LIFE

i - [=FPage v & Tools «

BIEsess0 s 0 |

] o [T eI

[ @5 #IN || DO OIR D 2| %l B

|~ |&|dEfs - = e -

INFORMATION TECHNOLOGY - y Remil 10! OffceScaper
LIBRARY cpes PO, Bax 975070
NHS wovrwiaces tna | work Daltus, TX 75367-5020
PLANNING AND CONSTRUCTION Derwar Celorade Speings 1 Coine
Fed 1D 34-145418%
SCHOOL OF MUSIC FuedRSI1IE Fa 105H-NE Foc 910.226-5000
SCHOOL OF NURSING
STUDENT ACTIVITIES Invoice
STUDENT ENGAGEMENT :l‘:’r:'b?r Date Customer uinber s'";o’ g’:"
STUDENT HEALTH CENTER Ordor Order te
TACE 225898 | 01/23/1
UNC FD N /23/10 BOBOS14E 115410 01/21/10
WAREHOUSE SERVICES :
s SOLD TO: Accounts Payable SHIP TD: Dena Dowc
2010-02-12 15:46:55 | UNIVERSITY NORTHERN COLORADO UNIVERSIT
Select the appropriate®?® 20th street UNC § Cen
Accounts Payable ~ Sreeiey. €0 80639-8500 2515 Rock
person to route Loveland,
invoice to for Py 1.970.251. 2124 —

payment processing

- Due Date: 02/18/10
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I
Select “New” icon, J to continue indexing all documents until batch is complete.

NOTE: Do NOT use the “Modify” button while indexing a batch.

Retrieving and Approving Invoices

To see documents in your routing status that have been saved for approving after
scanning or sent from Accounts Payable:

Right click on the application “BF —DOCS”

Select “New Query”

File  Edit  Wiew  Help
£ @5 H 53 B e

= Iz PROD
=1 £S5 AP-F-VEND - A/P FINANCE VENDOR INFO

ol =-F-oocs - = = S/ AP a. select b-f-docs
il New Query —uf b. right click on new
Mew Report Query query

Mew Cross App Query...
=] Mew Document
ILD Batch Index (List)...

Batch Import...

Select your “Routing Status” from the drop down list

Select “Enter” or “Submit” to execute the query

~

BANNER DOC TYPE [=

DOCUMENT TYPE [* ~
TRANSACTION DATE [ i =
WENDOR ID [ | &%
WENDOR NAME [ | &%
FIRST NAME [ | &%
FIDM [ | ST
ROUTING STATUS [ AP - TERRI THOMAS ~1
ACTIVITY DATE [ | &%

Query Options

[ 1include previeus decumen t revisions

Sawve Options

Query Name ]

[ available To All Users

— Submit | Save Reset |

If no documents exist you will get a message stating “No Documents Found”
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BANNER DOC TYPE
DOCUMENT TYPE
TRANSACTION DATE

VENDOR. ID

OREEEREREI]

VENDOR NAME m
indows Internet Explo. .. |

FIRST NAME

PIDM LXY Mo Documents Found!

ROUTING STATUS AP -

<
9
d
=]
£
0
=
n

M trrlide mrevinns daciment revisians

If you have invoices in your routing status the list will display.

....................................

ooooo
EEEEEEEEEEEEEE

DooopooopaooDa
aaonmanmenna

|0

BEAR LOGIC

-
v

Select the invoice to open by double clicking on the paper icon. 2

If you have only one document, the document will open without this extra step.

Approve documents for payment by selecting the B icon. This icon has all of the
“rubber stamps” you will use when authorizing payments. There are 5 stamps available
but the most common two are “okay to pay” and original invoice kept in department.

HO|HSe| 2o 00| o s |2 ~ | ~| ;| ci||la]5)in -

® d@dls| 2N 002 alr|® -~ @S #@far = -2 - xH2 s ~
»{OK to Pay - terri_thomas 2/15/2010

Orig Inv Keptin Dept 2/15/2010 terri_thomas

IPLEASE PROVIDE THE FOLLO:'\I'ING INFORMATIONI

M PLEASE HOLD CHECK

Tired of mailbox clutter? Receive electronic versions of your paper invoice right on your PC!
* Secure * Convenient * Easy

Take advantage of these time- and paper-saving
features by contacting your D&H Credit Rep

INVOICE DATE: 12/03/2009 Page 1 of 1

65
ACCT#: 1291910000 ORIGINAL INVOICE 2320007

Select “okay to pay” rubber stamp and click somewhere on the invoice to place stamp.
Note: Be sure not to cover up any critical information with your stamps

SAVE

-=

=
—==

Select the document index icon

Select modify (this will activate the index fields)
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Change the routing status back to someone in AP for processing.

SAVE

Fis  View  Doeumert  Pags  Help
&k = e =63

| B O] e ez [eal =1L =1T=1F=F=] S P S R I B~ . M el e el B = i |

index Name Field value NEEEE RN PE==] = =Y ) E I IR R =T - IR SR ES T e

DOCUMENT ID OK to Pay - terri_thomas 2/15/2010

[
[
[
e | ]
| ] @
I | SIMPLIFY WITH D&H e-invoice
[ ]
[ |
[
[

BANNER DOC T¥PE

Tired of maiibox clutter? Receive alectronic versions of your paper invoice right on your PCT

men * Secure = ~ Easy
2. select

| | ————— (outing statum advantage of « and paper-saving

1 1eatures by contacting your D&H Credit Rop

ROUTING STATUS

ACTIVITY DATE

[redify } 1. Select Modify
INVOICE DATE: 12/032008 Fage 1 or1

AcCT#: 1291910000

LNV OF NORTHERN COLORADO
BEAR LOGICAINY CENTER
2048 W 10TH AVENUE

«l

Accessing a Completed Invoice

Access FAIVNDH in Banner

Enter bear number of vendor

Select invoice number by highlighting invoice
Access Xtender by clicking the Xtender icon EY
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File Edit Options Block Item Record Query Tools Help ORAC

EIREEE %

@[

Detail Histo H 8.0 {

feorooozss Jllo-i Marke'ie:ﬂ:ﬁcon -
10 [ =

e

ID164686 ) -| - 10080585

a. select

10165222
10165225

10165996

10165997
10165998

10165999

10168000
10168001

The invoice should populate on the screen if it exists in Xtender

Note: You may also look at documents in Xtender by going directly to the web link and
signing in instead of Banner.

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

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.

Occasionally, an invoice will be sent to an incorrect department, or the invoice has
already been paid. These invoices should be returned to Accounts Payable with a text
annotation stating why they are returned. Accounts Payable can then re-route to correct
department, or if invoice is paid, invoice can be deleted.

If invoices are not returned quickly, you can access the “Routing Status” and check to see
if the Department still has invoices waiting to be processed.
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