APPROVING PAYMENTS IN ROUTABLE
JOB AID

This job aid shows how to approve payments in Routable

FROM THE PAYABLES PAGE

© Payables

1. Select “Needs approval” in the Payables area
All

Unpaid bills

Needs approval

The list of payments needing approval will display.

Needs approval
Showing 1-7 of 7

Payee Payable Status

CLR Transportation E“EI-‘_:S-2586222?3_‘-2!3825!31135: 1 c-::E:cd: Tpam‘;l 2023
TO APPROVE PAYMENT
1. Check the box next to the payment to be & Al payables selected v
approved
2. Located in the top right corner, click Poyee Payable s

Approve to save ; Bill Needs approval
KL Transportaion VB.5-208622073 T-208250105: 1. Created on Mar 30, 203
An Approved Payments screen will appear.

3. select [N

Approve 7 More actions v
A confirmation screen will appear and will display
payments queued for approval. Due date Invoice date Amount due Amotmepaid Updated
Mar 30, 2023 Mar 30, 2023 §65.00 USD S000USD  Mar30,2023
Apprave 7 payments for $58383 ) 3 © Approve

@ 7 payments have been queued for approval
It may take some time for all changes to be reflected in your payables list

Queued payables
No results found

Payee Payable Next status Due date Amount paid Amount due

Bill:

CLR Transportation 5o ?ueued

Approval queued

Mar 30, 2023 $65.00 USD $65.00 USD
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