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Invoices will still be sent to Accounts Payable, invoices@rowan.edu for processing.

Below are the steps that an invoice may go through. The descriptions of the workflow are indicated in the chart below.

Workflow Step

Description

Submitted

Invoice completed to obtain a Z#

Invoice Owner Approval (Standing Order)

End User/Requester needs to approve. Invoice will remain
in the unmatched status until the invoice owner’s approval
has been completed. (2-way match)

AP Review

Due date needs to be modified by AP to current or future
date

Hold For Receiving (Regular Order)

Receiving needs to be completed by End User/Requester.
Invoice will remain in the unmatched status until the
invoice owner had completed receiving. (3-way match)

Pl Approval

Pl needs to approve invoice (5-6 Funds — External Grants)

Match Exception

End user needs to complete a change order when AP
processes over the threshold (20% or less per line item. Not
to exceed $100) For any added shipping cost a change order
will be needed for any amount over $100

AP Match Exception

End user approved the invoice overage without completing
a change order

Complete Invoice has been approved and/or received on and has been
exported into Banner for payment processing
WORKFLOW EXAMPLE: What's next? y
Workflow
C’ Show skipped steps
o Submitted

3/26/2025 212 PM

@ Submitted - 3/26/2025 2:12 PM - Amanda

Delaney

Hold for Receiving
@ Pending - Automated

Matching Exceptions
Future

AP Match Exceptions
Future

OK to Pay
Future

Finish
Future



mailto:invoices@rowan.edu

Invoices where shipping has been added and it is over our allotted threshold (20%, but not over $100) of the individual
line item, the process below will be followed:

Accounts Payable has the ability to process an invoice over the allotted threshold, which is 20%, but not over $100 on each
individual line item as long as the PO is not closed.

NOTE: For any added shipping cost a change order will be needed for amounts over $100.

Example 1: The PO was created for S500. An invoice is being processed for $570, which is over the allotted
20% or 5100 individual line threshold, so this will result in a match exception. The invoice’s status will be
Unmatched in the Match Exception Workflow.

Example 2: When shipping costs are not included in the PO but on the invoice, the invoice’s status will be
Unmatched in the Match Exception Workflow.

NOTE: The requester will receive an email notification showing the comment from AP requesting a change
order as well as an email notification from ProConnect requesting approval.

Example of Comment: Email received showing the comment Accounts Payable made on the invoice in ProConnect.

[EXTERNAL] Comment added to Invoice 3082217
o RowanUniversity@jaggaer.com
To Delaney, Amanda
€@ RowanUniversity

Re: COMMENT ADDED TO INVOICE #: 3082217
Dear Amanda Delaney,
Amanda Delaney has commented on Invoice 3082217

———— Comment: Please complete a change order for the $70 difference or return the invoice
and let AP know a revised invoice will be requested from the vendor. Thank you

To reply to this comment click on the following link

View Comment

Support Team Contact Information:
+1 §56-256-4171 ProConnectSupport@rowan.edu

Thank you,
Rowan University

Example of ProConnect Notification: Email received when approval is needed for invoice to move to completed status.
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From: Rowan ProConnect TEST <ProConnectSupport@jaggaer.com>
Sent: Wednesday, January 8, 2025 7:51 AM

To: Bucci, Stacey Ann <buccis@rowan.edu>
Subject: [EXTERNAL] New Pending Approval for Invoice##: 72500448 PO#: P2505773

€ RowanUniversity

Re: YOUR APPROVAL IS PENDING FOR INVOICE#: 22500448

Folder: Stacey Bucci

Dear Stacey Bucci,

The Invoice listed above has been submitted for your approval and is located in the
folder listed. The Invoice can be accessed for review in "My Invoice Approvals” or by

selecting the URL below.

PO#: P2505775

Vendor Name: Allied Document Solutions & Services Inc

View Invoice Approvals

In the email notification the requester will be able to click on VIEW INVOICE APPROVALS to go into the invoice.

NOTE: This is what the requester will see when the invoice goes into their queue to approve.
The Mismatch Reason: Over Price

INVOICE NO. VENDOR INVOICE NO. VENDOR NAME ASSIGNED APPROVER CREATE DATE PONO. MATCH STATUS AMOUNT

Z2500448 Test3é Allied Document Solutions & Services Stacey Bucci 1/7/2025 6:58 PM P2505775 Unmatched 570.00 U o
Inc uso

Due Date 1/10/2025 No. of Lines: 1

Invoice Mame 2025-01-07 916433130 09 Folders 0 Days in folder [My Invoice Approvals]

Type PO Invoice Mismatch Reason(s): Over Price 1—

Invoice Source: Manual No Receipt

more info...




e (Click into the Z#

© RowanUniversity

Invoice + Allied Document Solutions &... « 22500448

MEIENING e — Comments 1

the vendor. If & revised invoice is needed, pléase et Accounts Payable know,

@ Pleaze see the nighlighted items below for any matching exceptions. Please review 3 the invoice will not pay until the match exception has been resolved. Please process  change arder for the cifference of reguest a revised invoice from

P2505775
Match Status Matching Methad Inveice Line No POLine No Catalog No
~ 4 Unmatched 3 Way 1 1
e =
MATCHING EXCEPTIONS MATCHING SUMMARY
= Mo receipt has been entered
 Inweice Lnit price exceeds PO by: 70,00 USD Ordarad
o Invoice extended price exceeds PO by: 70.00 USD
Quantity 1
Unit Price 500.00 USD
Ext. Price 500.00 USD
Document 0.00 USD
TS&H

INVOICES 0/ CREDITS 0/ RECEIFTS 0

Received

EA

Net Invoiced

570,00 USD

570.00 USD

0.00 USD

9

Unit Price Quantity Ext Price
570,00 USD 1 57000
usp

Exception Reason

Invoice unit price exceeds PO by: 70.00 USD

Invoice extended price exceeds PO by: 70.00
uso

Search (Alt+Q) ouso W © @ Dy
-
Summary -
Related Documents v
Pur -2
Reg -]
What's next? s

Subemitted

@ Submitted - 1/7/2025 6:59 PM - Joselyn Peoples

AP Roview
@ Approved: 1/8/2025 751 AM - Stacey Buces

Matching Exceptions
@ Approved - 1/8/2025 8:52 AM - Stacey Bucth

AP Match Exceptions
@ Fenging - Unassigned
0K to Pay

Delay Workflow

Autn-Clnea-B0

The requester will then review the message and AP’s comment: “Please see the highlighted items below for any
matching exceptions. Please review as the invoice will not be paid until the match exception has been resolved.
AP’s comment: “Please complete a change order for the S(Inserted $ amount) difference or return the invoice

and let AP know a revised invoice will be requested from the vendor. Thank you”

e Ifarevised invoice is needed, the requester will need to let AP know and should return the invoice. The
requester may need to assign the invoice to themselves in order to have the option to return. The user

should NOT reject.

e Once the change order for the additional $70 is completed, the invoice will automatically go to
Approved/Completed without any intervention from AP.

NOTE:

The change order must be fully approved. The requester must request an increase to the exact line item that AP

invoiced a higher amount.

Example: If a line item is added for the additional $70, the invoice will remain Unmatched. The change
order must be to increase the one line from $500 to $570.

The requester must make a change order before approving. The requester will receive reminder emails until the

change order is completed.




CHECKING AN INVOICE FOR PAYMIENT STATUS

END USER STEPS:
e Start at Dashboard

NOTES:

© RowanUniversity

Approvals

FOLDER 1
Credit Memo

Recurring Invoices

asu.mau:

Accounts Payable «

Showing Resuits 1- 2072

Select All from search drop down
Enter the PO# (all information including Req, PO, Invoices and Receiving will populate)
e Click the Invoice # to view Payment Information
e The Payment Information will populate: Payment Method, Direct Deposit, Payment
Record No. and Payment Record Date will appear.

Check information feeds over at 4pm daily to Banner. Invoice and check information can be viewed

in Banner under FOIDOCH, FAIVNDH and FGIENCD as well.

Check Reissues: New check # will show in ProConnect after VOID & Reissue. Comments will be there with
the original check #.

Accounts Payable Dashboard Quick Search (alt+Q)

Requisitions
4196787
T .. Orders Search
Purchase Orders
Invoices P2505761 Q
Inveices
Advanced Search
ASSIGNED 22500435 ———
ToTAL ToME OTHER NONE 72500472
; 0 0 1 .
Create Invoice
" 0 1 10
Type Invoice v

Example: Invoice payment information showing Payment Method, Check #, Direct Deposit and Payment Date

ann:-n-ua

Mats

© RowanUniversity A semen (A ooouso ® @ WP B
Invoice - Sunflower Maid Services - 7250043——F—— @ W @ | tof2Resits v | ¢ )
summary Matcning vendor Messages Comments Attachments story
General -~ Addresses Handling and Notes v Summary o
Invoice Information RemitTo Involce Handling Sunflower Maid Services %
Transaction Date 1/6/2025 11 Riesling Ct Grouping no value Vendor Invoice No. Test33
Marlton, NJ 8053
nvoice Type invoice Address Id AP Accounts Payable 3 novaive ok {1000 ko) ¥
310 Party Adaress 1D 30ec8 107-7215-4073-9121-9125a8346312 10.00
Pay Status Paid Bill To Check Memo ne value 0.00
Invoice Number 22500435 Emait invoices@rowan edu 0912012024 om
Attr: AP Dept 0.00
invoice Date 17612025 Bole Hall o
201 Mulica Hill Road 09r25/2024 o
Vendor Name Sunflower Maid Services Glassboro, NJ 08028 .
] 10.00
United States
Vendor involce No. Test3az
Related Documents: -
General Information
il Atschmits Purchase Order; P2505761 -
Due Date 1712025 Requisition; 4196787 L]
” T Esternal Note no value
Terms
Whats next? >
ternal Note ’
Terms Discount 0.00USD e HoR e
invoice Name 20250106 916433120 02 Payment Information Discount, Tax, Shipping & Handling
Final Payment X Payment et
Zyrtivatiod  :Chisck Discount, tax, shipping & handling
Payment Record No. 30529636 Allocatiol
Other information i location Wweighted
Invoiced By Joselyn Paoples Ponwiiost SRR Headerlevel
Date

Matched Discount 000UsD

ch Status




RETURNING AN INVOICE BACK TO ACCOUNTS PAYABLE

Below are the steps an End User needs to take to Return an invoice back to AP.

END USER STEPS:
e Under Action Items — Click on Invoices

€ RowanUniversity Search (Al1+Q) ooouso w o @ D

Shop - Shopping Home

~/ 4249382 ReneeTest.. Renee 3/18/2025 7,715.02 USD
Requester

/. 4248990 20250317 .. Renee 3/20/2025 6,465.02 USD
Requester

VWRe_
WTERRATIBTAL

~/ 4248534 202503-14.. Renee 3/14/2025 850.00 USD
.

Quick Links @ Action Items

Request New Vendor MY ASSIGNED APPROVALS ‘ "
[ order Shipping Guidelines &%rgmu
[ IS0 Rules and Requirements Carts Assigned To Me &

@ Banner FUND/ORG Access G...

View Forms Invoices @
Semf Pyrchese Sole Source

oot L

e Under My Invoice Approvals click on the Z# of the invoice to be Returned.

Appruvans - immis vaw EwEsU Bse -
invoices €D
Your Selections & Total Resuits 35 Display 20 per folder ¥
ks Fanega ~ MY INVOICE APPROVALS €5 Q@: -
All Dates v Electric 12:05PM
Due Date 2/21/2025 No. of Lines: 1
Assigned Approver . Renee Requester of Lines:
Invoice Name 2025-02-25 916394538 01 Folders 33 Days in folder [My Invoice Approvals]
Type PO Invoice
Invoice Source: Manual
Filters
22500684 jest Curry College Renee Requester 1/31/2025 P2505711 Matched 2 U m
Jy 9:49 AM
~ VENDOR =
McMaster Carr Supply Co 9 Due Date 2/19/2025 No. of Lines: 1
Curry College 6 Invoice Name 2025-01-31 915826626 02 Folders 58 Days in folder [My Invoice Approvals]
Basecamp LLC 3 Type PO Invoice
All Star Baseball Holdings, LLC 2 Invoice Source: Manual




e The invoice will open. Click the arrow next to Approve/Complete & Show Next to display available actions. Select
Return Invoice. A Return Invoice to User box will appear allowing a comment to be written. Lastly, click Return.

© RowanUniversity Al Search(At+Q) ooousp W © @ Dy
Invoice + Curry College « Z2500684 &S Em—P» - Approve/Complete & Show Next I} 8 0f 35Results ¥ &
Approve & Next
Summary Matching Vendor Messages Comments Attachments 1 History
Approve
. _sma Return Invoice -
General Addresses Handling and Notes .- v Ty
- Place Invoice on Hold
Invoice Information Remit To External Curry Col -
Attachments Y Collaod Forward...
Transaction 1/31/2025 1071 Blue Hill Avenue Vendor Invoicg ‘ test3
Date Milton, Massachusetts 02186 o Reject Invoice |
Total (23.00 USD o v
United States Attachments Date ¢ )]
Invoice Type Invoice Phone 1-617-3332012-
e Address Id AP Accounts Payable 1 Dawn Invoice 1.pdf 1/31/2025 Subtotal 23.00
3rd Party Address ID 5840c89d-33bf-4600-bfad- Discount 0.00
Foy Sids In g 549471eee7301 External Note  no value Tt 0.00
Bill To
Invol; Z2500684 Internal Note oL Tax2 0.00
N Shippi
: Email: invoices@rowan.edu Shipping 0.00
: AP Dept Handl 5
Invoice Date 1/20/2025 SHAn o B0
Bole Hall 23.00
201 Mullica Hill Road
Vendor N, Ci Coll
s sl - Glassboro, NJ 08028
United States
Vendor Invoice test3 s Related Documents »
No Purchase Order: P2505711 -
Requisition: 4194266 -
General Information 4 : iy 2
Payment Information Discount, Tax, Shipping & Handling
Due Date 2/19/2025 Whelle neott: .
eyl Ubigmcivny Discount, tax, shipping & handling ‘Workflow
Terms Net 30 Days ( Net 30) Method

This will return the invoice to the invoice owner or invoice creator. If you select a
user they will receive an email indicating that a invoice has been returned.

Return to:

Allocation

@ Dawn Trout (Invoiced by) < /. Email Missing>

1000 characters remaining

expand | clear




OUT OF THE OFFICE — APPROVAL DELEGATION

Below are instructions for delegating a substitute approver when the approver is out of the office. The steps below will need to be
completed for each document type that needs a substitute approver.

END USER STEPS:

Go to View My Profile

All =

dor, Product Info

Q 0.00USD W V] F-o -@1

View My Profile ———

Dashboards

Search (Alt+Q)

Manage Searches
Manage Search Exports
Set My Home Page

Search Help For A Solution

You do not have any recent orders

= -

Click Ordering and App

© RowanUniversity

My Frofile & User's Name, Phone Mumber, Email stz

Jessica Cevetello

Uszer Mame  jesvetello

User Prafile and Preferences

Language, Time Fone and Display Setlings
App Activation Codes
Early Access Participation

Update Secunty Settings

Default User Settings

Uszer Roles and Access

ing and Approval Settings
Pemission & 5
Naotification Preferences

User History

Administrative Tasks

roval Settings to expand the additional options

Al -

User's Name, Phone Number, Email, etc.

First Name Jeasica

Last Name Ewﬂh

Fhone Humber &lﬂ
Irmemational phane duﬁb&s"rn:.fgi'&ﬁh wilh +
Mobile Phane Number |
|
Imtamational phone members must begn with +
Email Addross * jeevetelo@heg com
Departiment

‘e

Authentication Method

w

-

%

Uzer Mame ™

* Reguied




Select View Assigned Approval Folders
From the Refined Search Results > Type, click the drop down to reveal approval types

© RowanUniversity

My Frofile b View Assigned Approwal Folders

Jessica Cevetello

Usef Mame  josvetallo

User Profile and Preferences
Update Security Settings
Default User Settings
User Roles and Access
Ordering and Approval Settings
User Punchasing and Approval Limit Values
Punchout Access
Product Views
Curency Aocess

Permizsion Settmg:
Motification Preferences
User History

Administrative Tasks

Select Type: Invoices

) RowanUniversity

My Frafil: b View Aszicned Approvel Folders

Jessica Cevetello

Uszer Mame  jeevetallo

User Profile and Preferences »
Update Secunly Settings »
Default User Settings ¥
User Roles and Access »
Ordering and Approval Settings <
Wser Purchasing and Appraval Limit Values
PunchOul Access
Product Views
CAsTEncy ARCRas

Pemmission Settings

Naotification Prefarences
User Histary

Administrative Tasks

View Assigned Approval Folders

Showing 1 -1 of 1 Resulis

¢ Results Per Page [20_v|
Folder Hame
My PR Appravals

Refine Search
Results

Type

S

Jessica Cavetello (1)

View Assigned Approval Folders

Ehowing 1 - 1 of 1 Results
¥ |Reauliz Per Page
Folder Hame

My PR Approvals

Search Details

Filtered by
Type: Requisitions

Refine Search
Results

All Falder Resulls

| &
g

Sorto Fldr nme ssoecing ]

Appraver
Jessics Cavetell

All Folder Resulls

sort o Foi e sssening ]
Approver

Jessica Cavetelio

g <

| Assign Substitute to Selected Folders

+|Pagelofl[z] 7
Substitute Adtions [

]




e From the top right drop down, select: Assign Substitute to Selected Folders
e  Check the box to the right of the Folder Name
e Click blue Go button

A Home @) RowanUniversity e Po—

My Profile b View &ssicned Approval Folders

Jessica Cevetello View Assigned Approval Folders 7
R o
: Uzer Mame  joevetzllo Showing 1- 1 of 1 Results All Falder Resilts | Assign Substituts to Selected Folders
| £l
n Contracts 5 h Details Reaults Per Page |20 v

| RernovESubstilute From Selected Folders
User Profile and Preferences Folder Name Apgronar | i
R e S 7 | Rernove Agprover From Selected Folders
m W Update Secusity Setlings Filterad by My Invoica Approvals Jessica Cavetello
) : Default User Settings Type: Invoices
‘ Vendars User Roles and Access
Ordereng and Approval Settings Refine Search
il Feporting User Purchasing and Approval Limil Valses Results
PunchiOul Access
o Type
Administer Product Views
‘ Inwoices |

Cistency Ascess

Approver
Jessica Cavetallo (1)

Notification Praferences
User History

Admimisirative Tasks

e  Assign Substitute pop-up box will appear.
e (Click the box next to Include Date Range for Substitution — for specific start and end dates
o NOTE: If the box next to Include Date for Substitution is not clicked the date range will be open ended

Assign Substitute

includa Date Range for Substitution

Substitute Name ™ Typa 1o fittar

Start Date * g

ey thmma
End Dade *

el yyy e s




A Home

Enter the Substitute’s Name
Select the Start and End Date & Time range the Substitute will be needed
o NOTE: The approver will need to manually remove the substitute approver outside of the selected start and end
dates/times or if Include Date Range for Substitution was not selected when assigning a substitute.
Click Assign

Assign Substitute

includa Date Range for Substitution
Substitute Mame ™ Peoples, Joselym

. e
Start Date 0471772025 1200 AM

mmyddyyyy hivmm a

Q472472025 1 200 AM

The Substitute and Start/End Date range will now show automatically at the end date.

) RowanlUniversity e Search [AT+0)

My Profile b View Assigned Approval Folders

Jessica Cevetello View Assigned Approval Folders ?
User Hame  jeevetsllo Showing 1- 1 of 1 Reaults A Folder Resulis Assign Substitute to Selected Foiders  v| [
Geatch i * Results Per Page [20 hd Sart by:| Folder name ascending | Sl Pagetofl[x] 2

User Profile and Preferences Folder Name Approser Actions ()
Update Secunty Settings Filtered by My Invoica Approvals Jessica Cavjitelio Joselpn Faopias Remsowe Substitube
Start Date: 04/ 17/2025 12:00 AM =+
Default User Settings Type: Invoices End Date: 04/24/2025 12:00 AM
User Roles and Access
Ordening and Approval Setlings Refine Search
User Purchasing and Approval Limil Values Results
PunchOut Access
Product Views =
| inwoices v/
Casrency Access :
ned Approval Folders Approver
Pemis=ion Settings Jassica Cavetallo (1)
Notification Preferences
Substitute
User History JOSE'YH PGDI!!EQ{T:I

Adminisirative Tasks




o If the approval substitute needs to be removed before the pre-selected date and time, click Remove Substitute.
e Removing Substitute will not be necessary if the date range of the substitution is present. The removal will end

automatically at the selected end date.

€ RowanUniversity

My Profile b Wiew Assigned Approval Folders

'ﬂ'lhrm

p_

Jessica Cevetello View Assigned Approval Folders

Uszef Mame  jesvetallo Showing 1-1 af 1 Results

ﬁ Contracts Search Details ! ResultsPer Page [20_v|
User Profile and Preferences Falder Nafme

m i Filtered by My Invoice Approvals

i Thpe: Invoices
‘ Vendors Access

oval Settings Refine Search
& Reporting User Purchasing and Approval Limil Values Results
PunchOut Access o

e Product Views : ;
‘ Cusrency Access | wolces B
ﬂ, Shis spreval Folders Approver

Jessica Cavetello (1)

Substitute
Joselyn Feoples (1)

Jessica Cevatello

o Search (Ait+)
7
Al Falder Resulls | Assign Substiute to Selected Foiders v | (B
Sart by:| Folder name ascending »
Approver Substitute

Joselyn Panples
Slart Date: 14/17/2025 12.00 AM =
End Date: Dd/24/2025 1200 AM
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