
1. Make sure to be in your 
home page.

2. Use search box to find the 
project needed. Click on it to 
go to the project’s page.



3.The project menu is located 
to the left of the screen. Click 
on Processes.



4(a). In the processes 
page, click Start Process
on the upper right corner. 



POP-UP4 (b) 



5. Find Invoice 
Approval at the 
bottom of the list, 
and click on it.



6.Form to be completed.

7. Make sure to fill in all blanks 
with an red asterisk (*) adjacent 
to it.



8.Once reviewed, make 
sure to click on Submit. 

**Note: Processes can be saved
throughout the completion of the 
form. Keep in mind, however, that 
until the Submit button is clicked the 
process will sit with you, and therefor 
will not be available to view by 
others.**
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