
 

Cre a te Invo i c e  - Copy fro m Prio r Invo i ce  
Quic k Refe re nc e  

Create Invoice from Prior Invoice 
Cre at e N ew Pre -Appro val  Re 

1. Clic k the + CREATE butto n in the uppe r right co rne r 
of the Invo ic e s swim lane.  

 

 
2. T he i nvo ic e page is displaye d 

 

3. Clic k the three dots ico n (…) in the uppe r left 
co rne r. Sele c t Prior Invoices . 

 

4. T he Prior Invoices search page will display.  Ente r 
the desire d searc h crite ria and click  Search. 

 

 

5. 
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6. T he Confirmation page will display.  

 

7. Fill in the Invoice Date  and Invoice Amount and 
sele c t Copy. 

 

8. T he invo ic e will display on the right side of the 
scre e n.  

Attachments 
 

9. 



P a g e  | 3 

12. T he Extract Data message will display . Click 
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�x A busine s s purpo se is define d as one that 
suppo rt s or adv anc e s the go als, obje ct ive s and 
missio n of the univ e rs it y; and adequat e ly 
describe s the expe ns e as a nece ssary, 
reaso nable and appro priate busine s s expe ns e 
fo r the univ e rs it y.  

�x T he field appears sm all but has a high charact e r 
lim it (>220)  
 

18. Activity and/or Location: If yo ur departm e nt utilize s 
these fields, sele c t the prope r value, othe rw is e 
leav e blank.  

 

�x Activity: Click the dro p -down bo x and sele c t 
the appro priate value from the list.  

�x Location: Click the dro p -down bo x and 
sele c t the appro priate value from the list.  
 

19. T he Department Tracking Number fi eld is an 
optio nal field a departm e nt can utilize . 

 

 

Special Handling  

 
20. Payment Handling: T he  default value is “ No ” . This 

indic at e s that paym e nt will be made to the vendo r 
via the paym e nt metho d list e d in the Vendor Name  
field.  
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Com me nt s  

 
25. E nt e r any addit io nal comme nt s abo ut the invo ic e . 

Com me nt s cannot be dele te d or mo difie d once 
po st e d.  

 

 

Add /Modify Expe ns e s 

 

26. R e v ie w the expe ns e line info rmat io n po pulat e d 
fro m the prio r inv o ic e . 
 

 
 
27. If adjust me nt s are neede d, click the three do ts ico n 

(…) to the right of the expens e line.  
 

 
 
The optio ns menu will appe ar.  Sele ct Edit. 
 

 

 
28. T he expe ns e line form  will display.  Make any 

nece ss ary change s and click 
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