Approver Guide w/o Coding

Customer Training:

Approvers _
User Guide 6'.*

N
[
Your AP team is using Stampli to take control
e e over the invoice lifecycle.
| |
' As an Approver, our intuitive platform makes it easy for you
L to quickly review and approve vendor invoices and bills.
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Sign Up for Stampli

If you already have a Stampli account, go to Page 7.

1.

Welcome Email

You will receive a Welcome to Stampli
email.

(o to the bottom of the email and note your
Customer 1D, Email, and Temporary

Password.

Click on Take Me to Stampli.

il

ovVEO N

Mi Gmail

Compose

Inbox 144
Starred

Sent

Drafts 5

Stampl Taam -c%-nt ey @stampi com-
e ea——

P ———

WELCOMESZ

Hello Chris,
Stampi's AP automation platiorm makes inwoce spprovals & processing faster
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Gotting Started
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‘question, o update a fied of an invoice:

St 86X 0n the ink 1 thg emad for instant accoss 10 he e page and
etals. ¥ you need 1o ApOrove an invoice. viet
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# you wil be codng & processing invoices in Stampil, fead this Anicis (must bo
160060 into yous Stamp account).
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2.

Login + Create Password

In the login page, verify the Customer 1D
and Email address with the Welcome
email.

Enter the temporary password provided in
the email.

Click Log In. You will be prompted to
create a new password.

Share the joy
of better invoice
management.

Refer a new customer.
Get rewarded.
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Approval Request

When AP needs your approval on an invoice, you will "
receive an email or push notification

(_{# L} ':) AP View 1171

Quality Medical Supplies

: 100.00 USD
—— Invoice 1172
> Date: 09/28/2022
Due: 11/07/2022
GETITON # Download on the

1 pages

Tip: download the Stampli mobile app and approve

invoices while on the go 4 Bob Purchaser please review and

approve the invoice

Jane Kim

STAMPLI ¢onvitary & consentio
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Invoice Details : =
When you click on the email link, you will e
see the Invoice Details page. o o
> .
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Conversation Feed

A feed of all communications and
activities for the invoice is available.

The most recent activity is

shown at the top. Here you see that Bob
received an approval request from
Jeanney.

Additionally, you can view the vendor's
past bills.

To view only specific activities, use Filter
Messages.

L
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Viewing the Invoice

A copy of the invoice PDF is on the
right side.

1. Use slider to enlarge or minimize
invoice image
2. Open the invoice in a new window

3. View all attachments related to the
invoice

4. View other pages if there are
multiple pages or attachments

5. Print the invoice
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Approve the Invoice

After reviewing the invoice, click the
Approve button to send your approval.
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2+ Request prefminary approval

Pending Futther Approval
Bob Purchaser

inyoice
w0200

Warriors Company
sz
& Amount 171,00 Uniced Siates dottar

AdER line 1erms
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£ Dep

0841772022 Receved From Stephen €.

Filter Messages
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Stuphen €

v Addiional detals

Stephen €

Stephen €
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Mark Invoice as Urgent

If the invoice is urgent, click the
Lightning Bolt to mark the invoice
as urgent.
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* Invoice 729
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AP Autarizer view
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2 Request preliminary approval
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0841772022 Recenved From Stephen C.
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Stephen ©
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Staphen €

INVOICE
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Options when
Approving

1. Enter comments in the free text field
2. Attachfile

3. Add more approvers

4. Submit approval

D pupload e

Current approval status:

W Dray...

|
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Approve other
Invoices

If other invoices require your approval,
click Additional invoices await
your attention or Next Invoice.

i Invoice approval

Thank you. Your approval has been
received.

& 2 additional invoices await your attention

[ Don't show this confirmation again

CIS cxtinvoice (1) )}

|
—



https://benefits.scswiderski.net/uploads/images/gallery/2024-09/579stampli-approver-guide-w-o-coding-11.jpg
https://benefits.scswiderski.net/uploads/images/gallery/2024-09/efistampli-approver-guide-w-o-coding-12.jpg

Indicating
Not Mine

If the invoice does not belong to you,
click the Not Mine button.

|
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Indicating
Not Mine

If you know to whom the invoice should
be sent, click the Yes button and type
in their name.

If you do not know who the approver
should be,, click the No button to send
back to your AP team.

i Not My Involce

Do you know who should approve
this invoice?

L
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Reject the
Invoice

When Rejeet is clicked, select the
reason for the rejection from the
drop-down box that appears. The
invoice will then be sent back to your
AP Team
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Field Update
Request

Request an update to an invoice
field (e.g., location, GL account,
cost center, department, etc) by:

1. Selecting a field from the
drop-down box

2. Enter the contact (I the
person is not on the list,
contact AP or your Stampli
Admin)

=
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* Invoice 729
Wartiars Company
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Ask a Question

If you need further information before
approving the invoice, you can send a
question to a coworker, vendor, or
other external contacts.

Pornding Further Approval
Bob Purchaser

0671772022 Recived From Stephen .
inveice

om0 /z022

Warnors Company
sz
171,00 Uniced Siates dottar

AdER line 1erms

1530

17100

Please Pay

m
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Ask a Question:
Internal

1. Select Ask Co-Workers.

2. Start typing a colleague
name to see autofill options.
Select from the list.* You can
select multiple peaple.

3. Type your question.
4. Attach a file, if needed.
5. Click Send.

i Ask a question

Ask a free-text question

) ® Ask co-workers

" O Ask external contact

Bob Receiver X Bab Purchase X

Please confirm that this project was delivered
satisfactorily

©

Drag & drop file here

L
—
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Ask a Question:

External
Ask a free-text question ‘ D Add a new contact
1. Select Ask External Contact Okt o otk o
option and click Add a o
Contact. e contim s project s deveres st

1) saistactoriy

2. InAdd a New Contact
window, enter contact details.

% = b
The vendor name is

automatically provided. To send
a question to a non-vendor
contact, uncheck Add as a
Vendor Contact.

3. Type your question.
4. Attach a file, if needed.
5. Click Send.

STAMPLI ¢opvietary & confisentia

A )

I A= &f Jil 100% M12:19

€« B O 2

Recipient of a Question

wee

An email is sent to the person who has been

You have an inquiry awaitin
asked a question. A link to the invoice is quiry 9 v "
available in the email. your response  Inbox

e Stampli AP - Pay attention! June 23 «

tome »

Hello Erlich,
Richard Hendricks has sent you a question about this invoice:
Vendor: Pied Piper

Invoice #: 3829489
Can you confirm the project has been delivered?

Thank you!

heJdkZFbI9FI
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@ Question Recipient's
View of Invoice

Similar to Approvers, question
recipients can view the invoice.

WARRIORS

To respond to a question, the
recipient just needs to type a
response in the Conversation Feed.

© External Contacts

Only the invoice and the question is
visible to external contacts. They will
not see the Conversation Feed or
invoice coding information.

L
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Question Response

Responses to questions or field
update requests can be viewed in the
Conversation Feed.

If further clarification is needed, an
Approver can click Reply.

L
—



https://benefits.scswiderski.net/uploads/images/gallery/2024-09/26Jstampli-approver-guide-w-o-coding-21.jpg
https://benefits.scswiderski.net/uploads/images/gallery/2024-09/qbIstampli-approver-guide-w-o-coding-22.jpg

My Inbox

Allinvoices that have been assigned to
you for Approval or for clarification (by
receiving a question or request for field
update by someone else) can be found

in My Inbox.

There are several ways to access the
Inbox:

1. From the main menu, select My
Invoices.

2. Click on the Inbox tray.

To view all invoices with which you have
been involved, go to My Past
Invoices (3).

A Myin
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& Aninvoice requires approval. Shoy

= page 1ol 1

Invoice 729

Warrior Company

'y

been referred for preliminary appraval

06/23/2022 11:08 Steve K.

171.00 USD invaice
0711712022 - 24 days len
06417/2022 - 6 days ago
gan  06/17/2022 - 6 days ago

|
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