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Approve and Release an Invoice 

Use these instructions to approve and release an invoice. Invoices can be printed anytime but will only include the Accounts 
Receivable Invoice number if they have been approved and released. 

Prerequisites 

• You must have the following responsibility to approve and release an invoice: 
o ORG OGM Billing Specialist 

• A draft invoice must already exist in the business application. 

To approve and release an invoice: 

1. Navigate to Billing > Invoice Review to open the Find 
Invoices form.  

2. Enter the following fields:  
• Award Number 
• Customer Number (Optional) 
• Status (Optional) 

3. Click Find to open the Invoice Summary form. 
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4. Click the box next to the invoice you want to approve 
and release.  

 

 

 

 

 

 

 

 

To approve and release the invoice:  
1. Click Open to open the Invoice window.  
2. Click Lines to view the invoice line details. 
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3. Click Approve 1.  

 

 

 

 

 

 

4. Click Release.  
5. Click OK. 
6. Choose File > Save.  An AR Invoice Number will populate. 
7. Click Print 1. 
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8. Go to Requests, View my Requests.   
9. The invoice will print, and three other 

documents will be generated. 
10. After reviewing the documents, click 

File > Close. 
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