
Department purchases 
product via UA Buyways  

(Online shop catalog)

Order creates Requisition 
in UAccess Financials 

PACS 
Email, Fax or mail the PO 

to the vendor

Einvoice vendor fills the 
order and sends 

electronic file via SFTP to 
UITS

UAccess Financials 
performs two-way 

matching on einvoice 
using the following 

criteria: 

DUNs Number
Vendor
PO 
Item / Order 
Quantity
Price
Invoice Number 

System generated 
PREQ is created via 
KFS-User initiator

PREQ routes 
to department fiscal 
officer for approval 
or Request Cancel

System generates an  
Electronic Invoice 

Reject (EIRT) 
eDoc

EIRT routes to AP 
Action List

Accounts Payable 
researches reason 
for variance/reject

Accounts Payable 
cancels EIRT

AP creates PREQ 
from CSV file ~OR~ 

paper invoice

Is there a 
variance on the 

order?

Can EIRT be 
approved?

YES

NO

NO

YES

PREQ finalizes and 
expense reconciles 

to department account
YESDepartment 

Approves?

Department 
provides details and  
requests cancel on 

PREQ

NO

Fiscal Officer 
Reviews requisition and if 

approved a 
Purchase Order (PO) is 

generated to the vendor

* All vendors participating in eInvoicing are contracted through PACS as part of the UA Buyways program.
* Current functionality within UAccess Financials does not allow for vendor credits to be submitted electronically.

* Credit Memos are processed via a Vendor Credit Memo (VCM) eDoc by Accounts Payable.

Accounts Payable is 
notified and 

communicates with 
department and 

vendor to resolve

Accounts Payable obtains 
new Invoice and creates PREQ 
or obtains Credit Memo and 

creates VCM

NOTE:  GL Entries occur when PREQ is 
created as a ‘committed’ expense 
pending payment to the vendor

Electronic Invoice Process
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