Administrator Approving a Cardholder's Envelope
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CommerceVantage

ControlPay”

HAVING PROBLEMS LOGGING IN? USER LOG IN

CASE SENSITIVE
- Ensure that the CAPS LOCK key is set correctly
- USERNAME is not case sensitive

USERNAME [3hooper

i v PASSWORD
PASSWORD is case sensitive _ 1. INDEPENDENCEGROUP
BROWSER COOKIES ORGANIZATIONID INDEPENDENCEGROUF (All caps)
Make sure your computer accepts cookies. If browser cookies g i LN
are not accepted correctly by your computer, it may. - . . =
- Block ability to log on q q
sl s raw e 2. If you check the box it will rgmte.mber
s o o gk your Username and Organization ID

- Microsoft Internet Explorer 9, 10, and 11

CommerceVantage”

ControlPay”

Hello, LANCE Announcements Quick Links

There are currently no new announcements

<—— 3. Click on Inbox Item

Cardholder information

ACTOUNt  XOOKX-JOOKK-XXXX-4367 (STOUT. LANCE

@) mamry mncn (@) meow snon (S oo o (J§ mwsacnon masa (@) e

Securty Manager Inbox

Workflow Search
Sawrh For Fequews Astion . Workfow Type: | Tmesaction Erveose ¥ Warkfiow Seatur Proge L
Werkflam Seamison Date L] Warkfiow Hare. Submaser Lasz Harma.

Aetions ey Sobamier okl Tygw

rency Siss £ Ch

e ROZ0NE0I Rronda Cgle Tramsozton Enveiope usD In Progress VIAZDIE 528 Au

4. Click here to see envelope history
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Envelope History

Security Manager

< 5. Click to Open Transaction Envelope details

Open Transaction Envelope’ RO20160311

Workflow History

Approver Name Start Hierarchy End Hierarchy Status
Initial Submission Lance Stout Approvals In Progress
Notes:

Action:| Approve v || Save || Cancel

Transaction Envelope

o Y P S ——"

Transaction antenanze |  Iranssction Enveiope Transactions
Envelope Summary
Enveiope Hame RO20160311 Erveiops Ssbmitter Fehond Cgle (ROge1) Coluisted Total
Transactoes In Envelope 1 Begin Dote: ¥=o01E End Date
Total USD Traraa: fees 1 Tennsac ey Amouet USD 4174 Out of Pochats Ameurt

1 100 v
- Acid Hams. Merchpt Sl gt Bl Currency oo spu Disspatedt Fieceipt?
ns2 QGLE, RHONDA IN OFFICE PRODUCTS ALLLA 4174 uso v
PO Stxhn (€ = Clossd, O = Open) Imvcice Number |AF Entry Only| Invsice Dute (AF Entry Only)

Suppbes for the Heakth Cing
) 6. Click here to see additional transaction detail including receipt. If there are multiple transactions in an envelope, you Recards pes page 100 ¥
need to do this for each transaction.
Save | Approve || Print Envelope || Close

Transaction Detail

@ oy wcon @ v () oworeon ) rwvescron e

Transsction Mamsran:e Transaction i o Trameaction Details

! I Transaction 1 of 1
Transaction Details for Account Number: JOOCCXXXX 0009152

Post Date:
Reterence Humber
Amout

Trans Cinee vene

Merzhant IN OFFICE PRODUCTE ALLIA

Actount Transsstion 10 2081415

Toggle: Espand Al - Cokapse All GoTo: Mewchantinformation « Billing Indmation = Sign CTHistory » Flags & Noles » Comments = Splits

Merchant Information -

Billing Information -
Sign Off History -
Flags & Notes -

Reviewed: ¥ Approved Sales Tax Mot Blied: Seies Tae: 000

¢ |cupplies for the Health

Comments -
Spins. -
fun | Doty | Lo <——— 7. Click here to view receipt

Upload Receiptis) | View Receipt|s)

Receipt

Faxed Receipts

No Faxed Receipts Found

Uploaded Receipts

Actions Uploaded Date w  Fiename Tupe Size

R 3IM42018 5:18:50 AM PO 260265-16 with Rec eipt pdf FDF 4E0KB

8. Click here to download T < 9. Click to close once you have viewed receipt
) |
receipt,
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Transaction Maintenance Transaction Mansgement

Back to Search 10. Click here to return to transaction list
T tion Details for A t Number: XXXX-XXXX-XXXX-9152

Post Date: 2016
Reference Mumber: 24552165064000310853884
Amount 41.74USD
Toggle: Expand All « Collapse All
Merchant Information

Billing Information
Sign Off History
Flags & Notes

Reviewed: ¥  Approved: Sales Tax Mot Billed: Sales Tax: (0.00

Wote < pplies for the Health Clinic

Comments

Splits

Save | Dispute || Cancel
| Upload Receipt(s) || View Receipt(s) |

Approval

Transacfion Maint ce Transacfion Envelope

Envelope Summary
Envelope Mame: RO20160311

Envelope Submitter: Rhonda Ogle |
Transactions In Envelope: 1 Begin Date: JSR2016
Total USD Transactions: 1 Transactions Amount usD 4174

1

Aetions Post Dats «  Trens Date Acti-4 Hame Merg hant
‘\_ [‘G =53 73] ATR2016 arznme 8152 OGLE, RHONDA IN OFFICE PRODUCTS ALLLA
[PO#- Line # PO Status (C = Closed, O = Open] | Invoice Number (AF Entry Only) Invoice Date (AP Entry Only)
260268-16 c

[Supples for the Health Clinic

Save Amrom-nlErwelow il:lose

11. Once you have looked at each transaction/receipt and are ready to approve
the envelope click "Approve". This will submit the envelope to the next
process in the workflow with is Account Payable.

If you have any questions please contact:
Judy Luce - Ext 10084
Aaron Hooper - Ext 10067
Rhonda Ogle - 10059
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