
Administrator Approving a Cardholder's Envelope
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INDEPENDENCEGROUP1.
           (All caps)

If you check the box it will remember2.
          your Username and Organization ID

Click on Inbox Item3.

Click here to see envelope history4.
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Envelope History

Transaction Envelope

Transaction Detail

Receipt

Click to Open Transaction Envelope details5.

Click here to see additional transaction detail including receipt. If there are multiple transactions in an envelope, you 
need to do this for each transaction.

6.

Click here to view receipt7.

Click here to download 
receipt

8. 9. Click to close once you have viewed receipt
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Approval

Click here to return to transaction list10.

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.

11.

Judy Luce - Ext 10084
Aaron Hooper - Ext 10067
Rhonda Ogle - 10059

If you have any questions please contact:
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