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Accounts Payable Invoice Portal and Dashboard 

User Guide 

Accounts Payable Supplier Invoice Upload Form 

1 

If you are not already signed, you will see this sign in page. Click the "Sign in" 
button. This will have you sign in using the CMU Single Sign On. 
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https://xforms-test.andrew.cmu.edu/APPOInvoiceUpload


3 Click the "Begin this form" button to start the form. 

At the top of the form the Submitter information will be displayed. It will either 
show the individual Andrew ID for the user or the Grouper group name they are 
associated with. 

This determines the visibility of the information in the Dashboard. If it's the group 
name, all users in the Grouper group will be able to view the invoice in the 
Dashboard. If the submitter shows the user's Andrew ID only that person will see 
the information in the Dashboard. 
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5 
Click the "Enter PO Number" field and type in your Purchase Order (PO) number 
associated with the invoice you will upload. 

6 For this example we will use PO number 486752. 
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7 Once your PO number is typed in, click the "Lookup" button. 

8 The Status will be shown below the PO Number field. 
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9 When the status is "Valid", click the "Next" button. 

10 On the second page, answer the questions as they relate to the PO and Invoice. 
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If you answer Yes for the question, "Is this associated with SEI?", you will see a 
second field appear where you will type in the IARS Number. 

If you select "No," proceed to the next question. 

12 Answer the question, "Is this related to Rwanda?" 
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Answer the question, "Is this related to a subcontract or professional service 
agreement under a Sponsored Project Account?" 

Note: If users select "Yes" to the SPA question, they will be directed to an error 
page that includes the email alias for submitting SPA subaward invoices. 
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To upload your invoice, drag and drop the file into the field or click the "Drop file 
here or click to upload" button. Only upload one invoice. 

Note: No other supporting documentation should be included. 

Answer the question, "Is there any necessary information that is not on the 
invoice?" 
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16 If answered yes, type in your information in the "Additional Information" field. 

Answer the question, "Should anyone else be made aware of this invoice upload to 
AP?" 

Note: Additional contacts will receive a notification that the invoice has been 
uploaded through the portal, but will not be able to see the invoice status on the 
dashboard. 
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18 If you answered yes, answer the next question, "Do they have an Andrew ID?" 

If they have an Andrew ID, type it into the field provided then click the "Lookup" 
button. 

12



 

If you answered "No" to the person having an Andrew ID, type in that contact 
person's email address. 

21 Once all questions are answered, click the "Next" button. 
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22 Review your information. 
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23 Review your information. 

24 Review your information. 
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25 When you are finished reviewing the information click the "Submit Form" button. 

A "Thanks for completing this form." message will appear letting you know the 
form is complete and submitted. 
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If you need to submit another invoice, click the link to return to the start of a new 
form. 
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Invoice Status Dashboard 

To access the Invoice Status Dashboard click the following link: 

If you are not already signed, you will see this sign in page. Click the "Sign in" 
button. This will have you sign in using the CMU Single Sign On. 
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https://xforms.andrew.cmu.edu/InvoiceStatusDashboard


Use the Invoice Status Dashboard to review the status of the invoices that you 
have submitted to Accounts Payable. 
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30 Use the scroll bar at the bottom of the table to see all of the details of the invoices. 

Note: The download option will display only the first page of the attachment. If 
the first page is the invoice, it will show the invoice. 

Tip! A list of statuses and their descriptions can be found by clicking the link on the 
Dashboard. 
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31 Click the link to see what each status means. 
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