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Returning an Invoice to Accounts Payable

If you receive an Invoice in your queue and would like to return it Accounts Payable for any revision(s) or
corrections, you can do the following:

|HUSKYBUY UCONN weaLry All = Search (Alt+Q) 0.00USD W @ ILo Lol.

Invoice + 11000694 ~ = @ ™ @ 10of1Resulis v L4 > Approve/Complete Step

Summary Matching Supplier Messages Comments Attachments Histary Appraove

General . Addresses . Note/Attachments e

Return Invoice I

) Abcam Inc ~
Invoice Type Remit To External Note
Invaice no value Supplier Invoice No. TestAP 4-13-22
PO Box 3460 Internal Note
Pay Status Boston, Massachusetts 02241-3460 o vale Total (10.00 USD) e
In Process
USA Subtotal 10.00

The Invoice will always go back to the “Invoiced by” user (Accounts Payable) regardless of the selection made on
the below screen.

Retum Invoice To User

This will return the invoice to the invoice owner or invoice creator. If you select a
user they will receive an email indicating thal a invoice has been retumed.

Return to:

(O Garrett Heinze (Invoice Owner) <purservi@uche.edu=

O Kelly Zaborowski (Invoiced by) <purservi@uche.edu>

You must explain the reason why
you are sending it back here

“~

expand | clear

Retum Close

***You must include a comment before clicking return***
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