
UCSD Invoice Workflow 

Invoice created 
manually, via 
cXML, or via 

POTIF

Invoice Created

Run Auto
Match

Step 8: Disbursements 
Review >$10K Step 12: Send to IFIS

This is not actually a 
workflow process, but a 
batch process based on 
Invoice status.  Invoices 
are sent every 2 mins

Invoice Status is Payable

Export 
Invoice

Step 9: Payment Terms 
Override

Step 1: Match PO & Invoice 
(Auto-Match)

This initial auto match will 
perform a 2-way match 
against the invoice if it has any 
PO-based lines on it.  

Invoice has PO-based lines  

Match thresholds are defined 
in the Settlement Tolerance 
Settings

The expectation is that all 
invoices will be set to 
Matched by this point either 
through an auto match or 
force match.  The system 
will set them to Payable 
(Renamed – Sent to IFIS).

(Match Status is “Matched” 
or “Do Not Match”) 

Step 5: BU Review >$10K

Yes

BU Review 
>$10K

Invoice 
>$10K

BU Review

This step is triggered when an invoice total >= 
$10,000.  The same rules/approvers that exist for 
PRs will exist in invoice approvals as well.  The BU 
Approver will be asked to confirm receipt of the 
item(s) by clicking a new custom field on the invoice.

(Invoice Total >= $10,000 AND Tolerance Status is 
NOT blank) Dynamic workflow triggered by the 
Business Unit (CF – Codes) and Approvers (BU 
Approvers) assigned to the value & rule range.

BU Value 
missing 

approvers

Business Unit 
Catch-All

Yes

If the Business Unit Value on the 
Invoice Document does not have 
Approvers assigned, route the 
Invoice Document to the Business 
Unit Catch All folder for review

Step 2: Business Unit 
Catch-All

Approve

Does Invoice 
Document 
contain Qty 
0 Line Items

Step 6: Zero Quantity 
Exceptions

If electronic Invoice/CM, and the 
invoice contains a line item with 
Qty 0, then trigger this step.

Notification only.

No

SWF CF

No

Approve
Zero Quantity 

Exceptions

Notify

Yes

Yes

Disbursement 
Review > $10K

Invoice 
>$10K

Dis Review

This step is triggered when an invoice 
total >= $10,000.  Route to 
Disbursements Review >$10K folder for 
review and approval

SWF

No

Approve

SWF

Payment 
Terms 

Override

If electronic Invoice/CM, and the 
invoice document contains 
payment terms that override the 
payment terms defaulted in the 
Supplier Profile, then trigger this 
step.

Notification only.

Payment Terms 
Override

Notify

Yes

SWF

Discount 
Payment 
Terms

Early Payment 
Discount

Yes

If electronic Invoice/CM contains 
percentages other than zero in 
payment terms,  then route to “Early 
Payment Discount” folder for the 
discount to be manually applied.  

Step 10: Early Payment 
Discount

Approve

SWF

No No

Taxable / 
Tax settings 
mis-match

Taxable Setting 
Adjustment

Yes

If the Invoice contains tax, but all 
line items are marked as non-
taxable route to the Taxable Setting 
Adjustment Folder for review.  This 
workflow step only checks electronic 
invoices.

Step 3: Taxable Setting 
Adjustment

Approve

SWF

No

Step 11: BU (Outside 
Tolerance) Notification

Line Item 
marked as 

Outside 
Tolerance

If a line item on the invoice is set 
as Outside/Above Tolerance, then 
trigger this step.  Send notification 
to BU Approver for that Index 
based on WF rules

Notification only.

Outside 
Tolerance

Notify

Yes

CF

No
Doc contains 

(+) and (-) 
Values

Pos/Neg Mix 
Exc.

Yes

If electronic Invoice/CM contains a 
positive and negative value on the 
same document (header or line), 
then route to a “Invoice/Credit 
Combo” folder for approval.

Step 7: Positive/Negative 
Values 

Approve

SWF

Yes

Non-PO 
Lines on 

Electronic 
Doc

Non-PO Line 
Item

Yes

If an electronic document contains a 
non-PO line item, route document to 
the Non-PO Line Item folder for 
review. 

Step 4: Non-PO Line Item

Approve

NoNo
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