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Locating an Invoice in FileNet

The AP Module in FileNet is made up of three queues:

▪ Agency Review
– Work completed in this queue is done by the Agency Liaison
– Can be Filtered and Searched

▪ AP Active
– Can be Filtered and Searched
– All Indexed fields/Properties can be Filtered and Searched
– Location or work-step of invoice can be seen along with Invoice Status

▪ AP Processed
– Can be Filtered and Searched
– All Indexed fields/Properties can be Filtered and Searched
– Audit document of all transactions can be viewed at this step
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Description of Three Main Queues

2

AP Active - All Invoices currently being worked on by BSC Staff. This is a 
read-only view for Agency Liaisons to ensure invoices are processed 
accordingly. This queue is broken down into 5 separate work-steps. See 
diagram on the following page.

Agency Review - These are invoices that are sent to your queue 
requesting additional information or clarification for processing. Please 
access these through FileNet and provide the requested information and 
send them back to the BSC Disposition queue using the 3 main functions;  
OK to Pay, Not OK to Pay, or Agency Question.

AP Processed(Quality Control) - Completed invoices being verified by a 
BSC supervisor before being sent to File/Repository. Includes invoices that 
are; Paid in SFS, considered duplicates, deemed paid by P-Card or 
statements. Upon entering this queue an audit document containing all 
information on the invoice is created. This document is displayed in 
search results using the searching function.
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Path of an Invoice through FileNet
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Security Error Message
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The below error will be displayed if you are trying to access something 
in either AP Processed or AP Active
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Filtering
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• When in the Agency Review Queue, 
the easiest way to locate an invoice 
is to use the Filter Function.

• All Indexed Filed/Properties can be 
sorted and filtered.

• To filter, select the index field to be 
filtered and press the enter key 
(please note that you will need to 
use the tab key to view all index 
fields).
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Searching
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• To view an invoice in the AP Processed or AP Active Queue you will need to utilize the search function. 
This function is strictly for searching and is view only access.

• Click on the Magnifying glass located on the left side of your screen.

• Use a pre-designed template, or create your own custom search.
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Searching (continued)
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• Select the criteria to search by selecting Add Property. You can add additional properties if needed to 
limit search results. Please note that once you have selected the criteria, all documents associated 
with that invoice will be displayed.

• In addition, you have the ability to control what is displayed in your results. To do this select Results 
Display, see below. 
• For example: location (work-step) or status of invoice.
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Searching (continued)
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• Once searched, all documents associated with that invoice will be displayed. An audit document 
will also be included if the invoice is processed as well as all attachments or duplicates.

• Below is an example of a processed invoice. You can view a PDF version of the invoice along with 
the complete audit history.
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Viewing an Audit Document
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The audit document will display all the information and audit history on the selected invoice. This 
includes property and indexed fields as well as all comments entered and all transactions. This is 
displayed in two separate parts, see below.  

All Index Fields/Properties and Comments 
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Viewing an Audit Document (continued)
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Complete Transaction History


