
  

Invoice Approval Process for End Users: Adobe Sign Workflow 
 
Due to COVID-19, shelter in place, a method to obtain invoice approvals has been developed using 
Adobe Sign. 
 
1) Accounts Payable will initiate an invoice approval using Adobe Sign.  

 Once the email recipient receives the email and opens the document an invoice approval 
document will display. 

 The header information will be prefilled in by the AP Technician (see test sample image below) 
 

 
 
2) The second section, FOR DEPARTMENT ADMINISTRATOR, will need to be filled out by the recipient.  

 

 Refer to the purchase order details in order to determine the invoice line number to be paid. 

Indicate the Line # (i.e., "1", "5", etc.) and the corresponding dollar amount to be paid.   

 Feel free to use the Notes/Memo section to provide any additional information, if needed.  
 When done, digitally sign the document using the Adobe Sign feature.  

 The invoice approval document will then route to the delegation of authority approver as indicated 

in the document. 

 
 
3) The approver will receive an email for AP invoice approval.  

 Open document 

 Review invoice following Delegation of Authority protocol (i.e., ensuring the expense is accurate, 
a valid business expense, reasonable necessary, etc.) 

 Approve and digitally sign document using the Adobe Sign.  

 
Note: If additional delegation of authority signatures are required, the document will continue to 
route to the next approver.  

 
 
4) All parties in the process will receive a "completed agreement” email once the invoice has been fully 
routed and approved. At this point, the AP Technician will:  
  

 Review the invoice and supporting documents, following campus protocols to ensure adequate 
supporting documentation is evident.  

 Ensure appropriate delegation of authority is evident 

 Process the invoice in the People Soft system, as normal. 

 Save electronic file in Accounts Payable share drive, once vouchered. 


