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To Approve Invoices: 

You can only approve invoices that are in the “Submit” status. If invoices are still in “Draft” status, they need 

to be “Submitted” before they can be approved.  COR/CO can move an invoice from “Draft” to “Submit” 

status. (See Creating an Invoice) 

Go to “View/Modify Invoices” or: “Approve Invoices”: 

*Either go to the left hand side menu bar, or use one of the Quick Buttons on the bottom of the Aviation Dashboard 

page. 

                             

Enter “Flight Dates” 

 1) Pick a start date from the drop down calendar funtion and the end day will be the present 
date. The end date can be manually changed by typing in the date field.  

  
 

 

 

2) Enter the contact number.  You can enter the last 4-6 number and it will start to self-populate.  

1 2 
3 

If you are having problems with the 

manual date entry, you may have to 

“refresh” or log off and back on.  

If you click on the calendar    

and nothing happens, try the 

“Choose Start-End Date” Box.  

Refresh or restart to get calendar 

picture to start working again.  
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3) Pick the correct contract number. (Again all entries with an * are required)  

4) Enter Contract Item Number. It will populate with all the line items on that contract. 

 

5) Choose a “status” of an invoice, if desired. If looking to approve invoices, “SUBMIT” will be the one you 

select.  

 

 

Do not try and type in the top box area, type in the lower white 

box area. 

Do not try and type in box area, you type in the white box 

area. 
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6) Click “Search”    Then, all the SUBMIT invoices will populate. In the example “status” was left blank, 

so all invoices in that time frame populated.  

 

7) Click on the first invoice number to approve. The invoice will pop up. There is not an “Approval All” button. 

8) After Checking over the invoice, and confirming it is correct, click “Approve Invoice”  

 

 * If there is a need to delete, update, or add a leg, you do it at this time. Click on the three dots  
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      * View/Edit Flight leg will open the leg to see all entries.  

     * View/Add/Edit Accounting will take you to the area to update this 

* Delete will confirm you want to delete this leg. If yes, then click “Delete Flight Leg”  

 

 *  

9) When the “Approve Invoice” box appears, enter your name and COR Pin #. Then click “Approve Invoice”. 

 

 

10) Use the “Back Arrow” on the top line to return you to the Summary table of invoices, in order to select 

the next invoice to be approved.    
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11) You will be able to see the updated invoice statuses.  Pick the next invoice and repeat until all invoices 

have been approved.  You will need to enter your name and PIN # for each invoice.  

 

 If you click “Print”, it will look like the below.  

 

Creating a Package to send to the Vendor. 

1) Select “Create Package” from the left side menu or the Quick Pick at the Bottom of the page. 

You do 

not 

need to 

re-filter 

Invoices  

You can 

search on 

any of the 

Items in the 

table.  

You can 

print the 

table if you 

have a need.  

You can Print or 

Save at this 

stage. 

When you want to 

“Close” this screen, do 

not click the “X” click 

the “Untitled” tab. 

If you updated 

or changed an 

invoice, 

“Refresh” to 

ensure you 

have the most 

updated info.  

You need at add a 

missing invoice you 

can click “Add” and 

it will take to the 

“New Invoice” 

Screen”.  

mailto:Email—Helpdesk@dms.nwcg.gov


A p p r o v i n g  a n d  P a c k a g i n g  I B S  I n v o i c e s .  

 

Help Desk  1-866-224-7677                                      Helpdesk Email—Helpdesk@dms.nwcg.gov  

Page | 6 

 

 

2) Pick the Flight Date range you are looking for.  

 

 

 

3) Pick the needed Contact # (Same as when view/modify invoice) 

4) Pick a Contract Item # 

If you are having problems with the 

manual date entry, you may have to 

“refresh” or log off and back on.  
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5) Then click “Search”  

 

 

6) Select the invoices you wish to package together.  

 

7) Remarks can be added, if desired.  

8) Click on “Create Package”  

 

3 4 

5 
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9) You will be taken to “Package Management” 

a. Filter for Start Flight Date. 

b. Contract Number 

c. Contract Item Number 

d. Can enter Package number if you are going back into a package for any reason.  

e. “Search” 

 

10) All Packages will appear in the table. 

a. Pick the Package that says “COR_APPROVED”  

i. Click on the Package Number  (Example: 47312) 
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11) This will bring up the package. 

a. You can still “Edit,” “Delete,” and “View” the invoice at this point.  

i. Click on the INVOICE number 

 

ii. It will bring up the Invoice Screen. (as seen below) 

 
iii. Use the Three Dots as before to edit as needed.  
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12) If no editing is needed. You can click on “Send to Vendor” 

 

 

13) You can delete the package also, this will NOT delete the invoices just the packaging of them 

together.  
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