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To Approve Invoices:  
You can only approve invoices that are in the “Submit” status. 
Go to “Approve Invoices” on the left side or: “Approve Invoices” at the bottom, if you don’t see all four 

boxes then you do not have COR access in IBS. 

 

 

 

 

 

 

 

“View/Modify Invoice” is where you “Approve Invoices” 
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1. Click on Approve Invoices 

5. Search  

2. Pick the first flight date, the end defaults to todays date, can be manually changed.  

3. Type in the last 4 of contract # 

4. Item # and tail # drop 

down menu. 

TIP: If you have to approve 

all a/c on the contract you 

can actually leave this 

blank and get all a/c on 

the contract. 
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 Approve Invoice  

You can click the top box and it 

approves all the invoice that are 

below or pick the ones you 

want to approve. 

You can also click “Approve All” 

button at the bottom it will 

check all the invoices. 

Then click on the “Approve All” 
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Enter Name and PIN#  

 

Then click “Approve Invoices” 
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