
      *NOTE: The PM will 
        receive an email 
        notification that they 
        have an open invoice to 
        approve

After logging into CMiC,
click on the blue field

Click on "Workflow
Notification"
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1

2
The unapproved invoice will appear on the right side
of the screen

https://app.vidcast.io/share/e1aa60a9-27a3-4ac0-8928-8c03584f8253
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3

4

Click on the notification
A new screen will load on the right

Click on "View"

After clicking "View", a new screen will appear
Click on the pdf on the left side of the screen

https://app.vidcast.io/share/e1aa60a9-27a3-4ac0-8928-8c03584f8253
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6

View the invoice and
confirm it to be approved
and processed for
payment

Scroll down to "Registered
Invoice Details

Click the blue "+"

Use the magnifying
glass to input

Cost Code/
Account
Category 
Amount

*NOTE- The WM Code
will autofill

    **To add another line, click the blue "+" on the 
      right side of screen

https://app.vidcast.io/share/e1aa60a9-27a3-4ac0-8928-8c03584f8253
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7

*NOTE
To verify that you have entered the distribution for
the entire invoice amount, scroll to "Registered
Invoice Header"

Distributed Amt should equal the total “Invoice
Amount” 
“Remaining Balance” should be 0.00

Click "Update" at the top of the screen

https://app.vidcast.io/share/e1aa60a9-27a3-4ac0-8928-8c03584f8253


Once you click on “Approve” a new screen will
show and you must click “Submit” to complete
the full Approval process of the invoice
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8

9

To approve the invoice, click "Approve"

To reject the invoice, write a comment in the
comment section and click "Reject"

https://app.vidcast.io/share/e1aa60a9-27a3-4ac0-8928-8c03584f8253


      *NOTE: The PM will 
        receive an email 
        notification that they 
        have an open invoice to 
        approve

After logging into CMiC,
click on the blue field

Click on "Workflow
Notification"
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1- Approving Committed Invoices

2- Approving Committed Invoices

The unapproved invoice will appear on the right side
of the screen
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3- Approving Committed Invoices

4- Approving Committed Invoices

Click on the notification
A new screen will load on the right

Click on "View"

After clicking "View", a new screen will appear
Click on the pdf on the left side of the screen
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5- Approving Committed Invoices

6- Approving Committed Invoices

View the
invoice and
confirm:

Job #
Contract #
Invoice
Amount

Scroll down to "Registered Pay Request Detail”

Review line items

*NOTE- These are the items that the invoice is entered
against. The “Previously Certified Amount” cell would be
filled if a previous invoice amount was billed against that
line item.
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7- Approving Committed Invoices

8- Approving Committed Invoices

Choose the line item
Scroll right to “Current Task Amount” and enter the
invoice amount into the cell

Click “Update” and the
top of the screen

*The screen will refresh and
you will see that the
“Distributed Amount” and
“Total Completed” on the
left side of the screen will
equal the “Invoice Amount”

The “Current Task Amount” and
the “Invoice Amount” should be
the same
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9- Approving Committed Invoices

10- Approving Committed Invoices

Close out of the screen
This will take you back to the “Workflow
Notifications” screen

Click the “Approve”
button

The screen will
refresh and
show that the
invoice is
approved
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11- Approving Committed Invoices

Click “Submit”
The page will reload

Once you see the message “You have successfully
approved, rejected, or closed the selected
notifications”, you have fully approved the invoice


