
I send in an invoice.  

After 10 days I look in Fiscal to see status expecting it to show “pending” because it 
receives a voucher number before anything else. 

I click on People Soft, then I click on Approval Framework – Vouchers. 

  
The next screen is where I can enter the information. If I know the vendor number (I 
keep a list), I can enter it under Supplier ID (However, I have to change it to Contains, 
otherwise nothing will come up. 

 
  



A list will appear below the search showing the most recent invoices entered in the 
system. Using Diana Brandin’s vendor number, these are screenshots of what I see. 

 

 
This is the first time since the start of this fiscal year I have seen an invoice pending. 
Every time I checked before today, I only saw approved. That was my issue with Fiscal. 
I didn’t know if the invoice had been entered or not and it was concerning that they only 
appeared in the list when they were approved.  



I will click on the invoice I am looking for. If it is pending, I expect to see this. 

 

 
This tells me it is in the system and on its way to approval and I can occasionally check 
until I see it is approved. 

  



If it is SCO approved, I expect to see this.  

 
I have found that whatever the date is, it is usually four business days later that the 
check is printed and sent. That date is the date I will see in the expenditure reports. 

 

That is all I am doing in Fiscal.  


