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How to access a Returned Invoice:

1. The first method is to select the “flag” at the top right corner of Jaggaer. It will display a list of your Returned Invoices.

HINT: Selecting the flag will display any and all Jaggaer Actions Items in your queue to complete this may include Returned Invoices, Invoice
Approvals, Returned Requisitions etc.
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After selecting My Returned Invoices, a list of returned invoice will be visible:

1. Click on the specific Invoice name/number to open in order to “Action” that specific Entry.
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INVOICE NAME SUPPLIER INVOICE NO. SUPPLIER NAME PO NO. STATUS INVOICE CREATE DATE |, INVOICE DATE INVOICE TYPE INVOICE TOTAL ACTIONS
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Once you have selected the specific invoice:

. Go to the Comments tab for the reason that your invoice was returned.
. Instructions on what to fix/correct will be found here.
. After reading, then select the Entry tab to return to the invoice form to correct.
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Invoice * Smith Temporaries dba Corne... * [ simpie @) - O --- Complete Save
ST Matching ; Attachments <1
Voucher Number JINVO00147956 Summary -1
gtk . pmr |
Invoice Date # 3/9/2026 = PO H0x 226724 Be aware of these issues. ~

Dallas, Texas 75222-6724 %
You may review and proceed.

United States Extended Price is outside the allowed tolerance.

Due Date 3/9/2026 Override Address Id 3
Smith Temporaries dba CornerStone Sta... i
Invoice Owner Mary Grace Held Shipping addre Supplier Invoice No 501234
Attn: Mary Grace Held
S lier Nz i i Total (50,000.00 USD ~
Supplier Name Smith Temporaries dba CornerStone Staffing 3101 BELLAIRE DRIVE NORTH C )] ‘
Rm 2102 Subtotal 50.000.00
Supplier Invoice No. 501234 Fort Worth, TX 76109 P 0.00
United States g
Tax1 0.00
Currency US Dollar Tax2 0.00
ipping 0.00
Discount, Tax, Shipping & Handling
ndling 0.00

50,000.00
1 Line

POO120016 Related Documents ~

Purchase Order: PO0O120016 —
Line Status PO Line Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
Requisition: 210570413 -

1 v 1  Finance & Administrations temporary 50,000.00 1 50,000.00 -
staffing What's next? N

Invoice * Smith Temporaries dba Corne... * 196427515

Entry Summary Matching Supplier Messages Comments Attachments 1 History

Records Found: 2 Show comments for Invoice ~ -+
Johnny Trevino - 3/12/2026 9:15:35 AM Invoice - JINVOD0147956  Invoice Returned )
This is a test. Delete entry

Mary Grace Held - 3/12/2026 9:09:00 AM Invoice - JINVO00147956 Comment Added ‘j

Test return invoice for demo



Once you have read the instructions on why/how to “fix” the Returned Invoice, the following fields are available to edit and
correct:

1
2
3
4
5

. Invoice Date.

. Invoice Number.

. Amount of the invoice.

. Remit Address (by selecting the “pencil” icon).

. Last, once any and all edits are completed, select “Save”.
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Invoice * Smith Temporaries dba Corne... * 196427515 E&E&EeE & o - Complete “

Summary Matching Supplier Messages Comments 2 Attachments 1 History @& SUCCESS

Invoice was saved successfully.

Voucher Number JINV000147956 Summary -l
Invoice Date # 3/9/2026 Smith Temporaries dba CornerStone Sta... e
Supplier Invoice No 501234
United States
Due Date 3/9/2026 [ | Override Address 143 Te8ali(50.00 USD) Y
Subtotal 50.00
Invoice Owner Mary Grace Held Shipping address Discount 0.00
R Attn: Mary Grace Held Tax1 0.00
SupptierNamesk 3101 BELLAIRE DRIVE NORTH Tax2 0.00
Rm 2102 Shipping 0.00
Supplier Invoice No. % Fort Worth, TX 76109 Handling 0.00
United States
50.00
Currency US Dollar
D Discount, Tax, Shipping & Handling Related Documents v
Purchase Order: P00120016 -
1 Line N
Requisition: 210570413 [ =]
P00120016 What's next? i
Line Status POLine Item Catalog No. Size/Packag Unit Price Quantity Ext. Price Next Step Matching Exceptions
Approver Trevino, Johnny
1 v 1 Finance & Administrations temporary 10.00 : 50.00
staffing




Please ensure that a copy of the Invoice that you are paying is attached. To accomplish follow:

1. Select the Attachments tab.
2. Select Add Internal Attachments.
3. Last, select Complete to submit invoice for payment.
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Invoice * Smith Temporaries dba Corne... * 196427515 ® --
Entry Summary Matching Supplier Messages Comments 2 History

Summary 2
Attachments found: 1 Select Invoice Image Add Internal Attachment ¥ “

Attachment Size Type Location Visibility Create Date | Smith Temporaries dba CornerStone Sta... ”
Supplier Invoice No. 501234
A+ TCULogo_purple_5X7-01.jpg 73k File Document Internal 3/12/2026 9:09
AM Total (1,500.00 USD) v
Subtotal 1,500.00
Discount 0.00
Taxi 0.00
Tax2 0.0[‘
Shipping 0.00
Handling 0.00
1,500.00
Related Documents e
Purchase Order: P00120016 -

Requisition: 210570413 =



Once your Invoice is submitted, this green box will appear and a JINV number will be
assigned.

©@ Invoice Submitted

Summary Create Invoice

Invoice number JINVO00T47956 .
Type Invoice ~

Invoice Status Pending
From PO ~
Supplier Invoice No. 501234
Invoice name 2026-03-12 108018342 01 PO numbers Q
Invoice date 3/9/2026 Create
Invoice total 1,500.00 USD
Mumber of line items 1
Created for the PO P0O0120016

No(s)







