Project Manager Invoice Review
ProjectWise Process
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State: CSD Invoice — Notify PM
Step Action
1 CSD Payment Tech — Send ‘Notification of Invoice For Approval’ email to Project Manager
MDOT Project Manager - Upon receipt of email from CSD Payment Tech, please review consultant
invoice.
e loginto ProjectWise
NOTE: Problems logging in? Email MDOT-ProjectWise@Mlichigan.qov for user account
information.
e Navigate to CSD Consultant Payments (Documents > CSD Consultant Payments folder).
o Copy the link in the email into the Address bar in ProjectWise
e Double click on Invoice to open the file in Adobe
e Review Invoice
2 e If notes/comments are needed, please use the Adobe Typewrite tool to do so.
o In Adobe, select Tools (side bar)
o Then Content
o Select (@ Add or Edit Text Box
o Then select the location on the document where comments need to be placed
NOTE: Please do NOT cover any fields and/or verbiage on the Invoice
e Also, please respond to any Payment Tech’s comments using the Typewrite tool
e [f the invoice is approved, proceed to the next step
e If the invoice needs to be rejected, proceed to Step 6
If the invoice is ready for approval:
Step Action

Apply Approval Stamp or Electronic Signature:

e Option 1- Apply ‘Approve’ Stamp
o In Adobe, select Comment (side bar), then Annotations
o Click on the Stamp Icon
o Select Dynamic APPROVED
o Next, select the ‘Approve & T mp that shows | By Gregory Vanis at 7:00 am, Oct 26, 2015
name, date and time.

-

Or -

e Option 2 — Apply Electronic Signature
o In Adobe, select Tools (side bar), then Sign & Certify
o Select ‘Sign Document’ option
o Apply your digitally encrypted electronic signature
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After applying Approval Stamp or Electronic Signature:
e Save the file and Exit Adobe
e Click Check In
e Highlight Invoice
4 e Then right click and select Change State
e Select Next
e Click on OK in the ‘Change Document to State’ window

NOTE: If this is the final invoice for this project, please complete an evaluation.
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NOTE: CSD will continue to process the Invoice.

If it is needs to be rejected:

Step Action

NOTE: Please do not apply Approval stamp or Electronic Signature
If invoice needs to be rejected, please do the following:

e Contact the Consultant and let them know that the Invoice is being rejected and why. This
includes if a cost is not valid.

e Place note on Invoice’s Voucher Summary Form listing reason(s) for rejection by using the
Adobe Typewrite tool

6 o In Adobe, select Tools (side bar)

o Then Content

o Select (B Add or Edit Text Box

o Then select the location on the document where comments need to be placed

NOTE: Please do NOT cover any fields and/or verbiage on the Invoice. Also, if comment
is too long, please add comment to email back to CSD Payment Tech.




After applying comments:

e Save the file and Exit Adobe

e Click Check In

7 e Highlight Invoice

e Then right click and select Change State

e Select Previous

e Click on OK in the ‘Change Document to State’ window

8 Reply to the Payment Tech’s email stating that the invoice has been rejected.

NOTE: Do not forgot to add comments to either the Invoice’s Voucher Summary page or place
comments in this email.

State: ‘ CSD Invoice — Pending

Need Assistance?

Email MDOT-ProjectWise@Michigan.gov with any ProjectWise related questions.

Direct Consultants to email MDOT-ProjectWiseConsultant@Michigan.gov for any ProjectWise
related questions.

Email HillC7@Michigan.gov with any CSD Invoice Process Related Questions
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