                                                              Place this in daily file on the ___ of the month 

                                                                                to await the ________________ __bill.                                    
eBuy Post /Certify

Regeana Arrowood – Atalissa IA 52720 – 3/31/009
eBuy Post Certify was created to pay utility invoices without the completion of an “off-catalog” requisition. 

You may only certify a utility bill after you receive your invoice & after at least one 8230 has been sent to 

the Scanning & Imaging Center for payment. 

1.  From Blue pg > eBuy > Enter Application

     OR on ACE II computer: > ( (green folder) (top toolbar) > eBuy
2.  Enter username & password > Log on
3.  > Post/Certify (tabs across top of pg, right side)

4.  > Invoice Certification without Requisition 

5.  In Supplier – Enter supplier name ________________________> Search
6.  Scroll down. Click in circle of the supplier you want. > OK
7.  > Create with Account #

8.  In Supplier Account # box (                                                       Enter your account #.
     1st time – add a 0 to the end of account #

9.  On right side, enter dates in all 4 sections using this format: mm/dd/yyyy.
10.Under GL Account information, enter GLA #             ; Sub Account #        (000 if none);  

     Bill to              (your 6-digit finance #); Amount               (enter amount – no $) > Add          

11. Message appears – INFO: The GL Account line has been successfully added. (Scroll down.)
12. Enter info for any another items with a different GLA if necessary. 

      GLA #           ; Sub Account         (000 if none); Bill to               (your 6-digit finance #); 

      Amount            ; (no $) > Add
13. Message appears each time you add GL Account information. When finished:

14. Scroll to bottom of screen & check “I certify….” box. > Save Invoice
15. Message pop-up: “Are you sure you want to certify this invoice?” > Yes 

16. Pop-up box has Invoice Gross Amount.  If correct > Yes, Save Invoice
17. Message - INFO: The Invoice Summary has been successfully saved and certified.

18. To print: (Together, press) Ctrl P > Print
19. Click “home” icon to exit.

Staple bill to eBuy Invoice Summary & file in “Utility” file.

Any problems or questions, call The Purchasing Specialist 515-251-2139

