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KEY TASKS AND LEARNING AREAS

LEARN THE PRODUCT WHILE YOU IMPLEMENT
IT TO MAKE THE BEST AND MOST INFORMED
DECISIONS FOR YOUR ORGANIZATION, THE
FIRST TIME.

CONFIGURE YOUR ACCOUNT TO BEST SERVE
YOUR ORGANIZATION'S NEEDS.

2 Rollout Configurations

USE REPORTS FOR VISIBILITY INTO USER

SPEND.
Managing Company Preferences

* Users

GL Accounts

TIP: CLICK HERE TO ENROLL IN OUR EMBURSE
User Permissions

ACADEMY HOW-TO COURSE SERIES FOR
ADMINISTRATORS SAF Approval Workflow

User Based Approval Workflow

Setting a No Limit Approver

1  Start Learning on Day One Vendors

Enrollin the Certify AP ImpleMentor
Learning Plan

Note: You will be prompted to sign up for a free
account in our Learning Management System,

Emburse Learn. .
Creating Reports

* Creating a Requisition

Generating a Purchase Order

Creating a Packing List

Creating an Invoice

Approving a Requisition

* Approving an Invoice

5  Processing Reports

* Accounting Review

Exporting Invoice Data
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Making Certify Payments to Vendors

Emburse Academy
https://www.emburse.com/learn/emburse-academy



https://learn.emburse.com/lms/index.php?r=coursepath/deeplink&id_path=51&generated_by=13125&hash=4f79ecb8aea0f4504b10422bfef137f2d71c3b71
https://learn.emburse.com/lms/index.php?r=coursepath/deeplink&id_path=30&generated_by=13125&hash=b2a5d094b874bd2ec963119d352fca8dfbb6aba8
https://help.certify.com/hc/en-us/articles/360015424894-Submitting-a-Purchase-Requisition
https://help.certify.com/hc/en-us/articles/360015436834-Placing-a-Purchase-Order
https://help.certify.com/hc/en-us/articles/360015572713-Submitting-a-Packing-List
https://help.certify.com/hc/en-us/articles/360015473754-Submitting-an-Invoice-in-Certify-AP
https://help.certify.com/hc/en-us/articles/360016437933-Updating-Company-Preferences
https://help.certify.com/hc/en-us/articles/360026581574-Managing-Certify-AP-Users
https://help.certify.com/hc/en-us/articles/360015767394-Managing-Certify-AP-GL-Accounts
https://help.certify.com/hc/en-us/articles/360016108933-Managing-Certify-AP-User-Permissions
https://help.certify.com/hc/en-us/articles/360025753734-Managing-Approval-Chains-using-the-Signature-Authority-Form
https://help.certify.com/hc/en-us/articles/360025894873-Setting-Approval-Chains-for-User-Based-Approval
https://help.certify.com/hc/en-us/articles/360025756574-Setting-a-No-Limit-1-Approver
https://help.certify.com/hc/en-us/articles/360015684553-Manually-Adding-and-Editing-AP-Vendors
https://help.certify.com/hc/en-us/articles/360015785553-Approving-an-Invoice-for-Accounting-Review
https://help.certify.com/hc/en-us/articles/360053272053-Custom-Export-Builder
https://help.certify.com/hc/en-us/articles/360053795313-Paying-AP-Invoices-with-Certify-Payments-with-Western-Union
https://help.certify.com/hc/en-us/articles/360015706333-Approving-a-Requisition
https://help.certify.com/hc/en-us/articles/360015732733-Approving-an-Invoice-in-Certify-AP

