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1. Homepage 
  

 
 

1. Invoices/credits that have been allocated to you to code 
2. List of invoices/credits that you have in your tasks or completed depending on what is selected 

from the menu bar on the left. 
3. Summary of each invoice and gives date and time by when the invoice/credit need to be 

processed (coded) 
4. List of Invoices successfully coded and sent for approval. 
5. “My Inbox” takes you to your tasks list 
6. Profile: Profile details: such as your role on the system, your activities, etc. 
7. Log out 
8. Overview of invoice/credit (Image below) including access to any attachments, comments, 

holds and history.  

   ⛔ Options will be disabled.  

 
 
 
 
 
 
 
 
 
 

Search Bar 
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You will need an OKTA account to log in. If you do not already have 
one, please create an account. Please refer to the instructions on 
how to Connect Via Okta. Once you have registered and set up 
Okta, you will see an app for MI invoices in Apps. 
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2. How to code an invoice 
  
2.1 Email Notification 
 
You will receive an email notification from MI Invoices when you have an invoice assigned to you to 
code 

 

 
  
 
 
 
 
 
 
The format of the email will be the above. To code the invoice, please click on the url. You will be 
taken to MI Invoices coding page.  
 

 
Please note that you will receive 1 email per invoice and also get a 
reminder every 7 days. 

Click on the URL 
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Attachment Icon: You should only attach non sensitive 
information that is evidence or relates to the invoice. 
 No sensitive data that would breach GDPR is to be 
attached 

 
2.2 Code your invoice  
2.2.1 Get to know the coding screen 
 
Once you click on the link in the email, you will be taken to the coding page where you can code or 
reject the invoice.  

 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
  

Comments: If the invoice was previously rejected or an 
approver wishes to have more information, comments 
relating to it will appear in this box. You can reply to the 
comments directly in this section. 
Holds and History shows you where the invoice is 
currently held at and a detailed journey of the 
invoice. 

Type here…and click on the plus sign to send comment 

Click on Binocular to code > 

Approve  Reject  

Save 
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2.2.2 Start coding your invoice 
Scenario 1: Coding and sending invoice for approval 

 
 
 

1 -Check invoice details (Right) against 
the details picked up by OCR (Left) – 
MUST match. If any error, reject the 
invoice 

2- Add your coding. If you want 
to apply the coding to only one 
line, click on Apply. If you want 
the same coding to apply to all 
lines, click Apply to All 

! For best practice, please change the default 

description to a more detailed description 
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TIPS 

You can save your favorite 
coding combination 

You can add a supplier default. 
Future invoice from the same 
supplier will automatically 
populate with the code 

  Click here to use the saved combo 
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Once you have applied the coding, go ahead and click on Approve to send the invoice for approval. 
 

 
 
After you have clicked on Approve, the invoice will be automatically routed to you your manager to 
approve. The option of choosing who it goes to for approving may be soon available. 
 
The invoice that you have just coded will now be sitting in your completed list and not in your tasks.  
 
 Scenario 2: Rejecting your invoice 
 
 

 
 

3- Click on Approve 

1 – Click on Reject and you will 
see a small window pop up 
(Below). 
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3. Contact Information 
 
For any queries regarding the system please contact the below individuals: 
 
 
Nasia Khan Nasia.khan@barnardos.org.uk 
Tony Blackett tony.blackett@barnardos,.org.uk 
 

Add a comment here.. 

Select a reason from the list 


