
Finance                                                                                                                   AiM User Guide 

 

Revised: May 31, 2023                                                                               Proprietary and Confidential | Page 1 

External Charge Approval 
 

An External Charge is a generic way to create a charge on a Work Order Phase.  Once a charge is entered it must 
be approved. 

 

1. From the menu, under Finance, select External Charge Approval 

 

2. Click the External Charges Approval hyperlink. 

 

3. Enter the criteria needed to find the Purchase Order Invoice  

 

and click  

 

4. Click the check box for each transaction you want to approve, or click Select All checkbox to select all 
the transactions listed. 
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5. Select one of the following options: 

a. Click  to approve all the slected transactions, or 

b. Click  to reject the transactions and remove them from the system. 

 

6. A screen will be presented that tells you how many charges were sucessfully processed and how many 
failed.   

 

7. Click    

 

8. If there are errors, you can find them by clicking the Error Log hyperlink in the Action menu. 

 

9. Here you will find a breif explaination of the error for each record that failed. 
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