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Invoice Reminder

 Verify or write in the original purchase order number on the invoice

 Verify the invoice contains all the necessary information

 Vendor name or dba (“Doing Business As”)

 Mailing, payment, or remit-to address matches the vendor’s profile in Jaggaer

 Must be billed to TCU/TCU address

 Itemized purchase details

 Amount to pay

 Unique invoice number

 Invoice date

 Net 30 day payment terms is standard

 Statements are not an acceptable form of invoicing



General Steps

 Locate your returned invoice in Jaggaer

 Review the comments carefully for specific instructions on corrections.

 Return to the entry tab to update the invoice date, invoice number, invoice lines, 

and remit-to address.

 Select “Save” to save changes.

 Return to the attachments tab to add or change attachments. 

 Confirm the changes have been completed as provide in the comments. Add a 

new comment indicating the changes you made.

 Select 'Complete' at the top right of the page to submit the invoice.

 Approve the submitted invoice as the submitter if applicable.



Locate Your Invoice

 Use the flag icon for a direct link to My Returned Invoices.

 Note: Selecting the flag will display all Jaggaer Action items in your 

queue, including returned invoices, approvals, returned requisitions, etc.



Locate Your Invoice

 After selecting My Returned Invoices, a list of returned invoice will be visible:

 Click on the specific Invoice name/number to open in order to “Action” that 

specific Entry.



Review Comments

 Navigate to the Comments tab to review the reason it was returned, along with 

instructions needed to resolve the issue.



Make Corrections

 Return to the Entry tab to make corrections to the invoice dates, invoice 

number, remit-to address and line items.

 Click Save when you are done making corrections.



Review Attachments

 Click on the Attachments tab. 

 If you need to add an attachment, click on Add Internal Attachments.

 Select Complete once you are ready to submit.



Add a Comment

 Return to the Comments tab one last time to confirm all requested changes 

were completed.

 Add a comment indicating the changes you made. If applicable.

 Click complete once you are done to submit.



Completion

 Once your invoice has been resubmitted, a confirmation message will appear 

and a JINV or Jaggaer Invoice number will be listed.

 Remember to approve the resubmitted invoice as the submitter, if applicable.



QUESTIONS?

Email 

Procurement@tcu.edu

Finance & Administration
Office of Procurement


