
Frequently Asked Questions 

 

Q1. I have sent my invoice to Inspyrus and I cannot see it.  Where did it go? 
 

1.  Check the email box name where you sent the invoice, confirm that the email box does not 
have the word “test” in the name.  Test email boxes are used during training. 
2.  Did you email the invoice from your TCU email Outlook account?  Invoices must be sent 
from your TCU email Outlook account, Inspyrus uses the sender’s username to populate the 
“Requested by” field.  If you scanned your invoice from the Xerox machine directly to Inspyrus, 
the invoice will not be assigned to you. 
3.  Did your email include a Word document, PDF document or Excel document? Inspyrus will 
not be able to extract image files (gif, png, tiff or jpeg,). 
 

Q2. Why is Inspyrus selecting the wrong vendor name? 
 
 Inspyrus is reading the vendor address.  It reads the vendor address on the top of the invoice 
 and it selects the most closely matched address from the Vendor Master file from PeopleSoft.   
 If the invoice is blurring, has graphics or has hand written notes, Inspyrus will not read the 
 address correctly.   
 
 Examples of invoices that Inspyrus does not read well: 
  
 Sodexo – this vendor does not have their name placed appropriately on the invoice. It reads 
 the address for delivery on the TCU campus 
 
Q3.  What are the numbers and symbols next to the vendor name? 
 
 Prior to going live with Inspyrus, the Vendor Master (file with all the vendor names and 

addresses) in PeopleSoft was only used by one department.  This department used various 
numbers and figures to signify different issues.  With the roll out of Inspyrus, the Vendor 
Master has been updated and there is an ongoing effort to remove these numbers and 
symbols.   

 
Q4.  All information is grayed out on my screen and I cannot change any information? 
  

Is the invoice assigned to you?  Inspyrus allows you to see all invoices that you have touched; 
so you will see invoices you processed last month, last year etc.  If you are a Requester, you 
may only change those invoices which are assigned to you.  If you are an Approver (status has 
the word Approval in it), you may not change any information. 
 
If you are part of an Inspyrus group (Inspy_APprocessors or Inspy_compliance, etc.), you must 
“Acquire” the invoice before you can add any changes to the invoice.  To “Acquire”, go to the 
button on the top upper right hand corner of the screen and select the triangle next to 
“Reassign”, you will see the “Acquire” button. 

 
Q5. How do I see all the invoices that I need to process? 
 
 Log into Inspyrus and select “My Invoices” in the upper left hand corner of the “Home” screen. 
 All invoices listed will be assigned to the user and can be selected by double clicking on the 
 invoice number. 
 



 If you are part of an Inspyrus group (Inspy_APprocessors or Inspy_compliance, etc.), you may 
 also select “M or My Group’s Invoices” this will show all invoices assigned to your group.   

 
  
Q6.  How do I see the status of invoices that I processed recently? 
 
 In Inspyrus, the Home Page (seen below), defaults to a “Simple” search.  You may type in one 
 of six variants (Invoice #, total, Invoice Date, Status, Vendor Name or Requesters) of an invoice 
 and select “Search”.  The invoice will appear.  

  
 
 
 Select the invoice and at the top of the screen will be the person that is currently assigned to 
 process or approve the invoice.  If the Assigned To field is blank, the invoice is either waiting to
 be paid or terminated.  The status will be shown at the top of the screen. 
 

  
 
 
Q7.  How do I know if an invoice has been paid? 
 
 Look up the invoice in question using the instructions from Q6 above.  The “Payments & 
 Discounts” tab will give you the check number and the check date when the invoice was paid. 
 

  
 
 
Q8.  When I validate my invoice in Inspyrus, I get an error that it is a duplicate.  How do I correct? 
  
 Look up the invoice in question using the instructions from Q6 above using the Vendor Name.  
 Review the list of invoices and compare dates and amounts.  Inspyrus will flag any vendor 
 invoice with the same Vendor Name, Invoice Number, Invoice Date, with the same amount as a 
 duplicate.  If the invoice was entered twice by you the user, you may be able to see the both 



 duplicated invoices.  If you are not able to identify a duplicate in invoices that you have 
 processed, contact Inspyrus-BusinessSupport@tcu.edu.  Other reasons for the duplication 
 may be that the invoice was entered by another Inspyrus user or in the case of an old invoice, 
 it may have been entered into PeopleSoft prior to Go Live for Inspyrus. 
 
 
Q9.  How do I see invoices that other users have processed? 
 
 A user can only see those invoices which they touched, either they scanned it into Inspyrus or 
 another user reassigned the invoice to them.  If the user has never had the invoice assigned to 
 them, they will not be able to see an invoice.   
 
 If the user did have the invoice assigned to them, please find using the solution in Q6. 
 

Q10.  How do I process a credit memo in Inspyrus? 
 
 Processing a Credit Memo in Inspyrus is the same as processing an invoice in Inspyrus. Scan the 
 Credit Memo to yourself and then email the Credit Memo to Inspyrus.   Complete all fields on 
 the Header tab and Line Items tabs just like the Credit Memo is an Invoice. There will be 2 
 differences in processing the Credit Memo.  1.  The document type will be Credit Memo.  2. A 
 copy of the original invoice should be attached in Inspyrus on the tab labeled “Attachments”.  
 

  
 
Q11. I do not understand how to correct the error in Inspyrus in order to “Proceed” an invoice.  What 
does this error mean? 
 
 Please see “Types of Errors” in the Inspyrus “How tos”. 
 
Q12. How does the OCR recognize content on my invoices and process them? 
 

Processing Oracle WebCenter Forms Recognition is a pattern-recognition based OCR engine. It 
understands and recognizes patterns of information and has a high rate of extraction. 

Q13.Can Inspyrus handle line level approvals? 

Line level account coding can determine which approval chains an invoice will be routed through. 
These approvals occur in parallel. An approver, however, will approve/reject the invoice in 
whole. An approver cannot approve/reject a specific line, though they can add comments on 
why they are rejecting. 
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Q14.What browsers are supported? 

• Firefox v25 + 
• Chrome v31 + 
• Safari v6.1.1 + 
• IE v 10 + 

There are specific settings that need to be enabled in IE: 

 In the security tab. Click custom level and make the following selections: 

• Allow ActiveX Filtering – Enable 
• Only allow approved domains to use Active X without prompt – Enable 
• Run Active X controls and plug-ins – Enable 
• Script Active X controls marked safe for scripting – Enable  

Downloads: 

• File download – Enable 
• Font download – Enable 

 

Q15.Can I send multiple invoices in one email? 

Inspyrus has been configured to treat each pdf attachments in the email as a separate invoice. 
Please do not attach aything other then invoices when submitting attachments. 

Q16. My invoice is password protected for security purposes. Can I email the invoice along with the 
password to you for processing? 

Password protected docuemnts cannot be processed by Inspyrus and will be returned for 
submission. 

 

 

 


