
Accounts Payable Positive Approval in Perceptive Experience Instructions 

1. The user identified as the default contact for positive approval will be e-mailed a link to 

the document in Perceptive Experience 

Example of an e-mail with Perceptive Experience URL. 

 

 

 

 

 

 

 

 

 

 



2. After clicking on the link in the e-mail, you might be taken to the NetID login screen.  

You won’t see this if your browser session is already authenticated with your NetID 

credentials (if you already logged in to MyUW for example). 

 

 

3. The image will open in Perceptive Content.  Click the “Open in Workflow” button to 

open in workflow mode.  This allows for routing the image forward. 

 

 



4. The window will refresh.  Click the icon seen in the screenshot below to create an 

annotation.  Apply the annotation to the image selecting Annotation Type of Text Stamp 

and Annotation Template of either AP_Campus_Approval or AP_Campus Reject. 

 

 

 

 

 

 



5. If rejecting the invoice for payment enter the reason in the notes section of the 

Document Properties.  If you don’t see the Document Properties click the  button to 

show them.  Click the calendar icon above the notes section to add your user ID and 

date.   

 

6. After applying the approval or reject stamp click the Route Forward icon.  The process is 

now complete.   

 



7. If you need a copy of the invoice, use the “Export to PDF” or “Print” options to get a 

copy in PDF.  If using the Print option, the “convert to PDF” checkbox might not work, 

depending on the browser you are using and whether or not the browser has the PDF 

plugin activated.  You can still Print to PDF without having to select “convert to PDF”.  

The “Download” button will work, but it will download a file with a .G42 extension that 

won’t really be of any use.  

 

 

 


