
WSD Business Office
Treeno Workflow Procedure
Approved by DOT on 01/09/2023

All Invoices are sent to the Business Office via Email at INVOICES@wahluke.net or by mail.
It is very important that ALL vendors are informed that they need to send the invoice
via email to avoid past due balances.

1. All Secretaries need to place and track their own orders. Invoices in TREENO need to
be processed once the services have been completed or goods have arrived.

2. The Business Office then carefully reviews all invoices and sends them to the correct
Building/Department via Treeno.

3. The Secretary will then receive an email to review and process the invoice in their
Treeno Workflow. After it is received by the Secretary, they will have 24hrs to
process the invoice. They will need to list the following information in the notes
section for Accounts Payable to process this for payment.

Approved Purchase Order Number
Account Codes and Allocations (If different from PO)
PO Status - is this PO okay to be closed after this payment? Or does it need to
remain open for future purchases.

4. If the invoice does not belong to your Bldg/Dept. Please select DO NOT PAY.

5. If the total amount of the invoice is over $3,500, the Secretary/Program
Assistant/Office Manager will need to reroute the Invoice to their Supervisor for final
approval. After it is received by the Supervisor, they will have 24hrs to process
the invoice. They will also receive an email to review and process the invoice in their
Treeno Workflow.

6. Once the Supervisor approves, the invoice will make its way to Accounts Payable to
process for  payment. Please note that there is a 30 day window before a payment
is issued to the vendor.

If you receive any inquiries about payment status from the vendor, please refer them to
Accounts Payable via Email at ACCOUNTSPAYABLE@wahluke.net.
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