
New Manual Transaction Request Process 

(Request submission) 

1. The link below will take you to the Customer Financial Assistant.  From there, you will select the option for 
Billing, then select Credit Memo or Manual Bill Request.  Download the Excel form before you begin to 
enter information.

Customer Financial Assistant

2. Make sure you complete all required fields on the form marked with a red x.  The icon turns green after data 
is entered.

3. Comments and details regarding the reason for the request should only be entered in the comments section on

the form.  Comments entered in the body of the email sent to Finance-

ManualTransactionsService@AcuityBrands.com will not be visible to the approver.

4. At the time of email submission, you can attach other supporting documentation along with the request form.

This includes email approvals per DOA.

5. Upon submission of your request, you will receive an email notification with a summary of your request from

Finance-ManualTransactions-Service@AcuityBrands.com.  Note the Request Reference # that will follow

the request through processing. 

https://forms.office.com/Pages/ResponsePage.aspx?id=lr6tyk4CZ0-C7Pso_1PRbR_qTW7JIE1EjVN9bGylk1lUM1ZMMU5JOUoxTjlRVzJDVklFUllVVk82MCQlQCN0PWcu
mailto:Finance-ManualTransactions-Service@AcuityBrands.com
https://forms.office.com/r/Uy1ns3FRvf


  
6. As the request is approved and processed, you will receive email notifications from Finance-

ManualTransactions-Service@AcuityBrands.com with updates.  Also, if the request is rejected for any 

reason, you will receive an email notification with details describing the reason for the rejection.  

  

If you have any questions or suggestions regarding this new process, please reach out to Billing@AcuityBrands.com.  

  

  



 

New Manual Transaction Request Process  

(Approval Process)  

1. You will receive an email with a summary of the manual transaction request.  At the bottom of the email, there is 

a link with the Request Id #.  This link will open the Power App tool with the full details of the manual 

transaction request.  

 
2. Once in the Power App, you can review the full details of the request.  The fields in white can be altered, fields in 

gray are fixed.  The Lines tab provides a breakdown of the request.  The Attachments tab will contain any 

documents the requester submitted.  You also have the option to add documents under the Attachments tab.  The 

Approvals tab shows who approved the request with date and time.  The Change History tab provides a timeline 

of the transaction request from entry.  

  



  
3. By clicking Approve, you agree with the details entered on the request and the transaction will be processed by 

Billing.  A comment box will populate when you select Approve; any comments added in this box are emailed to 

the requester with confirmation the request was approved.  

  
4. If you Reject the request, a comment box will populate for you to enter comments explaining the reason for the 

rejection.  

  
5. If the request should be reviewed by someone other than yourself, click the Re-Route button.  You have the 

option to choose forward to the list of groups populated in the drop down or you can enter the email of the Acuity 

personnel.  The request will then forward to that person or group in the form of an email with a link to view the 

request in Power App.  



  
6. Based on your selection the request is either submitted for processing, forwarded to another Acuity personnel for 

approval, or returned to the requester stating it was rejected.  

If you have any questions or suggestions regarding this new process, please reach out to Billing@AcuityBrands.com.  


