SCANNING 0G. CHECKS INTO DOCUWARE
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All checks for Log PO 1tems mu§t be scanned and stored into
Docuware i ”"i
Please ensure vvhen stormg fhe checks to include the Log PO

1 ;;".-r and the check number

Followmg these gu1de11nes a.ssast the AP Spe01a11sts in finding
Log PO checks and reconcéiling vendor statements. This will
save everyone time and increase product1v1ty

Here i is a link to 1nstructlo:ns on how to scan CAF checks
faster. It is found on the Prqcurement website under

1 g

icks.’ "ié)scuvvare T1p #4:



https://www.neisd.net/cms/lib/TX02215002/Centricity/Domain/163/Procurement/DocuWare/DocuWareTip4-WanttoscanyourSAFCAFChecksfaster.pdf

