FINDING AN INVOICE IN DOCUWARE (6 PAGES)

Access PO64 in Lawson(1) to find the voucher number. Input PO number (2), PO code (3), line number (4) & select Inquire(5)

Imbasket Proceol low Inlegrator

Welcome Rebeeca Ta T PRODU
I ng T OO R 0 Lie fom arey poa ) E
B 4 rroious |2 iomiee > e | ‘
I

pamy |G NEISD Match Analysis | | Pie |
PO | BOM [El=]  Entered
tohin and Reports Date 127 Rsishon Status Closed
Emgilyes Sell-Servioe Vemdor 10564 GRAINGER Currency  USD
Linit Cost 1865000 E&
Item CABLE TIES Cable Ties, Standacd
Type Specisl UOM A = Totals — — iy — ~ Rmount —
Ship To &01 BLOSS0M ATHLETIC CENTER Ol 15,0000 2175
Baryer 0% SUSIE SALALE Cancelhed
Dabe L2128 - Received 150000 21975
EAM Work Order Opsm T Bow
Clogaead Lind: cosmiments Mk chied FRALLL 410,

Transaction Quantity UOM

[ =] v 5650013510 LT 1865000 15,0000 EA




Click on the PO number and right click using your mouse, the drop down menu below appears. Left click on Drill Around.
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The following box will appear. Click on the + next to Invoices for a PO
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Click on the invoice number, then Invoice URL Attachment, then Invoice Detail. This will show the invoice detail which
includes the voucher #.
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Go to Docuware and access the Invoices — Standard Search Dialog cabinet. Input the Voucher Number in the Voucher

Number field and click the Search button
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The invoice will appear. You can review the invoice as needed. The End!
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