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¢ |ocate an invoice via eRequest Invoice Approvals. E.g.:

APProve: Fanrkam, Inc. v T
Invoice Approvals
Requests
View Awaiting Approval v
NEW REQUEST
m BULK ACTIONS
Open Requests PO
INVOICE/VOUCHER NUMBER ~  APPROVAL TYPE DOCUMENT NUMBER DOCUMENT TYPE NUMBER VENDOR ID AMOUNT
Completed Requests
POST 0045464 PM Invoice ADVANCEDO0O0O1 $0.00 12
Draft Requests
sults per page - < ing: 1 -
All Requests Resultsperpagel) 10 REFRESH 3 [ Viewing: 1-10of 1

Purchasing

Purchase Order Transfer

Purchase Order Inquiry

Budgets

Invoice Approvals

¢ Click on the “View Invoice” button. All documents attached to the invoice will
be displayed:
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Invoice Detail

s Invoice Detail

m APPROVE REJECT APPROVAL HISTORY PAYMENTS NOTES PORDETAILS VIEW INVOICE

Obama.jpg

Further Approval To: [none] Seating Plan.png

Receipt/Voucher: 00000000000000510

Document Number: 0045464 Vendor Name: Advanced Office Systems
PO Number: Document Date: 12/04/2027 00:00:00
Transaction Amount: $0.00 Due Date: 12/05/2027 00:00:00
Purchases Amount: $500.00 Purchases Dist:

Trade Disc. Amount: $0.00 Trade Dist:

¢ Clicking on these files will perform different actions depending on the file type
and the browser settings. This can include the following:

© Open them in the web browser
o Download them to your computer
o Prompt you to open them in another program

¢ In the example above, clicking on the Obama.jpg will open a new browser
page and display the image:
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