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Select Vendors 

 

 

 

  



Then select your vendor by hitting the Search button. 

 

 

 

  



Then choose your vendor by name.  Utilize a * for a wildcard search, then select the check 
mark. 

 

 

 

  



Then select the data chicklet you are looking for, invoices, check, po’s, etcetera. 

 

 

 

  



When selecting invoices, you can choose year and period (0 is for the entire year), status 
(usually choose the blank at the bottom which gives you all status). 

 

 

  



The invoice data looks like this.  Double click on one invoice to see the details. 

 

 

 

  



It looks like this. 

 

 

Select The paper clip to see the detail including PO, invoice, and check.   

 

 

 

 

 

 

 

 



When you select the document you wish to view on the left-hand side, it will appear in the 
center window. 

 

 

 

 

  



When selecting the checks chicklet, you need to select the proper account org and object.  
This would generally be prepopulated at 0000-10303.  The limit your check selection by 
date or number. 

 

 

  



Double click on one of the checks listed. 

 

 

 

  



It gives you a list of invoices it paid.  If you select the invoice, you can click on the 
attachment and see the actual document. 

 

 

 

  

 

 

 

 

 


