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Search | Utilties | Delivery | Folders Logout Doc Type # Pages Account #  Account Name ::ii:‘t Release# Invoice/Creditz PO # Location Amount Doc Date
Q0 [ invoices 2 99999 WebDocs Dema Account 99999  AA1115001 99WL0001 Stock 10215 4/25/2006
Q Invoices 1 93999 WebDocs Demo Account 99999 AA1118001 99WL0022 John 83.40 4/26/2026
TR RN NN E NN RN E RN NN NN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE Q IInvoices 1 99999 WebDocs Demo Account 99999 AA1121001 Q9QWL0023 Randy 8787 4/26/2026
: Document '[vpe [5(: et ..l;||] [DE‘SE'ECI Al ] . Q Invoices 1 99993 WebDocs Demo Account 99993 AAL1127001 99WL0759 Tom k 89.49 4/27/2026
— . Q !invoices 3 99939 WebDocs Demo Account 599395 AA1124001 99WLD024 Kim 156.15 4/27/2026
:In'.anl ces EEfEfEmE nts H Q Invoices 1 99999 WebDocs Demo Account 99999 AA1148001 99WN1139 Julie 3081 5/1/2026
H Q Invoices 1 99999 WebDocs Demo Account 99999 AA1133001 99WN1117 0501-Dave 9489 5/1/2026
H ': redits H Q Invoices. 2 99999 WebDocs Demo Account 99999 AA1136001 99WN1118 0501-5ally 10344 5/1/2026
1 - Q !Invoices 1 93999 WebDocs Demo Account 99999 AA1181001 99WN1243 Stock 59.84 5/8/2026
Document IﬂdEIﬂs Q Invoices 1 99999 WebDocs Demo Account 59999 AAL187001 99WN1293 Stock-DR 59.49 5/11/2026
I . Q !Invoices 3 99933 WebDocs Demo Account 99959 AB1196001 99WN1296 Stock 102.15 5/11/2026
i Doc Date From: 04/25/2026 J : Q Invoices| 2 99999 WebDocs Demo Account 99993 AB1193001 99WN1295 Stock-TS 20343 5/11/2026
- H Q linvoices 1 99999 WebDocs Demo Account 99999 AB1319001 99WN1321 Stock-TS 169.44 5/14/2026
H
; H Q Invoices 3 99953 WebDocs Demo Account 99959 AB1385001 99WT4976 Stock 27124 5/15/2026
. H
Q !Invoices 4 99999 WebDocs Demo Account 59999 AB1332001 99WT4877 Stock 136.20 5/16/2016
Releases Q Invoices| ‘§1 99939 WebDocs Demo Account 99999  AB1391001 99WT4978 Stock 11120  5/17/2026
Inve "E-"Cl'elj e Q !Invoices 1 99999 WebDocs Demo Account 59999 AB1394001 99WT4985 Stock-DR 117.16 5/18/2026
= . Q Invoices 93999 WebDocs Demo Account 99999 AB1400001 G9WT5002 Stock 11932 5/20/2026
PO % Q !Invoices 459999 WebDocs Demo Account 95999 AB1406001 GOWT5164 Stock 12652 5/20/2026
Q Invoices 99999 WebDocs Demo Account 99999 AB1427001 99WT5229 Sally 75.00 5/23/2026
Location QA Invoices 99953 WebDocs Demo Account 99959 AB1430001 99WT5230 Stock-TS 14096 5/24/2026
Q Invoices 1) 99999 WebDocs Demo Account 99999 AB1454001 Q9WT5432 Tom 4274 5/25/2026
Part = Q Hnvoices 1 99999 WebDocs Demo Account 99999 AB1436001 99WT5426 Tom 169.44 5/25/2026
Q Invoices 2 98999 WebDocs Demo Account 95999 AB1439001 GOWT5427 John 27124 5/25/2026
Amaunt QA IInvoices 1 99933 WebDocs Demo Account 99959 AB1460001 99WT5434 Stock-TS 1027 5/26/2026
Q Invoices 1 459999 WebDocs Demo Account 95999 AB1B68001 GOWT5749 John 1356 5/30/2026
. . . o) S
To see Invo'ces & Credlts , Enterlng a Start Date “ lnvoices 1 99999 WebDocs Demo Account 99993 AB1871001 99WT5755 John 763 5/31/2026
Q Invoices 1 99953 WebDocs Demo Account 99959 AB1874001 99WT5768 Julie 77.99 5/31/2026
Q ICredi - -
make sure both bOXeS are helps Cutdown on ~ ICredits 1 99999 WebDocs Demo Account 99999 AA1145001 99WN1138 Stock-TS 47.76 5/1/2026
Q Credits 1 99953 WebDocs Demo Account 99959 AAL151001 99WN1140 Randy -60.52 5/3/2026
checked ma rked before clutter ICredits 1 99999 WebDocs Demo Account 59999 AA1169001 99WN1223 Tom -50.60 5/4/2026
Credits 1 99933 WebDocs Demo Account 99959 AAL172001 99WN1224 Kim -43.28 5/5/2026
C|ICkIng on Sea rch' ICredits 1 99939 WebDocs Demo Account 599395 AA1173001 G9WN1242 Tom -76.40 5/7/2026
Credits 1 99999 WebDocs Demo Account 99999 AA1175001 99WN1241 John -66.20 5/7/2026
ICredits 1 99999 WebDocs Demo Account 59999 AA1184001 99WN1292 Randy -3752 5/8/2026
Credits 2 99999 WebDocs Demo Account 99999 AB1397001 99WT5001 Julie -208.20 5/19/2026
ICredits 1 99953 WebDocs Demo Account 99959 AB1412001 99WT5166 Stock-TS -189.16 5/20/2026
Credits 99999 WebDocs Demo Account 59999 AB1424001 99WT5228 Randy -41.08 5/22/2016
ICredits 99933 WebDocs Demo Account 99959 AB1433001 99WT5231 Kim -78.32 5/25/2026
Credits 1 99939 WebDocs Demo Account 599395 AB1457001 G9WT5433 John -26.82 5/25/2026
ICredits 1 99999 WebDocs Demo Account 99999 AB1838001 99WT5687 Kim -25.63 5/27/2026

[0 Advanced Search

Please notice, that by default, the invoices & credits are clustered separately. You can click on the Invoice/Credit# col-
umn header & this will sort them by the document# instead of keeping the two separated.
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|_58aﬂ:-h | Utildties | Delivery | Folders Doc Type # Pages Account#  Account Name :‘fii:‘t Release# Invoice/Credit# PO # Location Amount Doc Date
Invoices 2 93999 WebDocs Demo Account 99999 AA1115001 199WL0001 Stock 102.15 4/25/2026
Invoices 1 98999 ‘WebDocs Demo Account 99999 AA1118001 iQQWLDOZz lohn 83.40 4/36/2026
Invoices 1 99999 ‘WebDocs Demo Account 99999 AA1121001 199WL0023 Randy 87.87 4/26/2026
Document Tvpe [SE ek .l;”] [DEEE'ECI Ji_"| ] Invoices 3 99999 WebDocs Demo Account 99999 AA1124001 |98WL0024 Kim 156.15 4/27/2026
Invoices 1 459999 ‘WebDocs Demo Account 49999 AA1127001 |85WLD759 Tom 89.49 4/327/2026
. i Invoices 1 ‘99009 WebDocs Demo Account ‘99009 AA1133001 199WN1117 0501-Dave 9489 5/1/2026
In. e L[::fEfEITI.E Invoices 2 989999 ‘WebDocs Demo Account 99999 AA1136001 iQQWNl]lB 0501-5ally 103.44 5/1/2026
': redits Credits 1 99999  WebDocs Demo Account 99939 AA1145001 |99WH1138 Stock-TS -47.76 5/1/2026
Invoices 1 99999 ‘WebDocs Demo Account 99999 AA1148001 |99WN1139 Julie 3081 5/1/2026
Document Indexes Credits 1 99999 WebDocs Demo Account 99999 AA1151001 |99WN1140 Randy -60.52 5/3/2026
Credits 1 99999 WebDocs Demo Account 99999 AA1169001 EQQWNIZZS Tom -50.60 5/4/2026
Doc Date From: 04/25/2026 '1 Credits 1 99999 WebDocs Demo Account 99999 AA1172001 |98WN1224 Kim -48.28 5/5/2026
p— Credits 1 93999 ‘WebDocs Demo Account 99999 AA1175001 }99WN1241 lohn -66.20 5/7/2026
To: ‘J Credits 1 99999 WebDocs Demo Account 99999 AA1178001 |99WN1242 Tom -76.40 5/7/2026
Invoices 1 989999 ‘WebDocs Demo Account 99999 AA1181001 |99WN1243 Stock 59.84 5/8/2026
Releases Credits 1 99933 WebDocs Demo Account 99933 AA1184001 |99WN1292 Randy -37.52 5/8/2026
Invoices 1 99999 WebDocs Demo Account 99999 AA1187001 |8OWN1295 Stock-DR 59.49 5/11/2026
Invoice/Credit# Invoices | 2 99939 WebDocs Demo Account 99933 AB1193001 |99WN1295 Stock-TS 20343 5/11/2026
PO 2 Invoices 3 99933 WebDocs Demo Account 99993 AB1196001 EQQWNIZQE Stock 102.15 5/11/2026
Invoices 1 99999 ‘WebDocs Demo Account 99999 AB1319001 |99WN1321 Stock-TS 169.44 5/14/2016
Location Invoices 3 99999 WebDocs Demo Account 99999 AB1385001 }99WT497E Stock 27124 5/15/2026
Invoices 99999 ‘WebDocs Demo Account 99999 AB1388001 |99WT4877 Stock 136.20 5/16/2026
Part = Invoices 99999 ‘WebDocs Demo Account 99999 AB1391001 |98WT4978 Stock 111.20 5/17/2016
Invoices 1 99999 WebDocs Demo Account 99999 AB1394001 |99WT4985 Stock-DR 117.16 5/18/2026
Amount Credits 2 99999  WebDocs Demo Account 99999 AB1397001 |99WT5001 Iulie -20820  5/19/2026
Invaices 1 559999 ‘WebDocs Demo Account 59999 AB1400001 EQ’QWTSOOZ Stock 11932 5/20/2026
Invoices 1 99999 ‘WebDocs Demo Account 99999 AB1406001 :9‘9WTS]64 Stock 126.52 5/20/2026
Credits 1 99999 ‘WebDocs Demo Account 99999 AB1412001 |99WT5166 Stock-TS -189.16 5/20/20126
Credits 1 99999 WebDocs Demo Account 99999 AB1424001 |89WT5228 Randy -41.08 5/22/2026
Invoices 1 ‘WebDocs Demo Account 99999 AB1427001 |99WT5229 Sally 75.00 5/23/2026
Invaices 2 ‘WebDocs Demo Account 59999 AB1430001 |99WT5230 Stock-TS 14096 5/24/2026
Credits 1 WebDocs Demo Account 99999 AB1433001 |99WT5231 Kim -79.32 5/25/2026
Invoices 1 ‘WebDocs Demo Account 99999 AB1436001 |99WT5426 Tom 169.44 5/25/2026
Invoices 2 ‘WebDocs Demo Account 99999 AB1439001 399W1542? John 27124 5/25/2026
Invoices 1 ‘WebDocs Demo Account 99999 AB1454001 :99WTS432 Tom 4274 5/25/2026
Credits 1 99999 ‘WebDocs Demo Account 99999 AB1457001 |85WT5433 lohn -26.82 5/25/2026
Invoices 1 99933 WebDocs Demo Account 99993 AB1460001 |99WT5434 Stock-TS 1027 5/26/2026
Credits 1 99999 WebDocs Demo Account 99999 AB1838001 |99WTS687 Kim -25.63 5/27/2016
Invoices 1 49999 ‘ebDocs Demo Account 99999 AB1868001 |99WT5749 lohn 1356 5/30/2026
Invoices 1 99999 bDocs Demo Account 99999 AB1871001 EEEWTS?SS Iohn 7.63 5/31/2026
C Jovoices 1 pEEEEE] ‘W& Docs Demo Account EEEEE] AB1874001 199WTS?EE ulie 7789 5]31,:’2025

[] Advanced Search Results C¢ T T o o \ S

Since | clicked on Invoice/Credit# column header the list is now sorted by
document #, with the invoices & credits are in date/document order.

Click anywhere between the “Doc Type—Doc Date columns” to select a line To select more than 1 line item to view/print, this works
similar to Excel. Press & hold the Control button while clicking on the rows that you need to view/print copies of.
Once you have selected the items you need, click on the magnifying glass on the top row =

To select everything, click on the first item & then scroll down & press the SHIFT before clicking on the last line, this highlights everything, then click on the  » magnifying glass (on Top Row)
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[ zearcn [ utiities [ etivery [ Fotgers Logout
£ DocanATYgE s [Select All]  [Desslect All o
= Einvoi : Statement: - Ty,
H CT.‘:dli:ZS H [pstatements Master = Invoice/Cred = -
; . H Doc Type # Pages Account # Account Name et Release# = it f‘Cl # Location Amount Doc Date
Documentindexes o e Qe o UPICES, 1 99999 WebDocs Demo Account 99999  199AALL4BO0I  : SOWNIIS® G lulie 3081 5/1/2026)
Doc Date = From: [04/25/2026| 7] . C\ﬂ Credits = 1 99999 WebDocs Demo Account 99999 |99AA1169001  © 99WN1223 H Tom -50.60 E,MIZOZE‘:
E'EU-:. [ — .;. . .E e Y dgites """ ! 99999 WebDocs Demo Account 99999 |99AA1187001 = 99WN1293 H Stock-DR 59.49 5,!'[].}'20253
Releases . H H
Invoice/Credit# . . . . . Iy . .
oo = To just pull up 1 item to view/print, click on the magnifying glass at the beginning of the row
oL e e ———
: Part # 51515 :
B Pt S e e Trying to find an invoice or a credit with a part number = “51515” Just enter the Part # field in the

Search Criteria and click on “Search” and you will see everything that has the Part # 51515 on it

L']

,?ealch Utilities Delivery Folders Logout
T DoEument TYPE "a[Select Alll  [Deselect All [nl -
E Einvoices : [Jstatements - =
iC.r-e.dit.s- i DocType Pages Account #  Account Name r:::s;t Releases ft';""ce” Cred o5 . Location Amount Doc Date
Document Indexes i
P 99989 WebDocs Demo Account 99999 99AB1319001 99WN1321 Stock-TS 169.44  5/14/2026
Doc Date From: 04/25/2026 ] E 99999 WebDocs Demo Account 99999 99AB1436001 99WT5426 Tom 169 44 5/25/2026/
. Tor H '
SasssEEEEEEREERRREERREEY
IR:\‘ri::z’;redltx' To just pull up 1 item to view/print, click on the magnifying glass at the beginning of the row
PO #
Location . N . . . . P .
oot 2 Trying to find an invoice for 169.44.  Just enter the 169.44 in the Search Criteria in the Amount field
o o S PPERY- and then click Search to see any invoice with a Total of 169.44
v
’_Sealm [ utitties | peiivery [ Folders [ Logout
{Document Type  §Select All]  [Deselect Alll Fal -
Elnvoices E [[Jstatements - =
:C.r:a.dﬁ R -E Doc Type # Pages Account # Account Name rcacs(::;t Release® Iltr;:olce;’cred PO # Location Amount Doc Date
Document I“de:‘f. R (4 1 Invoices 1 99999  WebDocs Demo Account 99999 199AA1121001 99WL0D23 Randy 8787  4/26/2026)
Doc Date % From:pajzs/2026 ] - R A 1 99999 WebDocs Demo *~count 99999 199AA1151001 99WN1140 Randy -60.52 5/3/2026/
HE ™ : : ~, Credits P 1 99999 WebDocs Demo . count 99999 19941184001 99WN1292 Randy -37.52 5/8/20261
Releases VrisassEREEEEEERNEassel ":' e " 99999  WebDocs Demo. :count 99999 99AB1424001 99WT5228 Randy 4108 5/22/2026)
R (- O I
Loty ee e s fore W —— e To just pull up 1 item to view/print, click on the magnifying glass at the beginning of the row
Part £
A t . . . . . . . P .
e . Trying to find an invoice with PO of “Randy” Just enter Randy in the Search Criteria in the PO # field

i _Sefl,'_d',_; and then click Search to see any invoice with a PO of Randy




