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Entering a Start Date 

helps cutdown on 

clutter 

To see Invoices & credits , 

make sure both boxes are 

checked marked before 

clicking on 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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Since I clicked on Invoice/Credit# column header the list is now sorted by  

document #, with the invoices & credits are in date/document order. 

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)      

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 
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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  

To just pull up 1 item to view/print, click on the magnifying glass at the beginning of the row 

To just pull up 1 item to view/print, click on the magnifying glass at the beginning of the row 

Trying to find an invoice for 169.44.      Just enter the 169.44 in the Search Criteria in the Amount field 

and then click Search to see any invoice with a Total of 169.44 

To just pull up 1 item to view/print, click on the magnifying glass at the beginning of the row 

Trying to find an invoice with PO of “Randy”  Just enter Randy in the Search Criteria in the PO # field 

and then click Search to see any invoice with a PO of Randy 


