
HOW TO FIND A SUBMITTED INVOICE

Click on the 
Outbox  menu 
button.
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Select Invoices.3

2

4.a

Click on the 
Process order  
link that you
find on the 
Purchase order 
interactive email 
and access the 
platform using 
your credentials. 
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You can either, 
search by 
invoice exact 
number.

4.a

Or, by order 
number, when 
selecting the 
partial number 
option and 
clicking Search.

4.b

4.b
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Click on the 
arrow to open 
the Search 
Filters menu.

In this column 
you can check 
the invoice 
status.
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