HOW TO INQUIRE WHETHER A PURCHASE ORDER / INVOICE HAS BEEN PAID

FROM PURCHASE ORDER CENTRAL ENTER YOUR PURCHASE ORDER NUMBER AND CLICK SEARCH
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.. 14000856 2014 MONTHLY LEASE HIGH SPEED SCANN Details

Amount  $439.84  Vendor E O JOHNSON Status: Closed Department 71475  Req 1133
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CLICK ON THE ‘“+MOREAYOU WILL SEE DETAIL (Example 1 shown below)

CLICK ON THE * " HYPERLINK TO SEE ADDITIONAL DETAIL (Example 2 shown below)
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EXAMPLE 1

Special Handling N PO Totals Vendor Address Terms

Review Ordered Amount $439.84 PO BOX 660831 Discount % 0
Buyer 8516¢csch Lig. Amount $439.84 DALLAS TX 75266 Days to Discount 0
Remit 0 Open £0.00 Days to Net 0
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2014, MONTHLY LEASE HIGH SPEED SCANN

Approvals #i v W PO Lines & Line Details

No approval recerds found.

Line | Description | Quantity | Received Quantity | Unit Price | Ordered | Liquidated | Balance
1 MONTHLY LEASE HIGH SPEED SCANNERS-NOVEMBER 2014 1.00 1.00

430.84  430.84 430.84 0.00

EXAMPLE 2
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Invoice Number | Date | Amount | Check Number |

16088880 11/04/2014  439.84 1000320

FROM THIS VIEW YOU CAN SEE THAT THE PURCHASE ORDER HAS BEEN LIQUIDATED AND CLOSED.
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CLICK TO RETURN TO PREVIOUS SCREEN AT ANY TIME.
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Approvals #i v W PO Lines & Line Details
Mo approval records found. Line | Description | Quantity | Received Quantity | Unit Price | Ordered | Liquidated | Balance
1 MONTHLY LEASE HIGH SPEED SCANNERS-NOVEMBER 2014 1.00 1.00 439.84 4390.84 439.84 0.00
Attachments >
Invoice Number | Date | Amount | Check Number |
16088880 11/04/2014  439.84 1000320

YOU CAN ALSO SEE THE INVOICE NUMBER, AMOUNT AND CHECK NUMBER FOR PAYMENT.

YOU CAN VIEW THE PURCHASE ORDER ATTACHEMENT AT ANY TIME BY CLICKING THE Iﬁ ICON ANYWHERE IT
APPEARS ON THE SCREEN.
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TO VIEW THE INVOICE AND CHECK ATTACHMENTS: SELECT VENDOR INQUIRY FROM YOUR HOME SCREEN MENU
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YOUR SCREEN WILL APPEAR SIMILAR TO THAT SHOWN BELOW.
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CLICK THE SEARCH ICON ON THE DASHBOARD, ENTER THE VENDOR #, THEN CLICK THE ACCEPT ICON.
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YOUR SCREEN WILL APPEAR SIMILAR TO THAT SHOWN BELOW.
TO VIEW THE INVOICE, CLICK INVOICE INQUIRY ON THE DASHBOARD RIBBON.

TO VIEW THE CHECK, CLICK CHECK INQUIRY ON THE DASHBOARD RIBBON.
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General Vendor Information

Vendor| 6370« Entity |1 Entered  |08/19/2014
Alpha |E O JOHNSON | Tyee | || Modified  |08/19/2014

Status lACTIVE - ] Rfason[ A I By |munis |
Change Set lCurrent - J l = J
Main | General | Miscellaneous | Contacts | Certifications |
Contact Information
Company Name|E 0 JOHNSON | Addresses (0) Comments (0)
| |
DEA | |
Address PO BOX 650831 |
| |
| |
Zip code |75266 f.ee
City |DALLAS |
State \EI Texas
Country | | Foreign entity
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YOUR SCREEN WILL APPEAR SIMILAR TO THAT SHOWN BELOW.



FROM THIS SCREEN YOU CAN DEFINE THE YEAR/PERIOD YOU WOULD LIKE TO SEARCH ON, THE INVOICE STATUS
AND/OR THE INVOICE #.
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BY CLICKING THE STATUS DOWN ARROW, YOU CAN DO AN OPEN SEARCH ON ALL INVOICES FOR THE VENDOR BASED ON
THE INVOICE STATUS OF ACTIVE, HOLD, PAID, VOID OR BLANK FOR ALL.
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TO VIEW AN INVOICE THAT HAS BEEN PAID SELECT ‘P - PAID’, TYPE IN THE INVOICE NUMBER AND CLICK ACCEPT.
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YOUR SCREEN WILL APPEAR SIMILAR TO THAT SHOWN BELOW. MUCH OF THE INVOICE DETAIL IS DISCLOSED HERE.
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TO VIEW THE INVOICE CLICK THE ATTACHMENTS
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Invoice 16088880 | Vendor | 6370  Remit | 0|
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Cash Account (39300000 | 111000 [l CASH
PO 14000856
Contract
Gross amt | 439.84| Desc [MONTHLY LEASE HIGH SPEED SCANN
Disc date | | Status IZI Paid
Disc basis | 00| CHECK RUN 141121
Disc percent | 000 Inv date 11/04/2014
Net amount | 439.84| Due date [11/2072014 |
Retainage | .DD| l@Details Work Order/Task | | | o
- Dept/Loc 71475
Payment meth \N_, Mormal
Check no 1000320 Separate check
Check date W Include documentation
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A DIALOG BOX SIMILAR TO THAT SHOWN BELOW WILL APPEAR. SELECT AP INVOICE OR AP CHECK,
THEN CLICK VIEW DOCUMENTS.
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ON THE LEFT MARGIN, YOU MAY ALSO SEE INDICATED THE AP INVOICE, THE PURCHASE ORDER AND/OR THE AP CHECK.

YOU CAN CHANGE YOUR VIEW TO THOSE ATTACHMENTS BY CLICKING ON THEM.
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YOU CAN SCROLL THROUGH THE PAGES OF YOUR INVOICE DOCUMENT TO VIEW IT BY USING THE |+ "' |[# ARROWS.
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Monroe County OSTAGE PAID
Finance Dept. A/P MAILED FROM
14345 County Hwy B, Room 2 ZIP CODE 54656
Sparta, W1 54656 PERMIT NO. 3
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14345 COUNTY HWY B SUITE 3
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doors of specified destination.

E O JOHNSON INFO SYSTEMS MAINT & LICENSING
PO BOX 660831 14301 CO HWY B A-21
DALLAS TX 75266 SPARTA WI 54656
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CLICK CLOSE VIEWER @ TO EXIT VIEWING OF ATTACHMENTS.
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