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STEPS TO DOWNLOAD INVOICES TO EXCEL

If you have a need to download all your invoices into excel, follow these steps in GEP. The
downloaded invoice file is available for you for up to 24 hours.

@ Kiew‘it Catalog  Sourcing

Documents

Daocument Name

Search

FinningC.

OCR_UAT_EMPTY_

Inyoice for Purchas:

3 for Purch

Inv

Invoice2 for Purchas:

Invoice2 for Purchas

Invoice1 for P

Invoice1 for Py

Order123

Invoice for Purchas

er122

Invoice2

Contract  Purchasing

Draft

Document Number

Search

CREDINV-02:23-000245

GEP1060002843

Supplier

PO Number

Search

4502704134

4502704134

4502704134

4502330548

4502390549

45023905439

4502330549

4502330548

Sent For Payment

1

Supplier Name

t Supplier ABC Dragon Th.

Supplier ABC Dragon Th

G Test Supplier ABC Dragon Th

NG Test Supplier ABC Dragen Th.

est Supplier ABC Dragon Th

t Supplier ABC Dragon Th.

NG

1 Supplier ABC Dragon Th.
NG Test Supplier ABC Dragen Th

NG Test Supplier ABC Dragon Th

Supplier Contact

Douglas Alldredge

Douglas Alld

Douglas Alldredge
Douglas Alldredge
Douglas Alldredge
Douglas Alldredge

Douglas Alld

Douglas Alldredge

Douglas Alldredge

Inveice Source

Supplier Invoice Number Supplier Inveice Date

9850986401

18512 1/17/2023

2022

MYBIGSPayDay

e Anributes 7

Invoice R}

Export Documents

View Export Logs

200.00 USD

1. Go to Invoice Section and locate the
Export icon select Export Documents.




STEPS TO DOWNLOAD INVOICES TO EXCEL

2. Click on View Export Logs.

d, which may take several minutes depending on volume of the data. You will be notified

Your export request is being processed, whic
vhen ready. Click on View Export Logs to track the status of the export, and access it once it's prepared ;
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(D Logs will be accessible here for up 1o 24 hours.

Invoice Invoice-23May2023-17-28:01 xlsx Completed

3. Click on File Name to open Excel, these will be accessible for 24
hours after your export.
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