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Printing an Electronic Copy of an Invoice 
 
Effective June 14, ESP will provide a feature entitled “Print EC Invoice.” This functionality will 
allow you to print an electronic copy of the invoice information – as well as an associated credit 
memo – as it is recorded in Accounts Payable. 
 
From the ESP Shopping menu, select the Print EC Invoice menu option. 
 

 

Click Print EC 
Invoice 
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Enter the PO number associated with the transaction starting with the EC prefix and click Search.  
Remember, you must be the preparer of this PO to obtain this information. Also, Accounts 
Payable must already have received the invoice that correlates to the PO for you to view it in the 
system. Otherwise, you will receive an error message saying “Invoice for PO ECXXXXXX was 
NOT found or you were NOT the preparer.” 
 
 

 

Enter the 
value and 
click Search 
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A copy of the invoice information will appear. You can review this information on the screen and 
you may also print a copy for your records. Purchases that were partially shipped or that have 
credit memos will have multiple pages presented. Scroll down to see all documents. 
 

 


