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.
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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.”

A ESP Reprint - Microsoft Internet Explorer " == x|

Eile Edit Wiew Favorites Toole Help ‘
dpack v = v 4t | @isearch GaFavortes @ivedia oF | By S = D
Address Iéj https://apallo3.cadm.harvard.edu:B810/ple/ptchr L Lifhuick_esp_invaice_print.start_print j @6o ‘UMKS =

ESP Shopper: Harvard University Date:
Menning, Wendy ESP Shopper May 18, 2004
ESP Main B emu] ain M er]

Search: ESP for Reprint

PO MNurmber | is [EC1547424 Search | Reset

X

Enter the
value and
click Search

&) Dore [ 8 @ mternet

page 2 of 3



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.
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IMAGE OF ELECTRONIC INVOICE
Supplier Number: 361
Supplier Name: STAPLES BUSINESS ADVANTACE
Supplier Site: SBA DEPT EOS, PO BOX 30851
HARTFORD,CT 06150-0851
PO Number: EC1547424
Ivoice Number: 123
Dvoice Date: 05/18/04
Dmvoice Total: $2030
LINE DESCRIPTION QTY PRICE TOTAL
Mechanical Pencil 5 MM, Gray Bareel 1 290 290
Sharpie? Markers, ExtesFine Tip, Black, 12-Fack 1 269 260
Evidence? Cross Section Pads, 10 3g Per Inch 1 263 263
Postit? Aquatic Pop-up Notes, 3" 23", Assorted 1 608 608
SUBTOTAL: 030
FREIGHT: o
TAX: ]
INVOICE TOTAL: 20.30
DO NOT SEND THIS IMAGE TO HOLYOKE ACCOUNTS PAYABLE!
THIS IS 4 COPY OF AN ELECTRONIC INVOICE
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