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How To Look Up Supplier Invoices

1 Navigate to https://wd5-impl.workday.com/guestservices3/d/home.htmld

2 Click the "Search" field.

3 Type Find Supplier in the Search Box
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4 Click "Find Supplier Invoices"

5 Click the "Company" field and input "GSI"
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6 Type "gsi enter

7 Click the "Supplier" field.

8 Type the Supplier name
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9 Click to choose the correct Supplier

10 Click the "Supplier's Invoice Number"
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11 Type " the invoice number you are looking for "

12 Click "OK" after making sure that the date is correct, then hit OK



6

13 Click the magnifying glass to open the voucher

14 Click this icon to hide the attachment and view the full screen
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15 voucher is now ready to view for status and details

16 Click to scroll up and down
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17 Click here to scroll left and right


