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Supplier Invoice Reports Including Payments

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

2 Click the "Search" field.

3 Type "Supplier Payment"
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4 Click "Supplier Payments"

5 Click the "Company" field.
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6 Type "GSI then clickenter"

7 Click the "Supplier" field.

8 Type the name of the vendor then clickenter"
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9 Click here and input the correct date you are running this for

10 Click "OK"
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11 you will get a summary of payments made for this vendor within the time frame
you have chosen. Click on the transaction you want to view to open

12 Click this image.
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13 Click this icon to hide the attachment and get a full view of the voucher

14 Click here to scroll left and right of the screen


