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Document Overview:

The following document has been generated utilizing Processor and Documentor from Epiance. Processor was used to capture and record the end-user interaction with the application(s). Documentor was utilized to generate this document that explains the end-user interface and business processes of the application(s) that was recorded.

 MACROBUTTON NoMacro [Click here to add the document overview text] 
Terminology used in this document

Image: 

An image can be the graphical representation of an entire window, dialog, or a client area. Generally, the captured images include any window or dialog that appears as a result of the end-user's interaction with the application(s), or client areas that represent controls such as buttons, toolbars, pull down and pop-up menus.  However, during a recording session, the author can manually capture any window, dialog, or client area for inclusion in this document.  The author can also control which images are to be included. This is done via preferences during the initial document generation.  To ensure a consistent format for this document, all images are initially scaled to 70% of original size. 

Control: 

Controls are graphical widgets that appear on windows and dialogs that the end-user interacts with.  Examples are buttons, drop down list boxes, scroll bars, and check boxes.

Control label:

A control label refers to the named caption of a control.  For example, the control label of a dialog button could be the text "Help", "OK", "Cancel", or "Open", whereas a text input field may be labeled "Employee Name".

Control’s parent:

The control's parent is the name of the window or dialog that contains the control.  For example, if an Open, Cancel, and OK button were displayed on a dialog, the name of the dialog would become the control's parent for each of these buttons.  Sometimes one control may be the parent of another control.  For example, the name of a combo box on a dialog would be the control parent for the arrow button used to drop down the list of items for the combo box.

Data:

When you interact with a control on a window or dialog, you generally type or select something.  For example, the "filename" you type or select in a File Open dialog is considered data.  Data represents the value for a control.

Shortcut keys:

The function key combinations that you use as mnemonics and accelerators are referred to as Shortcut Keys.  For example, Ctrl+P is the generally accepted shortcut for Printing.  Where controls of an application are defined with Shortcut Keys, these will appear in the document as appropriate.

Verification table:

A verification table presents a matrix of the status and data values of all the controls on a screen regardless of whether they were interacted with by the user-user.  

Notes:

Notes are textual information added to the capture file during a recording session.  They generally represent important information about the application and its processes. 

Procedure Introduction:

This section details what the documented procedure(s) is and business information about when it should be used.  This section also provides information about why a procedure(s) is important and the context in which it should be utilized.  

 MACROBUTTON NoMacro [Click here to continue the procedure introduction…] 
Before you begin:

It is important to ensure that the correct conditions and pre-requisites have been established before this procedure can be executed.  The following pre-conditions are required:

·  MACROBUTTON NoMacro [Click here to add the preconditions for running this procedure] 
Workflow:

Procedure:

1. Enter Incoming Invoice:  screen is displayed. Make sure company code is coprrect 
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Figure 1-----Enter Incoming Invoice: Company Code 0265 : Enter Incoming Invoice: Company Code 0265 :
 

2. Click Invoice Date. 
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Figure 2-----Enter Incoming Invoice: Company Code 0265 : :
Note: 

Check Name and Address on invoice if it is correct then go ahead with entry

 

3. In the box, enter , Invoice Date e.g "010407".  - use mmddyy format 
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Figure 3-----Enter Incoming Invoice: Company Code 0265 : :
 

4. Press Tab key. 
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Figure 4-----Enter Incoming Invoice: Company Code 0265 : :
 

5. Enter Reference number in the box, e.g. "90314076". 
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Figure 5-----Enter Incoming Invoice: Company Code 0265 : :
 

6. Click Amount box. 
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Figure 6-----Enter Incoming Invoice: Company Code 0265 : :
 

7. Enter total amount e.g. "16330". 
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Figure 7-----Enter Incoming Invoice: Company Code 0265 : :
 

8. In the list, select third item Goods/service items + planned delivery costs. 
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Figure 8-----Enter Incoming Invoice: Company Code 0265 : :
 

9. Click Purchase Order/ Scheduling Agreement Drop Down box. 
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Figure 9-----Enter Incoming Invoice: Company Code 0265 : :
 

10. In the box, enter PO Number e.g. "10882902". 
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Figure 10-----Enter Incoming Invoice: Company Code 0265 : :
 

11. Press Enter key. 
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Figure 11-----Enter Incoming Invoice: Company Code 0265 : :
 

12. In the Enter Incoming Invoice: Company Code 0265 box, enter only "". 
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Figure 12-----Enter Incoming Invoice: Company Code 0265 : Enter Incoming Invoice: Company Code 0265 :
 

13. Click Header Text box. 
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Figure 13-----Enter Incoming Invoice: Company Code 0265 : :
 

14. In the box, enter Header Text value e.g "0322827". 
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Figure 14-----Enter Incoming Invoice: Company Code 0265 : :
 

15. Click Item to remove highlight. e.g item 4 
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Figure 15-----Enter Incoming Invoice: Company Code 0265 : :
 

16. Click client .Click Item to remove highlight. e.g item 3 
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Figure 16-----Enter Incoming Invoice: Company Code 0265 : :
 

17. Click Item to remove highlight. e.g item 2 
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Figure 17-----Enter Incoming Invoice: Company Code 0265 : :
 

18. Click Item to remove highlight. e.g item 1 
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Figure 18-----Enter Incoming Invoice: Company Code 0265 : :
 

19. In the  box Unpl Del Csts, enter Unplanned Delivery Cost e.g.  "148.10". 
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Figure 19-----Enter Incoming Invoice: Company Code 0265 : :
 

20. Click Next Tab after checking Remit To Address. 
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Figure 20-----Enter Incoming Invoice: Company Code 0265 : :
 

21. Click Note Tab. 
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Figure 21-----Enter Incoming Invoice: Company Code 0265 : :
 

22. Click Note Box. 
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Figure 22-----Enter Incoming Invoice: Company Code 0265 : :
 

23. Press Ctrl+V to paste the batch number in notes box, also type in the Date of Invoice, you should try to remember the invoice date. 
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Figure 23-----Enter Incoming Invoice: Company Code 0265 : :
 

24. Click Previous Tab in order to go to Basic Tab . 
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Figure 24-----Enter Incoming Invoice: Company Code 0265 : :
 

25. Click Basic Data Tab. 
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Figure 25-----Enter Incoming Invoice: Company Code 0265 : :
 

26. Click Messages. 
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Figure 26-----Enter Incoming Invoice: Company Code 0265 : Messages :
 

27. Verification log pops up and shows the invoice property e.g.- invoice  / 2007 screen is displayed. 
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Figure 27-----Verification log - invoice / 2007 : Verification log - invoice / 2007 :
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Procedure Summary:

The procedure is complete.  However, the following should be read and understood before completing the above documented procedure.

·   MACROBUTTON NoMacro [Click here to add the activities to be performed after completing the procedure] 
Appendix:
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