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List of Invoices – BI
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Proceed to: PortalReports 
Click on List of Invoices
Enter search criteria information – Click “OK”
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Report is displayed, one can customize the report before exporting the file to excel.
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Select Column that needs to be moved, click and drag to where column needs to be moved to and release. – Reference PO Number moved to first column (Click-Drag-Drop)
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PO Item number moved to right of Reference PO Number (Click-Drag-Drop)
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To add a free characteristic to the report, click and hold the left mouse button on the free characteristic and drag it to the desired position within the report or under the displayed Rows. For example, drag [image: ] (the ASN Number free characteristic) between the Invoice Number column heading and [image: ]AGAR # column heading in the report.



	[bookmark: block-8598767589e54ca8bad67127bd9ef212][image: ]
	
	(Note) Dragging columns from the free characteristics column into the report will display that information as part of the report. Similarly, columns in the report can be dragged back to the free characteristics pane to remove them from the report.




Note:  We suggest adding the ASN Number and Status to the Report.
[image: ]Drag what you would like to include in report from “Free Characteristics” to “Rows”





	The ASN Number column is now displayed in the List of Invoices Report. 



	[bookmark: block-4af1df238aff47aba1fc106791e9c74b][image: ]
	
	(Note) For the POs that have no associated ASNs, or if the ASN is not yet showing in the BI System, the report will display the value as #.

	List of Invoices Report
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Report ready for exporting to Excel
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We suggest adding the “Status” column to the report. 

Glossary of Status Field:
Payment Made: Payment has been sent to vendor
Rejected by Customer: Invoice Rejected by AMS
In Process: Vendor has not submitted invoice yet
Document Sent: Vendor has submitted invoice
Cancelled by Vendor: Vendor cancelled the invoice
Accepted by Customer: AMS has reviewed and approved the invoice and it should be paid within the applicable prompt payment terms.
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