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Last Updated: 08/12/2015

You will receive both paper and electronic invoices. There are different instructions
depending on the way in which the invoice is received.

Paper Invoices
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Documents should be placed in scanner before moving to the next step. If the box below
does not pop open, turn scanner off, then back on.

— Select B&W Barcode 1 ]

004: 004: BAW Barcode 1 - -
I

e ianscs) Select Feeder (Both Sides) ]

C = e | = I =]

l Click Scan J




After documents are scanned you should see this box.

This box might located at the bottom of your
screen. You can scroll through the scanned
pages by clicking on the arrows.
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This part of the process is complete. Be sure to log off the scanning station when you

are finished.




