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How To Find an Invoice in OMNI using FSU Document

Management

Need an invoice but don't know where to look? This guide will help you find your invoices in OMNI using

the FSU Document Management Tool

Steps to Find an Invoice

1. Log into my FSU and click the Financials icon under MyFSU Links.
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2. Click the Accounts Payable tab on the Financials page.
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3. Click on FSU Document Management.
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4. Enter the PO Number, Invoice Number,and the Supplier ID in the corresponding fields.
Then, click Search.
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5. The invoice will appear on the screen. If the invoice doesn't appear, it means the
document needs to be imported into FSU Document Management. For uploaded
invoices, Document Management will show AP processor notes such as any changes that
need to be made or if additional information is needed.
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