Viewing Attachments when you approve an AP Voucher

· From your Worklist or approval email link – select the voucher to approve
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· Click on the highlighted Attachments hyperlink to go to the Voucher Attachments window
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· [bookmark: _GoBack]The system will take you to the Voucher Attachments window.  Click on the highlighted file name hyperlink to view the invoice.  
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Voucher 00009855

Invoice Date 01/09/2015

Voucher Details
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Total 48576
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Voucher Attachments

Business Unit 01 Voucher ID 00009855
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Adding large attachments can take some time to upload, therefore, it is advisable to save the.
transaction before adding large attachments
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