Fl“ Foundation

Electronic Invoice Dashboard: New Search and Reporting Features

The following instructions will help expense managers navigate the Electronic Invoice
Dashboard, search for invoices associated with their respective projects, review invoice
statuses, and identify the queue in which each invoice is currently located.

The update will also enable users to download search results in Excel format, providing
additional details such as the submission date, project name, project name, project
general ledger (GL) account, amount by GL account, Activity ID (when applicable), etc.

Navigate to the Electronic Invoice Dashboard and sign in with your FIU credentials.

Select ‘Project Search’ on the left. Here you will see different search options you can use
depending on what information you are looking for. Once you select your criteria, click on
‘Search’.

Project SpeedTypes - This option allows you to search all invoices that fall under a
specific project. Please keep in mind some projects have a fund 900 and 901.
Queue Status - This dropdown allows you to see all invoices in specific queues.
From & To Submitted Date — These fields allow you to search invoices submitted
within a certain date range.
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https://imagenowweb.fiu.edu/imagenowforms/fs?form=FUnencumberedDashboard

Once you click on search, you have the option to download the data on the dashboard onto
excel by simply clicking on the ‘Download’ button.

By downloading your searched criteria onto excel, you would be able to view additional

accounting details such as, submission date, project name, project name, project general

ledger (GL) account, amount by GL account, Activity ID (when applicable), etc.
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