How-To Guide for Viewing Current Vendor Spend

Step 1: Sign into Incode
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Step 2: Menu -- Accounts Payable — Tools — Vendors
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Step 3: Select the vendor




o Vendor Management - (Read Only)
File Edit Options Help
Ha X R

endor Set | 071 Schertz v Mame |

Wendor Dext Wendaor #
—

Yendar Set: ~4 Wendor ID: l:l

Search:

Wendar 1D Address Statuz

ELY ROLLS IMC.
By
Bl COMPANIES, INC.

el S s S

~Wendor Statuz

(1Al @ Active () Inactive () OnHald

I [T M aama T

Step 4: Choose the tab labeled “Other” to review purchases by Fiscal Year
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