
View Invoice for Approval

Follow these steps to view invoices that have been scanned to OnBase.

1. Open the PO in UShop.  Click on the Invoices tab, then on the Invoice number.

2. On the Summary tab on the invoice, �nd the Note/Attachments section.  If there is a link to Fortis Lookup or
OnBase Lookup, click on it.  (Fortis was recently replaced by OnBase.)



3. This will take you to the OnBase Lookup page where you may view and/or download the invoice.

4. If there is not an link to either Fortis Lookup  or OnBase Lookup on the
voucher, open the Invoice Lookup(OnBase) link found on the UShop 
Shopping Dashboard.

5. Here you may provide either the PO number or the Voucher number to �lter your search.


