How to View an Invoice

Log into Fieldglass: https://www.fieldglass.eu/
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Click on View and select Invoice.
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Manage Job Postings in a Single View

Increase your productivity and monitor cycle times across all of your Job Pastings. Our new interface simplifies the
management of your Job Posting work items and makes critical information crystal clear!
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Select the relevant invoice item you want to view.
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You will get a summary page that has the following information:

a. Status
b. Invoice ID —the NSEUPI number

C.

d. Fee ID information

Statement of Work ID — the NSEUTQ number
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et Step Invoice ID

NSEUPIO0000038

Approved  Buyer needs to mark as paid

Details

Approvals | Audit Trail  Related

Statement of Work ID

NSEUTQO0000076
Accounting (GBP)
Amount
Invoice 5,000.00
Adjusiment 1,000.00
Total Amount Due £,000.00

Posting Information

Subrmitted By User, Vendor (claire avelino@insight com)

10/12/2021 09:09 AM

Buyer

SOW Invoice Details
Imvoice Code
PO Number
End Date
site
Business Unit

Adjustment Group

Insight - EMEA

WSEUPIDO0D0038

101122021
UK-United Kingdom
CWF - Content & Collaboration

Site Tax Adjustment

Aations
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=

NSEUTUO0000033

Adjustment
Level  Name

1 Site Tax - SOW - All Modules

Description Module

Taxable
S Discount

SOW Invoice  Yes No

Date. Amount (GBP)
101242021 5.000.00

Subtotal 5.000.00

T adsimens Ui Ao (a8P)

To print off an invoice for your records, click on Action and select Print.
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INVOICE

Status Next Step Invoice D Submit Date

Approved  Buyer needs to mark as paid = NSEUPIO0000038 10/

Details  Approvals/Audit Trail  Related

Statement of Work 1D

NSEUTQODD00076
Accounting (GBP)
Amount
Invaice 5.000.00
Adjustment 1,000.00
Total Amount Due 5.000.00

Posting Information

Submitted By User, endor (claire.avelina@insight com]

/2021 09:08 AM

Buyer

SOW Invoice Details
Invoice Code

PO Number

End Date

Site

Business Unit

Adjustment Group

Actions

Print

Insight - EMEA

NSEUPIZ0D00D38

1001212021
UK-United Kingdom
CWF - Cantent & Collaboration

site Tax Adjustment

A PDF will be created that you can download and save locally, it will look like the one below
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Invoice

Status.

Accounting (GBP)

NSELPIB0000038
NSELIPID0G00D38

10/1212021

TESTING TESTING
NSELTQU0000078

UK-United Kingdom

CWF - Cantent & Gollaboraticn
EMEA Services

Approved
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Insight - EMEA

SOW Vendor 1

Usar, Vendor (chaire avesno@insight com)
101212021

Category

Fees

Adjustments

Total Amaunt Que

Adjustments
Reasan

Adustable Amount Adjustment Uni

Site Tax - SOW - All
Modules.

5,000.00 20.000 Percentage

‘Subtotal

Fees

Fee

Date

NSEUTLIOD00033

101212021

Total Discount

Subtotal

This contains useful information that you can use if you have any queries regarding
payment. When talking to your Accounts Payable contact at Insight you can use the NSEUPI
reference number, and this will help them deal with your query more effectively.
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