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Finding an Invoice Previously Entered 

In DASH, go to Payables and Invoices 

Click on the Magnifying Glass to enter the invoice number that is in question and click search. 

 

The invoice is pulled up in search results. Select the Invoice Number hyperlink to go into the invoice and review rejection 

information, make corrections, etc.  

 

 

Rejection reasons can be found under Holds and Approvals. You may need to scroll through the approval list to find the 

rejection or current workflow step.  

  

To see rejection comments, click the gray comment box. 
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Withdraw the invoice in the Invoice Actions menu.  

 

 

Select the Actions drop-down menu to edit the invoice. 

 

 

Make required corrections, then click ‘Save’ 

 

 

Select the Actions drop-down and select ‘Validate’ 

 

Select the Actions drop-down and select ‘Approval’ and ‘Resubmit’ 

 


