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Common Errors and How to Fix Them

Sum Invoice Line 1 Amount and Invoice Line 2 Amount is not zero.

1. For the example below, (1a) Invoice Line 1 has Line Amount and Merchandise Amount of $130
while (1b) Invoice Line 2 has Line Amount and Merchandise Amount of $100.
2. Click on Save button.

Invoice Information UHS Data Line Payments. ‘oucher Atfributes Documents. Approval Log

Business Unit: SCTED Invoice No: JST=10000 Action:

Voucher ID: NEXT Invoice Date: O4r14/2021 )
Voucher Style: Regular Voucher Accounting Date: 041412021 =
Vendor ID: 0000000067 QU 750- UHCL UCT REPAIRS ACCOUNT

ShortName: TEEUHCLUCT-00 Q. 2060-CO053-FOT15-NA-50050 (13088)

Location: v Q,  HOUSTOM, TX 77052

Comments(0)

*Address: 2 Q

Advanced Vendor Search

Confrol Group: Q *Fay Terms: = 1L Due Mow

Invoice Lines: 000 Calc Basis Date

- Basis Date Type: Inv Date
*Currency: usDjq = n v
Pay Schedule: ther Mon Transpertation
Total
Copy From Source Document
Difference: 0.00 PO Unit: a
PO Number: Q Cosy PO
Copy From: MNane hd | G
Invoice Lines Find | Wiew 1 First ‘4’ 1-20f2 (} Last
B =

Line: Item: Q HOM: Q

*Distribute by- Unit Price: Quantity:

Ship To: Q Line Amount: 1a 120.00

SpeedChart: 15825 @, Description: UCT#10000 install new line

O One Asset

Calculate
w Distribution Lines Personalize | Find | View all | {7 | E First 4 1of1 (b Last
GL Chart Exchange Rate Statistics Assets

Ig«?:‘in Line Merchandise Amtv  Guantity *GL Unit Account Fund Dept Program Proj
Bl = O T20.00) oo7se  |q [52208 @ [2084 @ [co153 Q [Fioss oy [mNa
{ }
El=
Line: Hem: &, vom: Q
*Distribute by- Unit Price: Quantity:

Ship To: @ Line Amount: 1b -100.00
SpeedChart: 13088 Q Description: UCT#10000 install new line

Caleulate
w Distribution Lines Personalize | Find | view Al | (71 | E First (4 1of1 (b Last

GL Chart Exchange Rate Statistics Assets

O one Asset

Ig::\':‘,'n Line Merchandise Amt~  Quantity *GL Unit Account Fund Dept Program Praj
=l = O oo7se . (50050 @ [z060 & [cooss o [FoT1s a [Na
1 4

i Save |))=] Motity |[£ Refresn |
2 nformation | UHS Data Line | Payments | Voucher Attributes | Decuments | Approval Log

|Es Add || 3] UpdateiDisplay |
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3. Upon saving, a warning message pops up because of the lines not balanced.
4. Click on OK button to continue saving the voucher.

Message

‘Warning -- Invoice fine amounts exceed header amounts by 30.00. “Youcher may be saved but not posted. (TO30,4)

Invoice fine amounts excaed haader amounts. You can save this voucher, but it will not post until it balances.
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5.

Once the voucher is saved, the £ icon appears by the Voucher ID, and the discrepancy is
displayed and highlighted on the Difference field.

| Summary || Related Documents “ Invoice Information || UHS Data Line ” Payments ” ‘oucher Attributes. || Documents || Approval Log || Error Summary |

Business Unit: SCTED Invoice Mo UCT#10000 | Action:
Voucher ID: o002a329 Invoice Date: D4i14/2021 'E I—vl
Voucher Style: Regular Youcher Accounting Date: Da/14/2021 &y | Run |
Vendor ID: 00000000aT & 750- UHCL UCT REPAIRS ACCOUNT
ShortName: 758UHCLUCT-001 Q@ 2080-C0053-FOT15-MA-50050 {12088)
Location: v @ HOUSTON, TX 77058
Comments(0)
*Address: . Ja
Advanced YWendor Search
ComvolGroup: [ g PayTems m o Due Now
Invoice Lines: 30,00 Cale Basis Date
Basis Date Type: Inw Date
*Currency: [ usOly = e e - :
: Pay Schedule: [Other Non Transportation w
Total:
Copy From Source Document
i . | o |
Difference: 30,00 PO Unit:
Calculate PO Number: Copy PO
Copy From: | Mons v | Go
Invoice Lines Find | Wiew 1 First ‘4 1-20f2 (k. Last
#l[=]
Line: . ltem: [ @ uvom L o
*Distribute by: Unit Price: [ usntityy [ |
Ship To: [ & LineAmount 130.00
SpeedChart: ,  Desecription: [UCT#10000 install new line |
[ One Asset
Caloulate
w Distribution Lines Personalize | Find | View Al | (2] | E First (4 1of1 (b Last
| GLChart || Exchange Rate || Statisties || Assets |
DC"W Line Merchandise Amtv  Guantity *GL Unit Account Fund Dept Program Praj
EHE 0O 1 120.00] | | |ooTse Q [52808 |y [z084 |y [coise oy [Frose  |oy [ma
« I 4
#l[=]
Line: 2 ttem: [ lauom L o
*Distribute by Unit Price: [ usntityy ||
Ship To: [ & LineAmount -100.00
SpesdChart: 12088 ©,  Description: [UCT#10000 install new line ]
[ One Asset
Calculate
w Distribution Lines Personalize | Find | View Al | (2] | E First (4 1of1 (b Last
| GLChart || Exchange Rate || sttisties || Assets |
DC"W Line Merchandise Amtv  Guantity *GL Unit Account Fund Dept Program Praj
=l =l O 1 -100.00] [ | [oo7se @ [50050 |@ 2060 oy [cooss @ [Fors oy [ma
L] 3

[[@save |[=) Notity |[& Refresn |

[B add | UpdateiDisplay |

Summary | Relasted Documents | Invoice Information | UHS Data Line | Payments | Voucher Attributes | Documents | Approval Log | Error Summary
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6.

Fix the amounts, and save the voucher.

7. The & icon is gone, and the Difference field displays 0.00.

| Summary || Related Documents || Invoice Information || UHS Data Line || Payments ” ‘oucher Attributes ” Documents. || Approval Log ” Error Summary |

Business Unit: SCTER Invoice No: bcT#10000 | Action:
Voucher 1D: 00028389 Invoice Date: D4/14/2021 o I—vl
Voucher Style: Regular Voucher Accounting Date: 041412021 H | Run |
Vendor ID: 0900000067 @ 750-UHCL UCT REPAIRS ACCOUNT
ShortName: TEOUHCLUCT-001 @ 2080-CO053-FOT15-MA-BO050 {13093)
Location: Y @, HOUSTON, TX 77052
Comments(T)
*Address: L a
Adwanced Yendor Search
ComolGrowp: [ g PvTems m [ oue o
Invoice Lines: 0.00 Calc Basis Date
- Basis Date Type: Inv Date
*Currency: [ usolg =is mee ype e .
: Pay Schedule: [Other Non Transportation e
Total:
Copy Frem Source Document
Difference: 0.00 PO Unit-
Calculate PO Number: Copy PO
Copy From: | Mane ol | Go
Invoice Lines Find | View 1 First (4 1-20f2 (k' Last
l[=]
Line: 1 | ltem: [ lauom (I -}
“Distribute by: Unit Price: [ | ouantity [ |
Ship To: [ & LineAmount: [ 12007]
SpeedChart: . Description: [UCT#10000 install new line |
[J One Asset
Calculate
w Distribution Lines Personalize | Find | View All | (A | E First 4 1of1 (b Last
| GLChart || Exchange Rate || Statistics || Assets |
DC"W Line Merchandise Amtw  Guantity *GL Unit Account Fund Dept Program Proj
B = O 1] 120.00] | | [oorsa  |o (52808 |oy [z084  |oy [c0153 o [Fioes |y [na
4 3
El[=]
Line: B ltem: L leuom L &
“Distribute by Unit Price: Quantity: ||
Ship To: I:IQ Line Amount: | S130.00
SpeedChart: 13088 @, Description: [UCT#10000 install new line ]
[0 One Asset
Calculate
w Distribution Lines Personalize | Find | View All | (7] | E First 4 1of1 (b Last
| GLChart || ExchangeRate || Statistios || Assets |
DC"W Line Merchandise Amt=  Guantity *GL Unit Account Fund Dept Program Proj
+ =l O 1 -z0.00] | | [oo7se oy [s0050 |oy [z080 |y [cooss o [Foris oy [ma
1 »

[@=ave |[E notiy |[& Refresh | [5 Add |[H UpdateiDisplay |
Summary | Related Documents | Inwoice Information | UHS Data Line | Payments | Voucher Attributes | Documents | Approval Log | Error Summary
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Distribution Line Amount OR Sum of Distribution Line Amounts (if more than one) is not
equal to the corresponding Invoice Line Amount.

1. Forthe example below, Invoice Line 2 has Line Amount of $-130 and Merchandise Amount of
2. Click on Save button.
| Invoice Information || UHS Data Line ” EBayments || Woucher Attributes || Documents || Approval Log |
Business Unit: SCTER Invoice No: JCT#100000 | Action:
Voucher ID: MEXT Invoice Date: D4/14/2021 ] ™~
Voucher Style: Regular Voucher Accounting Date: @E
Vendor ID: 0000000847 @ 758 - UHCL UCT REPAIRS ACCOUNT
ShortName: 75BUHCLUCT-001 @ 2080-C0053-FO715-MA-50050 (13098)
Location: WV @,  HOUSTON, TX 77058
Comments(0)
*Address: 2 Q
Advanced Vendor Search
e — T m @ Due o
Invoice Lines: 0.00 Cale Basis Date
Basis Date Type: Inv Date
*Currency: [ usDja =s meE e o s :
Fay Schedule: Other Mon Transportation Bt
Total:
Copy From Source Document
piference: °%  rouni [E—
Calculzte PO Number: I - Copy PO
Copy From: [Mane | Go
Invoice Lines Find | View 1 First (4 1-20of2 (b Last
=]
Line: 1 Item: [ @ uom: [ &
*Distribute by Unit Price: L | Gusetity:
Ship To: [ ]& LineAmount:
SpeedChart: [Bzas g Description: [UCT#100000 install new line ]
[ One Asset
Calculate
w Distribution Lineg Personalize | Find | View Al | (2] | ﬁ First (4 1of1 (b Last
| GLchart || Exchange Rate || Statistics || Assets | FE0
DC"F"‘ Line Merchandise Amtw  Guantity *GL Unit Account Fund Dept Program Proj
w= 0 1 x| | ooz o [5z30 o 2004 o [cotss o [Fioes ey [Na
« I 4
=
Line: B item: [ ]quom [
*Distribute by Unit Price: | Quantity: [ |
Ship To: I:lQ Line Amount: -130.00
SpeedChart: 12088 @ Description: UCT#100000 install new line |
[ One Asset
Calculate
w Distribution Lineg Personalize | Find | View Al | (2] | ﬁ First (4 1of1 (b Last
| GLchart || Exchange Rate || Statistios || Assets |
DC"F"‘ Line Merchandise Amtw  Guantity *GL Unit Account Fund Dept Program Proj
®E o i ~o0ad] | | [oomss o [50050 o 2000 o [cooss & [Fors__Jay [Ma
4 3

N\
[ Save )= Notity |[&F Refresh |

[Es Add |2 UpdaeDisplay |

L]

woice Information | UHS Data Line | Payments | WVoucher Attributes | Documents | Approval Log

SC759 Voucher — Common Errors and How to Fix Them
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3. Upon saving, a warning message pops up because of the lines not balanced.
4. Click on OK button to continue saving the voucher.

Message

Warning -- A Voucher Line has Distributions that do not equal Merchandise. (7030,673)

A \oucher Line has Distributions that do not equal Merchandise. You can save this woucher, but it will not post wntil it balances.

SC759 Voucher — Common Errors and How to Fix Them
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5. Once the voucher is saved, the £ icon appears by the Voucher ID, and the discrepancy is
displayed and highlighted on the Difference section of Invoice Line 2.

| Summary || Related Documents || Invoice Information || UHS Data Line || Payments. ” Woucher Attributes. ” Documents || Approval Log || Error Summary |

Business Unit: SCTE8 Invoice No: JCTHI00000 | Action:
Voucher ID: 000320300 Invoice Date: 04/14/2021 E l—vl
Voucher Style: Regular ‘Voucher Accounting Date: 04/14/2021 3 | Run |
Vendor ID: 0000000057 Q@ 758-UHCL UCT REPAIRS ACCOUNT
ShortName: THEUHCLUCT-001 @ 2080-CO053-FOT15-MA-GO0S0 (13088)
Location: v aQ, HOUSTON, TX 77052
Comments(T)

*Address: L a
Advanced YWendor Search
e — W i oue o
Invoice Lines: 0.00 Cale Ba=is Date

: Basis Date Type: Inw Diate
*Currency: Q

Pay Schedule: | Other Mon Transportation £

Totat

Copy From Scurce Document

Difference: 0.00 PO Unit:
Calculate PO Number: Copy PO
Copy From: [Mene > Go
Invoice Lines Find | Wiew 1 First (4 1-20f2 (k. Last
30
Line: . ltem: [ @ uom (-
*Distribute by: Unit Price: [ ] Quamtityy [ ]
Ship To: I:IQ Line Amaount: 130.00
SpeedChart: Q Description: |UCT#‘1DGDI]CI install new line |
[0 One Asset
Calculsts
+ Distribution Lines Personalize | Find | View Al | (3 | E First 4 1of1 (b Last
| GLChart || ExchangeRate || Statistics || Assets | [FEH
uCow Line Merchandise Amtv  Quantity *GL Unit Account Fund Dept Program Praj
&= 0O 1 130.00] | | [oo7se |y [52208 | [2084 e [coiss o [Floss oy [Ma
4 3
=
Line: 2 Item: [ lQuom (-
“Distribute by: Unit Price: L ] uamtity: [ ]
Ship To: I:IQ Line Amount: -130.00
SpeedChart: 13088 @, Description: [UCT#100000 install new line |
[ One Asset
Calculate
Difference
Line Amount: -130.00
Distributed: -100.00
Difference: Eoon ©
w Distribution Lines Personalize | Find | Wiew Al | (2 | E First 4 10of1 (b Last
| GLchart || Exchange Rate || Sttistics || pssets | FEB
nCow Line Merchandise Amte  Guantity *GL Unit Account Fund Dept Program Proj
== O 1 00.00] | | [ooTsa | [s0050 | [2080 oy [cooss la [Foris oy [na
4 3

SC759 Voucher — Common Errors and How to Fix Them
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6. Fix the amounts, and save the voucher.

7. The & icon and the Difference section of Invoice Line 2 are gone.

| Summary || Related Documents ” Invoice Information || UHS Data Line || Payments || ‘oucher Attributes || Documents || Approval Log || Error Summary |

Business Unit: SCTER Invoice Mo: bcTa100000 | Action:
Voucher |D: o002a3e0 Invoice Date: 0411412021 E‘ I—VI
Voucher Style: Regular VWoucher Accounting Date: 04/14/2021 o | Run |
Vendor ID: LaooaoanaT @ 750.- UHCL UCT REPAIRS ACCOUNT
ShortName: F5EUHCLUGT-001 @ 2080-CO053-FOT15-MA-G0050 {13098)
Location: v Q@ HOUSTON, TX 77053
Comments(l)
*Address: e a
Adwanced Vendor Search
ComtolGroup: [ g PayTems N Due o
Invoice Lines: 0.00 Calc Basis Date
EBasis Date Type: Inv Date
*Currency: [ uspjq eETREYRE — :
: Pay Schedule: [Other Mon Transportation w
Total
Copy From Source Document
Difference: 0.00 PO Unit:
PO Number: Copy FO
Copy From: [Mon= v | Go
Invoice Lines Find | Wiew 1 First (4 1-20f2 (k' Last
Bl [=]
Line: | ltem: [ @ uom L &
“Distribute by: Unit Price: 77 quansity [ ]
Ship To: [ & LineAmount
SpeedChart: €, Description: [UCT#100000 install new line |
[0 One Asset
Calculate
w Distribution Lines Personalize | Find | Wiew All | (21 | E First 4 1of1 (b Last
| GLChart || Exchange Rate || Statistics || Assets |
DC“W Line Merchandise Amtw  Guantity GL Unit Pccount Fund Dept Program Proj
&=l O 1 120.00] | | lootse ey [s2m08 | [2084  |ay [cots2 o [Floss oy [na
4 4
=
Line: E ttem: [ o uom L o
“Distribute by: Unit Price: L cvantity [ ]
Ship To: I:lQ Line Amount: I '13']-OEI
SpeedChart: 13085 @,  Description: UCT#100000 install new line ]
[ One Asset
Caloulate
w Distribution Lines Personalize | Find | Wiew All | (7 | E First 4 41of1 (b Last
| GLChart || Exchange Rate || Statistios || Assets |
DC"W Line Merchandise Amt=  Guantity *GL Unit Pccount Fund Dept Program Froj
+ =l O 1[ ~130.00] | | [oovse  |qy [50080 |y [z080  |oy [coosz o [For1s oy ([Na
4 3
[@ save |[=] Moty |[& Refresh | (B Add |[H updateiispay |

Summary | Related Documents | Invoice Information | UHS Data Line | Payments | Voucher Aftributes | Documents | Approval Log | Error Summary

SC759 Voucher — Common Errors and How to Fix Them
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In some cases, the warning message would still appear upon saving even after fixing the amounts.
For this scenario,

1. Take note of the Voucher ID.
| Summary || Eelated Documents || Invoice Information || UHE Data Line || Payments || Moucher Attributes. || Documents. || Approval Log || Error Summary |

&

Business Unit: SCT59 Invoice Mo: JCT=100000 Action:
Voucher ID: 00028380 Invoice Date: D4/14/2021 ) | v |
Voucher Style: Regular Woucher Accounting Date: Dal14/2021 '; | Run |
Vendor ID: 0000000087 B 750-UHCL UCT REPAIRS ACCOUNT
ShortName: TEAUHCLUCT-001 Q. 2080-CO053-FOT15-MA-S0050 (13098)
Location: v Q HOUSTOM, TX 77053 o
Comments(D)
*Address: z Q
Advanced Vendor Search
Control Group: Q *Pay Terms: = LL Due Mow
Invoice Lines: 2000 Calz Basizs Date
Basis Date Type: Inw Date
*Currency: usoja, [o i o
Fay Schedule: ther Mon Transportation
Totat
Copy From Source Document
Difference: 30.00 e PO Unit-
Copy From: | Mone e | Go

SC759 Voucher — Common Errors and How to Fix Them
Last Update Date: April 14, 2021 Last Review Date: August 16, 2021
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2. Click on Update/Display button at the bottom of the page.

Invoice Lines

Find | Wiew 1 First (4 1-20f2 (k) Last

Line: ; tem:  Javwm [ a e
*Distribute by: Unit Price: l:l Guantity: I:I
Ship To: l:lo. Line Amount:
SpesdChart: [B238 1O Description: [UCT#100000 install new line |
[ One Asset

Calculste

w Distribution Lines Personalize | Find | View &l | (7] | E First ‘4 1of1 (b Last

| GLchart || Exchange Rate || Sististios || ssets | [

DCopy Line Merchandise Amtw  Guantity *GL Unit Account Fund Dept Program Proj
=l O 1 120.00] | | [oo7se | (52808 oy 2084 |y [Cots2 @ [Fioes oy [Na
4 3
bl (=]
Line: 2 ftem: [ % uom (1
*Distribute by- Unit Price: [ uantity: ||
Ship To: [ @& LineAmount: -100.00
SpeedChart: 13088 |@  Description: [UCT#100000 install new line |
O One Asset
Calculate

w Distribution Lines Personalize | Find | View All | (2] | E First 14 4of1 (b Last

| GLChart || Exchange Rate || statistics || Assets | 0

DC""" Line Merchandise Amt»  Guantity *GL Unit Account Fund Dept Program Proj
+l =l O 1 100.00] | | loo7se  |q [s0050 |y [2080 ey [coosz o [For1s oy [na
4 3
[@ save |[E] Notity |[& Refresh | Eh add (] Update/Display
Summary | Related Documents | Invoice Information | UHS Data Line | Payments | Voucher Attributes | Documents | Approval Log | Ermor Summary
10
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3. On the Find an Existing Value tab, enter the Business Unit and Voucher ID.
4. Click on the Search button.

Voucher

Ernter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value || Add a New Yalue

w Search Criteria

Business Unit: = W SCThD v}
“oucher I0: begins with ** |(0003D380 |

Invoice Mumber:

Irvoice Date: = o 3]

Short vendor Name:

Wendor I0: v

Name 1:

Vioucher Style: [= w | w |
Felated Voucher:

Entry Status: [= w | |
Vioucher Source:  [= w | |

[ case Sensitive

Ifea@l | Clear | Basic Search |HF Save Search Criteria
a4

SC759 Voucher — Common Errors and How to Fix Them
Last Update Date: April 14, 2021
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5. Go to Invoice Information tab.

6. Fix the amounts, and save the voucher.

| Summary || EBelated Documents H Invoice Information bUHS Data Line || Payments ” Moucher Attributes || Documents. || Approval Log ” Error Summary |

Business Unit: ECT58 Invoice No: JCT=100000 | Action:
Voucher ID: 00028380 Invoice Date: D4/14/2021 i I—VI
Voucher Style: Regular Voucher Accounting Date: 04/14/2021 i | Run |
Vendor ID: 0000000087 & 750 - UHCL UCT REPAIRS ACCOUNT

ShortName: 758UHCLUCT-001 @ 2080-CO053-FOT15-MA-50050 {13088)

Locafion: v @ HOUSTON, TX 77053

Comments()

*Address: L la

Advanced Vendor Search

Invoice Lines: o.00 “Pay Terms: a L Due Mow
~comency: E— N e Basis Date

Basis Date Type: Inw Diate
Pay Schedule: [ Other Non Transportation W
Total:
Difference: 0.00 Copy From Source Document
Calculate PO Unit:
PO Number: Copy PO
Copy From: [Mane ~ | o
Invoice Lines Find | Wiew 1 First (4 1-20f2 (b Last
Bl [=]

Line: Item: L A uom: (I

“Distribute by- Unit Price: Quantity: ||

Ship Ta: |:|Q Line Amount: 130_0&'

SpeedChart: l:lQ Description: UCT#100000 install new ine |

[ One Asset

Calculate

w Distribution Lines Personalize | Find | View All | (7 | E First ‘4 1of1 (b Last

| GLChart || Exchange Rate || Statistios || Assets |

Copy =
D Line

Merchandise Amtw  GQuantity *GL Unit Account Fund Dept Program Proj
Bl=l O 1| 120.00] | | lootse  la [52808 |@ [2084 | [cots2 o [Fioes |a [na
4 3
(=]
Line: B Item: L @ uom L la
Distribute by Unit Price: | Quantity: ||
Ship Ta: |:|Q Line Amount: '130-00|
SpeedChart: l:lQ Description: UET#100000 instzll new line |
[0 One Asset
Caloulate

w Distribution Lines Personalize | Find | View All | (7] | E First (4 41of1 (b Last

| GLChart || Exchangs Rate || Stfistics || pssats |

DCopy Line Merchandise Amtv  GQuantity *GL Unit Account Fund Dept Program Praj
Bl=l O 1 -120.00] | | lootse @ [50050 |@ [z080 | [cooss la [Foris o [Na
« I b
[@save || RetumtoSearch | [l Netiy |[& Refresh | JE Update/Display

Summary | Related Documents | Invoice Information | UHE Data Line | Payments | Voucher Attributes | Documents | Approval Log | Error Summary
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