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This learning path is for users who need to access and review principal invoice
information in the Principalsinvoice app. You will learn how to open the invoice

workspace, move from the main app screen into an individual invoice view, and apply

a consistent review approach for daily and periodic invoice follow-up.

Learning objectives

By the end of this path you can open the Principalsinvoice workspace and identify
its role in invoice work.

By the end of this path you can navigate from the main invoice screen to an
individual invoice view.

By the end of this path you can review invoice information in the appropriate
screen for the level of detail required.

By the end of this path you can use a repeatable process to investigate an invoice
that requires follow-up.

By the end of this path you can plan a periodic review of invoices using the
available app screens.

Prerequisites

Access to the Principalsinvoice app.
Permission to open the main Principalsinvoice screen and invoice detail views.

Familiarity with your organization’s invoice-review responsibilities and follow-up
process.

Module 1: Start working in the invoice workspace
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Goal: Learn where invoice work begins and how to transition from the workspace to
an invoice’s detailed information.

Lesson 1.1: Open the principal invoice workspace

You need a reliable starting point for principal invoice work. Open Principalsinvoice to
access the app’s main invoice workspace. Use this screen as your starting location
whenever you need to locate invoice information before reviewing a specific invoice in
more detail.

Practice task: Open Principalsinvoice and identify it as your starting screen for
principal invoice work.

Lesson 1.2: Move from invoice work to an invoice view

When the information on the main workspace is not sufficient for your review, open
Principalsinvoice View. This view is the appropriate place to inspect the information
associated with an individual invoice after you have begun in Principalsinvoice.

Practice task: Starting from Principalsinvoice, open Principalsinvoice View for an
invoice you need to review.

Module 2: Review invoices during daily work

Goal: Apply a consistent process for reviewing invoice information and deciding when
further follow-up is needed.

Lesson 2.1: Review an invoice at the right level of detail

Your daily task is to understand an invoice well enough to determine whether it needs
attention. Begin in Principalsinvoice to enter the invoice workspace, then use
Principalsinvoice View when you need the detailed invoice context. Keep the main
workspace and the individual view distinct: use the workspace to begin your work and
the view to investigate a particular invoice.

Practice task: Choose one invoice to review, begin in Principalsinvoice, and inspect it
in Principalsinvoice View.
Lesson 2.2: Investigate an invoice that needs follow-up

When an invoice raises a question, avoid relying only on the starting workspace. Open
Principalsinvoice, identify the invoice requiring attention, and then open
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Principalsinvoice View to review its available information before following your
organization’s established follow-up procedure.

Practice task: Use Principalsinvoice and Principalsinvoice View to investigate one
invoice that you would flag for follow-up.

Module 3: Build a repeatable invoice review routine

Goal: Use the two available screens efficiently for ongoing and periodic invoice review.

Lesson 3.1: Separate workspace triage from detailed investigation

During a larger review session, start in Principalsinvoice to orient yourself to the
invoices you need to consider. Open Principalsinvoice View only when an individual
invoice requires closer inspection. This approach helps you work from broad review to
focused investigation without losing your place in the main invoice workflow.

Practice task: Start a review in Principalsinvoice, then open Principalsinvoice View
only for an invoice requiring detailed attention.
Lesson 3.2: Perform a periodic invoice review

For a scheduled review, use Principalsinvoice as the entry point for your invoice-
review session. For each invoice that needs confirmation or investigation, open
Principalsinvoice View and assess the information available there. Record or escalate
outcomes according to your organization’s process outside the scope of this app.

Practice task: Conduct a short periodic review by opening Principalsinvoice and
reviewing at least one invoice in Principalsinvoice View.

Final assessment

1. You are beginning your daily principal invoice work and need the app’s starting
workspace. Which screen should you open first?

2. You have begun reviewing invoices but need to inspect one invoice more closely.
Which screen should you use?

3. A colleague starts directly in an invoice view for every review task and loses the
broader context of their work. What workflow should you recommend?

4. During a periodic review, you identify an invoice that requires investigation. What
should you do in the app before following your organization’s escalation process?
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5. You need to explain the difference between the two screens to a new user. How
would you describe when to use each one?

Answers

1. Open Principalsinvoice. It is the main workspace and starting point for principal
invoice work.

2. Open Principalsinvoice View. It provides the individual invoice view for closer
review.

3. Start in Principalsinvoice, then open Principalsinvoice View when detailed
review is needed. This supports a broad-to-detailed review workflow.

4. Begin in Principalsinvoice and open the invoice in Principalsinvoice View.
Review the available invoice information before taking the required follow-up
action.

5. Use Principalsinvoice to begin and organize invoice work; use
Principalsinvoice View to inspect an individual invoice. The screens support
different levels of review.
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