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Account lookup Instructions 
(Looking at Account Activity) 

 
Step 1: Select Account Lookup 
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Step 2: Enter account number. Leave ???s as wild cards 

 

Step 3: Type in only data that you are looking for. The example below shows materials and supplies 
search (object 4300) for site 107. The remaining is left as a wildcard to bring up everything related to 
object 4300, site 107.

 

Selecting 
Facilities 

Enter account 
info 
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Step 4: Click on OK 

 

 

 

 

Step 6: You can use same advanced procedure as vendors to get excel output, step 6.  

Select OK 
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