1. Begin by selecting the Voucher Pre-Audit report (Navigation: Payables > Voucher Processing > Voucher Pre-Audit Report)
2. Click both data selection and data sequencing 

3. Click Submit
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4. Enter the batch number(s) you want to include in the report
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5. Click OK.  The Section Data Sequencing Screen will appear.
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6. To remove the page breaks: Remove the check mark in the Page Break column on the Address Number and Document Number rows.  In the example below, the check marks have been removed. 
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7. To sort the report data by document number rather than address (or supplier) number:  Check the box to the left of the Document Number row and click the Up icon.  This will move the Document Number row above the Address Number row.  In the example below, the Document Number row has been moved above the Address Number row.  
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8. Click OK.

