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What DocStar is used to index and approve invoices so they can be approved in Banner. You
can also search for your department’s invoices.

When This is done as invoices are entered so there is no hold up in paying invoices.

Where DocStar is located in your Portal under the “My Programs” section. It is titled “Document
Management (DocStar Eclipse).”

Scan - Contact UCS if your scanner or copy machine is not set up to scan to your DocStar folder. It can take
up to 5 minutes from scanning the document to it showing up in DocStar for indexing.

Download — You will need a shortcut on your desktop to be able to download your documents directly to
DocStar. See the instructions below to set up the shortcut to do that.



“Download Shortcut” Instructions

PC

Open “File Explorer”. It looks like a manila file folder and it is located at the bottom of the screen.

Double click on your I: (I drive)

Right click on the file folder called “doc_management”.
Click on “Copy’.

Close the “File Explorer” window.

Find an open space on your desktop and right click on it.
Click on “Paste shortcut”.

You can rename the shortcut if you would like to. Suggestion to name it “DocStar”.



Mac

Open Finder, then click the GO menu at the top

In that drop-down of the GO menu, click Connect to Server (near the bottom)
Here’s what you type in: smb://groupa.wou.edu/groupa/departmentname

Before you hit the “Connect or Finish” button, click the + icon square to add it to your favorites for you to use later!



How to download invoices

Open the shortcut by double clicking on it.

You can drag the document to the “AP” folder and drop it there. Make sure that it was copied and did not move the original
document. Or you can copy and paste it to the “AP” folder to ensure that you don’t loose your original document.

Step 1 - Scan or download the invoice into DocStar

Step 2 — Indexing in DocStar

1. Click on “(Your Dept name) AP”. This will give you a list of the documents that are needing to be indexed.
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2. Click on the box just above the first invoice that is needing indexed and approved
3. Click on “Actions.”

4. Click on “View”. ltis at the top of the list.
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5. Type the “I” number in the “Banner Invoice Number:” box. Make sure to capitalize the “I”.

6. Press Tab.

7. Type the amount in the “Invoice Amount:” box. If the amount is a whole dollar and not change you only need to put
the amount before the .00. Make sure to put a “-“ before the number if it is a credit. i.e. -256.56

8. Click on “Submit”.
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9. Make sure the “AP: Vendor Name” matches the vendor on the document. If the name is different, make sure the
VNumber matches.

10. If everything is correct, click on “Submit”.

11. It will either say “Verified” or “Processed” in the red box above the invoice after you index and approve
the document. It is now in DocStar so the document can be approved and processed for payment.
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