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Training for G-Invoicing​
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Doc Srvcs DSO Checkout 

Assisting customers on using G-Invoicing in Document 
Services Online (DSO).

1. At check out ensure to select the proper site the 
order will be done.

2. Select the order is to be completed by.

3. Click Proceed to Checkout. 

2

3

1



WARFIGHTER ALWAYSPEOPLE          PRECISION          POSTURE          PARTNERSHIPS

Doc Srvcs DSO Checkout – Cont. 

4. Define which type of shipping you 
require using the dropdown.

5. Click Save

6. Click Proceed to Payment. 
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7. Click Place an Order
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Doc Srvcs DSO Checkout – Cont. 

8. Click the dropdown.

9. Select G-Invoicing
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10. Input the G-Invoicing Funding 
Number (7600B). The customer 
will have to know this number 
when entering. The number 
should be able to be obtained 
from your Comptroller, Financial 
Department, G-Invoicing team. 

11. Select Search. If the funding 
is available in DSO it will bring up 
a dropdown list. If not available. 
work with your DSO 
representative. 

12. Click the dropdown.

13. Select Funding Order Number 
(7600B). This will return another 
dropdown for the Funding Order 
Line Item. If there are more than 
one line item, multiple lines will 
appear.

14. Select the dropdown.

15. Select appropriate line item. 
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Doc Srvcs DSO Checkout – Cont. 

6 of xx

16. Click Proceed to Checkout. 
Upon click the Proceed to Checkout 
it will generate a DSO Order 
Number with funding applied. 
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