A BearBuy

View Payment Status

Overview

» BearBuy and BFS work in concert to ensure that the most current status of the Voucher
is readily available.

» Vouchers in BearBuy show Payment Information, and fully approved Vouchers are
updated with the relevant payment details such as pay date, payment number, payment
method and a link to the Invoice Image in ImageNow.

» The workflow example below shows a basic Voucher that is fully approved and ‘OK to

Pay’. Each step must show v Approved before the OK to Pay is provided to BFS.

Voucher | Approvals  Matching Comments  Attachments History

2 ? 2

|* — ? v
Auto-Match Org Node A | 0K to P

Submitted uto-Matching rg Node Approva o Pay Completed

Tke Invoice Entry v v v 1/23/2012

Training Approved Approved Approved 11:10 PM

1/23/2012 11:06 PM
123/ v Andy Approver Train

Find a Paid Invoice(s) for My Orders

1. From Home page, click Document Search tab.
2. Click the my vouchers link and the resutls are displayed.

home/shop document

R cxports

| workdist | history | favorites

| more >>

start new search GO t0: my requisitions | my purchase orders saved searches
Showing 1 - 1 of 1 results Last 90 days (11/2/2011 - 1/30/2012) Mark as Payable [~] o

Search Terms ! Results per page 20

Sort by: Best match [-] <|Page 1of1 r 2
Voucher No. Supplier Supplier PO No. Invoice Date/Time Other Detail jLusoscs
Invoice No. Name Total
+ $Q000012 % 5Q000012 PACIFIC GAS & BB00000049 Created: 11/22/2011 10:32 AM Source: Automated 800.00 USD
ELECTRIC Due: 11/22/2011 Tise: Voucher

Status:

Search Type

My Voucher Search
Owner

Jens Brown Training

Filtered By

3. If needed, specify the Date Range from the Refine By = Date Range drop down
choices (such as Last 90 Days, Month to Date or a Custom Date Range).

Refine Search Results  ? 5Q000202 % 5Q000202  PACIFIC  BBOOO00571 Created: 1/23/2012 5:20PM  Source: Automated ~ 250.00
GAS & ) R
Date Range ECTRIC Due: 1/23/2012 Type: Voucher
Discount: Pay  InProcess
Last 30 days =] Status:

. Days -
o Last 7 days i $Q000201 L SQ000201 PACIFIC  BBO0000569 created: 1/23/2012 5:19 PM  Source: Automated ~ 250.00
g Last 30 days GAS & Due: 1/23/2012 Type: Voucher
Bi Last 60 days ELECTRIC

Set o0 da Discount: Pay  In Process

4. In the left-hand Refine Search Results panel, go to By Payment Status section and
click the Paid (#) link.
5. The results will update with only your Vouchers with a Paid status.

BB13 - UCB - 1/30/2012

View Payment Status — Job Aid

Find a Supplier Invoice

From Home page, click Document Search tab.

Click Search drop-down = Vouchers then click the advanced search link.
In the Supplier Invoice No. field, enter the supplier’s invoice number.

Click the Search button.

You are now viewing the Voucher or list of Vouchers that meet your criteria.

akwhd =

View the Voucher Payment Status of a specific Voucher

1. Find/ Select a Voucher by clicking on the Voucher No.

2. From the Voucher = Summary tab pertinent Voucher payment information can be
found:
a. The Payment Information section lists the following:

i. Payment Method when displayed as “Default” the vendor default
payment method is found in the Address ID line of the Remit To section or
will display as EFT, Wire, or Check if the default method was overridden.

b. The Payment Status Details section lists the following:

i. Pay Status of Paid, Payable, In Process, or Cancelled

ii. Record Date which is the date the payment was made.

iii. BFS status / Payment No. shows the BFS Payment Status of Paid and
the payment number.
c. External Attachments section provides the following:

i. Alink to the original scanned invoice image in ImageNow for Invoices
that are manually entered by Disbursements or other campus
disbursements groups such as RSSP — shown as SQ000946 below.

ii. The image link will not contain invoices for electronic invoices, Payment
Request vouchers, Subawards- UC recipient vouchers, and Vouchers
entered by Facility Services.

Voucher approvals Matching | Comments | Attachments (1) |History
Summary  Payment Information  Accounting Codes 2

Hide value descriptions

General 2 Addresses 2 Payment Information 2
Invoice Information Remit To a Payment Information
Supplier Name ROCHE DIAGNOSTICS CORP Mail Code 5021 Payment Method Default
Supplier No. 0000001643 PO BOX 660367 Payment Hold
. DALLAS, TX 75266-0367 Renson
Invoice Name United States
Voucher Number 5QO000946 Phone 1-800-4285074- Payment Message
Tnvoice Owner Tonya McBride FZ;' - - 5 Internal Payment
A Id (Pay: CHK)(W/H: NA)
Supplier Invoice No. 0902150494 ress 1 (Pay W )

Invoice Date 12/6/2011

Accounting Date 12/6/2011

3rd Party AddreggID 2 Withholding
MFE Model Number Bill To b Payment Status Details
erigffy Pay Status Paid
Type and nvoice 0t} T Ramit To address burs€oberkeley.edu

Handling Code
Voucher Type ) 643-2199

ersity val Record Date 12/8/2011
Invoice Source also shows the default 30 BFS Status / Paid / 20104452
Discount Date eley, CA 94720 Payment No

Due Date Pavment Method. ed States

Terms ippil
Tax, & Ha; 2 2
Matching
Match Status Matched Discount, tax, freight & miscellaneou External Attachments
Contains substituted x Allocation  sum of Al 5Q000946 2
item(s) Method
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