it Bearbuy Payment Request Workflow

Activities that do not require a Purchase Order are processed as a Payment Request. Each activity
has different documentation requirements which must be attached to the Payment Request Form.
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Step 7 - Voucher Approver
Review and approve
voucher for payment

BearBuy automatically
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Step 4 - AP Processor
» Update voucher with invoice
number and date

» Review backup documents for
completeness

+ Review withholding

Step 6 - AP Processor
Select "Approve and Complete"
to route voucher for payment
approval

Step 5 - AP Processor
» Enter comment in BearBuy

» Email department requesting
additional documentation

« Receive docs from dept and
attach to voucher
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http://controller.berkeley.edu/financialAccounting/Forms/disb/DirectVoucherTypes.htm

