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How to enter PO Voucher Invoices 
 

 

 

 

1. From the Home Page, click 
the dropdown menu and 
select Voucher No. 

 

 

2. Enter the voucher no., 
then click           to open 
the voucher summary 
screen.  

 

 

 

 

 

 

 

 

3. Click on the Attachments 
tab.  The number in 
parentheses indicates the 
number of attachments on 
the voucher. 

 

 

 

 

 

 

 

4. Click on the Attachment 
file name, which 
automatically launches the 
document access system. 

 

 

 

 

How to Access and View Imaged Documents in BearBuy 
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5. Click Open to view the 
document image.  

 

 

 

 

 

 

 

6. The document image will 
be displayed in a new 
window in .pdf format. 

 

 

 

 

 

 

 

 

7. If you get a “There are no 
attachments for this 
document” result while 
attempting to view an 
image, it may contain 
confidential information 
and will not be displayed. 
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http://controller-dev.berkeley.edu/disbursements/ImagingSystem/ImageNowHelpfulTips.htm

