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View Invoice and Payment Status by Supplier

UC Merced employees will use these steps to view invoice and payment status
for a specified supplier from the manage requisitions search

To perform this task, log into Oracle Cloud

System Steps:
1. Click the Procurement infolet

2. C(Click the Purchase Requisitions sub-infolet

Financial Reporting Procurement
Center

B ‘e

Purchase i Purchase
Requisitions : Agreements

3. Inthe Requisitions overview page, click the Manage Requisitions hyperlink to search for
the supplier invoice using user specified search criteria.

Requisitions @

Shop by Category v Search

Recent Requisitions View More Recent Purchases

No datato
UCMR00000270  Hammermill Printer Paper, 20 Ib Copy Plus, 8.5 x 11- 10 Ream (... Incomplete display.

4. In the Search section of the Manage Requisitions page, enter search criteria value(s)
based on inquiry needs (enter at least one of the ** required data points):

Note: when looking for the status of invoices or payments by supplier through the requisitions
view, it is recommended to use a combination of search criteria if the supplier doesn’t have the
exact PO number (Order) associated to the invoice they are looking for information on.
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Since this search screen does not allow searching by Invoice Number, use Supplier, Created
(Today, Last 7 days, Last 30 days, Last 60 days) and/ or Order (this value is the PO number) as
search criteria to reduce the number of supplier records returned.

This should make it easier to identify which requisition record(s) to drill into to get the supplier
requested invoice status information.

Requisitioning Unit: select from the drop-down menu

b. **Entered By: use the default value, or select the value using the search feature if
needed

**Requisition: enter value if looking for a specific requisition
d. Description: enter value if it will serve as distinct criteria in the search

e. Created: select from the drop-down menu based on the supplier’s response for
when the requisition/ order (po) was created

f. Status: defaults to All, but select value from the drop-down menu if different status
is desired

g. Requester: enter the desired value if you are not the original requester for the
requisition/ data being searched for, or select the value using the search feature if
needed

h. **Supplier: enter the supplier value, or select it using the search feature if needed

i. Order: enter the supplier provided value for PO number, or select the value using
the search feature if needed

j. ¥ Item: enter the desired value, or select the value using the search feature if
needed.

Note: the **Item field will not be used at UCM to search for requisitions

k. Requisitions Requiring Action: select from the drop-down menu

5. Click the Search button
Manage Requisitions @ =
— O w

6. Inthe Search Results section of the Manage Requisitions page, update the search results
layout by adding columns to include data columns related to corresponding PO information

a. Click the View menu, click the Columns option and click the Show All to make sure

Order, Order Status are brought into the results view
Page | 4 Procurement - View Supplier Invoice and Payment Status

via Requisition Search (incl Life Cycle View) UNIVERSITY OF CALIFORNIA

FINAL MERCED



Oracle Procurement Step-by-Step Guide

i. Order: this value is the PO number created from the approved Requisition.
If the value displayed is Multiple, this means there was more than one PO
created to fulfill the items needed on the corresponding requisition

ii. Order Status: this value is the current status of the PO -

1. Incomplete: draft order has not been submitted for approval - this
is the only status in which an order can be “deleted”

2. Pending Approval: the order is in the approval workflow, the order
can be withdrawn and edited or cancelled if any change has to be
made

3. Pending Supplier Acknowledgement: the order is approved and is
waiting for supplier acknowledgment to be recorded for being in
Open status

4. Rejected: the order was rejected by the approver or the supplier
Withdrawn: the order was withdrawn by the buyer which makes it
available for editing and submission for approval again

6. Pending Change Approval: a change order was created and
submitted for approval

7. Open: the PO was created

8. Closed: the order was closed and not available for fulfillment

9. Closed for Invoicing: one or more invoices are matched to the PO

10. Closed for Receiving: the order has been matched to an invoice and
is not available for further invoice matching

11. Canceled: the order was cancelled and cannot be edited again

12. On Hold: the order is on hold, and is unavailable for receiving
and/or invoice matching

13. Finally Closed: the order is finally closed and not available for
processing
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Search Results
i °v ; [ Detach

About This Record

BU ’ Columns 3 Show Al
uc v Emergency Purchase Order Ratte
uc Detach v Order Status 3
ue Sort »| v Order I
Reorder Columns... v Procurement Card
Query By Example v Funds Status
v Status

v Approval Amount
v Creation Date
v Entered By

v Description

v Requisition

v Requisitioning BU

Manage Columns...

7. Inthe Search Results section of the Manage Requisitions page, update the search results
to sort the data based on the what the user is looking for specifically

a. One can select column headers and hover their mouse in the right side of the
column header to click the Sort arrow to activate ascending or descending sorting
of the displayed results.

Search Results
Actions w View v Format o % [¥ 7l Freeze . Detach ! Wrap

Requisitioning
BU

Requisitioh® <7 | Description

8. In the Search Results section of the Manage Requisitions page, review the results to
determine which requisitions you want to open to review in more detail
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Search Results
Actions v View v Format v ® I L Detach Wrap
Requisitioning U | Reuisiton & % JDescription
UcmBusiness Unt | uowmooooorts  [lPAZ & MYERS FUEL - GROUND CO-0P YARD NEED PO BY ENO OF DAY 172,
ey
LB suppLES
o RITMO161271 ACTIVE MOTIF - ANTIBODIES
Ucmusiness Unt. | uowmooo0or77 S22 RITMO161567 EWING - GRISWORLD DIAPHRAGM
UcM Business Ut | ucwmo0007s2,  [Mzso LFE SCIENCE PRODUCTS RMMO144081 PPE
Tuses
LATIN AITMO160670
AMMO160727
RITMO161401
0 TIPLE WO'S FOR PAYMENT P.
R SMOKE DETECTOR
scs pp-so71062 paaT
mscs pe. 1071062 ATT ELECTRICAL PARTS
sac2
saer
=4 T SHOES F
RESTORATION
suFrERs
Rows Selected |

Entorod By
York,Davien
York,Daviena
York,Davene
Yock,Daviene
York,Darens
Yock,Davens
York,Daviens
Yock,Daviena.
York,Darens
York,Daviens
Yock,Davien
York,Darena
York,Daviene
Yock,Davien.
York, Darens
York,Dariens
York, Daviene.
York,Darien
York,Dariens

York, Dusone.

Creation
Date

o1202021

o1202021

o1z02021

o1202021

orz02021

o201

o201

o101

o201

o201

oz22021

o201

oz2021

o201

w2201

ovzr201

ovzsa

ozseaz

ovzsia

ovzsa

Approval Amount
2050780
ea271UsD
23350UsD

0

T950Us0
4525580
165.20USD
3412080
850.97UsD
12.903.60USD
10851080
17.68U80
34384USD
18781080
4268.49U80
552080US0
21550080
588352080
8444Us0

140.08US0

Aoproved
Approved

Approved

Approved

Approved

Incomgsete

Funds Status.

Uaudated

Uaudated

Uaudated

Not resorat

Uaudated

Uaudated

Uaudates

Uqudated

Not reserved

Uaudated

Uaudated

Uaudated

Rosrved

Uaudated

Uauidated

Uquidsted

Foserved

Uquidsted

Not reserved

Not resarved

UCMPO0000504

ucmPo00oat

uoMPo000s12

UoMPo00027S

uCwMPo000817

UCMPO000330

UCMPO000334

UCMPO0002S

UCMPO00038S

UCMPOX000349

UCMPOK00038

§99 ¢

i

Closed for Invoicng

Closed for nvoicng

Closed for Invoicing

Mutipie

Mutpie

UCMPOO0004S

Only one PO created for a Requisition - View Invoice Status

Note: follow this sequence of steps to see the related invoice and payment status details

1.

hyperlink of the desired record to see more detail

Search Results

In the Search Results section of the Manage Requisitions page, click the Requisition

Actions v View v Format v T G 7 Freeze &iDetach o wrap
Requisitioning BU  Requisition Description
=1 —
m——

TSS ANNUAL FUME HOOO TEST. SE', SE2, CAST.

EWING - GRISWORLD

Enterod By oeation  Approval Amount  Status Funds Status Procurement  order Order Status Emergency Purct
Yok varene  U14ruz1 T — Uquaatea Uomrmszs Open

York, Darlene 011972021 2,265.42USD  Approved Uquidated UCMP00000424 Open

York, Darlene 01/19/2021 79.36USD  Approved Uquidated UCMPO0000358 Open

York, Darlene 0172272021 10551USD  Approved. Uquidated UCMPO0000355 Open

York, Darlene 0172272021 4268.49USD  Approved Uquidated Mutiple

Yo Darkne 0172272021 552060USD Approved Uquidated Mgl

oowen ozt a0 doposd sames
York, Darlene 0172272021 187.81USD  Approved Uquidated UCMPOO000348 Open

Yoo Darkne 12172021 3412080 Approved Uquidated UCMPO0O0XY  Glosed forInvoicng
York, Darlene 01/19/2021 53.32USD  Approved. Uquidated UCMP00000333 Open

York, Darlene 0172072021 662.71USD  Approved Uquidated UCMPO0000331 Open

York, Darlene 012172021 165.20USD  Approved Uquidated UCMPO0000330 Closed for Invoicing.
York, Darlene 012172021 12,903.60USD  Approved Uquidated UCMPO0000325 Open

York, Darlene 0172072021 23350USD Approved Uquidated UCMP00000312 Open

Yoo Darkne 011872021 21550USD Approved Uquidated UCMPOO0OR294  Open

Yok Darkens 011572021 21550US0 Approved Uquidatea UCMPOO0OR2S3  Open

York, Darlene 01/15/2021 21550USD Approved Uquidated UCMP00000292 Open

York, Darlene 01/1472021 21589USD Approved Uquidated UCMP00000289 Open

York, Darlene 01/15/2021 9,165.00USD  Approved Uquidated UCMP00000280 Open

Yo Darkens 017202021 7950USD Approved Uquidated UCMPOO0OG27S  Open

2.
View Life Cycle button

If there was only one PO created for this requisition, in the Requisition page, click the

Requisition: UCMR00000865 &

Requisitioning BU  UCM Business Unit

Entered By "Darkene York

DETEGTOR
Description M529NYA395 FOR PAYMENT PURPOSES ONLY, GOODS RECEIVED

O - [ o] s+ I e

Creation Date 01/22/2021 Requisition Amount  109.20USD
Status  Approved Approval Amount 117,66 USD

Justification
MS529NYA395 DEBBIE REAGAN'S APPROVAL ATTACHED Funds Status  Liquidated

Attachments APPROVAL Requisition UCMA00000

Attention  MIKE GRIST
PHYSICAL
Bidng/Room  PLANT
OPERATIONS
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3. Inthe Invoices section of the Requisition Life Cycle page all of the invoices generated for
that PO as of that date will be listed.

4. Click the desired Invoice hyperlink to access and review the invoice/ payment status based
on the supplier’s request

Requisition Life Cycle: UCMR00000865 @ =

4 Requisition Line

View v Format v Dotach
Lne  Item Description Category Name  Requester Quantity UOM Price  Amount (USD) Status
1 ITEM: 36JG36 SMOKE DETECTOR TESTER SUPPUESHVAGS...  Grist, Michael 12 €ach 9.10USD 10920 Approved
4 Order
Procurement BU  UCM Business Unit Status  Closed for Invoicing
Requisitioning BU  UCM Business Unit Buyer "Kennetn Masasso
Purchase Order UCMPO0000349 Suppller  W.W. Grainger Inc
Deseription
OpenDate 0172672021
Total 109.20USD
» Shipments
» Receipts

4 Invoices
View v Format v Detach
Invoice Description Invoice Date  Status. Involce Total  Paid Amount Unpaid - Matched to Order ¢y

Amount

Amount
— Apoent
wasos 5 | o020 valdes wn | we [ | o | w2 uso

Only one PO created for a Requisition - View Payment Status for Corresponding Invoice

1. Inthe Invoice page, review the invoice details, then click the Payments tab hyperlink

Invoice: 9742370068 | oone |

Business Unit  UCM Business Unit ‘rvolos Amount 10081 USD Involce Type ~ Standard

Legal Entty Name  UCM - Campus Intercompany invoice No

Unpaid Amount  0.00 USD
SupplerorParty W, Granger e I Descripton
I payment Currency SO
uppllor Ste 7GRAN.OBN._A
Comerson rate Funds Status © Reserved
Addross 7C.Pay, PALATIN, 1L 60038 " e ——————
Conversion Rate. Voloe Image 9742

Involce Date  12/09/2020

Conversion Date

Payments
Number  Payment Document  Status Roconciled  Payment Date  Paid Amount Address. Remit-to Account
356746 UCM_GHECK PD Negotable  No o127/2021 10081 USD "G-Pay, PALATINE, IL 60038
10081 USD
Instaliments Applied Prepayments
Amount (USD) purchase Applied Amount (USD)
Number  Due Date Payment Method Number pravinn Description
Gross Unpaid Tax Htem
1 ovoazo21 10081 000 Check 0 spted prepsments

10081 000

2. Inthe Payments section of the Invoice page, review the Payment and/ or Installment
details, then click the Payment hyperlink if applicable to access and review the payment
status based on the supplier’s request
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Invoice: 9742370068  one |

Business Unit UCM Business Unit Invoice Amount  100.81 USD. Involce Type ~ Standard
Legal Entity Name  UCM - Campus Intercompany involce  No
Unpald Amount 0,00 USD
Supplior or Party  W.W. Grainger Inc. Description
Payment Currency  USD

Supplier Site  "GRAIN_OBN_P_R Funds Status @ Reserv

Conversion Rate Type
Address "C-Pay, PALATINE, IL 60038

Conversion Rate
Involce Date  12/08/2020
Conversion Date

Unes  Payments

Payments
Number Payment Document Status Reconciled Payment Date Paid Amount |Address Remit-to Account
100.81 USD
Installments Applied Prepayments
Amount (USD) Purchase ‘Applied Amount (USD) .
‘Number Due Date [Payment Method Number Order Description
Gross Unpaid Tax tom
1 01/08/2021 100.81 0.00 JCheck No applied prepayments.
10081 000

3. Inthe Payment page, review the Payment details, then click the Done button

Payment: 356746
Business Un UCM Business ot
Payee WW. Grainger nc. Payment Date. 01/27/2021
Payee Site GRAIN_OBN_P_R Payment Type  Payment Process Request
Address 7C-Pay, PALATINE, L 60038 Remit-to Account
Payment Status  Negotiable Payment Document UCM_CHECK PO
Paid Invoices
Purchase Consumption Invoice finvoice Paid
‘Number Invoice Date  Type Receipt ice Paid Amount unt [Status Due Date Status
12/0072020 Standard 100.81 USD 10081 USD [workdiow ... 01/08/2021| Fully paia

4. Back in the Invoice page, click the Done button

Back in the Requisition Life Cycle page, if applicable, click any other Invoice hyperlinks to
access and review the invoice/ payment status based on the supplier’s request, then click
the Done button

6. Backin the Requisition page, click the Done button

7. Backin the Manage Requisitions page, click the Done button to complete this process

More than one PO created for a Requisition - View Invoice Status

Note: Indicated where the value for Order is displayed as Multiple, this means there was more
than one PO created to fulfill the items needed on the corresponding requisition

Note: follow this sequence of steps to see the related invoice and payment status details.

1. Inthe Search Results section of the Manage Requisitions page, click the Requisition
hyperlink of the desired record to see more detail
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Search Results

Actions v View v Format v B G Detach
Requisitioning BU  Requisition Description Entered By Sreation approval Amount Status Funds Status frocurement orger Order Status Emergency Purct
UM BusinessUnt  UCMROO01148 ) M400 PEPSIINVA 11031956 1/22/2021 RITMO162168 Jonnson, Amanda 0172772021 252459US0 Approved Uquidated UCMPOOOOD4SS  Open
UCH Business Unt M400 PEPSIINVS 12308001 1/15/2021 RITMO1E2169 Johnson, Amanda 0172772021 41556USD Approved Uquidated UCMPOO0O4SS  Open
it MHO0-SYSCO-INVA 284645393 1/14/2021 RITMOT61198 Johnson, Amanda 0172612021 62.16USD_Approved Uquidated UCMPOOO0D450 _ Ciosed for Invoicing

M400-SYSCO-INV 284653019 01/12/2021 RITMO162175 Johnson, Amanda  01/26/2021 111.97USD Approved

U s Unit V# 284651548 1/21/2021 RITMO162174 Johnson, Amanda  01/26/2021 841USD Approved UCMP00000447 Closed for Invoicing

UCM Business Unit 00001076, YSCO-INVS 284648415 1/18/2021 RITMO162144 Johnson, Amanda  01/26/2021 1403USD  Approved UCMP00000446 Closed for Invoicing

UCM Business Unt  UCMR00001070,

O-INVH 284645392 1/14/2021 RITMO161201 Jonnson, Amanda  01/26/2021 1573USD  Approved UCMP00000443 Closed for Invoicing

2. Ifthere was more than one PO created for this requisition, in the Requisition Lines
section of the Requisition page, select the Order column header and hover your mouse
in the right side of the column header to display a double-sided arrow. Click and drag the
right side of the column out a little bit so the entire value for Order is visible.

Requisition: UCMR00001083 & ¥ Social mm m

Requisitioning BU  UCM Business Unit Creation Date 01/26/2021

Requisition Amount 111.97USD
Entered By "Amanda Johnson Status  Approved Approval Amount  111.97USD
THIS REQUISITION/PURCHASE ORDER HAS BEEN CREATED
Description  M400-SYSCO-INVA 284653019 01/12/2021 RITMO162175
o oo 26465019 01/12/2021 RITHO Justification  SOLELY FOR THE PURPOSE OF PROCESSING SYSCO INVE Funde Status  Licuideted
284653019 IN THE AMT OF $111.97 This Involces is for Common

Attachments INV# 284653019.pdf (1 more.)

Attention  KATRINA TREXLER

Bidng/Room  PAVILION
Requisition Lines
Actions v View v Format v Freeze -

Detach I Wrap  Filter Lines By

Line  tem Description Category Name Quantity UOM Price  Amount (USD) Status Funds Status || Order ”a'm'l‘."'
1 PRODUCE, DAIRY.CANNED AND DRY GOODS RESALE DINING PRODU 1 Each 3050UsD 3050 Approved Uiquidated UCMPO0O00448
2 PAPER PLASTIC SUPPLIES (NON TAXABLE) RESALE DINING.OTHER 1 Eacn 81.07Us0 8107 Approved Uaudsted UCMPO0O00449

3. Sort the Order column values to get your data grouped for invoice and payment status
review. Grouping will allow you to go in Order by Order, versus line by line (fewer
keystrokes). To sort, select column header and hover their mouse in the right side of the
column header to click the desired Sort arrow to activate ascending or descending sorting
of the displayed results.

Requisition: UCMR00001083 & LIBO oo runds | actions + Il oo |

Roquisitioning BU  UCM Business Unit Croation Date 01/26/2021

Roquisition Amount  111.97USD
Entered By "Amanda Johnson Status  Approved Approval Amount 111.97USD
Description  M400-SYSCO-INV 284653019 01/12/2021 RITMO162175
” " sustification SOLELY FOR THE PURPOSE OF PROCESSING SYSCO INVE Funds Status  Liquidated
284653019 IN THE AMT OF $111.97 This invokces i for Comemon

Bidng/Room  PAVILION

Requisition Lines.

Actions v View v Format v Freeze = Detach I Wrap Filter Lines By

Une  ttem Description Category Name Quantity UOM Price  Amount (USD) Status g
1 PRODUCE, DAIRY.CANNED AND DRY GOODS RESALE.DINING PRODU 1 Eacn 3090UsD 3090 Approved UCMP00000448
2 PAPER PLASTIC SUPPLIES (NON TAABLE) RESALE DINING.OTHER 1 Each 81.07UsD 8107 Approved Uiquidated UCMPO0000449

4. If there was more than one PO created for this requisition, in the Requisition Lines
section of the Requisition page, click the Line Life Cycle icon corresponding to one of the

Orders (POs) to review if the supplier doesn’t know which PO the invoice their looking for
is tied to.
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Requisition: UCMR00001083 &

Requisitioning BU  UCM Business Unit
Entered By “Amanda Johnson

Description  M400-SYSCO-INV# 284653019 01/12/2021 RITMO162175

Croation Date

Status

Justification

0172672021

Approved
THIS REQUISITION/PURCHASE ORDER HAS BEEN CREATED
SOLELY FOR THE PURPOSE OF PROCESSING SYSCO INVE

284653019 IN THE AMT OF $111.97 This invoices is for Common

Grounds,

Requisition Amount  111.97USD
Approval Amount  111.97USD

Funds Status  Liquidated

Attachments INV# 284653019.p0 (1 more..)

Attention KATRINA TREXLER

Bidng/Room _PAVILION
—_

2 sum-aum m m

Requisition Lines

Actions v View v Format v Detach Filter Lines By
Line. tem Description
i PRODUCE, DAIRY.CANNED AND DRY GOODS

2 PAPER PLASTIC SUPPLIES (NON TAXABLE)

Category Name Quantity UOM
RESALE DINING.PRODU. 1 Each
RESALE DINING.OTHER 1 Eacn

Price  Amount (USD) Status

30.90USD 3090 Approved

81.07USD 8107 Approved

Line Lite
Funds Status  Order
“ Cycle
Uaudated UCMPO0000448

Uquidated UCMP00000449

In the Invoices section of the Line Life Cycle page all of the invoices generated for that PO
as of that date will be listed.

Click the desired Invoice hyperlink to access and review the invoice/ payment status based

on the supplier’s request

Line Life Cycle: 1 (Requisition UCMR00001083) &

4 Requisition Line

View v Format v Detach
Line  Item Description Category Name  Requester Quantity UOM Price  Amount (USD) Status
1 PRODUCE, DAIRY.CANNED AND DRY GOODS RESALEDININGP...  Trexler, Katrina 1 Each 30.90USD 3090 Approved

4 Order
Procurement BU  UGM Business Urit Status Closed for Invoicing
Requisiioning BU  UCM Business Urit Buyer "Sean Pamer
Purchase Order  UCMPO000448 Suppller  SYSCO CENTRAL CALFORNIA
Description FOR PAYMENT PURPOSES ONLY INVA 264653019
OpenDate 0172672021
Total 30.90USD
» Shipments
» Receipts
4 Invoices

View v Format v

- 6

Unpaid Matched to Order
Invoice Description Invoice Date Status. Invoice Total Paid Amount nt -y Currency
s e
| T e i | o

More than one PO created for a Requisition - View Payment Status for Corresponding

Invoice

1. Inthe Invoice page, review the invoice details, then click the Payments tab hyperlink if

applicable
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Invoice: 284653019 [ one |

Business Unit  UCM Business Unit nvorcs Amount 1117 USD. Invoice Type  Standard
Legal Entity Name  UCM - Campus Intercompany Invoice  No

Unpaid Amount  111.97 USD
Suppller or Party - SYSCO CENTRAL CALIFORNIA

Description

Payment Currency USD
Supplier Site  "SYSCO_MOCA PR

Conversion Rate Type

Address "136 S Mariposa Road, MODESTO, CA 95354
Gonversion Rate
Invoice Date  01/22/2021
Conversion Date
Payments
Number  Payment Document  Status Reconciled  Payment Date  Paid Amount Address Romit-to Account
No payments.
Instaliments Applied Prepayments
Amount (USD) purch Applied Amount (USD)
Number  Due Date Payment Method Number Shsad ription
Gross Unpaid Tax Hom
1 0272172021 197 11197 Check Nosppled prepeyments.

1197 1197

2. Inthe Payments section of the Invoice page, review the Payment and/ or Installment

details, then click the Payment hyperlink if applicable to access and review the payment
status based on the supplier’s request

Note: in the example below, the PO line was invoiced, but a payment has not yet been made -
only an installment is in place for this invoice/ po line combination

Invoice: 284653019

Business Unit  UCM Business Unit

Invoice Amount 111,97 USD fmeiee Standerd
Legal Entity Name  UCM - Campus. Sntercompany kwoloe  No
Unpaid Amount 111,97 USD
Suppller or Party  SYSCO CENTRAL CALIFORNIA

Description

O

Payment Currency  USD
Supplier Site "SYSCO_MOCA P_R

Conversion Rate Type
Addross 7136 S Mariposa Road, MODESTO, CA 95354

Conversion Rate
Invoice Date  01/22/2021

Conversion Date

Lines  Payments

Payments
Number _ Payment Document  Status Reconciled  PaymentDate  Paid Amount Address Remit-to Account
Installments Applied Prepayments
Amount (USD) purch, Applied Amount (USD)
Number  Due Date Payment Method Number o Description
Gross Unpaid Tax Htom
1 022172021 ey 111.97 | Check No applied prepayments.
11197 11.97)

3. Ifthere was a Payment hyperlink on the Invoice page, and you clicked it to review the

Payment details - from the Payment page, review the Payment details, then click the Done
button

4. Back in the Invoice page, click the Done button
Back in the Line Life Cycle page, click the Done button

6. Backin the Requisition page, click the Line Life Cycle icon corresponding to another

Order (PO) to review if the supplier doesn’t know which PO the invoice their looking for is
tied to.

a. Follow steps above for Line Life Cycle View to review the Invoices and Payments
for additional Orders as needed.

Page | 12 Procurement - View Supplier Invoice and Payment Status
via Requisition Search (incl Life Cycle View) UNIVERSITY OF CALIFORNIA

FINAL MERCED



Oracle Procurement Step-by-Step Guide

7. Inthe Requisition page, once all Orders’ Invoices and Payments have been reviewed,
click the Done button

8. Back in the Manage Requisitions page, click the Done button to complete this process
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Lifecyle View for Requisitions

UC Merced employees will use these steps to review and understand the
lifecycle view for requisitions. This view provides information on a Requisition
related to the PO(s) created to fulfill it, the Invoice(s) for the corresponding
PO(s), and finally the Payments for the corresponding Invoice(s) dependent on
where the Requisition/ or PO are in the Request to Payment process.

To perform this task, log into Oracle Cloud

System Steps:
1. Click the Procurement infolet

2. Click the Purchase Requisitions sub-infolet

)2

Financial Reporting Procurement
Center

B e

Purchase
Requisitions

Requisition Search

1. Inthe Requisitions overview page, click the Manage Requisitions hyperlink to search for
requisitions using user specified search criteria

Requisitions @

Shop by Category v Search

Recent Requisitions View More Recent Purchases

No data to
UCMR00000270  Hammenmill Printer Paper, 20 Ib Copy Plus, 8.5 x 11 - 10 Ream (... Incomplete display.

2. Inthe Search section of the Manage Requisitions page, enter search criteria value(s)
based on inquiry needs (enter at least one of the ** required data points):
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Requisitioning Unit: select from the drop-down menu

b. **Entered By: use the default value, or select the value using the search feature if

needed
c. **Requisition: enter value if looking for a specific requisition
d. Description enter value if it will serve as distinct criteria in the search
Created: select from the drop-down menu
f. Status: defaults to All, but select value from the drop-down menu if different status

is desired

g. Requester: enter the desired value if you are not the original requester for the
requisition/ data being searched for, or select the value using the search feature if
needed

h. **Supplier: enter the desired value, or select the value using the search feature if
needed

i. Order: enter the desired value for PO number, or select the value using the search
feature if needed

j-  *Item: enter the desired value, or select the value using the search feature if
needed.

Note: the **Item field will not be used at UCM to search for requisitions
k. Requisitions Requiring Action: select from the drop-down menu

3. Click the Search button

Manage Requisitions B3

 Search Advanced | Manage Watchiist| Saved Search Flequisiions | Entered

........

=3 -

4. In the Search Results section of the Manage Requisitions page, update the search results
layout by adding columns to include data columns related to corresponding PO information

a. Click the View menu, click the Columns option and click the Show All to make sure
Order, Order Status are brought into the results view

i. Order: this value is the PO number created from the approved Requisition.
If the value displayed is Multiple, this means there was more than one PO
created to fulfill the items needed on the corresponding requisition

ii. Order Status: this value is the current status of the PO -

1. Incomplete: draft order has not been submitted for approval - this
is the only status in which an order can be “deleted”
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2. Pending Approval: the order is in the approval workflow, the order
can be withdrawn and edited or cancelled if any change has to be
made

3. Pending Supplier Acknowledgement: the order is approved and is
waiting for supplier acknowledgment to be recorded for being in
Open status

4. Rejected: the order was rejected by the approver or the supplier

Withdrawn: the order was withdrawn by the buyer which makes it
available for editing and submission for approval again

6. Pending Change Approval: a change order was created and
submitted for approval

7. Open: the PO was created
8. Closed: the order was closed and not available for fulfillment
9. Closed for Invoicing: one or more invoices are matched to the PO

10. Closed for Receiving: the order has been matched to an invoice and
is not available for further invoice matching

11. Canceled: the order was cancelled and cannot be edited again

12. On Hold: the order is on hold, and is unavailable for receiving
and/or invoice matching

13. Finally Closed: the order is finally closed and not available for
processing
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Manage Requisitions &

b Search

Search Results

Actions v ; G Freeze | Detach
Req About This Record
BU
Columns > Show All
uctH y Al
e + Emergency Purchase Order
UCN y Al
Detach v Order Status
UCN
Sort » v Order
uch Reorder Columns... v Procurement Card
UCH Query By Example v Funds Status
UCMBusness o emroooooao] v Status
UCM Business ... UCMR00000303] ¥ Approval Amount
v )
UCM Business .. UCMRoooooaof] ¥ Creation Date
v Entered By
UCM Business ... UCMR0000030
+ Description

UCM Business ... UCMR0000029!
+ Requisition

UCM Business ... UCMR0000029 I
v Requisitioning BU

UCM Business ... UCMR0000029
Manage Columns...
UCM Business ... UCMR0000029 est Hequest for ranee

5. Inthe Search Results section of the Manage Requisitions page, update the search results
to sort the data based on the what the user is looking for specifically

a. One can select column headers and hover their mouse in the right side of the
column header to click the Sort arrow to activate ascending or descending sorting
of the displayed results.

Search Results
Actions v View v Formate 7% I3 [l Freeze . Detach 4l Wrap

Requisitioning mqu“m‘iav Description

BU

6. Inthe Search Results section of the Manage Requisitions page, review the results to
determine which requisitions you want to open to review in more detail
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Search Results
Actons v View v Fomnat v T 3 (s ¥ Oetach o Wrap
Roquisitioning 8 | Requisiton & oescription EnoredBy O approval Amount Stats Funds Status procursment | order OrdorStatus  [Emergency Purchase Order
Uonnmness e | cnmoconors oxzat s MveRs rueL GROUND GO-0P YARD NEED PO BY N0 OF ORY 12, Yok Owane 01202021 Prory— Uauund woerseeosos | open
ey Yok Owors 01202021 ey — Uaucsiod [r— S
LB suppLEs Yo Dotons 01202021 PR — Uauastes [ripe— ™
° ATMOT81271 ACTVE MOTI - ANTBOOIES Vo Dworn 01202021 0 Canceod [H—
uomumnessune | vousacooorrz  Jusez rvorerse? ewm - GriswoRL oueHRAGH Yo Dwtoos 01202021 7050080 Approved Uauutes voupoocezrs | open
Uow Busness e[| uoweoconorsz 0 [Juaso e science propucrs Rmuorascs: eee Yok Owions 01212021 pryrre— f— woveoncost? | open
Tuees Yok Owons 012172021 16520080 Approved Uauuies [rm— T
P t— Yo Oworn 012072021 312080 Appowea Uaiciod [rps— T
Amvoreor2r Yok Datoos 012172021 R e — Notresened
P Yok Owons 012172021 1250360050 Aopovea Uauutes -t
W TPLE WS FORPAVUENTP... Yok Owene 01222021 10551U8D. Approved Uaidstod [r— S
A SMOKE DETECTOR s Yo Ootorn 012272021 [ — fr— [rp— T
uscs - tortoez P Yo Owions 01222021 H264USD Aoprovea Raservea
s 1071062 AT ELECTRICAL PARTS Vo Oworn 012272021 18781080 Apsroved Uaitnd [rEme—
ez Yo Owana 012272021 426849080 Approved Uaucstea inge
cacs Yo Owans 012272021 552060050 Appeoved Laatea wunge
ez n— S Vo Owons 012572021 21550080 Approved Rosona
RESTORATION Yo Duions OV282021 588352050 Approved Laudstod venpooooosss || open
Yo Owans 012572021 oo — Notrserved
suerens Vo Owons 012572021 14008050 iconplete [—
Rows Selcted 1

7. Inthe Search Results section of the Manage Requisitions page, click the Requisition
hyperlink of the desired record to see more detail

Search Results
Actons v View v Fomat v B B 0 freese ¥ Demeh o wrap
Requisitioning BU  Requisition Description Entered By Creation approval Amount. Status Funds Status Srocurement order Order Status Emergency Purct
UCM Business Unt UCMHO0000S2 7 M520- HITMUT604 72 - EAGLESHIELL PP-1075484 York, Dariene onazu 185.00USL  Approvea Uquidatea UCMPOO000426 Open
Y. 1 ITEM 75799-300. York, Darlene 01/19/2021 2,265.42USD  Approved Uquidated UCMP00000424 Open
LAB SUPPLIES PREVIOUS POMZSON... Yok Darkne 011972021 7936USD Approved Uauidated UCMPO0O0358  Open
AL MULTIPLE WO'S FOR PAYMENT P, York, Darlene 0172272021 10551USD  Approved Uquidated UCMPOO000355 Open
S&E2 annual PM's. York, Darlene 0172272021 4268.49USD Approved Ugquidated Mutiple.
o 9 SAE1 o fiter s York Darkene 012272021 552060USD Approved Uquidated Mutipio
: DETECTOR POM.... " York, Darkene 01222021 117.66USD Approved Uauidated Closed for Ivoicng
ucl Ms29 PP- PLATT ELECTRICAL PARTS Yok Darkns 0172272021 187.81USD Approved Uauidated UCMPOOO0O348  Open
ELATIN RITMO160670 York, Darlene 0172172021 34.12USD  Approved Lquidated UCMPOO000334 Closed for Invoicing
MILUPORE SIGMA PREVIOUS PO M250NYA4S3 FORBILL... York, Darkene 011972021 5332080 Approved Uauidated UCMPOOO0OSS3  Open
TI-PLATFORM SHAKER York, Darlene 0172002021 662.71USD  Approved Ugquidated UCMP00000331 Open
TURE TUBES York, Darlene 0172172021 165.20USD  Approved Liquidated UCMP00000330 Ciosed for Invoicing
OVIN RITMOT61401 BSL3 EQUIPMENT Yotk Darkne 012172021 1280360USD Approved Uquidated UCMPO0OO0T25 Open
LAB SUPPLIES York, Darlene 0172002021 233.50USD  Approved Uquidated UCMP00000312 Open
RITMO160832 SAFETY BOOT York Darkne 011872021 21550USD Approved Uauidated UCMPO0O00204  Open
Y SHOES/MIKE PENNINGTON RITMO160834 M529 York, Darlene 011572021 21550USD  Approved Ugquidated UCMP00000293 Open
UCM Business Unit UCMRO00000589 M529 - RITMO160835 BOUCHER SAFETY SHOES FOR BRENT DIRKS York, Darlene 01/15/2021 21550USD  Approved Uquidated UCMP00000282 Open
ITEM 511001 EST TURF SUPREME W/TRIMEC PRICING PURSUANT TO Q.. York, Darlene 01711472021 21589USD Approved Uquidated UCMP00000289 Open
TSS ANNUAL FUME HOOD TEST. SE1, SE2, CAST... Yok, Darkens  01/15/2021 9,16500USD Approved Uuidated UCMPO0000280  Open
EWING - GRISWORLI York, Darlene 017202021 79.59USD Approved Uquidated UCMPO0000275 Open

Requisitions: View Document History

1. Inthe Requisition page, review the requisition details and click the Actions menu and
select the View Document History option to see the detail of the requisition to purchase
order process

Requisition: UCMR00000865 ¥ social m

Requisitioning BU  UCM Business Unit Creation Date  01/22/2021 Requisition Amount  109.20USD
Entered By "Dariene York Status Approved Approval Amount  117.66USD Reassign
» DETECTOR P0 Justifcation  CANEG ABMOS0! Smoke 1o test smoke detectors PREVIOUS PO
Description - \1529NYA395 FOR PAYMENT PURPOSES ONLY, GOODS RECEIVED MS523NYA395 DEBBIE REAGAN'S APPROVAL ATTAGHED Funds Status _ Liquidated [ o
—_
Attachments APPROVAL Requisition U View POF

Attention  MIKE GRIST

PHYSICAL
Bidng/Room  PLANT
OPERATIONS
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2. Inthe Document History page, review the information on approval history (if a requisition
is not yet approved, the Requestor can see which is the approver who has to approve the
document). Click into the available hyperlinks to review the Actions Performed and
Reference Document information as needed.

a. Click the desired hyperlink under the Action Performed header to review the
workflow approval process

Document History: UCMR00000865
w29 136 SMOKE DETECTOR TES S POMS2 FOR PAYMENT
Entered B o
: B Description PURPOSES ONLY, GOODS RECEIVED
Requisitioning BU  UCM Business Unit Status Approved

Roquisition  UCMAO0000865

View v Format v Detach

Action Performed Performed By Action Date Reference Document  Additional Information

tasasso, Kenneth 01/26/2021 11.52.AM PO UCMP00000349

York. Dariene 0172272021 4.14PM Requisition UCMRA00000.

Reagan, Deborah 0172472021 11.43.AM approved
Reserve. Appication 0172472021 11.43.AM

York, Dariene 012272021 4.09.PM Requisition UCMR00000.

York, Dariene 0172272021 12.45.PM Requisition UCMA00000.

York, Dariene 012272021 4.09.PM

York, Dariene 0172272021 12.44.PM Requisition UCMR00000.

York, Dariene 0172272021 8.51.AM Requisition UCMR00000.

York, Dariene 012272021 12.44.PM

York. Dariene 0172272021 8.51.AM Requisition UCMR00000.

York, Dariene 0172272021 8.50AM Requisition UCMR00000.

York, Dariene 0172272021 8.51.AM

3. Inthe Action Detail page, review the workflow diagram to view where the requisition or
purchase order are in the process flow, then click the Done button

4. Back in the Document History page, click the Done button to return to the Requisition
page

Requisitions: Line Life Cycle View > Corresponding Purchase Order(s)

1. Backin the Requisition page, in the Requisition Lines section, click the Line Life Cycle
icon

Requisition: UCMR00000865 @ g oo | v e e | acins < I o |

e LTS Cuncen v oeETon e s o o S e
sargmoon p o
B
Requisition Lines
Lne  ttem Description Category Name Quantity UOM Price  Amount (USD) Status Funds Status  Order “;:I‘."
2. Inthe Line Life Cycle page, click the Purchase Order hyperlink if more detailed
information is needed
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Line Life Cycle: 1 (Requisition UCMR00000865) & m

4 Requisition Line
View v Format v Detach
Une  item Description Category Name  Requester Quantity UOM Price  Amount (USD) Status

ITEM: 36636 SMOKE DETECTOR TESTER SUPPUESHVACS... ~ Grist, Michael 12 €ach 2.10UsD 10920 Approved

OpenDate 01/26/2021

Total 10920USD
» Shipments
» Receipts

4 Invoices
View v Format v Detach

Invoice Description Invoice Date  Status. Invoice Total  Paid Amount mount

120872020 Vacated 10081 10081 000

Requisitions: Line Life Cycle View > Corresponding Purchase Order(s) > Funds Status

1. Inthe Purchase Order page, review the Purchase Order details and click the Funds Status
hyperlink. Funds Status definitions are listed below:

a. Not Applicable: there’s no budget/ fund to check for the CoA assigned to the
transaction

b. Passed: the Fund Check passed due to the transaction amount being under budget
amount limit

c. Failed: the Fund Check failed because the transaction amount will push the
encumbrance above the budget amount including the tolerance and the Budget
Control is set to Absolute

d. Warning: when the transaction amount will push the encumbrance above the
budget amount including the tolerance and the Budget Control is set to Advisory

e. Reserved: the necessary fund is reserved for the transaction and is not available for
other transactions

f. Partially Liquidated: a part of the transaction amount of the reserved fund is
transferred to the next transaction in the process (Requisition -> PO -> Invoice) -
this is typical when a partial invoice is matched to a PO

g. Liquidated: the reserved fund is transferred to the next transaction in the process
(Requisition -> PO -> Invoice)
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Order Life e
Purchase Order: UCMP00000349 @ LD view por | actons ~ [l oone | Cyel
Main
o~ [
4 General

P —— P — v |

usiness Unit rainger Inc. 109.20 USD
Requisitioning BU  UCM Business Unit Suppler Ste "GRAN_OBN P_R e e e m
Total Tax 8.46 USD !

Sold-to Legal Entty  UCM - Campus Suppler Contact "Barbara Gropp W Amouet U0}

BELOBU  UCM Business Unit Communication Method None @ Total 11766 USD

Order  UCMP00000349 Billto Location  UC Merced Accounts Payable Description

Status  Closed for Invoici Ship-to Location  UC Merced Central Receiving Requisition  UCMR00000885
Funds Status  Liquiated ‘Source Agreement

Buyer "Kenneth Masasso Supplier Order

Creation Date  01/25/2021

Terms  Notes and Attachments

Required Acknowledgment None Shipping Method  Best
Payment Torms  2/10 Net 30 Froight Terms  Per T&C Pay on recept
FOB Destination Confirming order

4 Additional Information

PHYSICAL

Attention  MIKE GRIST Bidng/Room  PLANT Context Prompt
OPERATIONS
ULines  Schedules Distributions
Actions v View v Fomaty 5§ Freeze [+ Detach Wrag
Line Item Description Quantity UOM :'" Price  Ordered Status Funds Status
1 ITEM: 36JG36 SMOKE DETECTOR TESTER 12 Each 9.10 9.10 10920 Closedfor... Liquidated

2. Inthe Funds Reservation pop-window, click the Funds Status drop-down menu and select
ALL, then review the fund statuses for that PO line and click the Done button

@ Funds Reservation: Purchase Order UCMP00000349 x

View Transaction j

Transaction Lines Impacted by Control Budgets
vewv 5 Ep | FundsStatus Al j e

Line-Sc Status Requested PO Charge Account Budget Account

Budget
Period

Budget

Control Budget Manager

1-1-1 @ Increased funds availat -117.66 USD 1011-14000-M529000-522304-64-( 1011-14000-M529000- Jan-20... UCM_BUDGET_EPBCS Kelli Maxe

1-1-1 @ Passed budgetary cont 117.66 USD 1011-14000-M529000-522304-64-( 1011-14000-M529000- Jan-20... UCM_BUDGET_EPBCS Kelli Maxe

Requisitions: Line Life Cycle View > Corresponding Purchase Order(s) > View PDF

1. Backin the Purchase Order page, click the View PDF button to open or save the file for
viewing the PO in pdf format
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Purchase Order: UCMP00000349 & v mlgm [ D

—
4 General

iness Unit ter ar
Procurement BU  UCM Business Unit Supplier W, Grainger Inc: o 10920 USD
Requisitioning BU ~ UCM Business Unit Suppller Site "GRAIN_OBN_P_R °o o o
Total Tax 8.4 USD
Sold-to Legal Entity UCM - Campus Suppler Contact "Barbara Cropp W Amount (USD)
BALtOBU  UCM Business Unit Communication Method None @ Total 117,66 USD
Order  UCMP00000349 Bill-to Location UG Merced Accounts Payable Description

Status  Closed for Invoicing Ship-to Location  UC Merced Central Receiving Requisition - UCMR00000865

Funds Status  Liquidated ‘Source Agreement

Buyer "Kenneth Masasso Suppller Order
Greation Date  01/25/2021
Torms  Notes and Atachments
Required Acknowledgment  None Shipping Method Best
Payment Torms  2/10 Net 30 Froight Torms  Per TAC Pay on recot
FOB  Destnation Confirming order
4 Additional Information
PHYSCAL Context Promy
Attention MIKE GRIST oo 1S on ot
OPERATIONS
Unes Schedues  Distibutons
Atorav Vewv Fomaty B 5 T Freeze (g Doton
Line tom Description Quantity UOM pise  Price Orderod Stats  Funds Status
1 TEM: 36,636 SMOKE DETECTOR TESTER 12 Esch 910 910 10920 Closedfor.. Lqudated

2. View all pages as needed for the PDF copy view of the PO
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Purchase Order UCMP00000349

UCMP

JAN-26-2021
0

JAN-26-2021

0
109.20 USD

Proprietary and Confidential

Sold To UCM - Campus Supplier W.W. Grainger Inc.
5200 North Lake Road C-Pay
MERCED, CA 95343 PALATINE, IL 60038
Bill To UCM Business Unit Ship To  Attn: PHYSICAL PLANT OPERATIONS
Downtown Campus Center :;‘;gg’:gmws RD
:‘2:021:7‘: 44 MERCED, CA 95343-5001
ICED, CA 853 UNITED STATES
UNITED STATES
Notes:
y! Terms Freight Terms Shipping Method
11290 2/10 Net 30 Per T&C Best
Buyer
Kenneth Masasso
Email kmasasso@ucmerced.edu
Phone 1-209-228-7178
Line item Price Quantity UOM Ordered Taxable
1 ITEM: 36JG36 92.10 Each
SMOKE DETECTOR TESTER
Notes FOR PAYMENT PURPOSES ONLY, GOODS RECEIVED. GRAINGER
PREVIOUS PO M529NYA395
Promised 12 Each 10920 [¥
01/29/2021
Requested
01/29/2021
Requested and Promised Dates correspond to the date of arrival at the Ship-to Location.
Line Total 109.20
Total 109.20 USD

3. Backin the Purchase Order page, review the Purchase Order details and click the Done

button
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Purchase Order: UCMP00000349 @

4 General

Procurement BU  UCM Business Unit
Requisitioning B UCM Business Unit

Soldto Legal Entty  UCM - Campus
BAHOBU  UCM Business Unit

Order  UCMP00000349
Status Ciosed for Invokcing

Funds Status  Liquidated

Buyer "Kemetn Masasso

Creation Date  01/25/2021

Terms  Notes and Attachments

Required Acknowledgment  None

Payment Torms  2/10 Net 30

4 Additional Information

Attention MIKE GRIST

Unes Schedues Distributions
Actons v View v Fomaty T [F
Line Itom Description

1 ITEM: 36JG36 SMOKE DETECTOR TESTER

Suppller

Suppler Site

Supplier Contact
Communication Method
Bilkto Location

Ship-to Location

Shipping Method
Freight Terms
FoB

Bidng/Room

WW. Grainger Inc.
GRAIN_OBN_P_R

Barbara Cropp

None @

UG Merced Accounts Payable

UG Merced Central Receiving

Best
Per T&C

Destination
PHYSICAL

PLANT
OPERATIONS

Quantity UOM

12 Each

Ordered 10920 USD

Total Tax 8.46 USD

Total  117.66 USD
Description

Requisition  UCMRO0000865

Source Agreement

Supplier Order

Pay on recept

Confirming order

Context Prompt

Base .
o Price  Ordered Status Funds Status
210 910 10920 Chosedfor... Liquidated

Requisitions: Line Life Cycle View > Corresponding Purchase Order(s) > Invoice(s)

1. Backin the Line Life Cycle page, in the Invoices section click the Invoice hyperlink

Line Life Cycle: 1 (Requisition UCMR00000865) &

4 Requisition Line

View v Fomat v Detach
tne  tem Description CategoryName  Requester  Quantity UOM Price  Amount (USD) Status
' TEM: 36JG36 SMOKE DETECTOR TESTER SUPPLIES HVACSS... ” Gris, Mchael 12 Escn 9.10UsD 10020 Approved
4 Order
Procuremen #BU UCM Business Unit StatusCiosed for invocing
Requisiioning BU  UCM Business Unit Buyer "Kenneth Masasso
Purchase Order  UCMPO0OU349 Supplier WM. Grainger nc
Description
OpenDate 0v26:2021
Total 10920USD
» Shipments
» Receipts
4 Invoices
View v Fomat v Detach
Invoice. Deseription Involce Date  Status Invoice Total  Paid Amount rpaid - Matched to Order o,y

Requisitions: Line Life Cycle View > Corresponding Purchase Order(s) > Invoice(s) >

Payment(s)

1. Inthe Invoice page, review the invoice details and click the Payments tab hyperlink
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Invoice: 9742370068

Business Unit  UCM Business Unit Involce Type ~ Standard
Legal Entity Name  UCM - Campus Intercompany invoice  No

Invoice Amount 100,81 USD.
Unpaid Amount 0,00 USD

Payment Currency  USD

Supplier or Party  W.W. Grainger Inc. Description

Supplier Site "GRAIN_OBN_P_R
oo conversion st hpe Funds Status © Resenves
s 7C-Pay, 1L60038 >
Invoice Date  12/09/2020
Conversion Date
Payments
Number  Payment Document  Status Reconciled ~ PaymentDate  Paid Amount Address. Romit-to Account
356746 UCM_CHECK PD Negotable  No ovzr/2021 10081 USD "C-Pay, PALATINE, IL 60038
10081 USD
Installments Applied Prepayments
Amount (USD) P Applied Amount (USD)
Number  Due Date Payment Method Number onase Description
Gross Unpaid Order Tax
1 ooazo21 10081 000 Check No sppled propaymonts.
10081 0.00

2. Inthe Payments section of the Invoice page, review the Payment and/ or Installment

details, then click the Payment hyperlink if applicable to access and review the payment
status based on the supplier’s request

Invoice: 9742370068

Business Unit  UCM Business Unit Invoice Amount 100,81 USD inolceType Standers
Legal Entty Name  UCM - Campus: Intercompany invoice  No
Unpaid Amount 0,00 USD
Suppllor or Party  WW. Grainger Inc. Description
Payment Currency USD.
Supplier Site "GRAIN_OBN_P_R
oo conveson st hpe Funds Status © Reserves
83 7C-Pay, PALATINE, IL 60038 .
Involce Date  12/09/2020
Conversion Date
Lines  Payments
Payments
Number  Payment Document  Status Reconciled  Payment Date | Paid Amount JAddress. Romit-to Account
UCM_GHECK_PD Negotadle  No ovzr/2021 10081 USD ['C-Pay, PALATINE, IL 60038
10081 USD
Installments Applied Prepayments
Amount (USD) pu Applied Amount (USD)
Number  Due Date Payment Method Number Buronase Description
Gross Unpaid Tax
1 ooaz021 10081 000 foneck 2% spoled propevments.
100.81 0.00

3.

Payment: 356746

In the Payment page, review the Payment details, then click the Done button

Business Unit  UCM Business Unt Payment Amount 100.81 USD
Payee W\W. Grainger inc. Payment Date  01/27/2021
Payee Site  GRAIN_OBN_P_R Payment Type  Payment Process Request
Address "C-Pay, PALATINE, IL 60038 Remit-to Account
Payment Status  Negotiable Payment Document UCM_CHECK PO
Paid Invoices
Purchase Consumption Invoice finvoice Paid
Number Invoice Date  Type Receipt oo Paid Amount t fstatus Due Date | S0
120092020 Standard 10081 Uso | 10081 USO worktlow ... 017082021 Fuly paic

4. Back in the Invoice page, click the Done button
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5. Backin the Line Life Cycle page, if applicable, click any other Invoice hyperlinks to access
and review the invoice/ payment status based on the supplier’s request, then click the Done
button

6. Backin the Requisition page, click the Done button

7. Backin the Manage Requisitions page, click the Done button to complete this process
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