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Inquiry — Invoices

You can find invoices to respond to supplier inquiries, including questions regarding invoice payment status,
invoice payment date, reasons an invoice has not been paid and total balance due for a supplier or supplier site.

In the Find Invoices window, you can enter a variety of criteria, including invoice status and ranges for invoice
amounts and invoice dates. You then choose Find to navigate to the Invoices window, where BEN displays all
invoices that match your search criteria.

From the Invoices window, you can navigate to other windows to review or adjust scheduled payments,
distribution holds, related payments, and more.

& You can quickly open an invoice you have saved as an icon on your Navigator. When you have the
invoice open click on File=Place on the Navigator. Later, if you choose the icon in the Documents
region of your Navigator, you will automatically open the invoice.

To find an invoice using the Find Invoices window select the PO Manager responsibility from the BEN
Financials Homepage.

e Click on Inquiry=Invoices navigational path

e Click on [Open] or double click on the path’s end

Functions Documents

Inquiny:Ilnvoices

Top Ten List

HMotifications
- Purchase Orders
View/Control PO

Enter Receipts
L]

- Iniuiﬁ

Locations
Receipts
Requisitions
Shipping Info
Suppliers
- COA Inquiry
COA Segment Values
View Grant Attributes
- Reporting
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Inquiry - Invoices (continued)

Tip: It is not
recommended that
you use Supplier as
1) PO # or the on_Iy s_earch

criteria

e Enter search criteria using one field or a combination of fields. For example you
can use:

2) Supplier and Invoice # or
3) Supplier and amount range

{iFiﬂd In

Supplier

k =]
e
PO 1789610

Invoice

Murnber
Type
Amounts -

Invoice Status
Paid

e The Invoices form opens

& Note the paperclip with the piece of paper on the toolbar

e To review an image of the invoice, click on the Attachments icon on the Toolbar to invoke
MarkView software. Accounts Payable creates an electronic image of supplier invoices and C-368 forms and

the attached POIHBSEGPI AMDHA G LBIDGIT]?
invoice.
& [tems not =
/maged IﬂC/UO'e . Type Supplier Supplier Mum || Site Irwoice Date Irwoice Murm || Inwoice Curr || lnvoice Arnount Wyithheld Amount Prepaid
) a ARRAYA S( 237786 PLYMOU | 26 DEC-2006 1676 usp 17,245.00 ol
C-1, C-1A, and C- :
368 forms (when
used for travel —
PUrposes), petty a ' .
CaSh 1 General 2 Holds 3 View Payments 4 Scheduled Payments | 4 View Prepayment Applications
reimbursement
reque‘Sts aﬂd Amount Paid Invoice Status —Approval Status
supporting [usp 17,245.00 Status |Validated Approval [Not Required
document Accounted |Yes Pending Appraver |
(contracts,
competitive bids) N ~Summary
fOI’ Pu,_chase Desctiption |INV 1676 PO 1789610 Holde I_I]
Orders. Distribution Tatal 17,245.00
Civervigw Distributions
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Inquiry - Invoices (continued)

jLonnect to canon.isc-seoc.upenn.edu

=)

e Enter your BEN Financials User name and Password to

retrieve the invoice i
e View the invoice below Markitiew
User name: Ig j
Password: I

[~ Remember my password

OF I Caneel

& For more information regarding ‘Invoice Images’ see the ‘BEN Pays Invoice Imaging User Guide’
http-//www.finance. upenn. edu/ftd/documentation/benpays. pdf

/2] https://benimgtst0l.isc-seo.upenn.edu:444 - 170 MarkYiew - ARRAYA SOLUTIONS INC (1676) - Microsoft

7l i DORIS KREIG: Logout
W8] MarkView", |

ARRAYA SOLUTIONS INC (1676) Tutorial

|ﬁ This PO Inﬁoice has finished going through the workflow, Mo additional actions should be taken on this docurment, ‘

':__‘: Blue Sticky Mote Wiew: Im Previous Page m of 1 Mext Page
A Green Text Image Size: DIJ3E| | D:IEI@E

.
#Arraya
Print Invoice 1 Phronnath Boad
| P B [ oo T ooecre |
Paseth N, BA 1962 ] T
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ey of Fessorhane W o I
hoarn Parhde Fd Vunan Ml
S [
[y e
[Corar | e [omnm] moam | w [wmme |
| e ram | e | | = = e
ey | e e s | i
fE== DI 17008 P Rreers o 22 P o [ A
B erime IPI'MMM-IMHD@-’M L L)
Toal ——

[rer [ e [ weme |

[ | o | eemermrmiemes |

Acrays Bolusicns, bus, 851 Fipmsh Bosd Flrmsuth eaiing FA 15450

Click onimage to zoom in

(¥) Document History
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Inquiry - Invoices (continued)

e In order to view the PO from the Invoice Inquiry menu path, click on [Overview] or [Distributions]
PO T8 SGPI LD & (L@ D LEIT 1?2
=
Type Supplier Suppliet Murn | Site Irwoice Date Irvoice Murn | Invoice Curr || Invoice Armount Wyithheld Arnount Prepaid
. ARRAYA S(|237786 PLYMOU' | 26-DEC-2006 1676 usp 17,245.00 =
4] | 3 z
1 General 2 Haolds 3 Wiew Payments 4 Scheduled Paymments | 5 Wiew Prepayment Applications
-Amount Paiid Invoice Status —Approval Status

USD 17.245.00

Status ‘Validated

Accounted ‘YGS

Approval |Nol Required

Pending Approver |

—5

Description |INV 1676 PO 1789610

¥

Halds 0
Distribution Total 17,245.00

Crwerview Distributions
17,245.00
17,245.00
= oice D on Deta
Murm || Amaount Account GL Date Description PO Line Murn P
[|E] 730,00 lu?uu?sz,24]10?04533115733; 17-JAN-2007 Arraya Quote# 1022006 - 3 Year Onsite Repai 2 s
1 15,515.1]1]lnmﬂ?ﬁz24]11]71]4,1531,75733: 17-JAN2007 Arraya Quote# 1022006 - IBM LS20 Blade Sef1 1
ARRAYA SOLUTIONS IN PLYMOUTHMTG-1
237786 R 1314
1676 Standard 26-DEC-2006
092290TA usp 17,245.00
0.00
1789610
D A INV 1676 PO 1789610
s
Yes
1789610
Yes . =
R-WHAR COMP ADMIN-Core System
Validated
Not Required -
Pa Actual Pa
. usp 17,245.00 0.00 25 JAN-2007 2035358 - Check 30-JAN-2007 =
=] [Invoices] takes you
back to the form
Payment Overview Wiew Receipt Invoices

, &

above
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Inquiry - Invoices (continued)

The Invoices form will list all invoices charged against the specified purchase order. Your first indication as to
whether or not a payment was processed is the Amount Paid field. If no payment is reflected in this field the

invoice may have been placed on ‘Hold'.

Holds

The Holds field will indicate the number of holds against a particular invoice. Click on the Holds tab to
ascertain the type(s) of hold against the invoice.

L=

Type Supplier Supplier Num || Site Irvoice Date Irvoice Mum | Invoice Curr || Invoice Armount YWithheld Amount Prepaid
. Standard |ARRAYA S( 237786 |PLYMOU |26 DEC 2006 1676 lusp 17,245.00 =
Holds
- ' Tab
1 General % 2 Holds T wIEw Payments I =cheduled Fayments | 5 View Prepayment Applications L
- Hold Name Hold Reason Held By Hold Date Release Name Release Reason Released By Release Date [ ]
Jlaty Rec (Quantity billed excee|System  |17JAN-2007 |Matched [Passed matching co|System 29uAN2007 |
|aty Rec |Quantity billed excee|System [17-JAN-2007 |Matched |Passed matching co |System 9uAN2007 |

| | | | | | | |
| | | | | | |
t Quantity Receipt Receipt Quantity

—
4]

Purchase Order ; Y
Mumber 1T3951|] Ordered |2 Mumber Billed
Releasze Billed |2 Line Received
Line 1 Received |2 Date Accepted
Ship To WH WCIT-102 Accepted 0
Wiew PO /I
Crverview Distributions

& For more information regarding ‘Holds’ see the ‘BEN Pays Invoice Imaging User Guide’
http//www. finance. upenn. edu/ftd/documentation/benpays. pdf

S | & Financial Training Department

57




DZN reachesnmme—

Inquiry - Invoices (continued)
View Payments

If a payment has been processed click on the Payment Tab to access detailed payment information, such as
the payment method, check/document number and payment date, etc.

& Note: Payment Terms - Checks are produced based upon the payment terms that are
assigned to the supplier.

a. Employees are created with terms of "Net 2" which means that a check will be generated
two days after the invoice date that is entered in
the Accounts Payable system when the particular Terms
form is processed. Met 30

b. Most suppliers are created with payment terms of
“Net 30" which means the payment will be made 30
days AFTER the invoice date. However, some
suppliers have a payment term of immediate due to a prompt pay discount offer with the

supplier.
Type Supplier Supplier Mum || Site Irvoice Date Irenice Murn | Irvoice Cure || Irvoice Arnount Wyithheld Amount Prepaid
. Standard |ARRAYA S(|237786 |PLYMOU |26 DEC 2006 1676 usp 17,245.00 =
View
Payments
4] | +
1 General 2 Holds 3 Wiew Payments 4 Scheduled Payrments | © Wiew Prepayrent Applications
~ Payment Method Document Murm Payrnent Date GL Date Woid Fayrment Amournt Discount Taken [ ]
| [ 2035358 30JAN2007  [30JAN-2007 | 17,245.00 | | [«
l | | | ro| | B
b | | | ro | B
b | | | ro | B
b | | | ro | B
| | | | ro | [ =
( Bayrment Cheerview )
Chvervieny Distributions

e Click on [Payment Overview]
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Inquiry - Invoices (continued)

View Payments (continued)

e The Payment Overview form has more information about the check, Supplier address and Bank

Date check cashed
appears here when
Supplier cashes
check

List of all invoices
paid on check

2035358
usD

17.245.00
30-JAN-2007

300107 JC-PAY4

Reconciled Unaccounte
17,245.00
06-FEB-2007

17,245.00 |30-JAN-2007

INY 1676 PO 1789610

Supplier address
where check is
mailed

ARBAYA SOLUTIONS INC

237786

PLZ@OUTHMT

521 PLYMOUTH RD SUITE 113-J
PLYMOUTH MEETING, PA 19462
United States

WACHOVIA-PA

Trustees of the University of Pennsylv
Checks

Check

University's bank

-\

information
Invoice Ohwerew Payments
e Click on [Payments] for more information regarding the payment
Type | Bank Account Document Document Mum Payment Date Payment Armount [ Cure ([ ]| Batch Mame Acco
. Ba Trustees of the Ur| Checks 2035358 30-JAN 2007 17,245.00 |USD 300107 JC-PAY4 usD | =
4| 3
. 1676 26-DEC-2006 17,245.00 |30-JAN 2007 17,245.00 =

0 &

INV 1676 PO 1789610

“iew Processes

Invoice Cherdew

Yes

FPayment Overview
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Inquiry - Invoices (continued)

View Credit Memo w/Image

e Below is a sample of a credit memo with the corresponding invoice image in the Invoices form

O
é pice D oh Deta
Invaice Mum || Invaice Date Invoice)mﬂﬂﬁr\@{scriptinn Fayment Method FPayment Amount Terms
-
) =ETEERE | 18-FEB 2009 Q usy| ) Check {1.54) [Net 30 =
|INV_7316-127 | 17-FEB-2009 —-31 Check 8.31 |Net 30
-]
4] 5 - 170 MarkYiew - Invoice 17-12751 - Microsoft Internet Explorer i [
1 General 2 Holds .
Invoice #CR-7417-12751 Tulisrel
Quick Links to Details: PO Line Cetails Accounting Related PO Invoices Document History
© This Pre-Approved Invoice has finished going through the workflow, No additional actions should be taken on this document.
Amount Paid © To view or modify accounting details, expand the Accounting table (more information).
UsD | 0.00 Supplier: TELROSE CORPORATICN Date: 02/18/2009 Amount: -4.54USD  Terms: Met 30 Terms Date: 02/18/2009
5 Blue Sticky Mote view: | Default E Frevious Page| 1 7| of 1 Mext Page
A creen Text imege sze: ) (11|
|ze] Emall Document Link Rendered Invoice EDI CATEWAY
Description
Print Supplier: TELROSE CORPORATION (14321)
nvoice Number. CR-7417-12751
Invoice Amount -4.54
Invoice Date: 12-FEB-2008
oY Amount: Q0
Creation Date: 18-FEB-2009
Line Count: 1
No. Tme Line Des(rielinn oty Price Amount
1 ITEM Sanford(R) Sharpie(R) Flip -1 454 -4.54
Chart(TM) Markers, Set Of 8
Colors
(PO Mumber 12751, Line 1)
Total: -454
—_——l
Click on image to zoom in
® PO Line Details Ret
Invoice  Invoice Inwoice p,,..0 pg po Line P2 po P po Item  Quantity Quantity
Dist Ling & Unit
NWHEEr Rrice Quantity Number Number Price Currency Quantity Description ©Ordered Received
1 4.54 -1 12751 1 4.54 UsSD 1 Sanford(R) 1 Q
Sharpie(R)
Flip Chart
(TM)
Markers,
Set Of B
Colors
¥ Accounting
(® Related PO Invoices Ret
Document ID Invoice Number Supplier Document Type Description Attachment |
m INW-7316-12751]1 ELROSE FO INVOICE TELROSE 02/17/2009
CORPORATION CORPORATION
(14321) (INV-7316-
12751)
® Document History
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Inquiry - Invoices (continued)

Sample Cancelled Check

Below is a sample of how a ‘cancelled’ check appears in the Invoices form

= pice D on Deta
Invoice Mumn | Invoice Date Inwnice Amount Description Payment ethod Payment Amount Terms
. D00 |04.aPR 2000 0.00 |Inv 124000 PO 13560 Check 0.00 Net 30 =
4] | ¥ -
1 General 2 Holds 3 Wiew Payments 4 Scheduled Payments | § View Prepayment Applications

Amount Paid hvoice Status

-Approval Status

usn 0.00

Status ‘Cancelled

Approval | Not Required

coounted ‘Nn

Pending Approver

Description |Inv 124000 PO 13560
= oice D on Deta
Invoice Murmn | Invoice Date Invoice Amaourit Description Payment Method Payrment Amount Terms
. 124000 |04.APR2009 0.00 | Inv 124000 PO 13560 Check 0.00 |Net 30 =
4] | » <
1 General 2 Holds 3 View Payments ANcheduled Payments | 5 View Prepayment Applications
Payment Method Document Mum Payment Date GL Date Woid Payment Amount Discount Taken [ ]
d [10006 22APR2009  [22-APR-2009 oo 200.00 | 000 =
[Check 10008 2Z.APRZ009  [23-APR.2009 e 200.00) | 000
| | \ | ro | [
| | \ | o | [
| | \ | ro | [
o [ =
( Payrent Overview )
10006 HAMILTON PRESS INC
usp
200.00 5135 BERLIN-1
22.APR-2009 1042 INDUSTRIAL DRIVE
Quick Payment: 1D=100¢ WEST BERLIN INDUSTRIAL
CENTER
DCl Ik k1 nonnn
Voided B
WACHOVIA-PA
Trustees of the University of Pennsylv
23-APR-2009 Checks
Check
1
. 124000 200.00 | 22-APR-2009 Inv 124000 PO 13560 =
124000 (200.00) {23 -APR-2009 Iln\r 124000 PO 13560
Invaice Overview Payments

0 &
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Inquiry - Invoices (continued)

Sample Cancelled and Reissued Check

e Below is a sample of how a ‘cancelled’ and ‘reissued’ check appears in the Invoices form

= pice D on Deta
Invaice Mum || Invoice Date Invaice Armount Description Payment Method Payment Armount Terms
. 125000 20-MAY-2008 4,500.00 | Inv 125000 PO 13561 Check 4,500.00 | Net 30 =
4] | 3
1 General 2 Holds 3 View Payments 4 Scheduled Payments | & Yiew Prepayment Applications

-
ice Status

(= 4,500.00

Approval Status

Status Validated

Appraval |Nu( Required

Accounted |Nu

Pending Approver |

Description  |Inv 125000 PO 13561
=N ogice D on De
Invoice Murm | lnvoice Date Irvoice Amount Description Payrment Method Payment Amount Terrms
. 125000 20-MAY-2008 4,500.00 |Inv 125000 PO 13561 Check 4,500.00 |Net 30 =
4| » =
1 General 2 Holds 3 Wiew Payments 4 Scheduled Payments | 5 View Prepayment Applications
Payrmef Document Murn Fayment Date GL Date Woid Payment Amount Discol
ec 10007 [22.2PR2009  22.APR2009 . 4,500.00 | 000 =
 [Check 10008 [23.APR2009  23.APR-2009 I 4,500.00 | 000
Check 110007 [22.8PRZ009  [22.APR-2009 v .500.00) | 000
A \ | \ ro |
~
o | [
10007 FRESH ON 47TH ( Payment werview )
4,500.00 4616 PHILADELPHIZ
22-APR-2009 352 SOUTH 47TH STREET
Quick Payment: ID=100¢ PHILADELPHIA, PA 19143
Voided B
WACHOVIA-PA
Trustees of the University of Pennsylv
23-APR-2009 Checks
Check
1
. 125000 4,500.00) | 22-APR-2009 Inv 125000 PO 13561 =
125000 4,500.00 |22-APR-2009 Inv 125000 PO 13561

Irevoice Cveriew

0 &

1|

Payments
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