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Unit HSCSA  PO: 0000000608 Change Order: Vendor: 0000080680

[aty. Reject
Description o vea |UOM |Accepted  [Rejected  [Relect
10000000333 10810812005 Received 1 PERSONAL COPIER 1.0000 EA 1.0000
20000000333 2 080812005 Received 2 TONER CARTRIDGE 1.0000 EA 10000 Retun For Damaged
Replacement
3 0000000334 10800872005 Canceled 2 TONER CARTRIDGE 1.0000 EA

40000000335 1.08/08/2005 Received 2 TONER CARTRIDGE 1.0000 EA 1.0000
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The process of ordering, receiving, preparing vouchers and paying for goods and services is referred to as the Procure-to-Pay business cycle. With the need to locate information generated by this cycle, the Procure-to-Pay Inquiry has been
designed to assist Financials users in obtaining information efficiently and quickly.
Procure-to-Pay Inquiry can also be used for Travel Requisitions and non-PO vouchers.

A benefit of the Procure-to-Pay Inquiry is its ability to allow you to view a specified Requisition, PO, Voucher ID, if assigned, and Check Information, in one central location without having to spend time searching for the information within the HSC Menu.
Below is an overview of the Procure-to-Pay Business Cycle-
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To access the Procure to Pay Inquiry, Financials access is needed. If you do not have Financials access, contact the A.C.E. of your Department. If you do not know who the A.C.E (Access Control Executive) is, contact DCATS at 210-567-0180 or dcats@uthscsa.edu
Once inside the Portal, to access Procure-to-Pay, navigate to: 

· HSC Custom Components

· Financials

· Inquiries
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When searching, any of the following information can be used: Purchase Order, Payment, Req Id and/or Voucher Id. Either piece of information will assist you within the Procure-to-Pay section.
The below snapshot shows us searching for Requisition Id 0000000812
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Once you select  pushbutton, information should populate. (see below)
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Business Unit:  HSCSA

Doc Type: REQ | Enter 10 characters, including leading zeros

sooman: 0002 seara]

Select the Look Up.

Vendor ID: UNKNOWN  UNKNOWN

PO Vendor: 0000080680  OFFICE DEPOT
PO Buyer: Marina Holston

Requisition ID

0000000812 @) * 0000000508

1 00000506





Once information is available, you will be able to select the [image: image6.bmp] pushbutton. A new page will display the chosen information.
Requisition ID

Selecting the [image: image7.bmp] will open a new window, Req Quick View. Within the Req Quick View you will see all information that was entered upon generating the requisition.
Purchase Order

Selecting the [image: image8.bmp] will open a new window, PO Quick View. Within PO Quick View you have an additional pushbutton[image: image9.png]Receiver Inqui
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Receiver Inquiry will provide another window with information regarding the Receiver ID, Received Date, Status, PO Line Num, Description, Qty Received, Accepted, Rejected, Reject description and reason.

Voucher ID
Selecting the [image: image10.bmp] will open a new window, Voucher Quick View. 

Within the new window you will find information such as: Invoice Num, Invoice Date, Gross Cost, Freight Cost, Payment information and Line Items ordered.

[image: image11.png]Vousher: 00000508 Gross: 28500 Freight 5000 Due: 09072005
Vendor: 0000080680  OFFICEDEFOT

Invoice: 154054 InvoiceDE 05052005

chkitior: 058018 Total Chik Amt: 526500 PaymtDt 08082005

VehrPaymt: 526500 BankCode: FROST __ Payment Status: Psia

T Description: PERSONAL COPIER
Quantity: 100 UOM EA  UnitPrice: 526000 Amount: 525000
POID: 0000000008 POLine: 1
Proj  Fund  Deptd  Acet BagtPa Amt
105702 1s001  Es000 727003 2005 25000
VousherLine: 2 Desoription: Shigping
Quantity: 100 UOM EA  UnitPrice: $1500 Amount: $1500
PoD: POLine:
Proj  Fund  Deptd  Acet BagtPa Amt

105702 14001  ES000 703001 2008 51500
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