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Step-by-Step Guide 1/ USC eMarket
PO Supplier Payment Status Search

In This Guide
v" Search for an invoice v Filter search results
v" Search for a credit memo v" View invoice details

This guide demonstrates how to search for information regarding status of payment
due to a supplier.

Search for an invoice

1. To search for payment status of an invoice in USC eMarket, log in to the USC
Supplier Portal

a = USC Supplier Portal John Doe ¥ | Action Items | Notifications

'JJ @& Home > Customer Portal Home &

. Welcome to the USC Supplier Quick Links to Common Tasks &

Portal!
Manage Registration Profile

a‘ USC values the quality of its
suppliers and the strength of its
collaborative partnerships. We

o encourage you to check this
message board for information and
updates about the supplier portal.

Create Invoice / Credit Memo ?
Please use the form below to create an invoice or a credit memo. Leave the PO number blank if no
PO number provided

Training materials are available in Currency USD ~
the Supplier section of the USC

g s 2 PO Number
Business Services website.
Type Invoice v

Customer Contact ?

Name USC Supplier Data Find Invoice ?

Management
Title Support Advanced Search
Email supplier@usc.edu To check payment status of an invoice or send a mess © a customer regarding an invoice,
please enter the invoice number then click on the "Search" button
Phone +1 (213) 821-2212

Invoice Number(s)

2. On the USC Supplier Portal home page, enter the invoice number(s) in the Invoice
Number(s) field under Find Invoice and click the Search button. Separate
multiple invoice numbers with commas.

Find Invoice ?

Advanced Search

To check payment status of an invoice or send a message to a customer regarding an invoice, please enter the invoice

number then click on the "Search" button.

Invoice Number(s) | EFG123 x ABC123 x

ED
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3. The Invoice Status column in the search results displays the status of the relevant
invoice(s).

Results Per Page 20 ~ Sort by: Best match

Invoice Cictoiner Created Sales PO No Invoice Submit T Total
Number By Order No Date Date
EFG123 =\ USC John Doe 1459682 20004819 3/2/2016 3/2/2016 Invoic§ Status: Paid 10.00 USD
6:20 PM Paid Date:

v

|[#|Page1of1|x| ?

Payment
Method: Check

Search for a credit memo
1. Click on Advanced Search under Find Invoice on the USC Supplier Portal home

page.

Find Invoice

To check payment status of an invoice or send a message to a customer regarding an invoice, please enter the invoice

boctl il e "Conp b bt

?

2. Enter the relevant purchase order number(s) in the Purchase Order Number(s)
field, check Credit Memo under Invoice Type and click the Go button.

Purchase Order Identification

Purchase Order Number(s) | 20004819 »

Invoice Identification

Sales Invoice Number

Sales Invoice Invoiced by

Invoice Information

Date Sales Invoice Date
Payment Method v
Record No

Total Amount -

Supplier Account Number

With Retainage ]

Invoice Type
[T invoice (U~ Credit Memo
Payment Status
[[lin Process [l payable
[ paid [7] cancelled
[7] Dispute
Message Category
[ invoice  [C] payment
[ other [l Dispute

v All Dates
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3. The Invoice Status column in the search results displays the status of the relevant

invoice(s).

Results Per Page 20 ~ Sort by: Best match b 4|/Pagelofi|r| ?
:::lvn::::r Customer CreBa;ed O:!aelre:lo PO No In;:::e s;:::t Type Invoice Status Total
ABC123 =X USC John Doe 1459682 20004819 3/2/2016  3/2/2016 Invoice Status: Payable ~ 100.00 USD

6:18 PM Paid Date:
Payment
Method: Check
EFG123 =4 USC John Doe 1459682 20004819 3/2/2016  3/2/2016 Invoice Status: Paid 110.00 USD
6:20 PM Paid Date:
Payment
Methog Check
Y , : )
HD789 5y USC John Doe 1459682 20004819 3/2/2016  3/2/2016 Credit Status: In -10.00 USD
6:22 PM Memo Process
Paid Date:
Payment
Method:
N Unknown Yy

Filter search results

1. To refine search results, select one or more of the :
. . . ) Refine Search Results ?
various parameters displayed in the Refine
Search Results section of the screen. Filter T3
options include:
Sales Invoices E{
e Type
e Date Range Date Range
e Supplier
o Payment Status B B
e Invoice Type
. Supplier
Payment statuses include: T
* Paid Sales Invoice Invoiced b
n n
° Payable ales invoice invoice Yy
° CanCGHEd John Doe (4)
e In Process (invoice is under review but has not Payment Method A
been pald) Check (2)
Unknown (2)
Payment Status Te
Paid (1)
Payable (1)
Cancelled (1)
In Process (1)
Customer
University of Southern California (4)
Invoice Type A
Invoice (3)
Credit Memo (1)
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2. The original search criteria and the applied filters are
displayed in the Search Details section. To remove Search Details ?
a filter, uncheck the box next to it, or click the
remove all link to remove all of the filters. GedmdyTeuns

Purchase Order Number(s)

20004819
Customer(s)

uscC

Filtered by

Type: Sales Invoices

Date Type: Sales Invoice Date

Date Range: All Dates

Invoice Type
[¥] Invoice

View invoice details

1. To view details of an invoice, click on that Invoice

Invoice Created Sales
Number from the search results. Numbey  CUStomer By Ot

A; USsC John Doe 1459682

EFG123 =4 USC John Doe 1459682

2. The Customer Invoice Information section provides details of the invoice’s
payment status.

General Information B Billing Information ’l Customer Invoice Information 2

Invoice Info Billing Address Invoice Number 200001906
Create Date 3/2/2016 USC Accounts Payable I payment Record Date 016
Document Delivery Date 3/2/2016 ?ﬁf”;'t V?y;r:?a”: acctspay@usc.edu Payment Record Number
inveice No. ascias Los Angeles, CA 50007 b ot viros Customer Invoice Information
Invoice Date 3/2/2016 United States Payment Grand Total
Invoiced By John Doe Payment Status .
Supplier UAT Lastech it To A [ e suomit oste Invoice Mumber 200001907
Customer usc payable Date

Payment Record Date 3/2/2016
Order Info
Sales Order Number 1459682 I pa}rment Reco rd EFG123
PO Mumber 20004819 I
Supplier Account No. Number

|
Payment Terms ? Tax, Shipping & Handling F'EI],."FI"IEr'It MEtth ChECk'
Due Date 4/1/2016 Discount 0.00 USD
mymert Terms 0% 30, et 30 - e Payment Grand Total 110.00
Discount Date 4/1/2016 Tax 2 0.00 USD -
Estimated Discount Amount 0.00UsD Shipping 0.00 USD F'EI}'FI"IEﬂt StEItI..IS F'Elld
Handling 0.00 USD
Invoice Submit Date  3/2/2016
Payable Date 3/2/2015
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