Looking up UGAmart Payment Information

To retrieve payment information within UGAmart, log into UGAmart. You should see the

UGAmart homepage:
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Training & Policies:

OneSource Training Library: Procurement & UGAmart

Amazon Business Webinar, Demo, and FAGs

Ordering Chemicals in UG Amart

Monitoring and Closing Your Purchase Orders

Non-Renewal Notice Form - for Copier Leases

Payment Request Poiicy

fora purch be paid?

to ugamartinvoices @uga.cdu, (Bxcept for invoices using non-US currency, a non-US address,
and/or requiting wire transfer, instead add the invoice as 3 PO comment and tag the supervisor in
the Purchase Order Payment Section,

Have

Electronic Vendor Registration
Please share this link (sup pliers.uga.zdu) with new US vendors. Email Accounts Payable to expedite
Payment Request vendors and email Pracurement to expedite Purchase Request vendors.

Click here for Non-US Vendor Registration Information,
Vendor DBA Names

UGAmart System Changes:

UGAmart 222 Release

Click here to see previous release information
ser Recommendations (See page 4)
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From the homepage, input your Purchase Order number into the Search field located in the

upper right corner of your screen.

After typing your Purchase Order number, click on the magnifying glass icon located in the

search box.

UGA Internal Stores & Forms
UGA Central Research UGA Chemi:
Stores (CRS) Stockroom (CSS)
Click to Search Click to Search
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Click to Search Al Click to Search g

This will return the documents associated with that purchase order number.
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Browse: Vendors | Categories | Contracts | Chemicals

Q

o

2



B

Alw E1312794 Q ooousD W a
ick Search (alt+Q)
Categories | Contracts | Chemicals
Requisitions
157623313 Q
Purchase Orders
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Click to Search Click to Search c RE S s e
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P oo R1384600
Vehicle Request Form
UGA Copier Forms ~

Click on the Purchase Order number.

This will retrieve the purchase order for your review:
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Purchase Order - E1312794 Revision 1 (Closed) ~ = e " 0 10f 1 Results = < >
summary  Revisions 2 co 1 s 1 mmenis 2
General formation - Stippingnformation ~ Billog/Paymen -~ T
Details v
E1312794 Ship To Bill To
Revision No. 1 Attn: Jennifer Dunlap Attn: ACCOUNTS PAYABLE .
Dept.: Accounts Payable RM 302 Sent To Vendor
Pricrity Normal Reom: BUSINESS SERVICES BLDG
MAIL &RCVG SVCS 424 EBROAD ST —
[ eessonmevrcasuroca 4455 ATLwTA Y ATHENS, GA 306024214
ATHENS, GA 30606 United States MCKESSON MEDICAL-SURGICAL GOVERNMENT SOL
GOVERNMENT SOL
United States
PoBOX 59718 Total (40.05 USD) v
CHICAGO, lllinois 60696 United States 0001
s 40.05
+1833-3432700
o value
Billing Options 4005
e 5/19/2022
5/9/2022
Total 4005 Related Documents v
0%0, Net 30
Requisition Number 157623313 view | print Delivery Options Requisition: 157623313 -
o8 Destnauon Invoice: 11523067 -
Procurement Desk o value Expedite X
ntra-UGA Invoice # o valve
o What's next? >
PO Type no value ship Via Best Carrier-Best Way
i no value
Exemption o value o value
1o value
no value

; Jennifer Dunlap

Several options will be listed across the top of the purchase order. This allows you to review
the Status of the purchase order, a Summary of the purchase order, Revisions to the purchase



order and several other options as well. Click on the Invoice option.
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Purchase Order + E1312794 Revision 1 (Closed) ~

Status Summary Revisions 2 Confirmations Shipments Receipts 1 Invoices 1 Comments 2 Attachments History
General Information #ieie Shipping Information v Billing/Payment
PO/Reference No E1312794 Ship To Bill To

This will display the Invoice page that will list all invoices associated with the referenced
purchase order.
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Ststus  Summary  Revisions 2 Confimnations  Shipments  Receipts 1 ivoices @ comments 2 Attachments  History

Records found: 1, Totaling: 39.25 USD

Invoice No. Vendor Invoice No. Invoice Date Due Date Invoice Type Payment Status Invoice Total Invoiced By
11523067 [3 19413143 5/23/2022 6/22/2022 Invoice Paid 39.25USD System

Line No. Product Name Catalog No. Unit Price Qty/uoMm Extended Price Invoice Qty/Cost Status

BATTERY, ALKALINE "AA" (24/BX 6BX/CS) DURCEL 657500BX 13.35USD 3 BX 40.05UsD 3/39.25USD Net Invoiced

Click on the Invoice No. in blue. Please note, the UGAmart invoice number will begin with I.
The Vendor Invoice Number is also provided in the second column for cross referencing. After
clicking on the Invoice Number, the Invoice detail page will open:
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Invoice * 11523067 ~
Summary Matching Camments
General
Invoice Type Invoice
Pay Status Paid
Invoice Number 11523067
Vendor Invoice No. 19413143

Vendor Name

Invoice Date

Discount Date

Due Date

Terms

Terms Discount

Invoice Name

Send To Buyer

(Invoice)

Procurement Desk

Contract No

Match Status

Invoice Sourcs

Contains substituted v

@ M MCKESSON MEDICAL-SURGICAL

GOVERNMENT SOL

5/23/2022

o value

6/22/2022

0%0,Net 30

0.00 USD

2022.06-01 University of Georgia 01

X

o value

99999-001-SPDO00T 650024
Change Contract

With Forced Matches

Invoice Import

& A T

Attachments 1 History

Addresses

Remit To

PO BOX 936279
ATLANTA, Georgia 31193-6279

usa
Address 1d 01
3rd Party Address ID 01

Bill To

Attn: ACCOUNTS PAYABLE
RM 302
BUSINESS SERVICES BLDG

424 EBROAD ST
ATHENS, GA 306024214

United States

Payment Information
Accounting Date  6/1/2022
FOB Destination
PaymentMethod  Check
Check Number 5000273391
Check Date 67172022

PS Voucher Number 10898020

E1312784

PS PO Number

/

Note/Attachments
Extemnal Note novalue
internal Nete novalue
External

Add

Attachments
Internal Attachments

L invoice pdf

Discount, Tax, Shipping & Handling

Discount, tax, shipping & handiing

Allocation Weighted

Discount
Tax1
Tax2
Shipping

Handling

Date

6/9/2022

Headerlevel

0.00USD

0.00USD

0.00USD

0.00USD.

0.00USD

Al

Add

Search (AltHQ) a

0.00USD W

o i g

Vendor Invoice No.
invoice Image

invoice.pdf

Total (39.25 USD)
Subtotal

Discount

Tax1

Tax2

shipping

Handling

Related Documents

Purchase Order: E1312794

Requisition: 157623313

What's next?

Review the Payment Information portion of the page. Below is a magnified version of the
Payment Information section.

Payment Information

Accounting Date

FO.B

Payment Method

Check Number

PS Voucher Number

PS PO Number

Here the Payment Method, Check (or ACH) Number, and Payment Date are provided.

6/1/2022

Destination

Check

20002733

6/1/2022

10898020

E1312794

4

Additionally, the PeopleSoft Voucher number is provided for cross-referencing into the

Financial Management System if needed.



If a copy of the invoice is needed, it is often easiest to locate by using the Attachments tab at
the top of the Invoice Detail page.
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Invoice * 11523067 ~
Summary Comments 1 Attachments 1 History
General & Addresses @ re» Note/Attachments &S v _
MCKESSON MEDICA|
Invoice Type Invoice Remit To External Note no value
Vendor Invoice No.
Internal Note no value i
Paid PO BOX 936279 & Invoice mage
ATLANTA, Georgia 31193-6279 invoice.pdf
Invoice Number 11523067
UsA g “Total (39.25 USD)
vendor Invoice No. 19413143 Address 1d 01
3rd Party Address ID 01 ek it ey e Subtotal
Vendor Name r
- E MCKESSON MEDICAL-SURGICAL Dpiscount
GOVERNMENT SOL Bill To b invoice.pdf 6/9/2022
Tax1
Attn: ACCOUNTS PAYABLE Tax2
RM 302
Invoice Date 5/23/2022 i Gy Shipping
424 E BROAD ST Handling
Diseoun e ATHENS, GA 30602-4214.
United States
Due Date 6/22/2022
Terms 0% 0, Net 30
Related Documents
0.00USD Payment Information & i Tax, Shipping & Handli £ -
Purchase Order; E1312
2022-06-01 University of Georgia 01 Accounting Date = .
ounting Date 6/1/2022 Discount, tax, shipping & handing Requisition: 157623312
T‘:: ;‘z e X FO.B Destination Allocation Weighted What's next?
(Invoice)
Payment Method Check
Procurement Desk o value Header-evel
Ch Number 5000273391
Contract No. 99999-001-SPDO00DT65-002A4 Discourt 0.00USD
Change Contract Check Date 6/1/2022
Tax1 0.00 USD



