A Bearbuy

VPL Freight Invoice Reports UCsF

This guide demonstrates how to view your VPL charges in MyReports.

VPL Freight Invoices are associated with inbound BearBuy orders (when a supplier ships an
order to your department) and outbound FedEx shipments (when your department ships a
package using your department’s FedEx account and BearBuy PO for Outbound Freight).
Accessing MyReports

1. Login to MyAccess
2. Click on the MyReports link to open the application.

Navigating to the MyReports Transaction Detail Report

1. In MyReports, click on the Transactional Reports tab.
2. Then, click on the Transaction Detail Report link.
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Transactional Reports

Accounts Payable/Purchase Order Inquiry Report (AP/PO)
Displays detailed line level information associated with a single Voucher, Vendor Invoice Number, or Purchase Order.

Asset Management Report
Used by Custodians, this report lists detailed information about capitalized assets to enable departments to perform their physical inventory. The report can also be

used for basic inquiry, including the status of an asset.
Balance Sheet Report

Displays Asset and Liability account activity and balances for a selected date range. The report can be displayed at a summary Account level, or at a detail level
including Fund, Dept ID, and Project.

Distribution of Payroll Expense (DPE) by Account Report
Displays detailed payroll information for all transactions processed through the UC Payroll System at a level of detail not available in the GL Payroll Journal.

Purchase Order Lien Balance Report

Displays purchase orders with open balances for the specified search criteria, as of the close of the previous business day.

o Transaction Detail Report k.
Displays detailed transaction information including Payroll, Accounts Payable, Purchase Orders, Financial Journals, and Budget Joumals. Facilitates research and

reconciliation. Used for Step 1 in GL Verification and to review general ledger detail for a set of criteria.

Setting Your Transaction Detail Report Parameters

1. Report Date Filters: Set your desired Date Range as needed.
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2. Chartstring Filters: Enter at least one chartstring value, such as your Dept ID or
Project. To add values, start typing the number, select a value from the options that
appear, and finally click the Add button.
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3. Report Specific Filters: Set the following three filters:
» Transaction Type: Select Voucher as the Transaction Type.
» Vendor: Enter the name VANTAGE POINT LOGISTICS INC
»  Click the Show Detail Columns in Report checkbox so that the report will include

the BearBuy PO number.
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Run the Report
*  After setting your report parameters, click the Run Report button at the top or bottom of
your screen.
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Interpreting the Report

* The Transaction Detail Report displays the VPL invoice number (Ref/lnv ID column), and
the internal UCSF voucher number (Vouch ID column). You may need to scroll to the
right to view all of the columns.
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e Outbound freight vouchers start with “5”. These are shipments sent from your
department using your department’s FedEx account and BearBuy PO for Outbound
Freight. The BearBuy PO number displays in the Transaction Detail Report in the PO ID
column. The PO number starts with “B”.
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* Inbound freight vouchers start with “03”. These shipments are related to your
department’s BearBuy orders; they are shipments sent from a supplier to your
department. To view the BearBuy PO number of the order associated with this freight
invoice, click on the voucher number. MyReports will display the Accounts Payable
Report for that specific voucher. The BearBuy PO number displays in the Accounts
Payable Report in the PO ID field (the PO number does not display directly in the
Transaction Detail Report). The PO number starts with “B”.
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l@: University of Californi San Francisco Accounts Payablg
Voucher ID: 03560981 Invoice ID: 13563-581 Check/ACH/EFT Number:
Accounting Date: 11/04/20 Invoice Date: 11/04/20 Payment Date:
Vendor ID: 0030213858 PO ID: B001982674 Payment Method:
Payee: VANTAGE POINT LOGISTICS INC Payment Term:  Pay now Check Cleared Date:
Remittance address: 8917 OLD STATE RD STE 126, Voucher Error:  No Scheduled Pay Date:
LEWIS CENTER, OH- 43035 Payment Hold:
Hold Reason:
Export the Report

e To export the Transaction Detail Report, scroll to the right and click the Excel icon.
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Contact Us

*  For help running reports in MyReports, contact the Controller’s Office at
COSolutionCenter@ucsf.edu.

*  For questions about the VPL Freight Programs or BearBuy POs, contact Supply Chain
Management at https://ucsf.service-now.com/ess/scm.
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