Expenditure Inquiry User Guide

To access the Bristol Myers- Squibb Expenditures Inquiry, launch your internet browser.

In the address field of your browser, type http://supplierlink.bms.com/ then click on ‘BMS
— UK’. Then under the section titled “Accounts Payable”, click “Expenditures Inquiry”.
The Expenditure Inquiry Logon Instruction Screen appears. This page may be
bookmarked.

IMPORTANT: DO NOT USE THE BACK BUTTON ON YOUR BROWSER.

If you do not have an id and password for accessing your account history through the
Expenditures Inquiry, please email your request for access to efss.front-office@bms.com

Type in your BMS Vendor Number and Password.

Connect to invoicelookiip. bms.com |E|[z|

User name: | | 5 v / w |

Passwiord: | v |

[ ]remember my passwaord

[ Ok, l [ Cancel
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The main Expenditure Inquiry search screen appears.

There are four main search tabs available to all suppliers for the purpose of locating
invoice information in Bristol-Myers Squibb's Accounts Payable system.* Suppliers may
search by:

» Invoice

» Check # (U.S. only)

» Purchase Order (including Service Orders)
» Email Inquiry

* The "Early Payment Option" tab (U.S. only) is available to those suppliers with a
"discount code." For more information on the "Early Payment Option" tab, please see
the SOEPO user guide located in the Expenditures Inquiry link of the Accounts Payable
section of Supplierlink.

Within the Invoice tab, you may define your search criteria using an invoice date range
(Invoice Date Start to Invoice Date End), or enter up to six individual invoices (1). When
entering individual invoice numbers, be sure to only enter alpha-numeric characters.
Exclude spaces and special characters.

**Please note that the date is in American format - MM-DD-YY **

tol-Myers Squibb CompanyExpenditure Search

Wandor Number 9000000 wandor Narne Supplier Ome Ire.

ﬁhlhsm search criteria
Invoice Date Start | Irvoice Date End [
Yiou may anter upio & irmice numbers bebow
I | |
I ] |
Specfy ivoice Status
T InProcess " Completad = Al o

Specify invoice status by clicking the appropriate selection (2):

» In Process (invoices blocked or awaiting payment)
» Completed (paid invoices and rejected invoices)
» All (both invoices "In process" and "Completed")

Once all selections have been made, click "Search." (3)
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The Expenditures Inquiry Results Screen appears. The screen displays each invoice
found, based on search criteria.*

‘= Bristol-Myers Squibl CompanyExpenditure Search

Click on thee status: for workflow history; imoice number for sccouming details; vendor nurmibes for vendos infor mation; of amount for

¥ I Iy i
Invoice  Invoice Irreice Campany | Reference  Retieve imvoices | | [
Humber | Date | Dve Dite Stalus Arngunt |CUmrEY|  Vendor Code | Number | foinquire about

BE377E02 12405/2002|01/24/200

Bl
.
=)

IWS0SD | SupplisrOme [ne. | 0001 |R900C0SE20

[
4l

BEITANG0 1 206/2002 01 /2442003 USD | Supplier Ome I, 0001 (3900005621

BEITE09E 12405/2002 | 01/24/2003

o
=,

=3
b
k)

USD | SyupplierOmelme, 0020 (900165705

|
4

BEI7E0G7 12005/ 2002)01 2442003 USD | Supplier One [ne, 0020 |BO001BS705

BEITE2E3 124052002 01/24/2003

o
E.
=
i
=

Ell
i

usn | SupplierOmelw. goog  |9ooies7os

AEITRIA0 1 206/2002| 012442003 uso  |SupplierOmelne. oo |ao00ies?2s

BEITEI04 12405/2002 | 01/24/2003

o
| =
| =

G4246|Usn SupplierCmelwe. ooz [sanoies7o0

ush | Supplier One Ine. 0020 HA001E45704

Bl

BEITE533 1 2005/2002|01/2452003 |

BEITRETE 12406/2002 | 01/24/2003 uso | Supplier One Inc. 0020 8900165702

)
o
=
]
=
o

£l

Ush | Supplier Ome Inc. 0020 |Ba001e5701

BEITEST | 1206/2002 0172472003

*The Expenditures Inquiry Results Screen will only display up to 200 records
consistent with your search. If a specific invoice is not located, it may be
necessary to refine your search criteria (reduce date range, or input specific
invoice).

To see more detail about a specific invoice, click on any hyperlink (underlined text
highlighted in blue).
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When any hyperlink is clicked, three tabs appear:

Status Tab- Provides an explanation of the current status of your invoice.

l—" Bristol-Myers Squibb CompanyExpenditure Search

Wvoice: B6377502  Vendor: Suppliet One Ine.

Detailed status description regarding : Paid

| This irvoice 15 paid. The paymaent information can be found using the payment info Lab |

Helg

Payment Info Tab- If paid, the total amount of the payment*, payment date, etc. will
display. If the invoice has not been paid, a pop up box appears (Click OK).

*The amount paid represents the sum total paid on the check/EFT, including other
invoices that may have been included with the payment.

{301 Bristol-Myers Squiblh CompanyExpenditure Search

Wrunice: BEITTSOZ  Venior Supplier One Ine
Amount pid EBFRED USD pr——
Check Mumber ) n
Pymt metha sign EFT
Paymant date w
Bank &
Bk 1D 31100267
Hank Routng Mo !
Bank Addrass
Check Cashing Date
H
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Vendor Tab- The vendor remit to address and invoice payment terms are displayed
(Actual vendor data excluded for demonstration purposes).

City
Distrct oAAs
PObox |
PORexzPCade (11
Postalcose 7SBS0
Regon B
Courtry s
Telephanal

Faxnumber

Payment Tarms 02

Overview Button

The Overview Button t
Expenditure Inquiry
Results screen. D

t appears when you click on a hyperlink from the
sults screen, will return you to the Expenditure Inquiry
ot use the Back button on your browser.

New Search Button
Click the New Search Button when available to begin a new search.
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To execute a search of the Expenditures Inquiry by PO (including Service Orders), click
the "By PO" tab.

CompanyExpenditure Search

ufine your search criteria

Purchage OrdarP ) or vk

Serece OrdenS00 numbes [
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In addition to the first three search tabs discussed, suppliers also have the ability to
review blocked and rejected invoices by clicking the Email Inquiry tab. The Email
Inquiry tab will display up to 200 blocked and/or rejected invoices in the Bristol-Myers
Squibb Accounts Payable system*. From this tab, the supplier has the ability to directly
email Bristol-Myers Squibb regarding blocked and rejected invoices. The email will be
sent to the responsible Bristol-Myers Squibb end-user associated with the invoice, and
the Bristol-Myers Squibb Accounts Payable Front Office Team (FOT) will be copied. The
FOT is copied for tracking purposes.

*Blocked or rejected invoices, located as a result of an invoice search executed
using the "By Invoice" tab, or "By PO" tab, will also allow the user to email an
inquiry pertaining to one or more invoices located. Note: Invoices located in the
Expenditures Inquiry, having a Status of "Paid" or "Awaiting Payment", can not be
inquired about. Please utilise the information available on the Expenditures
Inquiry for determining payment information.

To utilise the Email Inquiry tab and generate an email to Bristol-Myers Squibb, click the
Email Inquiry tab

u;. Bristol-Myers Squibb CompanyExpenditure Search

"By Check P By PO P Eady Payment '-Erﬁ%qulr;f

Sandor Mumber 0000000 | Yendor Mame! Supplier Ome Inc.
Define your Siadch Critedia et o
-5 y Iroice:
lraice Date Stan Irvaice Date End | -
You may ender upto B invoice numbers below

| | |

[ [ |
Specaly invoice Status

 In Procass = Completed = Al
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The Email Inquiry tab will display up to 200 blocked and/or rejected invoices from your
account history.

J-‘-:- Bristol-Myers Squibb CompanyExpenditure Search

Expenditure Inquiry Results

Invaice
_ Humber |

SB44E5TS nmam:e m.uarzu:e Iniize undsr (e 00056 (USD | Supplier OmeIne, 0020 BE00007281 =

Imiﬂmwe - — _

BE44EE41 EImE.lBIG tam-zu:a T — uz zﬂ_usn Supplisr Ome Inc. _u:lzu _aa:unurzaa |
Irteici undes redie ;

BE44E64D .uma::s:-:u ca.tra-'zmh on . m.ﬂulusn Supplier Ome [ne. 0020 B‘BIIIZII:!J’.-'EE-il O
Ingice under reses :

SE44EET2 nma-:v:-:e u:c-l.uarzu:e 17277|USD | Supplier Ome Inc. 0020 EE00007282 O

B6445710 nmam:e mmrzm Invgice under tevew 4576/USD | Supplier Ome Ine. 0020 BSO0D0728S

[ trrenice under review .
OE44E724 |ZI1|“IEJ3IG IIG.CE."EIIG h u'geru H 3133 UsD Supplier Ome Ine. 0020 B200007316
m;g nider reviens .
S644E864 |:I1|‘“IE|‘.|’3IG EC-I.E&I‘ZIIG 22.08(usD SuppherOne Inc, D020 BR00007317 C

5 USD

36“&55 Supp].i.erOne Inc. BOOOOOT31E r
e _ . I I R
BE44E887 EI1|“IE|.IBIG EG.EE.-'ZIIB hiuser ﬁjﬂ UsD Supplier Ome Ine. 0020 200007314 I
lummumie_w :
BE445893 III1|'18.I'IUJ IIG.EBJ’ZIII‘B 132,08 USD Supplier One Ine. 0020 B=00007318 C

Select an invoice (or invoices) from the display screen (1), and click "Inquire" (2).

An email form, containing your invoice information, appears (see next page).
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Irquiry Call Reference Mumber

‘i‘ Bristol-Myers Squibb CompanyExpenditure Search

Email Inquiry Farm

D000 373200301 22121355

“Vendor Burnber 0000000
“Wendor Mama Supplier One Inc.
Date af nquiry D2 2003
Enter Email Adrass |
Enter Contacl Mame |
Enter Contact Phone Mumber 1
,Em | 'g::f nua-mm.f Stati ‘min'ammi'iemg] endar ch"?‘ ";'f'ﬂ":ﬂ
6486575 011 /2003 D3I 003 VO Under review by 100055/USD || SupphierOmelne. 00X |3S0000731

UGET

L iy 1 T e e e o e

it

As the supplier, you will be provided a unique Call Reference Number (displayed in the
email form). Your Bristol-Myers Squibb vendor number and vendor name will be
displayed.

Before being able to successfully submit your email inquiry to the FOT, you will be
required to supply the following information in the fields contained in the email form:

Email Address: enter your email address

Contact Name: your name

Contact Phone Number: your phone number

A comment for each invoice selected in the email: comments should explain the
reason for your inquiry

Once the information has been supplied, and you are ready to send your email inquiry,
click Process (found in the upper right corner of the screen).

Should you wish to back out of the email form (without sending an email), to conduct a
new search, click New Search (located next to the Process button).

After utilising one of the four tabs previously discussed, if an invoice can not be located
(be sure to refine your search if necessary), click "Inquire about Invoices not in SAP"
button (located in the upper right corner of the Results screen.
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An email form will appear, allowing you to inquire about an invoice not found. This email
will be sent directly to the FOT for research/resolution.

"‘; Bristal-Myers Squibb CompanyExpenditure Search

Email Inquiry Farm

Incuary Call Reference Number OO0 P637 T00301 X2194316
Wandor Mummbar oo

“andor Name Suppher One Inc.

Diate of Inquiry. 222003

Enter Ernail Adiess |

Enter Contact Name |

Enter Contact Phone hurmber

Invcica ir Invaice
hlumber Date

Invoice Amount | Currency

I_.ml_l_l_

Enter Your Commants and Questions {lim 1o 200-300C haractars)

=]

All fields contained in the email form are required and must be completed in order for
your email to be successfully submitted and handled. These fields are:

Email Address

Contact Name

Contact Phone Number

Invoice Number, Invoice Date (in MM/DD/YYYY American format), Invoice Amount,
Currency, PO number*, and Comments**.

YV VYV

*A valid Bristol-Myers Squibb purchase order is required on all invoices in order
to be paid.

**All invoice specific fields must be completed for each invoice noted in the email
form.

To add additional invoices "not located in SAP", click the "Next Invoice" button (located
in the upper right hand corner of the email form). However, required invoice information
must be supplied for each added invoice, prior to clicking "Next Invoice".

When finished, click "Process" to send your inquiry.
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