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/. In the left navigation
bar, under the section titled “Existing Suppliers” follow the link in the “Track You Invoice
Status” section. The Expenditure Inquiry Logon Instruction Screen appears. This page may
be bookmarked.

IMPORTANT: DO NOT USE THE BACK BUTTON ON YOUR BROWSER.
Type in your BMS Vendor Number and Password

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 apat@bms.com.

Click "Logop."
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Expenditure Inquiry User Guide

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 # (for those suppliers paid by check)
Purchase Order (including Service Orders)
Email Inquiry

YV VVYVY

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.

By Invoice Email Inquiry

Vendor Mumbe 0000000  ‘jendor Name:  Supplier One Inc

Define your search criteria
Irvoice Date Start Imvoice Date End |
You may enter upto B invoice numbers below .
[ ] |
| ] |
Specify ivoice Status
" In Process " Complated & Al .

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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Expenditure Inquiry User Guide

The Expenditures Inquiry Results Screen appears. The screen displays each invoice found,
based on search criteria.*

.. Bristol-Myers Squibb Company Expenditure Search

Approved and
10/2172010|0119/2011 | awaiting payment | 12624 47 [USD
emmns

1002172010 12010201 | Paid 14330 a4 uso

104190201 0| 120872010 | Paid 4329 43 \USD

Agprovied and
10M152010|01/13/2011 | gwaiting payment 10847 80|USD
Lems:
4 i
10A 32010 D1A12011 | @wailting payment 129 45 |USD
{ems

*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.

-F‘ Bristol-Myers Squibb Company Expenditure Search

Ivoice: 3748741 Vendor: 0000 Sypplier One Inc

Detailed status desecription regarding : Paid
| This invaice i5 paid. The payment information ¢an be found using the payment info tab
= —

Payment Info Tab- If paid, the total amount of the payment*, check number (if paid by
check), 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.

Bristol-Myers Squibb Company Expenditure Search HOME ~ LOG OFF

Invoice; 3748741 Vendor; supp"er One Inc
Help Area

it Information
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Vendor Tab- The vendor remit to address and invoice payment terms are displayed (Actual
vendor data excluded for demonstration purposes).

() Bristol-Myers Squibb CompanyExpenditure Search

Diztrict
PObox |
PoBaZPCads [
Postalcose 78280

Regn T
Country s
Telephanal

Faxnumber

Payment Tarms

Overview Button

The Overview Button that appears when you click on a hyperlink from the
Expenditure Inquiry Rgsults screen, will return you to the Expenditure Inquiry
Results screen. Do Aot 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 check number, click the "By Check" tab.

Bristol-Myers Squibb Company Expenditure Search HOME

By Invoice By Check Ernail Inguiry

Define your search criteria

Check Enter the Check number (including any leading zeros that might be on your check, for example:
MNumber 00123456)

Type in the check number Click the search button.

The Expenditures Inquiry Results Screen appears. This is the same screen and has the same
functionality as the Expenditures Inquiry Results Screen described above in the Invoice Tab.

To execute a search of the Expenditures Inquiry by PO (including Service Orders), click the
"By PO" tab.

:.'.:- Brisfod-Mysrs Squibl CompanyExpenditure Search

Purchase OrdariP Oy or

Service OrdenS0) nunbes
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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 Analysis Team (APAT) will be copied. The APAT 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. ANofe: Invoices located in the Expenditures
Inquiry, having a Status of "Paid" or "Awaiting Payment", can not be inquired about.
Please utilize the information available on the Expenditures Inquiry for determining
payment information.

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

By Invoice Email Inquiry

Vendor Numbe 0000000 ‘endor Name:  Supplier One Inc

Define your search criteria

Irvoice Date Stan Irvoice Date End I

You may enter upto B invoice numbers below

[ I I
| I I

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

21 Bristol-Myers Squibb Company Expenditure Search

Ok o) Mo SE0OES Tt WrkThow IS0, HRAOHCE TRITILET Fol ACCOUTRIEN dhtails: vetidor BRmmiben Tol vndol

Expenditure Inguiry Results

Imvoice Invoice
o Date Dt Dt Stalus Amount | Cumency “Vendar

1SS0 B0 |igice Fejecied 12680 53| USD Supplier One Inc =]
1308658 01022000 |0RO4E010 |insice Rejecied | S76.20/US0 | Supplier Onednc || S | r
1730852 0107G0M ((XEEE0N0 |insice Rejecied | 63440050 |SuPPlier Onednc |l mmooin | r
1732020 0107G0M0 |02EBE000 |insice Rwiecied || E74g4 Us0 | SuPpPlier Oneldnc |l ooz | r
(a3 [r2coc008 o0 msice Reected | ZE0S0/uso  |SuPplier Onednc g oo | r
[10s84es [r2cnco0g |02OS0N0 |imice Belected | Gasa|U50  |SuPRlier Omednc | lmriees | r .
boooazz  [12000009 |01G20N0 |lmice Relected | S410S2|U50  |SwWPRlier Onedng | loagrenrer | r
lorOEEzs 07202009 09009 |\wice Relected | IS4 |USD | SWPRNEr OReING | loayyreenn | r
lorE68 072009 |0SNV09 |meic Feectsd | 433E1|usp | SwWERlier Oneldnc Tl e | r

Select an invoice (or invoices) from the display screen (1), and click "Inquire" (2).
An email form, containing your invoice information, appears

-: Bristol-Myers Squibb Company Expenditure Search

Email Inquiry Form

Inquiry Call Referance Number. 'EIZIZIJTII'STBH]‘![I'I 111188721
Wendor Mumber 000000

Wendor Name; Supplier One Inc
[ita of [noskng 11A1onI0

Enter Email Adrass [

Enter Comact Name [

Enter Contaci Phone Number I

.@kli ‘ 'E:I':' | Due Date |  Status ‘Mmt |¢mrua1| -de'alr

1329394 |(0IA90I0  DBA0RO0I0 'F;“".“‘“ 12680 52/USD Supplier Ome b 911
ejected |

Enfer Your Comments and Quastions (imit o 200-300Characiars]

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 APAT, 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
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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 utilizing 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 APAT for research/resolution.

Emall Inguiry Form

Inguiry Call Refarence Nurmber » T a0 112161451

iendor Murriber 000000

Wardor Narme Supplier One Inc

Diate of Inguiny 1IN0

Erter Email Adress |

Erter Contact Mams |

Ergpr Congact Phone Mambes

| E— | | E— [ | [ |

|
|
|

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 format for BMS North American
suppliers), 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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