Physics Finance — Reimbursement Guide for Supplies

1. From the BearBuy home

Shop |Every‘thing v
page, click on "Payment
Request Form" under Go to: advanced search | favorites | forms | non-catalo | quick order Browse: suppliers | categeries | contr
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2. Start typl ng your name ; Payment Request Available Actions: [Add and go to Cart & . |
into the Payee Information | Instructions ? Supplier / Payee Info
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box. The system should
prompt you with your full
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3. Under "Item" you can Payee Not Found: Name Jane Rasearcher
. . UCB Employee or Student ID 011111111
JdUSt e nte r a b;l efh Suggested Contact Email/Phone janer@berkeley.edu
escription of what was
bought, and then enter the Payment Request Itams J
ent| re a mount you pa | d, Line Items: Enter one or more lines.
Including Shlpplng & taX, Item Unit Price Quantity
under "Unit Price," and a e = 1
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4. From the "Activity Type" 234 characters remaining expand | clear
on
drop-down menu, select Activity Type T os N
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5. Attach your receipt with
the "Add Attachments"
button. (Note: if you are
seeking reimbursement
for a laptop, or any other
type of electronic device,
you must also complete
the Electronic Device
Agreement form,
downloadable here.)

Required Documentation: Attach supporting documents ap
the Disbursements website.

Privacy Warning: Do not upload any document in BearBuy, i
home & family data is blacked out and completely unreadal
financial and medical account numbers. The best approach is
Privacy]

Internal Attachments [Priva arning]
Add Attachments

6. Click "Go" at the top for
"Add and go to Cart," then
"View Cart Details." Make
sure the Org Node is set as
PHYSI. Enter the
chartstring under
"Accounting Codes," and
then "Assign" up at the
top. Enter your PI's or
manager's name and
assign the cart to that
person. (If you are a Pl
using your own funds, you
canjust click “Submit”
instead of “Assign” at this
stage.)
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http://physics.berkeley.edu/sites/default/files/_/electronic_device_agreement.pdf

