eBuy Billing Summary Reconciliation
1st of each month
2/24/09

Each month, on eBuy, you must reconcile the Billing Summary Report against orders received during the previous month. Verify with packing slips and invoices.

If any discrepancies found, contact the supplier that issued the supplies. 

From Blue pg: > eBuy > Enter Application
Or on an Ace II computer, in top toolbar: > ( (green folder) > eBuy
On “Welcome to eBuy” home page:

> Billing Summary (¼ down middle of pg)
FY:               ( Click down arrow for FY needed.
Month:               (  Click down arrow & click previous month. 

Fedstrip:                   Type your Fedstrip.
> View Report

_____________________________________________________________________________
If “Ordering” office is different from “Receiving” office & the “Ordering” office is doing the reconciliation, then the “Receiving” office must forward or send the packing slips, invoices, etc. to the “Ordering” office.

If any discrepancies found, contact the supplier that issued the supplies. 

If a resolution cannot be reached, notify your assigned Postal District point of contact CO. 

To print: Press Ctrl P > Preferences > ( Landscape > ( Draft (to save ink) > OK > Print
Staple the Billing Summary to corresponding invoices and/or packing slips, credit memos, etc.
Sign & date the Billing Summary.

Retain locally for 2 years.

Regeana Arrowood 
Atalissa IA 52720 

563-649-2525

Regeana.K.Arrowood@usps.gov

