Accounts Payable — Coding an Invoice

For employees coding an invoice

Purpose: Code an invoice.

How to Access: Log into the Stratus application.

Helpful Hints: Be sure to keep in mind that...

e Supporting documents and other necessary information can be attached.
e **PLEASE NOTE: If you receive an invoice for account coding and it needs to
be applied to a Purchase Order, use the “Return” option to return the invoice to
AP indicating in the comments the Purchase Order Number it should be
applied to and a specific line(s) if applicable
Procedure: Complete the following steps to code an invoice:

1. If aninvoice has been received by AP and needs the distribution combination added so that it can be picked up in the
workflow approval process, AP has the ability to add the name of a “requestor”. This is who we believe is the requestor
or owner of that invoice. The requestor will then receive a bell notification and email that account coding is required on
an invoice.

NOTE: to check if you have an invoice needing account coding without the bell notification, please refer to the
appendix at the end of this document.
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2. Within the Bell notification in Stratus, click on the link for the appropriate account coding action.

Motifications

Show All

ACTION REQUIRED 13 seconds ago

Lauren Rowe

3. A popup box will appear with the invoice information and different actions you can take.

E Account Coding for Invoice 2019-1497 from Celossal Contracters Inc (1,000.00 USD) - Google Chrome

= (] X

8 elbz-dev2.fa.us2.oraclecloud.com/fscmU|/faces/adf.task-flow?tz=America%2FNew_York&df=medium&dt=both&tf=shortlg=en& mWorklistTask... €

Account Coding for Invoice 2019-1497 from Colossal Contractors Inc (1,000.00 USD) Actions [ retum |

Invoice Account Coding

1,000.00uUsD

Colossal Contractors Inc

Details
rom  Lauren Rowe
Requester Employee Employes

Supplier Site 000

o

usiness Unit  Towson University

Amount Summary

Line Type

Amount
[tem 1,000.00
Total 1,000.00
Lines
Invoice Line Amount
1. 1,000.00
Total 1,000.00
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4. From the popup box, you have the option to View Invoice, Return if the invoice does not belong to you (it will then be
sent back to AP), or other Actions.

E Account Coding for Inveice 2019-1497 from Colossal Contractors Inc (1,000.00 USD) - Google Chrome — m] *

# elbz-dev2 fa.us2.oraclecloud.com/fscmUl/faces/adf.task-flow?tz=America%2FNew_York&df=medium&dt=both&tf=short&lg=en&cy=8&bpmWorklistTask.. &

Account Coding for Invoice 2019-1497 from Colossal Contractors Inc (1,000.00 USD) Actions w

Invoice Account Coding

1,000.00usD

Colossal Contractors Inc
2019-1497

11772022

Details

From Lauren Rowe

Employee Employee
000
Business Unit  Towson University

Amount Summary
Line Type Amount
Item 1,000.00
Total 1,000.00
Lines
Invoice Line Amount
1. 1,000.00
Total 1,000.00

w
a
T

5. Clicking on the actions drop down will give you options for several actions. To add account coding, click on Edit
Distributions.

View Invoice Em m

Edit Distribuficns

Reguest Information

Delegate

Reassign

Add Comments

Add Attachment

View Approvals
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6.

NOTE: Other drop-down options include:

Request information — will send a note to the AP office for additional information

Delegate — delegate account coding to someone else to add account coding on your behalf
Reassign — reassign account coding to someone else to add account coding on your behalf
Add comments — Adds comments

Add attachments — Adds attachments

View approvals — See who approved before you/who it will go to after you

If you receive an invoice for account coding and it does not belong to you, please use the Delegate feature from
your Actions. You can send the invoice to the individual that it belongs to without sending it back to Accounts
Payable. *Please note: you have the ability to send the invoice to any user in Stratus, it is not limited to your

department.

& elbz-test.fa.us2.oraclecloud.com/fscmUl/faces/adf.task-flow?tz=America%2FNew_York&df=mediumé&dt=both&tf=short&lg=en&icy=&bpmWorklistTaskl... Q

Error: Invalid value: dawn.
Delegate -

Invalid value: dawn.

* Name | dawr| ] - ]

C Dawn Kl KUESSMER. dk @towson.edu
More
)
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E Account Coding for Invoice 366442199 from Chartwells/Compass Group USA (212,40 USD) - Google Chrome = O Pad

8 elbz-testfa.us2.oraclecloud.com/fscmUI/faces/adf.task-flow?tz=America%2FNew_York&df=medium&dt=both8itf=chort&lg=en&cy=8bpmWorklistTaskl... a

Delegate

* Name | Dawn Kuessner | R4 ]

Comment | Hi Dawn - this invoice was sent to me, but | believe it belongs to your
department. Thank you, L Bows|

7. When you are finished, click Submit and the invoice will be delegated to that individual for account coding. You will no
longer be able to act on the invoice or receive any notifications about the invoice.

8. If the invoice is yours and account coding needs to be added, select Edit Distributions from your actions.

9. When you select Edit Distributions, a new pop-up window will appear. Under Distributions click the + (add) button to
add a distribution combination to the invoice.




Payables — Code Invoice

E Edit Distributions - Google Chrome

& elbz-dev2.

Edit Distributions

a.us2.oraclecloud.com/fscmU|/faces;

Details

Requester Email Employee Employee@gmail.comm
Business Unit Towson University
ASSIg I First-Party Taxpayer ID 52-6002033

Remit-to Address

Invoice Lines

View w Detach
Line Line Type * Amount Quantity Unit Price UOM  Description
-1 liem 1,000.00

Columns Hidden 7

Line 1: Distributions
Actions w View w
Project

Number Amount (USD) Distribution Combination
Context Value

No data to display.

ow/EditAccountingDistributions?

Number
Date
Invoice Description

Supplier or Party

Details

Save Save and Close

2019-1497

171572022

Colossal Contractors Inc

Item Description

Cancel
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10. If you receive the error message displayed below, please take a look at the invoice. If the invoice is over $5,000, the
system will not allow you to add distributions because the invoice needs to be paid against a Purchase Order.

[=] Edit Distributions - Google Chrome = O X

& elbz-test.fa.us2.oraclecloud.com/fscmUI/faces/FinAplnvoiceAccountCodingTaskFlow/EditAccountingDistributions?_adf.ctrl-state=2e78nvv89_5778&_afrla.. &

@ Error

This invoice action isn't applicable for the invoice
distribution in its current state.

1. Click OK and then Cancel. Then use the Return option from your notification.
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E Edit Distributions - Geegle Chrome

— ] x

8 elbz-test.fa.us2.oraclecloud.com/fscmUl/faces/FinApInvoiceAccountCodingTaskFlow/EditAccounting Distributions?_adf.ctrl-state=2e78nvv89_5778&_afrLo...

Edit Distributions

Details

Requester Email
Business Unit
First-Party Taxpayer ID
Remit-to Address

Invoice Lines

View w | Detach
Line Line Type

f

Columns Hidden 7

4 Line : Distributions

Irowe@towson.edu
Towsen University

52-6002033

(EFT) PO. Box 936743, Allanta, GA 31193,
Fuiton

* Amount Quantity Unit Price UOM  Description

Actions w Vieww o M
Project
Number Amount (USD) Distribution Combination
Context Value
No data to display.

Number 50963302
Date 320123
Invoice Description

Supplier or Party Cengage Leamning

Item Description

Details

+ I "

[=] Account Ceding for Inveice 80963202 from Cengage Learning (8,895.00 USD) - Google Chrame:

= O P

& elbz-test.fa.us2.oraclecloud.com/fsemUl/faces/UnifiedNotificationFlow/UnifiedNotificationPage?_adf.ctrl-state=2e78nvw89_6188&_afrLoop=61389330638... Q

Account Coding for Invoice 80963302 from Cengage Learning (8,895.00 USD)

Invoice Account Coding

8,895.00usD
Cengage Learning
80963302
3128/23
Details
From Lauren Rowe
Requester Lauren Rowe
Supplier Site 000
Business Unit  Towson University
Lines
Invoice Line
Total

s - EXnEm

Amount
0.00
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12. In the comments box, type the PO number the invoice should be applied to and hit Submit. AP will pay the invoice
against the indicated PO. Please Note: If the invoice is not over $5,000 and you do not believe there should be a
Purchase Order associated with the invoice, please follow the same steps and in the comments write “unable to
edit distributions.” Accounts Payable will correct the invoice and return to you so that you are able to add account

coding.

¥l Lrop v +_|_| neigne |D.I3 Vl "__" WL |D.‘IJ Vl e LOCK aspect ratg L= AL I2XL Tt L

E Account Coding for Inveice 80963302 from Cengage Learning (8,895.00 USD) - Google Chrome - O it

& elbz-test.fa.us2.oraclecloud.com/fscmUl/faces/UnifiedNotificationFlow/UnifiedNotificationPage?_adf.ctrl-state=2e78nvw89_6188._afrLoop=61389330638... Q

Return

Comment | Please apply to PO TOW001234

t Drag files here or click o add attachment
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13. If you do not receive an error message and a new line has been added, enter the amount to be paid, then click on the
icon under distribution combination next to the blank text box.

E Edit Distributions - Geogle Chrome

8 elbz-dev2.fa.us2.oraclecloud.com/fsemUl/faces/FinAplnvoiceA litAccountingDistributions?_adf.ctrl-

Edit Distributions

Save and Close

Details

2015-1497
Requester Email Employee Employee@gmail. comm Number - 2013-1487

1872022
Business Unit Towson University Date  1/15/20;
Assigne ! D t
- First-Party Taxpayer ID  52-6002033 nvoice Description
Supplier or Party Colossal Contractors Inc

Remit-to Address

Invoice Lines
View w Detach
Line Line Type * Amount Quantity Unit Price UOM  Description Item Description
1 ftem 1,000.00
»
Columns Hidden 7
Line 1: Distributions
Actions w  View w
Project
Number Amount (USD) Distribution Combination N
Project Expenditure Expenditure Expenditure
ContextValue  \\ mhar Task Number 1o Date Type Organization
1 :L_“ AP Invoice Di v v midiyyyy v L4
Totals 0.00
b
b

10
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14. This is where you will enter the Chartfield information that the invoice should be charged to.

Key Flexfield

Eﬂidﬂ Segments

Source

CostCenter

Account

Initiative

Objective

Futurellse

Interfund

)

)

-
w | Default Initiafive

w | UD Default

"
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15. Once all necessary fields are completed, click OK.

Key Flexfield

4 Hide Segments

v
w | Athletics Reserve

CostCenter | 45010 w | Afhletics General

Account | 605163 ¥ | Grounds Roads Maint

Imitiative | 00000 w | Defauli Initiative:

Objective w | UD Default

FutureUse ¥ | Future

Interfund w | Default Interfund

12



Payables — Code Invoice

16. You can add as many distribution lines as needed if the invoice is being spit by multiple cost center and/or account
numbers by clicking the plus sign again to create a new line. Once all chartfield information has been entered, click
Save and Close.

[=] Edit Distributions - Google Chrome — m] X

@ elbz-dev2 fa.us2.oraclecloud.com/fsfmUl/faces/FinAplnvoiceAccountCadingTaskFlow/EditAccounting Distributions?_adf.ctrl-state=cyi2iyezb_1278& _afrLoop=6347750886497435 Q
Edit Distributions ‘ Save | Save and Close l Cancel |
Details

20161497
quester Email  Employee Employee@gmail comm Numier  2018-149

Business Unit  Towson University Date  1/18/2022

Ine| Invoice D i
! Firstfbarty Taxpayer ID  52-6002033 nvaice Description

Remit-to Address Supplier or Party  Colossal Contractors Inc

Invoice Lines
View v Detach
Line Line Typ * Amount Quantity Unit Price UOM  Description Item Description Supplier Item
-1 Item 1,000.00

Ceolumns Hidden 7

4 Line 1: Distributions,

Actions w  View w + X B

Project
Number Amount (USD} - Distribution Combination Context Value  PTOECE Task Number  EXpenditure  Expendire  Expenditure  Contract Funding !
Number Item Date Type Organization Number Source
1 | | 4s00-45010-608163-00000-000-00000 | EB, | AP Inveice Di v | | a | ‘ v | | miayy ‘ | *| | ‘ v | ‘ | | | v

Totals 0.00

13
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17. Now that distributions have been added, you can now click Complete.

Account Coding for Invoice 2019-1497 from Colossal Contractors Inc (1,000.00 USD) [ view invoice [JEEERY Eﬂ

Invoice Account Coding

1,000.00usD

Colossal Contractors Inc

2019-1497
11712022

Details
From Lauren Rowe
Requester Employee Employee
Supplier Site 000

Business Unit  Towson University

Amount Summary

Line Type Amount
Item 1,000.00
Total 1,000.00
Cost Center Summary

Cost Center Amount
Athletics General 1.000.00
Total 1,000.00
Lines

Invoice Line Amount
1. 1,000.00

Distributions

4500-45010-608163-00000-000-000000-0000
Athletics Reserve-Athletics General-Grounds
Roads Maint-Default Initiative-UO Default-
Future-Default Interfund

Total 1,000.00

14
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18. You can then add any additional comments or attachments and hit Submit.

Complete

Comment

Drag files

here or

click to

add

attachment
~

Once submitted, the invoice is then picked up in the approval workflow and routed to any necessary cost center
managers for approvals, and then back to AP to be paid.

15
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Appendix — Coding an Invoice

Viewing options for invoices needing account coding in Stratus.

1. To check if you have an invoice needing account coding without the bell notification, click the bell icon and select
“Show All” in the right-hand corner.

= TU/|STRATUS

Notifications

Good maorning, Employee Employee
| ® [EMINDER)ACTION REQUIRED

2. The “Assigned to Me” tab will show all your pending action items.

TU |STRATUS

Notifications

Dismiss All

16
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3. You can select “Worklist” in the top right-hand corner.

Dismiss All

4. A new popup screen will appear containing all your action items and notifications as well.

Wy LLve g 1io LS ITILGSCLOU  EgE WWDILUIIT WU LIS Sl G LIS UL 311 GG ITUINIGLOH 185K LISt L SUUILT_lusioEiie.

& BPM Worklist - Google Chrome — O X
& elbz-test.fa.us2.oraclecloud.com/integra

ORACLE" BPM Worklist @ Employee Employee

Views o 9 3 v & & @
Status & Title Number Creator Assigned Priority

Inbox Account Coding for Invoice 9326743473 from G 215.64 USD) 219559  Lauren Rows 511722 10:28 AM 3w

Approve Reguisition REQ0000071 Employee Empl...  4/6/22 11:13 AM 3

My Tasks (9)

edf Requisition REQ0000071 Approved Employee Empl... 4/6/22 1:05 PM 3
Initiated Tasks N
—_— Approve Requisition REQ0000071 Employee Empl 4/6/22 942 AM 3
Administrative Tasks a
aministrative fasks Approve Requisition REQO000071 Employee Empl... 4/6/22 9:0 il 3
2o __,ViBWS B Document (Purchase Order) TO (Requisition REQ0000083) Ir 207691  Jeffery Sutton 4/5/22 241 PM 3 s All
3 Approve Requisifi EQ 9 20762 yee /522 12:22
Due Soon 0 - Approve Requisition REQ000006 07621 Employee Empl 475 1 PM 3
- E Requisition REQ0000069 Approved 207689 Employee Empl... 3 .
REM High Priority - Gal
Error in Expense Report Approval 205196 Employee Empl... 3

-BUre  Past \Week

Month

Past Cuarier

New Tasks

Copyright & 1997, 2021, Oracle and/or its affiliates
‘REMINDER) ACTION REQUIRED

17



