Accounts Payable — Researching Payments

For employees searching for an invoice.

Purpose: Search for 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.

Procedure: Complete the following steps to search for an invoice:

1. From your home screen, click on the Payables module.
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Payables — Research Payments

2. Select the Invoices tile.
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3. From the task bar on the right side of the screen, select the magnifying glass to search for an invoice.
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4. You have the ability to search by either the invoice number, or by a supplier name.
nvoices &
Holds Approval
75 vana 0
17 puen B oes
0 ome 13 =
Actions v View v Detach L Search | Reset
Invoice Number Hold Reason Releasable Held By Due D




Payables — Research Payments

5.

If you are searching by the supplier's name, click the magnifying glass on the Supplier or Party line.
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6. Type in the suppliers name you are looking for in the Party Name field and hit Search.
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Highlight the supplier you are looking to search for by clicking on it with your mouse and hit OK.
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8. The suppliers name should now be populated in the search field, hit Search.
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9. This will bring up a list of all invoices in Stratus for that Supplier.
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Supplier of Party  Supphier Site
2265900085 83022 T922218PM  ChartwelnCompass. . 000
364005382 s 3022 133PM  ChartwellwCompass. .~ 000
364900059 2 9622 1045AM  CharwelwCompass .~ 000
306440872 msa2 /3022388 PM CharweisCompass " 000
06441108 2422 82022258 PM CharwelinCompass. . " 000
308441140 soe2 826221213 ChatwellCompass. . 000
366441266 2 922221138 .. ChartwellsCompass... " 000
366441269 22 915221220 . CharwetsCompass . 000
36441281 wis2 926221218 ChanwelCompass " 000
366441360 sas22 103221243 . CharweivCompans . " 000
366441366 92622 103221243 ChaweinCompans 000
36441370 92822 1046221258 . ChacwelivCompass . " 000
366441450 10722 101022323 ChartwelisCompass . * 000
366441515 101522 1011922 125, CharwelnCompass .~ 000
366441799 ez 12922443 . ChawelivCompass. . " 000
6441822 ez 12922438 . ChartwelsCompass. . 000
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000USD
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Standard Valdated Worktiow appro °
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Standard Vaiudated Workfiow appro 0
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i

{0 I I I I R R R

10. To see if a check has been issued for a specific invoice, click the blue box in the Details column for the invoice you are

researching.
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Invoice Date  Creation Date  Supplier of Party  Supplier Site
[eee) TH22218PM  ChartwelsCompass,.. * 000
52 23022 133PM ChartwetvCompass. . 000
sz B822 1048 AN ChartweiCompasa. . 000
ms2 3022358PM  ChamwellwCompass... " 000
v W2622256 P ChartwellvCompass. .. 000
2822 926221213 ChartweliwCompass. . 000
w2 922221138 . ChartwelCompass. .. " 000
w2 915221228 ChadwetsCompass... " 000
sz 926221218 ChanwelwCompass .. " 000
s 10221243 . ChartwetCompass. . ” 000
s2s22 1073221243 ChartwetisCompass... " 000
2022 10822120 ChawelnCompass. . * 000
022 1011022323 . ChartwellCompass. . " 000
101822 101922126, ChadwelsCompass. . * 000

000 USD 381000 USD 000 USO
000UsO 650000 USD 000 USD
000 USO 17.200 60 USD. 000 USO
000UsD 511500 USD 000 USD
000 USO 59245 USD 000 USO
000USO 51480 USD 000 USD
000 USO 44530 USD 000 USO
000 USD 2208 10 USD 000 USO
000 USD 202 34 USO 000 USO
000 USD 376400 USD 000 USD
000USO 30550 USD 000 USD
000 USD 7482 USD 000 USO
000 USD 21720 UsD 000 UsD
000USO 534324 USD 000 USO
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Standard Vasated Workfiow appro. 0
Standard Vasdated Workfiow appeo. 0
Standad Vamtated Workfiow appro. 0
Standard Vacated Wokfiow appeo. 0
Standard Vabated Workfiow appro. 0
Standara vacsiea ot appro 0
Standard r— Nonow sppeo o
Sandarg Vanated Workfiow appro. °
Standard Vaated Workfiow appro. 0
Standard Vaiated Workfiow appro. 0
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11.  An Additional Information pop-up window will provide the State Check Num and State Check Date if a check has
been issued.

Additional Information
State Check Num 07604110
State Check Dste 102022
State Document Num V2013850

RSTARS PCA
RSTARS Object

RSTARS Transaction
Code

Pre-Approved invoice?
Context Value

12. To view additional invoice details, select the invoice you would like to research by clicking on the invoice number
hyperlink.

lanage Invoices @ =
Search Results
» Search: Invoice [ Agvanced | savea searcn |41 imvoces v
Ao w Vieww J0 (] 5 W oetaen | pout| ¥

Invoice Number Invoice Date  Creation Date ~ Supplieror Party  Suppler St Unpaid Amount  Invoice Amount  Applied Prepayments Invoice Type  Notes Yencar®® ¥ Approval Status Holds Details

2265900085 622 TN922215PM  ChardwellwCompass. . * 000 000 USO 381000 USO 000USD Standard Validatee Workow appro o @

364805362 82 83022 133PM  ChadwellvCompass... ~ 000 000 USO 650000 USD 000USD Standasd Validated Workfion 3ppro o @

384900059 w2 /221048 AM  CharwellwCompass... * 000 000 USO 17,200 60 USD. 000USD Standard Validsted Workfio appro o @
ms22 93022358 PM  ChartweiisCompass... * 000 000 USD 511500 USD. 000USD Standard Valigated ‘Woekfiow 3ppro... (I |

66441109 w2 82622258 PM  CharwelisCompass... " 000 000 USO 5,924 50 USO 000USD Standard Vaidated Woekfion appro, o @

366441140 a2 we21219 ChartweilwCompass. "000 000 USD 51480 USO 000USD Standard Valdated Workfiow appro. o @

366441266 a2 922221138 ChartwellsCompass. . * 000 000UsD 44530 UsD 000USD Standard Validsted Workfiont appro. o @

60441209 e 015221228 ChawelisCompass... " 000 000 USO 220640 USO 000USO Standard Vaostea Workfiow appro o @

366441281 s 926221218 . ChartwelisCompass... ' 000 000 USD 292314 USO. 000USD Standard Validated Workfion appro. o @

366441360 w52 1073221243 ChartwellwCompass. . " 000 000UsO 376400 USD 000USD Standard Valigsted Workflow appro o @

366441366 92022 103221243 ChadweiivCompass... " 000 000 USO 305 50 USO 000USO Standard Validsted Workfion appro. o m

366441370 s2822 105221258 .. ChartwellsCompass... 000 000USO 7482 Us0 000USD Standard Vaiigated Workfion appro. o @

60441450 10022 101022329 CharweliwCompass . " 000 000USO 27 20us0 000USD  Standard Validated Workfion appro. o @

66441515 01522 101922 125, ChartweiivCompass... 000 000 USO 534324 USD 000USD  Standard Valigated Workfion appro o @
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13. From here you can review supplier details (where the payment was or will be sent to) and view the invoice image.
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14. The “Notes” section will have any notes entered by the AP department.
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Notes History

» Search

Actions v Vieww 51 SortBy |Date descending V] Date [AI

Creation Date &% Author Type Visibility
No results found

15. Select the Lines tab to see the line details on the invoice. This will show a Purchase Order number that the invoice was
applied to, if applicable.

fanage Invoices @ =
Search Resuts 66440872
Invoice Details vatdated Actioes v [ Dgoe |

lovoice Date 771522 — - Business Unit  Towson Uiversty

Invoice Type ~ Standard Payment Business Unit  Towsan Unterséy

Applied Prepayments 800 USD
Supplier or Party  ChartwedsCompass Group USA Payment Terms  Net 30
Supplier Site 000 Unpaid Amount 000 USD Payment Currency  USO
Address  "[EFT) PO Box 417632 Boston MA-02241 Holds & Attachments  image004 png (4 mare )
Notes [

Purchase Order Recaipt
Number Line Schedule Number Line
841500 Chastwel Invoice for FRl OR Continenial Breakfast 7/14 TOWN0O2S 1 1 Tawson Universdy

Shipping and Handiing

Line  Charge Type Amount Description
Ho shipping and handiey
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16. Select the Holds and Approvals tab to see who all approved an invoice, if it was rejected, delegated, etc. The gray box
in the Comments column can show any comments added by approvers.

lanage Invoices (&

366440872

Invoice Details

ed Actors v | Done

Approval and Notification History
View v * & Detach
Workflow Type Line  Action ActionDate  Approver Reviewsd Amount Comments  Hold Reason
o a " Lavten § 1 0 B
- ! o

17. Select the Payments tab to check on the payment status.

lanage Invoices @

6440872

Invoice Details

Actions w | Dgne
000
0.0
s FT)POB Bast
Notes [
Payments
mber  Payment ' i e - P Remitto
Number VO, Status  Reconciled CurentPoyeeNome  PaymentDate  Paid Amount Address Adcount
Towson Ge 511500 USD "(EFT) PO Box 417632, Bosion, MA 02241, Suffok

18. If the invoice was processed by AP (transmitted to the State for payment processing), there will be a payment # and
date. A check is usually cut by the State of Maryland 14-21 days from the date of transmitting.

a. If a State Check Num does not appear under Additional Information by following the steps previously listed

after the 21 days, you can contact Accounts Payable at ap@towson.edu for further information.
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Aanage Invoices @

Invoice Details

Payments

Po

Number D

Swtus  Reconciled  CumentPoyes Nome  Payment Date  Paid Amount Address

Remitto
Account
Negatatie Ho 8232 7722 USD FIEFT) PO Be 417832, Boston, MA 02241, Susiok
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19. If the payment has not yet been entered by AP, no payment details will display.

TU |STRATUS

nvoice Details : 366439758 » Actions w | Dgne

Payments
Payment . Remitto
Nomber TN Saius  Reconciled  Cument PayeeName  PaymentOate  Paid Amount Address Account
o payemen:

20. If you need further details on invoices or payments issued to vendors, please contact AP at ap@towson.edu.




