Receivables — Credit an Invoice (Full Amount)

For employees crediting an invoice for a full invoice amount.

Purpose: Credit an invoice.

How to Access: Log into the STRATUS application. Select the Receivables application from
the Navigator.

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

e Supporting documents can be attached.

Procedure: Complete the following steps to credit an invoice:

1. On the homepage, select Billing under Receivables from the sliding menu in the center of the screen or
the hamburger menu in the top left corner.
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2. On the billing menu, click the tasks icon on the right side of the page.

TOWSON
T UNIVERSITY. STRATUS



Receivables — Credit Invoice (Full Amount)

= TU|STRATUS

Billing @ Al business units (¥

Incomplete

5

0-10 Days

1

10+ Days

Approval

0

Research

0

View w

Transaction Number

4001

212000

5001

1006

1007

1008

Source

Athletics General
Bursar Admin

Career Center
Faciliies Management
Facilities Management

Facilies Management

3. Select Manage Transactions.
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Class

Invoice

Invoice

Credit Memo

Credit Memo

Credit Memo

Credit Memo

Customer

Jakes NY Deli

Downey3
Chartwells/Compass Group
Jakes NY Deli

Jakes NY Deli

Jakes NY Deli

view Customer Accounts

Entered Amount Date

250000 USD 4/29/22

50.00 USD 5/3/22

-31.00 USD 4/14/22

0.00 USD 4/25/22

0.00 USD 4/25/22

0.00 USD 4/25/22

Billing ® Al business units (¥

Incomplete

5

0-10 Days

1

10+ Days

Approval

0

Research

0

View w

Transaction Number

4001

212000

5001

1008

1007

1008

Source

Athletics General
Bursar Admin

Career Center
Facilities Management
Facilities Management

Fadilties Management

Class

Invoice

Invoice

Credit Memo

Credit Memo

Credit Memo

Credit Memo

Customer

Jakes NY Deli

Downey3
Chartwells/Compass Group
Jakes NY Deli

Jakes NY Deli

Jakes NY Deli

Transactions
« Create Transaction

« Approve Adjustments

Customers
* Create Customer

« Manage Customers
« Upload Gustomers from Spreadsheet
« Manage Data Import

Customer Account Balances
= Review Customer Account Details

Aceounting
o Create Accounting
« Create Adjustment Journal

s Review Journal Entries

4. On the Manage Transactions page, click the dropdown for Transaction Source, and select the appropriate
department from the list.
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Manage Transactions @
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Transaction Transa(
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5. Search for a customer by clicking the magnifying glass icon next to Bill-to-Customer.
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Entered Transaction
Amount Date

Business Unit

Original Transaction Number

Advanced | Saved Sea

Search | Reset | Save.

Manage Transactions @

Search

Tyr -
Actions w View v Detach
Transaction Transaction Transaction Transaction Complete Bill-to Customer
Number ource e

Entered Transaction
Amount Date

Business Unit

6. Inthe Account Description field, enter "BURS", "SPAR", or "OSPR".

Original Transaction Number

Advanced | Saved Sear

Search Reset Save..




Receivables — Credit Invoice (Full Amount)

‘Search and Select: Bill-to Customer

4 Search

S rre—

Name

No rows to display

7. Click the organization to highlight it, then click OK.

Search and Select: Bill-to Customer

4 Search

.- Nm[

** Account Number |

** Account Description | BURS

** Taxpayer Identification Number ‘

Name

Holy Cross Health

Jason's Deli Timonium
Charlestown Community
General Dynamics Infor
Saksbury University

M& T Bank

Account Number

7002

3003
7003

7004

Account Description
BURS_Holy Cross Health

BURS_Jason's Dell Tmonium

BURS_Chariestown Communty, inc
BURS_General Dynamics Informatio
BURS_Saiisbury Universiy
BURS_M & T Bank

=)

** Al least one Is raquired

|
Taxpayer ldentif

[ Agvancea |

** Al least one Is required

CC)

520738041

521315965

541104322

8. On the Manage Transactions page, highlight the invoice you wish to credit.
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Manage Transactions @ m

b Search Advanced | Saved Searct Tra v
Actions v View v Detach

Transaction Transaction Transaction  Transaction > Entered Transaction .

Nisnber ot Cless Type Complete Bill-to Customer Ambunt Daté Business Unit  Original Transaction Number

9. Click the Actions button, then select Credit Transaction.
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Manage Transactions @ m

» Search Advanced | Saved Search Tra v
Duplicte pction Transaction Transaction

Entered Transaction

4 Cliss The Complete Bill-to Customer Amoet Date Business Unit  Original Transaction Number

10. The information from the original invoice is populated. Under Credit Reason, select the dropdown and
select a credit reason.
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Credit Transaction @

USD - US Dollar
Original Transaction

Number

Customer

Under Armour

Original Amount

Business Unit  Towson Unwersity CumtomerAocouss: 1000 "
Activity 000
Current Balance 10,000.00
4 Credit Memo
* Transaction Source | Bursar's Transactions | w Customer Reference Comments
: c RS Credit Me
Transaction Type | BURS Credt Memo | w Reference G i
ch Non
Transaction Number Attachments None e ke Frow e
Document Number o ;
Notes |2 Delivery Date for Tax Point Date o
Transaction Date | 5162022 fo
Regional Information
Special Instructions Context Value v
Credit Reason v
Accounts recaivables biling error
Transaction Amounf @ | e
Canceiiation
Credit Entire Balance | | [Eredit Lines || Edit| Contract Line Terminated irnvdltax trom lines
| Credt and retil
Credit fate payment charge Qedit
Section Original A{ Credit memo trom s | Current Balance Remaining Balance
Damaged product Amount
Data entry emmor ‘
Dscount
Line 19] Dupicate bising 10,000.00 10,000.00
Empioyee terminated
freight er
Tax Foreign freight error 0.00 0.00
Freight 000 0.00
e No reason entered
| Not delivered
Total 10, Order entry error - 0.00 10,000.00 10,000.00
Credit Transaction @ [ save | + [ cancel
USO - US Dollar
Original Transaction
Number Dintompr TUE Aot Original Amount 10,000 00
Business Uit Towson University CHIESAR— )
Activity ) 00
Current Balance 10,000 00
4 Credit Memo
* vansaction Source [Bursars Tamsacions | v Customor Refaence e
* Transaction Type | BURS Credit Memo - Reference
Transaction Number Attachments None = Exclue From Netung
Document Number .
otes I Delivery Date for Tax Point Date Y
Transaction Date | 5/16/2022 e M
Reglonal Information
* Accounting Date | 2/28/2022 fig
Context Value v

Credit Reason

Transaction Amounts (D

Credit Entire Balance | | Credit Lines || Edit

Biling v

Special Instructions

Distributions | /| Automatically dafive tax from lines

Section Original Amount
Credit Percentage

Line 10,000.00

Tax 000

Freight 000
Total 10.000.00 0

Credit

Current Balance

Amount

0.00

10.000.00

0.00

10,000.00

Remaining Balance

10.000.00

12. Under Transaction Amounts, click Credit Entire Balance. The total amount will credit under the Credit

header.




Credit Transaction @

USD - US Dollar

Original Transaction

Number

Business Unit

4 Credit Memo
* Transaction Source
* Transaction Type

Transaction Number

Document Number
Transaction Date
" Accounting Date

Creait Reason

Towson University

Bursars Transactions | w

BURS Cradit Memo v

5/16/2022 ®
21282022 (Y
Biling v

Transaction Amounts @
Credit Lines || Edit Distributions = Automatically de
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Customer  "Under Armour

Customer Account 1006

Customer Reference
Reference
Attachments Nons 4

Notes [&f

Special Instructions

Original Amount

Activity

Current Balance

Comments

Context Value

Exclude From Netting

Delivery Date for Tax Point Date

Reglonal Information

Context Value

&

Number

Business Unit

4 Credit Memo
* Transaction Source
* Transaction Type

Transaction Number

Document Number
Transaction Date
* Accounting Date

Credit Reason

Transaction Amounts @

Credit Entire Balance  Credit Lines | Edit Distributions

Towson University

Bursars Transactons | w

BURS Cradit Memo v

5/16/2022 °
212812022 e
Biling v

Section Original Amount
Credit Percentage
Line 10,000 60 100
Tax 000 100
Freight 000
Total 10,000.00 100

| Automatically derve tax from lines

Credit

Customer Account 1006

Customer Reference

Reference

Attachments None

Special Instructions

Current Balance

Amount
10, ﬂn['l 00 10,000 00
000 0.00
000
-10,000.00 10,000.00

Original Amount

Activity

Current Balance

Comments

Context Value

Exclude From Netting

Delivery Date for Tax Point Date

Reglonal Information

Context Value

x hom imes
Credit
Section Original Amount Current Balance Remaining Balance
Credit Percentage Amount
Line 10.000 00 100 '-)nn['mn 10,000 00 0.00
Tax 000 100 000 000 0.00
Freignt 000 000 000
Total 10,000.00 100 -10,000.00 10,000.00 0.00
13. Select the Notes icon to be taken to the notes section.
Credit Transaction @ [ save | + ] concel]
USD - US Dollar
Original Transaction
Customer "Under Amour

&

Remaining Balance

14. Click the plus (+) button to create a note. Confirm that Type field has auto populated with “To be printed on

invoice”. Click in the text box to add your note, adding as much detail as necessary to understand why this

credit invoice is being created. Once your note is complete, click OK.
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Author Type Visibility Note Text
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® s -]

£k a5 Ele

15. To include an attachment to the invoice, click the plus (+) sign next to attachments.
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Credit Transaction ® -- '

USD - US Dollar “

Original Transaction

Number 203005 Customer ¥Under Amour Original Amount 10,000 00

Business Unit  Towson University Customer Account 1008

Activity 000
Current Balance 10,00000
4 Credit Memo
* Transaction Source | Bursar's Transactions ‘ | Customer Reference | Comments
* Transaction Type | BURS Credit Memo \ v _! Reference

Context Value | v

Transaction Number Attachments None

Exclude From Netting
Document Number

Delivery Date for Tax Point Date | mvd/yyyy Y
Transaction Date | 51672022 fo i
Regional Information | v
* Accounting Date | 27282022 fo
Special Instructions Context Value b
Credit Reason | Biling v
Transaction Amounts @
| Crodit Entire Balance | | Credit Lines || Edit Distributions | Automatically dertve tax from lines
Credit |
Section Original Amount Current Balance Remaining Balance
Credit Percentage Amount |
Line 1000000 | 100 | -10,000 00 10,000 00 000
|
Tax 000 | 100 | 000 000 0.00 ‘
Fraight 000 000 000 ‘
Total 10,000.00 100 -10,000.00 10,000.00 0.00

16. Click the Choose File button under file name or URL. Select your attachment. Click Okay to return to your
invoice.

+ X 2
Category “ File Name or URL

v| [Tobeprmtea v| TESTo |updae..|

NOTE: To add additional attachments to your invoice, select the plus sign again and repeat steps 16 and 17.

17. When you are finished with your invoice, click the arrow button next to Save and select Save and Close.
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Credit Transaction @ m ancel

Original Transaction

Credit Memo

Trar
v ng
nt N
o for Ta
' v
it
> v
) v
Transaction Amounts @
Credit Entire Balance | | Credit Lines || Edit Distributions | v/
Credit
Section Original Amount Current Balance Remaining Balance
Credit Percentage Amount
Total 10,000.00 100 10,000.00 10,000.00 0.00

18. The invoice will be created. You will receive a confirmation message with the invoice number.
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Manage Transactions @ m
Search © Information x Advanced | Saved Search anss: v
Actions v View v Detach
L’&:‘\;‘l‘,“"" ;""’l:‘,?e““’“ {‘G::““'"" :;‘:;L’““'”" Complete Bill-to Customer oK | isfhess Unit  Original Transaction Number av

BURS - Invoice . narest 1y T T Powon |
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