SUNY @RF)

Approve and Release an Invoice

Use these instructions to approve and release an invoice. Invoices can be printed anytime but will only include the Accounts

Receivable Invoice number if they have been approved and released.

Prerequisites

e You must have the following responsibility to approve and release an invoice:

0 ORG OGM Billing Specialist
e Adraft invoice must already exist in the business application.

To approve and release an invoice:

1. Navigate to Billing > Invoice Review to open the Find
Invoices form.

2. Enter the following fields:
e Award Number
e Customer Number (Optional)
e Status (Optional)

3. Click Find to open the Invoice Summary form.
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© Find Invoices - ORG OGM-Billing Specialist @ TRAINX - 01-APR-2019
Auvard

Operating Unit e Research Foundation for J§d

Award Number 72159

Key Member

Name
Number

Role

Custorner
Marng

Nurnber

Award Name |Crump-Owens, S.

Organization

Date Ranges

Creation
Invoice
GL

Invaice
Status h
AR Murmber
Draft Murmber

Arnount

Clear | Find l
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© Invoice Summarv (The Research Foundation for SUNY) - ORG OGM-Billing Specialist @ TRAINX - 01-APR-2019

4. Click the box next to the invoice you want to approve 1) iivgs

eview Grants

an d re I ease. ard M| Draft Invoice ‘AR Invoice Nun“Cradit MNo ”Customsr ”EMI Through ”Invmca Date
] 23 1784485 \ [NYS Education Department 31-MAR2018  [02.APR-2018
| 12159 24 [1792497 [ INYS Education Department 30-APR-2018 01-MAY-2018
72159 |28 1801698 \ INYS Education Department FMAY-2018 [0GJUN-2013

| 72159 26 [1815607 [ INYS Education Department 30-JUN-2015 31-JUL-2018
2159 |27 [1824327 \ INYS Education Department FAUG2018 31-AUG2018

| 72159 28 [1826344 [ INYS Education Department 31-AUG2018  [07-SEP-2018
72159 |29 1833162 \ INYS Education Department 30-SEP-2018  [03-0CT-201
| 72159 30 [1841630 [ INYS Education Department 31-0CT-2013 02-NOV-2018
12158 31 1850873 \ INYS Education Department 30-NOV-2018  [07-DEC-2018
REERE |1856163 [ INYS Education Department 1DEC-2018  [03.JAN-2019

4

( Run Request._ | { Print 1 | I Approve 1 | I Release I Credit
( Totals | [ ARmwoea || Lines | | Opon e

. - > Invoice (The R rch Foundation for SUNY) - 7215
To approve and release the invoice: )
Legal Entity ' The Research Foundation for Receiver Legal Entity |The Research Foundation for SUN
1. Click Open to open the Invoice window. award Nurber (BB Award Narme [Crump-Owens, .
H H H H H H H Cust I MNYS Education Department Cust Murnb 3299
2. Click Lines to view the invoice line details. ustomer Narne oafon Dopmimen uctomer Humier
Draft Mumber |32 Bill Through Date |31-DEC-2018
Invaice Currency |\USD Credit of
Invoice Amount 23,979.87 Invoice Class Invoice
Withheld Amount Invoice Status |Accepted in Receivable
Additional Grouping AP Status

[Mlnvoice Exception [ Invoice Wamning [ |— !
Address Comment  Approved,Interface  Receivable  Invoice Exception  Award Details ~ Rounding
Bill to Name ‘NYS Education Department Ship to Name |NYS Education Department
Bill to Number 3299 Ship to Mumber |3299
Afdi!zg 89 Washington Avenue S 89 Washington Avenue
Room 510W Address [Room 510V
‘Education Building |Education Building
Albany | NY 12234, [Albany . NY 12234 |
Contact |Default, Bill To

( AR Invoice | { Credit. .. | I Print Draft H—bﬁw—H Lines )
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3. Click Approve 1. ce R Gty

Pavard Hu | Deal Imorce AR lveice Mam Credt Mo | Customar

¥ Ercation Daparment
NYS Education Depatment

Enll Thiough
H-JLN-018

F1AUG2018

[ ALG-2018

MYS pa

(HYS Edueation Dapartman
MY Edusc aticn Department
NYS Educaticn Depatment
NYS Education Deparimen
NYS Edueation Departmen
Y5 Education Drpatment
NYS Education Departmen

13-FEB-2019
05-MAR-2019
09-APR-2019

T215% . 1615607
72159 27 1824327
s 1826344
12188 |79 1833162
72158 (W 1841630
{72159 N 1850973
T8 [ 1856163
2188 3 1867003
T2 M 1872741
JEE = |
Recaiculate Totalg
4. Click Release.
5. Click OK.
6. Choose File > Save. An AR Invoice Number will populate.
7. Click Print 1.
[ [r2159 (33 1867003 | [NYS Education Department [31-JAN-2019
[ [r2159 |34 1872741 | INYS Education Department 28-FEB-2019
2158 3 1879647 | INYS Education Department 31-MAR-2019
I e |
[ RunRequest. | | Print | < mpedyppborombmm RIS | Cregit..

( Totalg [ AR Invoice Lines | I

Qpen

)
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[0-sEpma
MOCT-2018
J-HOV-2018
1-DEC-2018
B1dAN2018

2FED-2019
FMAR-Z019

imorce Date.

ETETET

1-AUG2010
07SER.201E
lba-0cT-2018
02-MOV-2018
OT.0EC2018
03-JAn2018
EFEB2019
OA-MAR-P0S
[tamaRa0te

Irrvonce Amount.

101,534 07 |

26,3831
7.548.08

£9,877 03 |

M8 ET

26,956.40 |
2357987 |
19,2218 |

20.800 35
3861276

Balance Due

rch Foundation for SUNY) -

AR Invaice Number '7
Invoice Date |[EEE 019 r

GL Date |30-APR-2019

GL Petiod Mame |April-19

GL Period Status  |Open

Exception

Credit Memo Reason /

| I Cancel J

=

D
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8. Go to Requests, View my Requests.

9. The invoice will print, and three other
documents will be generated.

10. After reviewing the documents, click
File > Close.
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‘O Requests - ORG OGM-Billing Specialist @ TRAINX - 09-APR-2019

( Refresh Data | [ Find Requests )

Submit a Mew Request. .. /j

Request IO FParent

Mame | FPhase

MGT: Inveice Review |

ORG OGM-Billing Specialis

) TRAINX - 09-APR-2019

Status Parameters

Pending! [ [Standby [ 2353174, . 35 ALY =

( Refresh Data | [ Find Requests J Submit a Mew Request... ,I
Request ID Parent
; | Marme Phase Status Pararneters
2 RF Salary Sum By Invoice | (Completed  |Normal 72189,35, .. ..., =)
RF Invoice Detail Report | (Completed  |Normal 72159, 35, 1148520, ., ... ..
(27695853 [MGT: Invoice Review (XML | (Completed  |Normal N, 27695850, 275, PAXINGEN
(27695850 [MGT: Invoice Review | (Completed  |Normal 2353174, , , ., 3, ALY

The Research Foundation for SUNY
RF Salary Sum By Invoice Report

User Name: 120022
Report Date: 09 APR 2019 09:04:13

Page: 1 of 2
Award Number: 72159 Sponsar Name: NYS Education Department
Draft Invoice Number:is Sponsor ID: C4025830537171081
AR Invoice Number: 179647 Award Period: JUL-01-2015 to JUN-30-2020
Billing Periocd: MAR-01-2019 to MAR-31-2018 Principal Investigator: Crump-Owens, Ms. Shanna I
tward Organization: 030 Center for Academic Development Services
REGULAR
Employee Term Employee Student Fringe
Last Name First Name MI Number Title Date Salary Salary Benefits
Research DProject 30-JUN-19 1,800.00 288.00
Assistant
Principal Investigator 30-JUN-19 9,345.00 3,738.00
Research Aide 10-JUN-19 558.75 89.40
Administrative Assistant 30-JUN-19 5,527.05 2,210.82
I
Senior Counselor 01-FEB-19 -420.00 -£7.20
Research Aide 30-JUN-19 903.75 144 .80
Regular SUBTOTALS 14,872.05 2,842.50 6,403.62
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The Research Foundation For BUNY
Invoice Detail Raport

12188
0a =
Development Services
187964
48520
Auard Full Mame. and Tectmology Entry Progran (CSTEM
Expanditure Type vendor/Esployes Nase PO Maber  Invelce Mbr Task Bi1

3

o4-TA- 2018

THE RESEARCH FOUNDATION FOR STATE UNIVERSITY OF NEW YORK ~ o0e-APR-19
P.O.BOX9
ALBANY, NEW YORK 12201-0009

SPONSOR INFORMATION

SPONSOR: NYS Education Departient

89 Washington Avenue

Room S10W

Education Building

Albany. NY United States 12234

ACCOUNT INFORMATION

RE AWARD NUMBER: 72159 INVOICE NUMBER: 35
SPONSOR REFERENCE: C4023830537171081 AR INVOICE NUMBER: 1879647
PROJECT DIRECTOR:  Crump-Owens, Ms. Shanna T AWARD PERIOD: 01-JUL-15 - 30-JUN-20
AWARD LOCATION: 030 University at Buffalo
AWARD TITLE: Collegiate Science and Technology Entry Program (CSTEP)
Approve and Release an Invoice Page 5

Revised 25-Jul-2019



	Approve and Release an Invoice
	Prerequisites
	To approve and release an invoice:


