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How To Run the AP Invoice Account Coding Approval Status Report 
The purpose of this report is to provide campus with invoice account coding details, specifically status and comments.  

 
 

 

Log into Stratus. Navigate to TU Reporting and select the TU Campus Reporting tile. 
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You will find this report listed under General Transaction Reports: AP Invoice Account Coding Approval Status Report. 
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Prompts:  

We recommend using prompts in order to reduce the processing time of the report. Without entering the prompts, the report can take 5+ minutes to run. 

- Creation Date (From): Beginning of range in which invoices were entered into Stratus. 
- Creation Date (To): End of range in which invoices were entered into Stratus. 
- Invoice Number 
- Vendor 
- Coding – Status of account coding* 
- Requestor – Person responsible for account coding. 

 
*Status Definitions: 

 Returned – Returned by requestor for various reasons (i.e. invoice needs to be applied to a PO, paid on Pcard, wrong requestor, ect.) 
 Completed – Account coding is completed. 
 Manually Completed – Invoice is withdrawn from the account coding workflow and the distribution combination is entered directly onto the invoice by 

the AP team. 
 Not required – Account coding is not required (i.e. Expense reports (Pcard, Travel, Non Travel)) coding is not required in AP since the coding takes place 

on the expense reports. 
 Initiated – Account coding workflow has been initiated. 
 Required – Account coding is required. 

 
When finished entering your prompts, click Apply 
 

 

Your report will population to an Excel spreadsheet. 
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