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ACCESSING THE ONLINE INVOICE LOGON PAGE

You can access the University
Online Invoice logon page from
the Bursar’s website at ...

http://www.towson.edu/bursar

1.

From the Bursar’s homep-
age, click on the Faculty &
Staff Resources link located
on the rightt hand

navigation menu.

From the Faculty & Staff Re-
sources page, click on the
Online Invoice System link
located on the left hand

navigation menu.

The Online Invoice System
page contains links to the
Online Invoice page and the
Security Authorization

forms.

a. Click on the Online
Invoice System link to
access the Online

Invoices logon page.

b. To print additional
security authorization
forms or item type
request form, click on
the forms repository

link.

BURSAR'S OFFICE

Bursar's Office

The Bursar's Office is Towsen University's student business office. Everything you need to know about student bills,

payments, rebates and more is available here,

Tuition, Billing, Registration and Refund Information

You will receive an email notification via your campus email address when an eBill is
available, It is important to pay your bill balance on time to avoid cancellation of your class
schedule and/or a Jate processing fee. Please make note of the payment due dates listed on the
registration and billing schedules below. A §150 late fee is assessed to any student who does

not pay in full or establish a payment plan with the university by their bill payment deadline.

If you do not receive a notification of eBill availability in your campus email at least one week
prior to your bill due date, contact the Bursar's Office. You are responsible for paying your

tuition and fees by the due date even if you do not receive an eBill notification.

Specific information abour tuition and fees, registration and billing, and refunds is provided

below.

FACULTY & STAFF RESOURCES

Faculty & Staff Resources

BURSAR'S OFFICE

—_
Yaur Account

Tuition, Fees & Other Costs
Payments & Billing
Rebates & Refunds

Faculty & Staff Resources

Tax Information

Information regarding organizational accounts and PeopleSoft item types for faculty and staff.

Organizational Accounts
dewexisting ORG accounts scroll through the lst or use the find button and type in the

ORG nam

detailed search instructions below]:

|see
B View current ORG listing (PDF) - List updated 5/9/2017

Requesting New ORG Account
If the ORG account you are searching for does not exist, you will need to request a new ORG

account 1o be opened

Online Invoice Logon

You can

% the online invoice system (production) if you h2

training session AT

systern.

Security Authorization Forms

The security authorization forms are available

authorization forms to Mike Mullenholz in Enrollment 52
be faxed to Mike Mullenholz at x4-2884. E

training session.

m Iremtp
ie online invoice system

FACULTY & STAFF RESOURCES

Online Invoice System

> already completed your

therwise, use the test online invoice

the forms repository. Pledse mail completed
Foom 321, Forms may also

is must be received 48 hours prior to your

Security request form: creates item rypes for your department for use with

B Item type authorization form: adds item types to your department for use with the

online invoice system

m Creator request form: the creator is the individual who currently types the paper
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LOGGING INTO TU’S ONLINE

1. Enter your TU UserName.
2. Enter your TU Password.
3. Click the Login button to ente

Page 1

INVOICE SYSTEM

SPECIAL POINTS OF INTEREST

&

r the Online Invoice.

ABOUT TU ACADEMICS RESEARCH

N
TOWSON

UNIVERSITY

TOWSON UNIVERSITY AUTHENTICATED LOGIN

Enter your Username and Password:

Username: |
Password: I

USER TYPE: CREATOR

Your Online Invoice security access will determine the page being displayed after you lo-

gon.

My TU | Di

ADMISSIONS

SEARCH s |

ue(toryg Calendars | Marketplace | Library | Maps

LIFE@TU ARTS & CULTURE ATHLETICS QUTREACH SUPPORT TU

ONLINE INVOICE TERMINOLOGY

£+ APPROVER - one

CREATOR - one
who can create an
original invoice.

who provides final
approval of an in-
voice before it is
submitted for pro-
cessing. Approv-
ers CANNOT cre-
ate an original in-
voice.

A. UNDERSTANDING THE CREATOR’S MAIN PAGE

1. The Creator’s Main Page
will automatically open ——
to My Unapproved Invoic-
es page allowing you to
create a New Debit In-
voice, a New Credit In-
voice, and display a list-
ing of all your unap-
proved invoices.

To view all your Depart-
ment’s unapproved invoic-
es, click on the View All

Creator's Main Page: My Unapproved Invoices

Do wou want to Add Mew Debit nvoice * Yes

If you are the CREATOR for your department, the following page will be displayed.

Enter Debit Invoice Mumber to Create Credit Invoice I Search |

& Bursars Office O Auxiliary Serv Admin

Wiew All Unapproved Invoices Wiy All Invoices

Donna Taylor

Invoice Date AT Employee | Dept. Admin Void
Number Approual Approual

100065 D‘HQSJ’QDDT $525 uli]

Mot Appmved

WOID | Edlt

Submit Changes |

Unapproved Invoices but!
ton.




[ |

rThis page will display all
Ithe Unapproved Invoices
I listed by Creator that are
Ipending in your depart-

ment.

3. To view all invoices in your de-
partment, click on the View All
Invoices button.

Page 2

Creator's Main Page: All Unapproved Invoices

Do youwantto Add Mew Debit Invoice 7 Yes

Enter Dehit Invoice Mumber to Create Credit Invaice I Search |

€ Bursar's Office 0 Ausiliary Serv Admin @ Fiscal Plan & Serv

“iew My Unapproved Invoices | Wiew All Invoices |

/

|Car0| Warner

| Invoice A Employee | Dept. Admin Void
Number Approval Approval

100060 01r24r204 $454.00 Mot Approved Mot Appraved V\ew
100059 01134r2007 $175.00 Mot Approved Mot Appraved ] Wiew |
1000587 01242007 $295.00 Mot Approved Mot Approved ¥l Wigwy
) _ew |
10005/5/ 01524r2007 $125.00 Mot Approved Mot Approved il M

Invoice

Number
100082 Q2132007 F500.00 Mot Approved Mot Approved V\ew
100071 0153002007 F10500.00 Mot Approved Mot Approved ¥ Wiew |

Creator's Main Page: All Invoices

Do you want to Add Mew Dehit Invoice 7 Yes

Enter Dehit Invoice Mumber to Create Credit Invaice Search |

@ Bursar's Office € Auxiliary Serv Admin

Wiew My Unapproved Invoices

€ Fiscal Plan & Sery

This page will display all the Ap-
proved, Unapproved, and Voided
invoices that were created by your
department. This page also displays
whether the invoice has been Posted.

‘Susan walsh

- If the Posted flag is a Y, the charges

_view | have been posted to the customer’s

T | 1@ccountand an invoice has been

4. To return back to the
L Creator’s Main Page,

click on the View My
Unapproved Invoices

button which will return

you back to the page
that displays only your
unapproved invoices.

Please note: Once you
approve an invoice, the

invoice will no longer
appear on this page.

100056 0172452007 $25.00 VOIDED

100054 0172452007 $250.00 VOIDED View |
100052 0172452007 $563.93 Approved Approved

1000451 0172452007 $1599.00 Approved Approved

nnnaq nrzarnny Fannn Mt Annraved Mt Annraa M Wi |

v | e I-printed and mailed to the customer.

Creator's Main Page: My Unapproved Invoices

Do you want to Add Mew Debit Invoice 7 Yes

Enter Dehit Invoice Mumber o Create Credit Invoice I Search

& Bursars Office Auxiliary Sen Admin

Wiew All Unapproved Invoices | Wiewe Al Invoices |

|D0nna Taylor
Invoice Date APnoTIRt Employee | Dept. Admin Void
Number Approval Approval
100055 01:2512007 $525 il Mot Approved VOID Edlt

Submit Changes
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CREATING THE INVOICE

A. CREATING A NEW DEBIT INVOICE

1. To create a New Debit
Invoice, click on the
Yes button on the Cre-
ator’s Main page. The
New Debit Invoice

page will be displayed.

TOWSON

UMIVERSITY

My TU | Directory | Calendars | Marketplace | Library | Maps SEARCH _

ABOUT TU ACADEMICS RESEARCH ADMISSIONS. LIFE@Tu ARTS & CULTURE ATHLETICS OUTREACH SUPPORT TU

Invaice Main Page | Change User Type - Creator: Approver: AppAdmin | SearchInvoice | Faculty/Siaff | Lag Out

Invoice - Creator's-Main Poge
Do youwant o Add Mew Dehit Invoice 2

Enter Dehit Invoice Number to Create Credit Invoice Search

& Bursar's Office

view Dept Unapproved Invoices view All Invoices

B. ENTERING THE INVOICE DATA

Sorryl There are no Invoices

1. Current Date: The Invoice date

will default to the current date.

. Term: The Term will default to the
current term. To select a term,
other than the current term, click
on the drop down arrow to select

Spring 2007 (1072)

(1071)
Fall 2006 (1064)
Summer 2006 (1063)
Spring 2006 (1062)
Winter 2006 (1051)
Fall 2005 (1054)
Summer 2005 (1053)

Wyinter 2007

Invoice - Add New Debit] Invoice

Fields prefixed mith ' ' are required

Created Date:

03/19/2007

the term. The term is needed be-
cause it is a required field when
posting a charge in PeopleSoft.

*Term:

Spring 2007 (1072) =] —>
© sStarts With © EndsWith © containg © Bxacty © TUID
| Search Org |

—

|
Contact Department: |
|

+Name:

Search Customer |

Account Number:

Contact Cix

(see term legend below) A
City:
TERM LEGEND ——
When selecting a term, please consider the following
criteria:
For events occurring during the month of January, Spring 2007 I:1 DFE:I j
please select the Winter term with the corresponding -_—IF””M-||-||-|'r|1|-|'r-|| """""""""
year. Wyinter 2007 (107 1)
For events occurring during the months of February oy |Fall 200 |:1 |:|Eif.1:|
thru May, please select the Spring term with the corre- SLITT'ITT'IEI’ 2|:||:|E; |:1 |:|E;3:|
sponding year. Spring 2005 (1062)
For events occurring during the months of June thru Winter 2006 I:1 051 :I
August, please select the Summer term with the cor- ™ Fall 2005 |:“| I:IE:.lj
responding year. summer 2005 (1053

For events occurring during the months of September
thru December, please select the Fall term with the
corresponding year.




3. Name: select a search
criteria to find the Organi-  1nvoice - Add New Debit Invoice
. Fields prefixed with ' * ' are required
zation or Customer name g :

. . Created Date: IW
i PeoDIeSOft' *Term: | Spring 2007 (1072) =]
& Starts With *Name: € Starts With © Ends With & Containg © Exactly © TUID
] IUni\r of Search Org | Search Custorner
# Ends With Account Number: I_
& Con tainS Contact C/; |
Contact Department: |
Rt ExaCtIy Address 1: |
Address 2: I
@ TUID S |
4. *Type in all or part of the — == —
(Typing in less is better) gggg1L3;}F.r;kU;;:|rl of Maryland College Park
. Criminal Justice Department
See note below: College Park, MD 20742
5. Depending on whom you are billing, click on bkt il
the Search ORG or Search Customer button. College Park, MD 20742
6. A pop-up window will display the results of o e
your search if more than one account meets : Sflceofiimel Hesoulees
your Search Criteria’ otherwise, the name and ............ 'eeesesescsanacacscrccscscscsscscane .
. . . 0198183 --- Univ of Md Biotech
address fields will automatically populate. 701 East Prat S
uite
7. Click on the ORG name provided in the list. R D20
0181185 --- Univ of Md Eastern Shore
Office of Human Resources
J.T. Williams Bldg - 3rd Floor

8. Once you have selected Invoice - Add New Debit Invoice
the accou nt, the fO”OWing Fields prefized with ' * ' are required
fields will be populated: Created Date: sy
*Term: Spring 2007 (1072) =]
a. Name *Name: © Starts With © EndsWith & Containg © Exactly © TUID
Univ of Md Baltimore County Search Org Search Customer
b- ACCOU”t Number\ *  Account Number: IW
c. Address - 0 |
d . C Ity C Fi artment: I
: 1000 Hilltop Circle
e. State Mlomce of Human Resources
f. Zp \:ﬂv\ |Battimaore
Stae: Mo
Zip: R




9. Contact Information Invoice - Add New Debit Invoice
(Optional): at this time Fields prefixed with ' *' are required
you may add the Contact Created Date: [or252007
~ *Term: [Spring 2007 (1072) =]
Person and ContaCt De +Name: " Starts with € Ends with & Caontains © Exactly € TUID
pa rtment information. [Univ of Md Baltimore County Search Org Search Custamer
Account Number: |D1 81765
10. If the Contact Depart- Fomaccor " [ Niary Smith
ment information is avail- Tontact Department: [
able in the PeopleSoft ta- DESS e e s L
bles, the Contact Depart- L -
ment may be populated in Sinte: M
the Address 2 field, if not, Zip: [21250

you can enter a depart-
ment in the Contact De-

partment field.

IlSeIect Department ﬂ
Select Department
Hursar's Office

Alxiliary Sery Admin

C. ISSUING DEPARTMENT AND ITEM TYPE

*Issuing Department: |SelectDepar‘[ment ﬂ

1. Issuing Department: click

1 Desc n Item Type Amount
on the drop down arrow to [Onsetnea 5 |
select your department. If [Undefined =] | |
you have been assigned [Undefined =] | |
to multiple departments, Undefined |§ |

Invoice Total: I

click on the appropriate

department. Once the De- R P
partment has been select- 05000300003 - Catling Campus Lighting
ed, the Item Description 05000300006 - Capetons Dev Watar Charges
field will change from Un- 05000300012.. Chiirems Danee
defined to Select An Item 52333333332: gﬂgigﬁ reie i e
. 05000300050 -- Cred@tfor_ Frior Learng_(_CLEP)
allowing you to select an / L5 o Bl e oy
ltem Type. T 03000900085 - Ghargsback ord Parhy Parmt

i 050003000490 -- Chargeback Imprest Fund
N fiem Description 05000300100 -~ GCU - 17% Collection Fee ount
Select An ltem 05000300120 -- Credit Abatement

2. Item Type: click on the
drop down arrow to select
the correct Item Type. (see
note below)

05000300125 -- CCU - Credit Transfer
I Select An ltem \ 05000300130 -- CCU - Recall Account

|Se|ectAn Itern I ji i

Select An ltern j| |

Invoice Total: I

; The Item Types available are based on the security tied to your department during setup. If Item types are not availa-
E ble, please contact Toni Serruto at 410-704-3777 or email, tserruto@towson.edu.

E
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3. Once you have [Bursar's Office =]

made your selec- o temn Type Amount
tion , the Item De- L . vll1oso00z00020
. A |Se|ectAn Itern LTI_’ |
scription and Iltem
Type number will | ISR = |
|Ee|ectAn Itern j| |
populate. Invoice Total: I
4. Tab into the
Amount Field and
enter the dollar sOfice 7] _
Item Descr ftem Type Amount
amount. [ 105000300020 -- Copies Plus Printing Serv Sale  |=]|105000300020——{500.00
5. Repeat process to [ 105000300025 - Copies Plus Print Serv Sales T [w][105000300025 25.00
add additional ltem  [g=lectan tem = |
Types and Amounts, ~ |2ctanitem [ |
6. Your Invoice total il 220 D

will automatically
calculate as you tab

|

through the fields.

D. DESCRIPTION OF ITEMS AND SERVICES

1. Add the Date of
Service to the In-
voice by clicking on
the calendar icon

/2 Calendar - Microsoft Intemet ___ [B[E [E3

P2l about: blank]

and selecting the .
2000 characters left.

date from the cal- *Description of R

January 2007
[[<<T[<I[TPrnt] [[=][[>>]]

[sun|Mon [Tue|[wed Thu|Fri[sat
L 2z Je =6
Z & o 1o 11 [2faz
14 15 16 [1z |18 [1a]0]
’2_T,2_2—,2—T|2—4—|£|£,2—T Amount

ftem or Sence: {01/25/2007 e lzs Jzo e = o |5
endar pop-up. 51
2. The date you select | B[ T B — Iél
will populate the 51
date field. =
| = |
=

Contact Person IDonna Taylar
Contact Phone |41 0-704-4603

T Click Here to Approve Invoice

| Submit Invoice Details

ltem Detail Desc Total I

Cancel
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3. Complete the Item
Detail Description
field using free
form text and enter

a dollar amount in *Deseription of e ftem Detfail Description Amount
the Amount field. ftem or Senvice: 0172502007 ETrint Spring Cancellaeion Letters []js00.00
E
e The free form text [przso0r [TE]Taxed ivem ac ss Elfzs.00
area holds 2000 :1 o
characters. Asyou | = H|
type, the system
will indicate the | @
L Item Detail Desc Tofal |525.00
remaining charac-  couctperson ” [Boma Tagior
ters available. ComactPhone "\ [110704-4603 |
[ Click Here to Approve Invoice
[ Submitinvoice Details | cancel |

4. If you want your description to appear in a specific format, you
must use the <pre> beginning tag and </pre> ending tag. An
example of preserving the spacing and indentation of the free
form text description can be found on pages 9 and 10.

5. Your total will automatically calculate after you tab out of the
field.

6. The Contact Person and Contact Phone will populate. This infor- —
mation is pulled from the PeopleSoft tables according to the lo-
gon ID.

7. Click on Submit Invoice Details to save, or Cancel to exit out of
the invoice.

PLEASE NOTE:

O q

If you have not completed the invoice but would like to save what you have done, Do Not
:check the Click Here to Approve Invoice box. Click only the Submit Invoice Details button. !
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8. A new page will open with a mes-
sage displaying the invoice number

Invoice Details Inserted Successfully

created. Invoice Number 100065 Has Been Created

9. This page will close automatically.
This page will be redirected to Main Page,

The Creator will be returned back to the Creator’'s Main page. The Creator’s Main page
will now display the Creator’s Unapproved Invoice.

Creator's Main Page: My Unapproved Invoices

Diowou weant to Add Rew Dehit Invoice * Yes

Enter Debit Invaice Mumhber to Create Credit Invaice I Search |

@ Burgars Office 0 auxiliary Serv Admin

Wi All Linapproved Invoices | Wiy All Invoices |

|D0nna Taylor
Invoice Date T Employee | Dept. Admin void
Number Approual Approual
100065 01125I200? $525 oo NotApproved VOID Ed|t

Submit Changes |




A. USING <PRE> AND </PRE> TAGS

Using <PRE> Tags allows the user to format the free form text area of the invoice.
Below are two examples with the same information and format; however, only one ex-

ample uses the <pre> and </pre> formatting tags.

1. To preserve the
Spacing and in- 1 Invoice - Add New Debit Invoice

| Fields prefized with ' = are required
1

dentation of your |

I Created Date: W
free-formtexten- 1., S 200 77 5
tl’y, you must use ki  Starts With © Ends With © Containg © Exactly © TUID
|Upper Falls Dance Academy Search Cry Search Customer

. 1

the <pre> begln- : Account Number: |D1?0224
ning tag and </ ! Comtact c0: |
1
1

pre> ending tag
around a block of
text as displayed

in block one.
2. The second block

of text entered
contains the sa

Contact Department: |

Address 1: |?303 Long Field Dr

IKingsviIIe

Mo

21087

iliary Sery Admin =
Item Description ftem Type Amount

[ 105001600470 - Parking Fee Event Senices [=||10s001800070 300.00

*Issuing Depariment:

]‘Eﬁlectﬁn Iterm jl |
information and [Sei2agan term = |

appears when you
pre-format a block
of text with and

without the <pre>

and </pre> tags.

Contact Phone |41 0-704-4603

[ Click Here to Approve Iinvoice

| Submit Invoice Details I Cancel

1
. ISeIectA term jl |

1

SpaCIng as bIOCk I Invoice Total: IBDD.DD

one, but does not | 1777 characteret.

0 | *Description of Date m Detail Description Amount

Contaln the <pre> I Hem or Service: IDZ-'UE.-QDD? <pre>idmit one par\l%{jr each: ;II']SD.DD
! ar 10l $E0.

and </pre> tagS. : 1 fuci iu o $EE.DD

. I Kaite Brown §50.00 </pre> =l
3. The fO”OW|ng page : IDQIDE.-QDD Jld.mit one pax.:king for each: ;"150.00
will display the | Lacy u | is0.00
rin invoi I Katie Brown $50.00 =l

p ted it : ftem Detail Desc Total ISDD.DD

and hOW the teXt : Contact Person |Donna Taylor
1
1
1
1
1
1
1



B. VIEWING THE RESULTS OF THE <PRE> AND </PRE> TAGS ON THE INVOICE

Below are the results of the invoice created with one block of the same text using the
<pre> and </pre> tags and the other block of text not utilizing the <pre> and </pre>
tags.

- cE— .. i

—INVOICE NUMBER: 100091
Billing Department: Auxiliary Serv Admin
Invoice Date:

Net Terms: 15 Days

UMIVERSITY

1' USIng the = pre> Chckforinvoice history. item Type Item Type Description Amount
and </pre> tags N 105001600070 Parking Fee Event Services 300.00
o Total: $300.00
during the crea-
tion level of the [ i
invoice will pre- . Upper Falls Dance Acadermy
7303 Long Field Dr
Serve a” the Spac Kingsville, WD 21087
characters and .
line breaks.

. —Dexgription of ltem or Service - INVOICE NUMBER : 100091
2. Failure to use the

; Upper Falls Dance Academy - Account Number : 0170224
<pre>a nd </pre>\- Detail Description Amount
_ 02062007 Adwit one parking for each: 150.00
tags at the Crea Mary Smith £50.00
Lucy Lu §50.00

tion level of the L
invoice will display
the text as one run
-on line. i

Kaite Browm §50.00

020062007 Admit one parking for each: Mary Smith $50.00 Lucy Lu $50.00 Katie Brown $50.00 1680.00

Total: $300.00

- Questions or Inquiries
" Donna Taylor f 410-704-4603
.

Auxiliary Serv Admin

Close Window
L] Ll — L L




EDITING THE INVOICE

You may find it necessary to Edit the information that is contained in your invoice. Infor-
mation can be added or deleted anytime prior to approval.

Creator's Main Page: My Unapproved Invoices

A USING THE EDIT BUTTON Do you weant to Add Mew Debit mioice 7 EI
.
Enter Dehit Invoice Mumber to Create Credit Invoice I Search

& Bursars Ofice € Ausiliary Serv Admmin

Wiew Al Unapproved Invoices | Wiew All Invoices I

1. To view and/or edit an in- o Tavior

1 1 1 I Empl Dept. Ad
voice, click on the Edit -

1000FS 128200 £a28 00 Mot Annrnven OII‘J I .Fdlt
button.

Submit Changes

2. Selecting the Edit button
will display the invoice in
the creation state allowing

Created Date: [0172572007 | inwoice History
you to make any neces- *Term: Fall 2006 (1064) 7]

*Name: 0 Starts with € Endswith © Containg © Exactly © TUID

sa ry Cha nges. A” flelds |n g IUni\r of hd Baltimore County Search Org | Search Customer
: Account Number: ID181?65

this state can be modified CorlnciiEf: [

Contact Department: |

Invoice - Edit Debit Invoice Details
Fields prefixed with ' = ' are required

except for the name and P | Address [000 Hiltop Circle
E Address 2: IOﬁ'lce of Hurman Resources
address field. | o [Batimare
: State: |MD
Zip: I21250
[Bursars Ofice =1
Item Description tem Type Amount
[105000300020 - Copies Plus Printing Serv Sale | =][105000300020 [500.00
[105000300025 - Copies Plus Print ServSales T |=][105000300025 [25.00
|Se|ectAn ltern L” |
|Se|ectAn Itern L” |

Invoice Total: I525.DD

1951 characters left

T e e ——— e
3. If you have edited any of ﬂ o
the fields on this page, click i s =
the Submit Invoice Details | , 3
buttons to save your chang- o
es. If you have not made Rom OotoADesc Tott 50|
any changes to the invoice, S —
Sk|p tO # 6 \.\ [T Click Here to Approve Invoice — Employee
Ni:k Here to Void Invoice
Submit Invoice Details Cancelf Return To Previous Fage




4. A new page will open with a mes-

sage displaying the invoice was suc- Invoice Details Updated Successfully
cessfully updated. —_—
5. This page will close automatically. This page will be redirected to Main Page.

Invoice - Edit Debit Inwvoice Details

Fields prefixed with ' *' are required

Created Date: W Inwoice Histary
*Term: Fall 2006 {(1054) LI
+Name: 7 Starts With € Ends With ¢ Containg  Exactly € TU D
|Uni\t of bd Baltimare County Search Org Search Customer

Account Number: |D1El1?65

Contact C/0: [

Comtact Departiment: |

Address 1: |1DDD Hilltop Circle
Address 2: |Ofﬁce of Hurnan Resources
City: IEIaItimDre
State: |l\-’1D
Zip: |2125D
|Bursar's Cffice =1
em Description tem Tyvpe Amount
6. If you are Viewing [105000300020 -- Copies Plus Frinting Serv Sale =||105000300020 Js00.00
. . . [105000300025 -- Copies Plus Frint Serv Sales T =||105000300025 [z5.00]
your invoice details
i R |Se|ect Anltemn ;II I
to Verlfy infor- | select &n item ;II I

mation, CliCk the Inwvoice Total: |525.DD
Cancel/ Return to *Description of e Ch?)r.frc;ers B vempermposcrmon Amount
Previous page but- ftem or Service: [p1/25/2007 Print Spring Cancellation Letters =l[so0.00
ton to return back to 51 =

the Creator’s Main jov/2sr2007 ET veem s o o0
page. Do not click jll

the Submit Invoice 51

Details button if no -

Item Detail Desc Total I525.DD

changes were made
to the invoice.

Contact Person IDonna Taylar

Contact Phone I41 U404 05

[T Click Here to Approve ivvoice - Employ
I Click Here to Void Invoice

Submit Invoice Details I Cancel S Return To Previous Page




INVOICE CREATED WITH CONFLICTING TOTALS

Invoices that are created and Creator's Main Page: My Unapproved Invoices
have a dlscrepa nCy between Do youwant to Add Mew Dehit Invoice ? EI
amountS |n the tOtal f|e|dS are Enter Dehit Invaice Mumberto Create Credit Invoice l— Search |

easily detected by an Edit to Ap-
prove Button that appears under
Employee Approval. When all to-

tals match, a radio button for ap-  2ommaraver
proval appears instead of the Edit -
to Approve button | rowro | ouzazooy W|mwﬁ

A. EDIT TO APPROVE BUTTON __SubmitChanges |

€ Burzars Office @ Auxiliary Serv Adrmin

Vg All Unapprover Invoices | viewanimoices |

1. Click the Edit to Approve I_nvoige —_Edit Debit Invoice Details
button to VieW the inVOiCe Fields prefixed with are required
deta”s- At thIS p0|nt, you Created Date: 01/29/2007 Invaice History

*Term: Fall 2006 {1064)

can edit all fields, except *MName: C Starts with © Ends With @ Contains € Exactly © TU ID

the name and addl’eSS |Eli|| Baterman's Bistro| Search Org Search Customer
. Account Number: ID165956

fle|dS Contact C/0: |Joe Smith

Contact Department: |
Address 1: |?BDD York Road

2. ldentify where the discrep-
ancy appears. You will
find the discrepancy ei- o
ther at the item type detail .

|T0wson

|€V€| Or at the free form *Issuing Department:
. . 1 Description ltem Type ~ Amoimy
deSCFIptlon level. 105000200010 - BatemanRent =[ennnzoooin— (foonmn )
| Select an 1tem =
3. Correct the amount and [GetestAn fem = |
tab out of the field. Your e A o B
tOtaI WI” aUtomatlcaIIy re- *Descriptiongl 2000 chelljr:tcéers = ftem Detail Description /ﬁﬁlm(
Calculate at the IeVeI the Item or Service: ID1;Q9.-QUU7 ETlent for October _@Eﬂ/
correction was made. =
. . . | = |
4. Click the submit Invoice EW
Details button to save | jl
your changes and return E1
i |

back to the Creator’s Main
Page. Contact Pedgon

Contact Phone

Item Detail Desc Total |300.00

IDonna Taylar

410-704-4603

[ Click Here to Approve Invoice — Employee

gk Here to Void Invoice

|\ Submit Invoice Details | Cancel i Return To Previous Page




N RUTIUE

Page 14

5. You will see the Edit to Approve button no longer appears under Employee
Approval and a radio box is now displayed for approval.

Crextor's Main Page: My Unapproved Invoices

Do you waio Add Mew Dehit Invoice Yesl

Enter Debit Invoice Number to Create Credit Invoice I Search |

© Bursar's Office @ Ad{liary Serv Admin

Wiew by Unapproved Invoice Wiew All Invoices |

|D0nna Taylor
Invoice Date o nnt Employee | Dept. Admin Void
Number Approval Approval
100070 01292007 $3000.00 [ Mot Approved WOID | Edit |

Submit Changes |




APPROVING THE INVOICE

A. USING THE RADIO BUTTON

Creator's Main Page: My Unapproved Invoices

1. At the Creator’s Main
Page, you can Approve

Do vouwantto Add Mew Dehit Invoice 7 Yes |

. . Enter Dehit Invoice Mumber to Create Credit Invoice I Search |
your invoice.

@ Bursars Ofice € Auxiliary Ser Adrmin

2. Click on the Employee Ap-

Wiew All Unapproved Invoices Wiew All Invoices |

proval radio button and
|D0nna Taylo
Number Approval Approval
T 0142512007 §525.00 G Mot Approved YOID | Edit |

B. USING THE EDIT BUTTON \ R

Inwvoice - Edit Debit Invoice Details

1. You Can aISO Approve your ; Fields prefixed with ' = are required

. . f . Created Date: 01/25/2007 Invoice History
Invoice by CIICkIng on the P eTerm: Fall 2006 (1064) =]
. i| *Name: % Starts with ¢ Ends with  Contains 7 Exactly O TUID
Edit button. : |Univ of Md Baltimore County Search Org | Search Customer

E Account Number: W
2. Selectlng the Ed|t button E Contact Cix: |

Contact Departiment: I

; : ; ; ; Address 1: |1000 Hilltop Circle
WI” d ISplay the InVOICe In Address 2: IOFﬁce of Human Resources
City: IElaItlmore

the creation state allowing = Ca—

you to make any necessary i jiueas once 3'-2 1 :

H Item Description tem Type Amount
Changes. All fields in this i | [105000300020 - Copies Flus Printing Serv Sale =] [105000300020 [eo0.00
L [105000300025 -- Copies Plus Print Serv Sales T |=|[105000300025 [25.00]
state can be modified, ex- | [Geiectan tem = |
0 | select An tem =l |

cept the name and ad- ivoice Totat F25.00 |

d reSS fi eld - g *Description ?I i 1t Chg.ftceters T Hem Detail Description Amount
' ftem or Service: [o1.25:2007 ET’-’rint Spring Cancellation Letters =lJs00.00
-]
[o1/28/2007 Taned item at 5% =l[25.00
3. To Approve the invoice, ﬂ &
8 [ H
click on the Click Here to : ﬂ

: d
. : Item Detail Desc Total W E
Approve I nvoice - Em ploy_\?[‘,m 1 Person |Dnnna Taylor E

H H E ontact Phon IM e 20AART E
ee, then click Submit In- —_&"™"""

= Click Here to Approve livvoice - Emplovee
:
voice Details. : I Click Here to Void Inveice
:
:
E Submit Invoice Details Cancel f Return To Previous Page




4. A new page will open with a mes-

sage displaying the invoice was suc- Invoice Details Updated Successfully
cessfully updated.

5. This page will close automatically. This page will be redirected to Main Page.

PLEASE NOTE:

:Once you appfove an invoice, the invoice will no longer appear on the My Unapproved
‘Invoices page.



VOIDING THE INVOICE (THE CREATOR)

Page 17

The Creator has two options available to void an invoice. Keep in mind, once the crea-
tor has approved an invoice, the creator can no longer void the invoice. The invoice
can only be voided by the Approver.

1. To VOID an unap-
proved invoice from
the Creator’s Main
Page, click on the
VOID button.

2. A pop-up box will
open allowing you to

confirm your decision

to Void.

# Click OK to Void

the invoice.

# Click Cancel to
cancel the re-
quest.

3. Once you have indi-
cated OK, a new win-
dow will be displayed
indicating the invoice
has been successful-
ly voided and you will
be returned back to
the Creator’s Main

page.

Creator's Main Page: My Unapproved Invoices

Do you want to Add Mew Dehit Invoice 7 Yes

Enter Debit Invoice Mumber to Create Credit Invoice I Search |

& Bursars Office 0 Awdliary Serv Admin

Wiew All Unapproved Invoices Wiew All Invoices

|Donna Taylo

i Einplo )
Invoice Date Amount | Emplovee | T ept Admin
Number Approval Approval
100066 017282007 $1000.00 O Mot Approved YOID | Edit |

Submit Changes I

Microsolt Internet Explorer x|

Are pou sure. Do you want o WOID invoice ? OK for ez ; Cancel for Mo

Cancel |

Invoice Yoided Successfully
Invoice Number 100070 Has Been Voided.

This page will be redirected to Main Page.

................................................................... .|

-Once you v0|d an invoice, the invoice will no longer appear on !
-the My Unapproved Invoices page. |



1. Aninvoice can also be voided by selecting the Edit button from the Creator’s
Main Page. The Invoice is displayed in the creation state.

2. To Void the invoice, scroll to the bottom of the page.
3. Click on Click Here to Void Invoice.
4. Click on Submit Invoice Details.

Contact Person IDnnna Taylar

Contact Phone

[C"Click Here to Void Invoice

! Submit Invoice Details I Cancel fReturn To Previous Page

5. A new page will open with a message displaying the in-
voice was successfully updated.

Invoice Details Updated Successfully

Invoice 100094 has been voided

This page will be redirected to Main Page.

PLEASE NOTE: ———————————————————————————————————————————————————————————————————————————————————————————————

EOnce you void an inv_oice, the invoice will no longer appear on the My Unapproved In-
.voices page.



[ osame s ]
VIEWING YOUR INVOICE

1. To view your approved invoices, you must select the View All Invoices button.

2. All of your depart-

Creator's Main Page: My Unapproved Invoices

Do youwant to Add Mew Dehit Invoice  Yes

Enter Dehit Invoice Mumber to Create Credit Invoice I

@ Bursars Office € Ausiliary Serv Admin

ment’s invoices
are displayed in
this view that are
Approved, Not Ap-
|D0nna Taylor proved, or Voided.
ot | owe | amounc | SO0 | OTUAT | vou || Allinvoices are
| ooy | ouzsom | wssn ﬁ’m’T’T grouped by Crea-

Submit Changes | tor.

Wiews All Unapproved Invoices | Wiew All Imioices

Creator's Main Page: aAll Invoices

Do wou weant to Add Mew Debit Invoice ¥ Yes

Enter Debit Invaice Mumber to Create Credit Invoice I Seatch

& Bursar's Office 7 Auwliary Sery Admin

Yiew hly Unapproved Invoices |

|D0nna Taylor

Invoice Date RFGTE Employee | Dept. Admin void |Posted
Number Approval Approval

3. Click on the View but- 100065 01/26/2007 $525 oo Approved NDtApproved M
ton to dISpIay the in- W Approved | Mot Approved ‘ n | 1 M |
voice in billing format. |susan walsh

Invoice Date RGnE Employee |Dept. Admin Void | Posted
Number Approual Approual

100054 011241’200? $250 oa NDtApprD\-’Ed NotApproved |

gubmit Changes |




8 DO NOT send a printed copy of this page to the customer. An official invoice will be
E sent from the Bursar’s Office. This page is for viewing purposes only.

—INVOICE NUMBER: 100065
Billing Department; Bursar's Office

Invoice Date:
TO S O N Met Terms: 15 Days
UNMIVERSITY
Click for lvoice history.

Item Type Item Type Description Amount
105000300020 Caopies Plus Printing Serv Sale 500.00
105000300025 Copies Plus Print Serv Sales T 25.00

Total: $525.00

To:
LIniv of Md Baltimore County
1000 Hilltop Circle
Office of Human Resources
Baltimore, MO 21250

— Description of ltem or Service - INVOICE NUMBER : 100065
Univ of Md Baltimore County - Account Number : 0181765

Date Detail Description Amount
0 r2ar2007 Spring 2006 Cancellation Letters a00.00
15282007 Taxed ltem 25.00

Total: $525.00

~Questions or Inquiries
Danna Taylar f 410-704-4603
Bursar's Office

Close Window



1. The Billing Department populates with your department name.

2. The Invoice Date will populate when the invoice is posted to the customer/organization account and an official invoice
is printed.

3. ltem Type, Iltem Type Description, and Amount indicates the item types that were used to charge the service and the
amount of each service provided.

4. The To box populates with the Customer/Organization address found in PeopleSoft through the Search function when
creating the Invoice.

5. The top portion of the invoice will be mailed back to the Bursar’s Office with payment.

6. The Description of Item or Service area contains the Invoice Number, Customer or Organization name and Account
number.

7. The Date of Service, Description of Service, and Amount are displayed.

8. The Contact Person, Phone Number, and Billing Department are displayed in the Questions and Inquiries box.

3 1, INVOICE NUMBER: 100065
Billing Department: Bursar's Office

2. i :
;rovx/s ON inoicouter

UMIVERSITY

§":“Ck for Inveoice history. 3. tem Type tem Type Description Amount

: 1048000300020 Copies Plus Printing Ser Sale a00.00

5. 105000300025 Copies Plus Print Serv Sales T 25.00
Total: $525.00

To:
: LIniv of Md Baltimore County
L 1000 Hilltop Circle
Office of Human Resources
Baltimore, MD 21250

ﬁ-II?InE;s-::ri}:nti-::'n of ltem or Service - INVOICE NUMBER : 100065
Univ of Md Baltimore County - Account Number : 0181765

F# Date Detail Description Amount
01r2ar2007 Spring 2006 Cancellation Letters 500.00
01Myz2eiz2007 Taxed ltern 26.00

Total: $525.00

8 Questions or Inquiries
Danna Taylorf 410-704-4603
Bursar's Office

Close Window
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Creator's Main Page: All Invoices

1. Select the View Do youwantta Add New Dehitnvaice 7 | Yes

button on the View
A“ InV0|CeS page Enter Dehit Invoice Mumber to Create Credit Invoice I Search |

for a Voided in- & Bursars Offce
voice status. _ _ I

Wiew Wy Unapproved Invoices

DormaJaylor

Invoice oL Employee | Dept. Admin void | Posted
Number Approual Approual

100095 02 82007 $4000.00 Approved NotApproved Wiew |
100094 02 82007 $7500.00 VOIDETD Wiewy |
100068 0152852007 $2000.00 VM Wiy |
100067 0152852007 $1500.00 VOIDETD Wiewy |
100066 015282007 $1000.00 VOIDED ™ iew |

2. The Invoice will be displayed in billing format stamped VOIDED.

k —!NVOICE NUMBER: 100066
Billing Department: Bursar's Office
Invoice Date:
TO S O N Net Terms: 15 Days
UMIVERSITY
Click for lnvoice History.

tem Type Item Type Description Amount
108000100260  Aux Services Rental 1,000.00
Total: $1,000.00

To:

Baltimore Cnty Public Schools
Aftn: Tim Jones, Budget Office

6901 Charles Street

Towson, MD 21204 \

— Description of Item or Service - INVOICE NUMBER : 100066

Baltimore Cnty Public Schools - Account Number : 01165977
Date Detail Description Amount

o

01/25/2007 Cost for Renting Potomac Lounge 1,000.00

Total: $1.000.00

~Questions or Inquiries
Donna Taylor f 410-704-4603
Bursar's Office

Close Window
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1, ISSUE 1

VIEWING THE INVOICE HISTORY

The Invoice History link provides you an Audit of Activity performed on an invoice.
This link can be found by opening the invoice through the View or Edit buttons.

— 1. Click on the Click for Invoice History link.

2. An Action Date, Action Performed, and Action User will be displayed in the audit.

‘\. H Invoice History

W Action Date Action Perforned Action User
TO SON 2006-11-01 11:24:28.0 a. Add =ievers REachele
Click for Invoice history. 2006-11-01 11:53:35.0 b. Edit Sievers Rachele

2006-11-01 11:53:3%.0 C- Employee Approval Sievers Fachele
2006-11-01 12:40:45.0 dDept. Admin Approwval Susan Walsh

2006-11-06 16:22:08.0 f. PostedPrinted Jones Laurne
To: 2006-11-09 11.36:25.0 g.Paid Sandra Erhart
Christrmas, Elaina
926 Henrmton Roa @ Close
Marrittsville, MO FTT03 |

3. The Action Date will be the date of the action.
4. The Action Performed can consist of:

a. Add - Invoice was created.

b. Edit - Invoice was changed. (Here is where you will see an Edit has been per-
formed on an invoice. If you click the Submit Invoice Details button from the Ed-
it page, an Edit action will be written out to the Invoice History page. If you click
Cancel/Return to Previous page, no action is written out to the Invoice History

page.)
c. Employee Approval - First level of approval.

d. Dept Admin Approval - Second level of Approval.
e. Void- Invoice was voided.

f. Posted/Printed - Charges were posted to customer account and invoice was
printed.

g. Credit Invoice - Credit Invoice was created.

h. Paid - Invoice has been paid.

5. The Action User is the name of the person that performed the action.



POSTING A CREDIT TO AN INVOICE

A credit posted to an invoice can only be created after all approvals are obtained
and the invoice is flagged as Posted.

Creator's Main Page: All Invoices

Do youwant to Add Mew Dehit Invoice 7 Yes

Enter Dehit Invaice Mumber ta Create Credit Invaice

Search |

& Bursar's Ofice ¢ Auxiliary Serv Adrin € Financial Séwices ¢ 0TS Main

WView by Unapproved Invoices |

|Susan walsh

Invoice Date Amioilint Employee | Dept. Admin St
Number Approval Approval

100056 01r24iz2007 $25.00 VOIDED e |
100054 01524i2007 $250.00 VOIDED gy |
100052 ofrz4iz007 F563.93 Approved Approved I Wiew |
100051 ofrz4iz007 F1895.00 Approved Approved M Wiew |

You can view the status of the invoice by viewing the View All Invoices page or View the
Invoice History link.

Billing Departmen
Invoice Date: 017 2007-01-11 0845:19.0 Add Donna Taylor
TO S .' N Net Terms: 15 D=

H Invoice History

—INVOICE NL

Action Date Action Performed Action User

: 2007-01-11 08:50:52.0 Edut Donna Taylor
Tlick for Invoice History, ftom Type 2007-01-11 08:50:52.0  Empleyee Approval Donna Taylor
10500140001 | 2007-01-11 0%:0142.0 Edit Donna Taylor

10500190002 | 2007-01-11 0901420 Dept Admin Approval  Thom Ruby

2007-01-11 05:03:26.0 PostedPrinted Laurie Jones

@ Close

To:
Blue Chip Baskethall
Attn: Mike Srnith
2009 Darby Road
Haverton, PA 19083

—Description of Iltem or Service - INVOICE NUMBER : 100038
Blue Chip Basketball - Account Number : 0253439

Date Detail Desecription Amount
0141152007 Renting sports complex a00.00
014142007 Shuttle transportation to Sports Complex 1,000.00

Total: $1,500.00

~Questions or Inquiries
Donna Tavlor i 410-T04-4603
Auxiliary Sene Admin

Close Window



A. CREATING A CREDIT INVOICE

Page 25

Creator's Main Page: My Unapproved Invoices

Do youwant to Add Mew Dehit Invoice 7 Yes

1. From the Creator’s Main Page, type
in the Debit Invoice Number for

i i |1DDDSB Search |

which you need to create a credit.
2. Click on the Search button.

3. The Add Credit
Invoice page will
extract all perti-
nent infor-
mation from the
original debit
invoice. The on-
ly field that is
available for in-
put is the Credit
Amount field.
Click in the
credit amount
field for the item
you want to

credit.

4. As you enter the
credit amount,
tab through the
fields. The In-
voice Total will
automatically
calculate the to-
tal credit

amount.

0 Bursar's Office ™ Auziliary Serv Admin T

yiew All Unapproved Invoices wiew All Invoices |

Sorryl There are no Invoices

Invoice - Add Credit Invoice for Debit InvNbr '100038"

Fields prefixed with ' ®' are required

Original Invoice Date: 014172007

Term: Winter 2007 (10713
Name: Blue Chip Baskethall
Account Number: 0123456

Attention: Mike Smith
Attention Department:

Address 1; 2009 Darby Road
City: Havertan

State: PA

Zip: 18083

Issuing Department : Auxiliary Serv Admin

Item Descripfion m Type Debit Amount ACredit Amount
[Mew Sports Complex [105001400010 500.0 /|
[Shuttle Transpon-Equip Rental 105001900021 [ioogoo |

Invoice Total |1EDD.DD
2000 characters left

*Description Of Date tem Detail Description Amount
. El
| |

=

o
| B
=

[ -
Itemm Detail Desc Total I

Contact
Dersar |Donna Taylor

Contact Phone 110-704-4603

[ Click Here to Approve Ivoice

Debit Amount  _ETedit Amour

[10s001400010  [e0T0E— /fs0.00

|10s001900021 [iooooo |
Invoice Total |15EIEI.EIEI

tem Description
Mew Sports Complex

Shuttle Transport-Egquip Bental




o o1

1960 characters left.
*Description Of Date ltem Detail Description Amount
Enter the date. Hem or 22572007 Efpoao

Type In an explana Rotear E Event was overcharged for complex rental
tion as to why the =
credit is being pro- [ |
cessed. B

. |
Enter the credit | =]
amount. m
As you tab through =
the fieldS, the In- Item Detail Desc Total |50.00
voice Detail Descrip- gt [Donna Taylor

tion_TotaI will auto- Contact Phone 1107044603
matically calculate

the total Cl’ed It Click Here to Approve liwoice
amount. | Submit Invoice Details | Cancel

If you are ready to Approve your
Credit Invoice, select Click Here to
Approve Invoice and then select

Submit Invoice Details button. Credit Invoice Details Inserted Successfully

10.If you want to save your invoice

11.A pop-up box with the credit in-

12.You will be returned to

13.The Credit invoice will

but not approve it at the time of
creation, select Click Submit In-
voice Details. By selecting this op-
tion, the invoice will not be sent for This page will be redirected to Main Page.
Approval, but will remain in your

unapproved listing.

Invoice Number 100069 Has Been Created

voice number will be dis- Creator's Main Page: My Unapproved Invoices

played Doyou want to Add Mew Debit Invoice 7 Yes

Enter Dehit Invoice Mumber to Greate Credit Invoice I Search |

© Bursar's Office @ Ausiliary Serv Admin

the Creator’s Main Page.

Wiew All Unapproved Invoices | Wiew All Invoices |

L U Donna Tavlor
poved Inice st unil | .
P . A000Ea 2 RNy roenon NUtAppro\ted \."OID Ed|t
it is approved.

Submit Changes |



12.0nce you approve the credit invoice, it will be removed from your Unap-
proved list

Creator's Main Page: My Unapproved Invoices

Do you want tolAdd Mew Dehbit Invoice ¥ [Yes

Enter Debit Invoice Mumberto Create Credit Invoice I Search |

0 Bursars Office @ Auxiliary Serv Admin O Financial Services €0 OTS Main

Wiew AllllUnapproved Invoices | Wiew All Invoices

Sorryl There are no lnvoices )




SEARCHING FOR AN INVOICE

A. INVOICE SEARCH PAGE

The Search Invoice page will allow you to perform a search using several different search
criteria: Invoice Number, Org Customer Name, Non-Org Customer Name and Customer
ID.

1. To search for an invoice that was created in your department, select the Search In-
voice link located on the Main page.

My TU D'!lel:tﬂ-l)fg Calendars Marketplace Library Maps SEARCH

ABOUT TU ACADEMICS RESEARCH ADMISSIONS LIFE@TU ARTS & CULTURE ATHLETICS PUTREACH SUPPORT TU

U
TOWSON

UNIVERSITY

Inveoice Main Page | Change User Type - Creator: Approver. AppAdmin goulty/Staff | Log Qut

Invoice - Search Page

2. The Invoice Search Search Ciiteria [Select Criteria =
Page will open. searcnTex |
Search Invoice |

_ Invoice - Search Page
3. Click on the drop down arrow.

The available search criteria
will be displayed.

4. Select the criteria to perform SearEe
Org Customer Name
your search. Men-Org Customer Name

Customer 1D

Search Criteria  [galaet Crtoria j

Select Criteria

Invoice - Search Page

5. Type in the necessary Text

required for your criteria. LG [invoice Number =
6. Click on the Search Invoice Search Text  |4p0025
Button.

Search Invoice |




[ ]

The Search Result Page will be displayed.

7. Click on the View button to view the invoice.

Invoice - Search Results

Invoice Date Amount
Number

100025

ID / Customer Name

091152006 §10306 | 01612717 Towsan Unl\rersmr Foundation

Page 29

B. SEARCHING FOR MULTIPLE INVOICES

Performing your search using the Invoice Number criteria will produce only one result;
however, selecting the Org Name, Non-Org Name and Customer ID may produce multi-
ple results depending on the number of invoices generated.

1. Click on the drop down arrow and se- | Invoice - Search Page
lect Customer ID.

2. Type the TU Towson Customer ID

in the Search Text Box.

3. Click on the Search Invoice But-
ton. The Search Result page will
display all invoices created for a

customer.

4. Click on
the View
button to
view the

invoice.

Search Criteria [ ~ustamer ID j
Select Critetia .
Search Text Imvoice Mumber

Org Customer Name
[Mon-Org Custnmer Marme

Invoice - Search Page

Search Criteria |Custnmer o j

Search Text |D1631E?

| Search Invoice I

linvoice - Search ults

Invoice
)

100004 08 arz008 §3710.00 | 0163167 P Aramark CDrpDralan e |
100052 012412007 F 56393 | 0163167/ Aramark Corporation I A ¥l Wigw |
100085 02ims2007 $165.25 | 0163167 F Aramark Corporation I b &l Wigwe |
100087 0zfn&zo007 F710.00 | 0163167 FAramark Corporation YOIDED e |
100088 0zEz007 F$250.00 | 0163167 S Aramark Corporation YOIDED Wiew |
100089 02052007 $700.00 | 0163167 F Aramark Corporation YOIDED Wiew |
100030 0zfazo07 20000 | 0163167 FAramark Corporation YOIDED e I

1




NOTES ...







THE APPROVER



ey
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LOGGING INTO TU’S ONLINE INVOICE SYSTEM

1. Enter your TU UserName.
2. Enter your TU Password.
3. Click the Login button to enter the Online Invoice.

My TU | Directory | Calendars | Marketplace | Library | Maps seaRch_ |

ABOUT TU ACADEMICS RESEARCH ADMISSIONS LIFE@TU ARTS & CULTURE ATHLETICS OUTREACH SUPPORT TU

TOWSON UNIVERSITY AUTHENTICATED LOGIN

Enter your Username and Password:

Username:
Password:

USER TYPE: APPROVER

SPECIAL POINTS OF INTEREST

ONLINE INVOICE TERMINOLOGY

#+CREATOR - one
who can create an
original invoice.

£+ APPROVER - one
who provides final
approval of the
invoice before it is
submitted for pro-
cessing. Approv-
ers CANNOT cre-
ate an original in-
voice.

Your Online Invoice security access will determine the page being displayed after you
logon. If you are the APPROVER for your department, the following page will be dis-

played.
A. UNDERSTANDING THE APPROVER’S MAIN PAGE

Final Approver's Main Page: All Unapproved Invoices

1. The Approvel"s Ma|n C Bursars Office ® Auxiliary Sery Admin

Page will automatically il e
open the View All Unap- i

proved Invoices page. [dawn Kuessner

. . . Invoice Employee | Dept. Admin
This page will display all [0S -

the invoices created by 100022 ngxzuna $1au i Appro\red

VOID Edlt

your department that

|Rachele Sievers

have been approved by Invoice Dat A t Employee | Dept. Admin Void
the Creator and are Number are Ll Approval Approval ol

pendlng Departmental 100048 01242007 Approved
A rova| 100047 017242007 F15.00 Approved O YOID | Edit |
pp ) 100046 01242007 $25000.00 Approved | WoID | Edit |

2. To view all invoices in

|D0nna Taylor

your department, click . — —
. . nvoice mployee ep min
on the View All Invoices -

button 100069 011261200? $ 50.00 Approved

VOID Edlt

Submit Changes |



[ ]

This page will display all the Approved, Unapproved, and Voided invoices that were cre-
ated by your department.

Final Approver's Main Page: All Invoices

© Bursars Office @ Auxiliary Serv Admin € Fiscal Plan & Sery

3. To return back to the Ap-
prover’s Main Page, click on

Wiew All Unapproved Invoices |

the View All Unapproved In- [Dawn Kuessner
ices buton wenoii o IR,
turn you back to the page 100023 | 0@n12006 | §130.00 VOIDED _view |
that diSpIayS your depart_ 100022 09511/2008 $160.00 VOIDETD Wiew |
ment’S unapproved InVOICGS 10o0zo 0451 1/2006 $1446.00 Approved Approved I b Wiew |
Please note: Once you ap_ 100019 091142006 F10745.00 Approved Approved M B¢ Wiew |
prove an invoice, the invoice [Rachele Sievers

. . | s O (| i I
will no longer appear on this
page Final Approver's Main Page: All Unapproved Invoices

© Bursars Office @ Awdliary Serv Admin - © Fiscal Plan & Sery

4. As an Approver, you will have Giewilineisss |
the ability to Approve, Edit, e s

View, and Void invoices creat- , T
ed by the Creators in your de- BN S

100048 0172452007 $65.00 Approved VOID ﬂl
partment' 100047 0172452007 $15.00 Approved - VoID | ﬂl
100045 0172452007 $1250.00 Approved - VoID | ﬂl
100044 0172452007 $5000.00 Approved - YoID | ﬂl
100037 110172006 $88.55 Approved - VoID | ﬂl

APPROVING THE INVOICE

A. APPROVING THE INVOICE ... FROM THE EDIT MODE

Final Approver's Main Page: All Unapproved Invoices
1. From the Approver,s € Bursars Office € Auxiliary Serv Admin % Fiscal Plan & Serv

Main page, click on the |
edit button to open up

|Linda Makowske

the invoice details. | dmi
...... \ate Amount | EMplovee | Dept. Admin Void
Number Approval Approval
100039 0141712007 $123.00 Approved r TiES Edit |

|Laur|e Jones
Invoice Bote RGN Employee | Dept. Admin Void
Number Approual Approual
100062 0112412001 $1Dg 75 Approved VOID Edlt

Submit Changes |




2.

If all the information is
correct, select Click
Here to Approve In-

voice-Supervisor.

Click the Submit In-
voice Details button to

Save.

Following your approval
of the invoice, you will
be returned to the Fi-
nal Approver’s Main
Page displaying all re-
maining Unapproved
Invoices.

Once the invoice is ap-
proved, it will no longer
appear in your Unap-

proved list on the Final

Page 32

Invoice - Edit Debit Invoice Details

Fields prefixed with ' *' are required

ID1F1?QUU? Irvvoice History

IFaII 2006 (1064)
IChanweIIsICompass Group

ID1612?4

Contact CiO: |

Created Date:

*Term:

*Name:

Account Number:

Contact Department: |

Address 1: IBDDD York Road
Address 2: |UU, Susguehanna 2004
City: ITowson

State: IMD—
Zip: W

'Fiscal Plan & Sery vl

* =
Issuing Department:

ftem Description ftem Type Amount
[105002000150 - Tawerlight Advertising [=][105002000150 [25.00
[105002000075 -~ Tiger Talk Telephane Senice  |»][105002000075 |52.00
[105002100030 - University Store [=|[105002100030 45.00

|Se|ectAn Itern jl |

Invoice Total |1 23.00

2000 characters left.

\Description of Date Item Detail Description Amount
em or Senvice: 0171772007 ETZharge for advertising £]f25.00
E
jp1.17,2007 ETong distance service =lls2.00
E
[p1717/2007 ETweatshirts =ll45.00
E

tem Detail Desc Total |1 23.00

|Linda Makowske
|41 0-704-5864

pproved By Creator on -- 01/17:2007

Contact Pliigne

Click Here to Approve Invoice - Supervisor

lick Here to Void lnvoice

Submit Invoice Details I Cancel i Return To Previous Page

Final Approver's Main Page: All Unapproved Invoices

" Bursars Office & Fiscal Plan & Sery

Wieww Al Invoices |

|Laurie Jones
Invoice Date P Employee | Dept. Admin void
MNumber Approual Approval
100062 012472007 $1 09.75 VOID Edlt

0 Auiliary Serv Admin

Appro\re d

Approver’s Main Page.

Submit Changes I




B. APPROVING THE INVOICE ... FROM THE FINAL APPROVER’S MAIN

1. You can Approve an invoice Final Approver's Main Page: All Invoices
from the Final Approver’s S
Main page without having to
view the invoice details. If an |pau| s Invoices
cattopovove buton oy R,
pears in the Dept Admin Ap- 100000 08114:2005 $500 00 Approved _voi | =
proval field, skip to section C, [Gommars oI

Ed|t 1o A rove Button. Invoice Employee | Dept. Admin
pp Number Date Amount Approval Approual Void |Posted

Yiew Al Unapproved Invoices |

2_ Clle on the Dept Admln Ap_ 100001 081 6/20086 $275.00 Approved VOID Edlt
. 100017 | ooosizoos | gscaon — (I') YoID | N Edn|

roval button and then click . :
. p | |

p 100024 | 0GM1Z006 | §10306 Approved r YOID N Edit
on the Submit Changes but- M 09M1/2006 | §103.06 Approved r voD | M Edit |
100035 2006 | $2444.02 Approved r YOID | N Edit |

ton to save.

Submit Changes |
-

Please keep in mind, approving an invoice with this feature WILL NOT allow you to :
:review the invoice before approving.

4. A new page will open with a mes-

sage displaying the invoice was
. Invoice(s) Approved Successfully
successfully approved. This page

will close automatically. This page will be redirected to Main Page.

5. Once the invoice is Final Approver's Main Page: All Unapproved Invoices
approved the |nV0|Ce & Bursars Ofice € Audliary Serv Admin € Fiscal Plan & Serv
. iew All Invaices
will no longer appear R
in your Unapproved [Donna Taylor

Invoice Employee | Dept. Admin
Date Amount Void
i i N b -- A I
list on the Final Ap- bl PProsa Epra s
100095 Dzm 9;2007 $SDDD il Apprwed VOID Edlt

Submit Changes |

prover’s Main Page.



[ ]

C. APPROVING THE INVOICE ...

Page 34

EDIT TO APPROVE BUTTON APPEARS

1. If you are attempting to approve Final Approver's Main Page: All Unapproved Invoices
an InVOICG and you see an Edlt & Bursars Office € Auiliary Serv Admin - © Fiscal Plan & Sery
to Approve button appearing in _ ViewAllmoices |
the Dept Admin Approval field, it [Donna Taylor
means there s dscreparcy
between the ltem Type total and 100085 | 02792007 | 500000 |  Approved = vo | | it |
the Item Description total. 100035 | 0992006 | $1444.03 Approves EditToapprove || wo |

2. YOU mUSt CIICk On the Edlt tO Ap' Submit Changes |
prove button to view the invoice
details.

3. Identlfy where the Created Date: IUB-“'M-*QUUE Invoice History

. =Term: |Sumn'|er2006 [1063]j
dlscrepancy appears =Hame: ' Starts With © Ends With © Contains © Exactly © TUID
and COFI’eCt the IEIaItimnre City Public Schoals Search Org Search Customer
amount either at the Account Humber: I[]1B1?34
item type detail level ~§ ©mc (E Siip
or at the free form de- | "o
Address 1: |2[JU Morth Avenue East
scription level. N adross 2 [Room 405
3 ity: Balti

4. Tab out of the field =8 petine
and your amount will Zip:
recalculate at the lev- i isstingDepartment e

. ion Item Type Amount
el the correction was [0001T52¢0100 — Conversion-Debit =ljooot1o240100  |[500.00
made [ Select An e~ =l [
] ) ) [ Select An ltem = [
. | u IT IN- Select An ltem =] T~

5. Click the Submit | | | |

VOIC€ Detalls ?‘]u‘tton 2000 characters left. '”‘-’DiceTDtﬁl
*Description of Date Item il Description Amount

to save your changes i osserptonor -

and return back to
the Final Approver’s

Main Page.

Contact Person

Contact Phone

[0812/2006 Elt,'.’.is is a test...
|F'aL|I Andrews

I410-?04-38?2

Approved By Creator on -- 08M14/2006

\;Il
Item Detail Desc Tot [1000.00

[ Click Here to Approve Invoice -- Supervisor

Click Here to Void Invoice

Submit Invoice Details | Cancel / Return To Previous Page




[ ]

6. You will see the Edit to Final Approver's Main Page: All Invoices
Approve button no |Ong- @ Bursarsofice € Auiliary Serv Admin
er appears under Dewmwmmﬂs |
Admin Approval, but a Peore T

radio box is now dis- m
Number

o et
played for approvaL 100000 08/14/2006 $500.00 M M View |
7. Final Approval can be ,
|Donna s Invoices

scconsisedtyon .

Employee pept. Admin
Approvai  Approval

Amount

Approved

) 100001 | 02ME/2006 | $275.00 Approved vom

or B Of ApprOVIng the In- 100016 | 09/05/2006 | $575.00 Approved Approved N N V;tewl

Voice_ 100017 | 09/05/2008 | $525.00 VOIDED \ﬂ;ewl
100024 | 09M1/2006 | $102.06 VOIDED M
100025 | 09/11/2006 | $103.06 Approved - M N Edit
100035 | 0919/2006 | $1444.03 | Approved EditTo Approve | | (VBB |

EDITING THE INVOICE ... FROM THE APPROVER’S MAIN PAGE
A. USING THE EDIT BUTTON

Editing the invoice is limited to a few functions for the approver. You may only add Contact
C/0 information and Contact Department information to the invoice. In case changes
need to be made after a creator has approved an invoice, the approver may change the

item type and dollar amounts associated with an invoice.

1. Click on the edit button to Final Approver's Main Page: All Unapproved Invoices

f . i . © Bursars Office @ Auiliary Sery Admin
review the invoice in the m

creation state.

|Dawn Kuessner
Employee | Dept, Admin

Invoice
Date Amount
-- Approval ADDrOv !
100022 DQM 102006 §160.00 Approved

|Rache|e Sievers

Invoice Date Amonnt Employee | Dept. Admin Void
Number Approval Approval
100048 0172452007 FE5.00 Approved VOID Edlt

100047 0172452007 §16.00 Approved O WOID Edit |
100046 0172452007 $25000.00 Approved O WOlD Edit |

|Donna Taylor

Invoice Date T Employee | Dept. Admin Void
Number Approual Approval

100069 D1J’26IEDDT $ a0.00 Appm\-’ed VOID Edlt
Submit Changes |
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Invoice - Edit Debit Invoice Details

Fields prafixed with ' *' are required

Page 36

Add Contact C/0 Infor-
mation and Contact De-

CretedDate:  [DOMS2006 | invoie History partment Information to
+Term: Fall 2006 (1084) j .
*Name: C stats with © Endswith © Cantaing C Bxattly the Invoice.

|Univ of Md Baltimore County Search Org | Search Custamer |

Account Number: IW

Contact C/0: q;_)

Contact Department: | Invoice - Edit Debit Invoice Details

Fields prafixed with ' ™" ars required

Address 1: |1DDD Hilltap Circle

Address 2: |Oﬁ'|ce of Hurnan Resources Created Date: W Invoice Histary

City: IBaItimore “Term: Fall 2006 (1064) =

State: WMo +Name: € starts Wit € Ends With € Contains € Exactly

Zip: W |Univ of hd Baltimare County Search Org Search Customer

Account Number:

Contact C/0:

piai7es
<{[ary Smith

I

Contact Department; |

Address 1:
Address 2:
City:

State:

Zip:

*Issuing Department: | Bursar's Office 'l

Item Description

1000 Hilttop Circle

IOﬁice of Hurnan Resources

|Baltim0re

IMD
I21250

Change the ltem

teim T!)e

|1DSDDDSDDDQD -- Copies Plus Printing Serv Sale

105000300020

Amount ‘/3 -
oo >

Type and/or Dollar

2000 characters left

[105000300025 -~ Copies Plus Print ServSales T [7][105000300025 J25.00 )
[Setectan fom = | Amounts associat-
[Setectan e =l ! ed with the invoice

Invoice Total I525.DD .
details.

m X O m m W

*Issuing Department:

*Description of Date Item Detail Description Amount
ftem or Service: IDSMEQDDE Fall Z006 Semester correspondence ;IISDD.DD
8162006 Taxed Item at 5% Elzs.00
I~

IElursar's Office 'l

ftem Description ftem Type Amount
|1 05002100030 -- University Store 105002100030 =50.00
| 108000300025 - Copies Plus Print Serv Sales T | =|[105000300025 25.00

|Se|ectAn Itermn

=
=

|
|
Invoice Total IS?S.DD

|Se|ectAn Itermn

A
F
T
E
R

1946 characters left.
Description of Date tem Detail Description Amount
ltem or Service: IDBHEJ‘?DDE Fall 2006 Purchase at University Store ;”550.00
=
|ps/16/2008 Taxed Item at 5% [=l[25.00

tem Detail Desc Total IS?S.DD
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4
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Page 37

- Click on Submit Invoice Details button to save changes, or click Cancel/Return to

Previous Page to clear any changes made.

Ready to Approve? See section, Approving the Invoice.

Contact Person |Dnnna Taylar

[410-704-4503

Contact Phone

Approved By Creator on -- 09192006
[ Click Here to Approve lvoice -- Supenvisor

[ click Here to Void voice

i Submit Invoice Details I

Cancel f Return To Previous Page

<_|_




[essmenemes ]
VIEWING THE APPROVED INVOICE

Final Approver's Main Page: All Unapproved Invoices

& Bursar's Office 0 Auxliary Serv Admin & Fiscal Plan & Sery

Wiew All Invoices |
1. Click on the View All In= [bonna Taylor

. . Number Approval Approval
INVOICES Created by your 100034 091972006 §1444.03 Approved Edit To Approve I WOID |

department.
Submit Changes I
2. Once the invoice is ap- Final Approver's Main Page: All Invoices

& Bursars Office

proved by the Creator
and the Approver, a View

button appears. |Pau|'s Invoices
Inyoi | d
3. Ifthe Invoice is not ap- i -
proved by all levels, an tooon0 | osfmoee | ssoooo | oo | foey | | [ |

View All Unapproved Invoices |

Edlt button appears_ |D0nna's Invoices
4. Click on the View button 1 R D:%?Qﬁ‘:;‘.‘“ Cvoa posted |

100001 1672006 F275.00 Approved - Edit

100016 | 091052008 [~8575.00 Approved Approved N \?\ Wi
100017 | 08/05/2006 | $525.00 Wd ml VOIDl N Edit

100024 091152006 $103.06 Approved |l YOID | il Edit

to open up the Invoice in
Billing Format.

100025 091172006 F103.06 Approved r YOID | I Edit

100034 095182006 244403 Approved Approved M i Wi

I_LI_I_I_LL

1000345 091 92006 F2444.03 Approved (] Yoo | M Edit

Submit Changes |



1. The Billing Department populates with the department name.

2. The Invoice Date will populate when the invoice is posted to the customer/organization account and an official invoice is
printed.

3. Item Type, Iltem Type Description, and Amount indicates the item types that were used to charge the service and the
amount of each service provided.

4. The To box populates with the Customer/Organization address found in PeopleSoft through the Search function when
creating the Invoice.

5. The top portion of the invoice will be mailed back to the Bursar’s Office with payment.

6. The Description of Item or Service area contains the Invoice Number, Customer or Organization name and Account num-
ber.

7. The Date of Service, Description of Service, and Amount are displayed.
8. The Contact Person, Phone Number, and Billing Department are displayed in the Questions and Inquiries box.
'%\ \ 1. —INVOICE NUMBER: 100016
Billing Department: Bursar's Office
2.| Invoice Date: 11J06/2006 - [1064]
_ TO S O N Net Terms: 15 Days

UMIVERSITY

Click for voice history. 3. ftem Type tem Type Description Amount
105002100030  University Store 5450.00
105000300025 Copies Plus Print Serv Sales T 25.00

Total: $575.00

4—To:
Univ of Md Baltimare County
Attn: Mary Smith

1000 Hilltop Circle

Office of Human Resources
Baltimore, MO 21250

6-Description of Item or Service - INVOICE NUMBER : 100016
Univ of Md Baltimore County - Account Number : 0181765

[N Date Detail Description Amount
08/16/2006  Fall 2006 Purchase at University Store 550.00
08M18/2006  Taxed ltem at 5% 25.00

Total: $575.00

~Questions or Inquiries
Donna Taylor 7 410-704-4603
Bursar's Office

Close Window



VOIDING THE INVOICE

A. VOIDING THE INVOICE ...

Page 40

FROM THE FINAL APPROVER’S MAIN

The Approver has two options available to void an invoice. Keep in mind, once the cre-

ator has approved an invoice, only the Approver has the ability to void the invoice.

1. To Void an invoice from the Final Approver’s Main page, click on the VOID button.

2. A pop-up box will open
allowing you to confirm
your decision to Void.

# Click OK to Void
the invoice.

# Click Cancel to
cancel the re-
quest.

3. Once you have indicat-
ed OK, a new window
will be displayed indi-
cating the invoice has
been successfully void-

Final Approver's Main Page: All Unapproved Invoices

0 Bursar's Office @ Auxliary Serv Admin € Fiscal Plan & Sery

Wiew All Invoices |

|Rache|e Sievers

Invoice Date P Employee | Dept. Admin Void
Mumber Approval Approual

100042 012452007 $65.00 Approved VOID Edit |

100047 01f24i2007 F145.00 Approved

100046 01f24i2007 $25000.00 Approved

r |
| WOID I
100045 0152452007 F1250.00 Appraved Il WOID I ﬂl
O WOID I
I WOID I

100044 01f24i2007 F5000.00 Approved

100057 1100172006 $858.55 Approved

|D0nna Tayl
Invoice
Mumber
100069

Microsoft Internet E xplorer E3 !

L J Are pou gure, Do vou want to Y0ID invoice ? 0K for Yes ; Cancel for Mo

Cancel |

Invoice Voided Successfully

ed.

4. You will be returned
back to the Final Ap- ——
prover’'s Main Page.

5. The voided invoice will
be removed from the
View All Unapproved
Invoice page.

Invoice Number 100046 Has Been Yoided.

Final Approver's Main Page: All Unapproved Invoices

© Bursars Ofice @ Auliary Serv Admin € Fiscal Plan & Sery

Wiew All Invaices |

‘Rachele Sievers

Invoice Date ATolnt Employee | Dept. Admin Void
Number Approwval Approual

100048 0172412007 $65.00 Approved VO\D ﬂl
100047 0172452007 $16.00 Approved ] YOI ﬂl
100045 012412007 $1250.00 Approved | YOID ﬂl
100044 0172452007 F5000.00 Approved [l YOI ﬂl
100037 110172008 $88.55 Approved | VoD ﬂl
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B. VOIDING THE INVOICE ... USING THE EDIT BUTTON

Final Approver's Main Page: All Unapproved Invoices

1. To Void an invoice from
the Edit Mode, click on
the Edit button from the

@ Auxiliary Serv Admin

View All Invoices |

|Dawn s Invoices

In\mlce Employee Dept. Admi
Numbe Approval Approval
l—l—lil—l—li

Final Approver’s Main
page.

2. The Invoice in the edit
mode will be displayed.

Invoice -
Fields prefised with '

Created Date:
*Term:
*Name:
Account Number:
Contact C/Ox

Contact Department;

Address 1
Address 2
City:

State:

Zip:

*Issuing Department:

3. Click on the Click Here
to Void Invoice

4. Click on Submit Invoice
Details to save.

*Description of
ftem or Senvice:

Contact Persoy

Contact Phone

Touo l T 2000 l B 1o0.0g FOpTOvEd 1 l VoI i l Edit

Rachele's Invoices

Employee | Dept. Admin

Invoice

Amount

-

Number Approval Approval
100028 09/18/2006 $150.01 Approved voID |
100037 1110112006 $88.55 Approved O VoID | Edit

Donna's Invoices

Employee | Dept. Admin
Number Approval | Approval

100038 011142007 $1500.00 Approved (m] VoID | Edit

Invoice

Amount Void

it Debit Invoice Details

! are required

IDQH 1/2006 Invaice Higtary

|Surnmer 2006 (1063)
|Whiting-Turner Caontracting Co

IDQSSMD

ISDD East Joppa Road
IBaHiman

IMD

21286

'Auxilianr Serv Admin =

Item Description

Item Type Amount

ISE\EclAn Item jl I
ISE\EclAn Item jl I
ISE\EclAn Item jl I
|Se\ecIAn Item jl I

Invoice Total |160.00

2000 characters left.

Date ftem Detail Description Amount
ID?.-QE.-QDDE Wrap up Meeting $860.00 less deposit §700.00 ;"150.00
| |

Item Detail Desc Total |1 50.00

|Dawn Kuessner
|41 0-704-5239

Approved By Creator on — 09/11/:2006
I Click Here to Approve Invoice -- Supervisor

[T Click Here to Void Invoice

Submit Invaice Details | Cancel f Return To Previous Page

)




[ ]

Invoice Details Updated Successfully
5. A message will be displayed
indicating the invoice was
successfully voided.

Invoice 100022 has been voided

This page will be redirected to Main Page.
You will be automatically returned to the Final Approver’s Main Page with the updated
information.

6. Once the invoice

is Voided, the in- Final Approver's Main Page: All Invoices
voice will be re-  Bursar's Office ™ Ausiliary Serv Admin € Fiscal Plan & Serv
moved from the s |

View All Unap-

|Dawn Kuessner
Employee | Dept. Admin

roved Invoice -
p Trpice Date Amount Void | Posted
page Number Approval Approval
' 100023 0901112006 §130.00 VOIDED Wi |

| 100022 | 091172006 | $160.00 | VOIDED | View | |
100020 097152006 | $1446.00 Approved Approved M N Vi |
100019 094152006 | $1075.00 Approved Approved M N View |

|Rache|e Sievers

Invoice Drate ‘Amount Employee |Dept. Admin
Number Approval Approval

100048 0152452007 F65.00 Approved - WOID | il ﬂl

Void |Posted




VIEWING THE VOIDED INVOICE

1. To view the Voided invoice Final Approver's Main Page: All Unapproved Invoices

@ pursars Ofice O Audliary ServAdmin O Fiscal Plan & Serv

Wiew Al Invoices
Main Page, click on View All T

. Invoice Employee Dept. Admin .
]
|I'IVOIC€S Number IBRIE (R AE Approval Approval void
100035 091 92006 §1444.03 Approved Edit To Approve | YOID |

from the Final’s Approver’s

2. A voided status will be dis-

Submit Changes
played across the Approval e
boxes. Final Approver's Main Page: All Invoices

O Bursars Office @ Auwdliary Serv Admin O Fiscal Plan & Sery

3. Click on the View button and e e

the invoice will be displayed in
the Billing Format with the

|Dawn Kuessner

Invoice Date T Employee |Dept. Admin void | pPosted
Number Approval Approval

100023 091142006 $130.00 VOIDED Wi |
Word VOIDED marked On thp 100022 091142006 $160.00 VOIDED i |

invoice.

N —INVOICE NUMBER: 100022

Billing Department: Auxiliary Serv Admin
I Invoice Date:
TOWS O N Net Terms: 15 Days

4. You can also I UNIVERSITY

. h I Click for Invoice history. Item Type Item Type Descriptiol Amount
view the In- 105001800120 Rental Bldg Gmd Evefits Conf S 160,00
Total: $160.00

voice History.

Please refer to | —To:

. . Whiting-Turner Contracting Co
InVOICe H|St0ry I 300 East Joppa Road
I Baltimore, MO 21286

on Page 44.

5. To close the
— Description of ltem or Service - INVOICE NUMBER : 100022

Whiting-Turner Contracting Co - Account Number : ()1 54367
Date Detail Description Amount

07/28/2006 Wrap up Meeting $860.00 less deposit $700.00 160.00

window, click
on the Close

Total: $160.00

~Questions or Inquiries
Dawn Kuessner/ 410-704-5230
Auxiliary Serr Admin

I
I
I
I
Window link. :
I
I
I
I
I
I

Close Window
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VIEWING THE INVOICE HISTORY

The Invoice History link provides you an Audit of Activity performed on an invoice.
This link can be found by opening the invoice through the View or Edit buttons.

—1. Click on the Click for Invoice History link.

2. An Action Date, Action Performed, and Action User will be displayed in the audit.
AWl

Action Date Action Perforned Action User

TOWS ON 2006-11-01 11:24:28.0 a. Add

UNIVERSITY
C Click for Invoice history. 2006-11-01 11:53:35.0 b. Edit Sievers Rachele

2006-11-01 11:53:3%.0 C- Employee Approval Sievers Fachele
2006-11-01 12:40:45.0 dDept. Admin Approwval Susan Walsh

=ievers REachele

2006-11-06 16:22:08.0 f. PostedPrinted Jones Laurne
To: 2006-11-09 11.36:25.0 g.Paid Sandra Erhart
Christrmas, Elaina
926 Henrmton Roa @ Close
Marrittsville, MO FTT03 |

3. The Action Date will be the date of the action.
4. The Action Performed can consist of:

a. Add - Invoice was created.

b. Edit - Invoice was changed. (Here is where you will see an Edit has been per-
formed on an invoice. If you click on the Submit Invoice Details button from the
Edit page, an Edit action will be written out to the Invoice History page. If you
click Cancel/Return to Previous page, no action is written out to the Invoice His-

tory page.)
c. Employee Approval - First level of approval.

d. Dept Admin Approval - Second level of Approval.
e. Void- Invoice was voided.

f. Posted/Printed - Charges were posted to customer account and invoice was
printed.

g. Credit Invoice - Credit Invoice was created.

h. Paid - Invoice has been paid.

5. The Action User is the name of the person that performed the action.



SEARCHING FOR AN INVOICE

A. INVOICE SEARCH PAGE

1. To search for an invoice that was created in your department, select the Search In-
voice link located on the Main page.

My TU | Directory | Calendars | Marketplace | Library | Maps SEARCH e

ABOUT TU ACADEMICS RESEARCH ADMISSIONS LIFE@TU ARTS & CULTURE ATHLETICS UTREACH SUPPORT TU

TOWSON

UNIVERSITY

Invoice Main Page | Change User Type - Creator: Approver. AppAdmin (| Search Invoice | FjcutyiStaff | Log Out

Invoice - Search Page

Search Criteria ISeIect Criteria j

2. The Invoice Search
Page will open.

Search Text I

Search Invoice |

- The Search Invoice page will allow you to perform a search using several different search |
| criteria: Invoice Number, Org Customer Name, Non-Org Customer Name and Customer

_ Invoice - Search Page
3. Click on the drop down arrow.

The available search criteria
will be displayed.

4. Select the criteria to perform SearEe
Org Customer Name
your search. Men-Org Customer Name

Customer 1D

Search Criteria  [galaet Crtoria j

Select Criteria

Invoice - Search Page

5. Type in the necessary Text

required for your criteria. LG [invoice Number =
6. Click on the Search Invoice Search Text  |4p0025
Button.

Search Invoice |




The Search Result Page will be displayed.
7. Click on the View button to view the invoice.

Invoice - Search Results

Invoice Date Amount ID / Customer Mame Void Posted Faid
Number
100025 091172006 10306 | 01612717 Towsan Unwersmr Foundation V|ew

B. SEARCHING FOR MULTIPLE INVOICES

Performing your search using the Invoice Number criteria will produce only one result;
however, selecting the Org Name, Non-Org Name and Customer ID may produce multi-

ple results depending on the number of invoices generated.

1. Click on the drop down arrow and se- | Invoice - Search Page
lect Customer ID.

Search Criteria [ ~ustamer ID j
Select Critetia .
Search Text Imvoice Mumber

Org Customer Name
[Mon-Org Custnmer Marme

2. Type the TU Customer ID in the

Search Text Box. Invoice - Search Page
3. Click on the Search Invoice But-
ton. The Search Result page will Search Criteria [Custornar I H
display all invoices created for a
customer. Search Text ID15315?

| Search Invoice I

Invoice - Search Resulk

4. Click onthe |

. 100004 0&M8/2006 F3710.00 0163167 i Aramark Corporation igny |
VIeW bUtton 1000452 0152452007 F 563.93 0163167 i Aramark Corporation I N I+ Wiey |
tO VieW the 100085 02i08/2007 §165.25 | 0163167/ Aramark Corporation M ki M Wi |
invoice 100087 Q20a/2007 F710.00 | 0183167 fAramark Corporation VOIDED Wiew |

) 100088 02052007 $25000 | 0163167/ Aramark Carporation YOIDED g |
100085 02i05:2007 §700.00 | D163167 fAramark Corporation YOIDED Wiew |
100080 025052007 F200.00 | 0163167 fAramark Corporation YOIDED Wi |

—




NOTES ...







THE CASHIER



LOGGING INTO TU’S ONLINE INVOICE SYS-

1. Enter your TU UserName.
2. Enter your TU Password.
3. Click the Login button to enter the Online Invoice.

My TU | Directory | Calendars | Marketplace | Library | Maps SEARCH |

ABOUT TU ACADEMICS RESEARCH ADMISSIONS. LIFE@TU ARTS & CULTURE ATHLETICS QUTREACH SUPPORT TU

TOWSON

UNIVERSITY

TOWSON UNIVERSITY AUTHENTICATED LOGIN

Enter your Username and Password:

Username: ||
Password:
Lagin

USER TYPE: CASHIER

Your Online Invoice security access will determine the page being displayed after you lo-
gon. If you are a Payment Center Associate for the Bursar’s Office, the following page will
be displayed.

A. POSTING THE PAYMENT FLAG

Flagging the Invoice as Paid is performed by the Bursar’s Office to mark an invoice paid
when a payment is received that covers the total invoice amount.

My TU Directory Calendars Marketplace Library Maps SEARCH
TOWSON ABOUT TU ACADEMICS RESEARCH ADMISSIONS LIFE@TU ARTS & CULTURE ATHLETICS out
Invoice Main Page | Change User Type - Creator, A rer: AppAdmin: Pri Search Invoic
UNIVERSITY g | ang r Typ reator. Approver: AppAdmin. PrProc |
1. To mark the In- Invoice - Cashier's Main Page

voice as paid, en-
ter the Invoice

Number in theN1
Invaice Mbr:

voice Nbr field on

Page.

Search Invoice to Mark Paid

Enter invoice numberto search invoice




Page 48

Entering the incorrect Invoice Number will display an error message and return the
Payment Center Associate back to the Cashier’s Main Page.

TOWSON

UNIVERSITY

Sorry! No Invo

ice found with search criteria Invoice Nbr - '1000016'

This page will be redirected to Main Page.

Entering the correct Invoice Number will display the invoice in billing format.

2. At this time the
Payment Center
Associate will veri-
fy the invoice num-
ber and amount
before marking

the invoice Paid.

3. To mark the In-
voice Paid, click
on the Click to
mark INVOICE

PAID button.

N
TOWSON

UNIVERSITY
Click for Invoice history.

—INVOICE NUMBER: 100016

Billing Department: Bursars Office
Invoice Date: 11/06/2006 - [1064]
Net Terms: 15 Days

Item Type Item Type Description Amount
105002100030 University Store 550.00
108000300025  Copies Plus Print Serv Sales T 25.00

Total: $575.00

Click to mark INVOICE PAID

v of Md Baltimore County
Attn: Mary Smith
1000 Hilltop Circle
Office of Human Resources
Baltimore, MD 21250

—Description of ltem or Service - INVOICE NUMBER : 100016

Univ of Md Baltimore County - Account Number: 111345607

Date Detail Description Amount
08M6/2006 Fall 2006 Purchase at University Store 550.00
08/M16/2006  Taxed Item at 5% 25.00

Total: $575.00

~Questions or Inquiries
Donna Taylor/ 410-704-4603
Bursars Office

Return to search




.

4. A new page will open \/\/
with a message dis- TOWSON
playing the invoice LM
was successfully
paid. Invoice: 100016 Paid Successfully

5. This page will close
automatically. This page will be redirected to Main Page.

Once the Invoice has been marked paid by the Payment Center Associate, it will no
longer be available to view in the Creator’s or Approver’s View All Invoice page.

7. The paid in-

—Description of ltem-or Service - INVOICE NUMBER : 100016

voice will be
. Univ of Md Baltimore County - AccountNumber:(}] 343567
displayed Detail Description

with a PAID ! 08ME/2006  Fall 2006 Purchase at University Store 550.00

:
! \ —INVOICE NUMBER: 100016
! Billing Department: Bursar's Office
! Invoice Date: 11/06/2008 - [1064]
. TOWSON
. ! UNIVERSITY
1 i i 5
6' TO view the ;  Click for Invoice history. Item Type Item Type Description Amount
paid Invoice i 105002100030  University Store 550.00
’ | 105000300025 Copies Flu ntServ 3ales 25.00
follow the ! Total: $575.00
1
. / N\
search pro-
1
Ced u re On ! Univ of Md Baltimore County
pages 45 - ! At ary St
i 1000 Hilltop Circle
46 i Office of Human Resources
i Baltimore, WD 21250
1
i
1
i
i
i
1

08M16/2006  Taxed Item at 5% 25.00

water mark.

Total: $575.00

~Questions or Inquiries
Donna Taylor !/ 410-704-4603
Bursar's Office

Close Window

PLEASE NOTE: = =L L= LR i

If you choose not to mark the invoice paid at this time, you can click on the Return to
search link. This will return you to the Cashier’s Main page without marking the invoice

paid.




B. VOIDING THE PAYMENT FLAG

If a Paid Flag has been posted erroneously to the wrong invoice, the Payment Cen-
ter Associate will need to void the payment flag.

My TU D'Il!l'_tﬂlfg Calendars Marketplace Library Maps SEARCH

ABOUT TU ACADEMICS RESEARCH ADMISSIONS LIFE@TU ARTS & CULTURE ATHLETICS out

1. From the Cash- TOWSON
Ier’s Maln Page, UNIVERSITY

enter the Invoice
Number in the

Invoice Nbr field:

Invoice Main Page | Change User Type - Creator: Approver: AppAdmin: PrProc | Search Invoic

Invoice - Cashier's Main Page

Search Invoice to Mark Paid

Enter invoice number to search invoice

i i k- —INVOICE NUMBER: 100016
2' The Pald InVOICe % Billing Department: Bursar's Office
H H Invoice Date: 11/06/2006 - [1064]
Wl” be d|Sp|ayed. TOWS ON l:l]:tmT(::ms:iS Days
. UNIVERSITY
3' TO VOId the paY' Click for Inveice history. tem Type Item Type Description Amount
1 105002100030 University Store 550.00
ment ﬂag’ CIICk 105000300025 Coapies Plus Print Sery Sales T 2500
the Click to Void Tolsaenon
ayment button.
pay Invoice has been paid.
Click to %0ID payment |
To:

Univ of Md Baltimore County
Attn: Mary Smith

1000 Hilltop Circle

Office of Human Resources
Baltimore, MO 21250

—Description of ltem or Service - INVOICE NUMBER : 100016

Uniiv of Md Baltimore County - Account Number : 1} 34567

081 EF2006 Fall 2006 Purchase at University Store 550.00

\ 081 6r2006 Taxed ltem at 5% 25.00

r Questions or Inquirie
Daonna Taylor/ 410-704-4603
Bursar's Office

Total: $575.00

Return to search



4. A new page will open with a
message displaying the in-

, . Payment YOIDED Successfully for Invoice: 100016
voice was successfully void-

ed. —u
) ] This page will be redirected to Main Page.
5. This page will close auto-
matically.

6. To verify the pa|d flag was Invoice - Cashier's Main Page

removed, re-enter the In-
VOlce N u m ber |n the InVO'Ce Enter invoice number to search invoice

Nbr field. T

i : i —INVOICE NUMBER: 100016
7' The InVOICe WI“ be Billing Department: Bursar's Office

displayed. The  TOWSON e T
PAID watermark is UNIVERSITY

.. Click for Invoice history. tem Type  Item Type Description Amount

no longer visible 105002100030 University Stors 550.00
. . 105000300025 Copies Plus Print Ser Sales T 25.00

on the invoice . Total: $575.00

Click to mark INVOICE PAID

To:
Univ of Md Baltimore County
Aftn: Mary Smith
1000 Hilltap Circle
Office of Human Resources
Baltimore, MD 21250

—Description of ltem or Service - INVOICE NUMBER : 100016

Univ of Md Baltimore County - Account Number :{} | 54547
Date Detaill Description

Amount
081 Er2006 Fall 2006 Purchase at University Store 550.00
08/1 62006 Taxed ltem at 5% 25.00

Total: $575.00

rQuestions or Inquiries
Donna Taylorf 410-704-4603
Bursar's Office

Return to search



C. VIEWING THE INVOICE HISTORY

Action Date Action Performed Action User

"= 05-Sep-06 12:12:01 PM A Shelly Sievers
\k' 05-Sep-06 12:12:01 PM Employes Approval Shelly Sievers
T OWS O N 20-Sep-06 090917 AM Eli Susan Walsh
e 20-Sep-06 0202017 Ak Dept. Admin Approval Susan Walsh
0B-Poy-06 04:04:05 PM PostectPrinted Laurie Jones
12-Jan-07 1010027 A Paid Sandra Erhart
06-Feb-07 08:08:52 &AM Parytment WOIDED Sandra Erhart

= Close []

1. Click on the Click for Invoice History link.

2. An Action Date, Action Performed, and Action User will be

displayed in the audit.

3. The Action Date will be the date of the action.
4. The Action Performed can consist of:

a. Add - Invoice was created.

b. Edit - Invoice was changed. (Here is where you will see an Edit has been per-
formed on an invoice. If you click on the Submit Invoice Details button from the
Edit page, an Edit action will be written out to the Invoice History page. If you
click Cancel/Return to Previous page, no action is written out to the Invoice His-

tory page.)
c. Employee Approval - First level of approval.

d. Dept Admin Approval - Second level of Approval.
e. Void- Invoice was voided.

f. Posted/Printed - Charges were posted to customer account and invoice was
printed.

g. Credit Invoice - Credit Invoice was created.
h. Paid - Invoice has been paid.

5. The Action User is the name of the person that performed the action.




SECURITY FORMS

Located on the Bursar’s Web site ... http//www.towson.edu/bursar

Please refer to Logon details at the beginning of the Training Guide.



ltem Type Security Request

Creator Request

Approver Request

View All Request (Bursar and Financial Services Personnel)
Cashier Request (Bursar’s Office Only)

Print Processor Request (Bursar’s Office Only)



Please select the

ONLINE INVOICES appropriate box below.

Add Item Type (s)

]
[] | Delete Item Type (s)

TOWSON UNIYERSITY

ITEM TYPE AUTHORIZATION FORM

DEPARTMENT NAME: DEPT. BUDGET CODE:
REQUESTOR:
PHONE NO.: 4- (enter 4 digit number)

E-MAIL ADDRESS:

BUILDING: ROOM NO:

Please list ITEM TYPES below: (only item types listed on this form will be available
for your department on the online invoice)

ITEM TYPE DESCRIPTION ITEM TYPE NUMBER - 12 DIGITS

(e.g., LOST KEYS 105001200400)

Supervisor’s or Department Head’s Signature Date

The required signature must be obtained and the completed form returned to the Bursar’s Office, Mike
Mullenholz, ESC building, Room 321.

BURSAR OFFICE USE ONLY
ITEM TYPES ADDED DATE Email Sent Date:

Updated May 2012



AUTHORIZATION FORM

CHECK O (o)
ONLINE INVOICES ocees T ROLE

ADD CREATOR
DELETE CREATOR

TOWSON UNIVERSITY

CREATOR AUTHORIZATION FORM

Please use this form if you need to obtain new access or modify current access to the Online Invoice System.
Electronically complete or print information for required fields. Return completed and signed form by mail.

DEPARTMENT NAME: DEPT.BUDGET CODE:
CREATOR'’S INFORMATION:
LAST_NAME: EMPL ID:
FIRST_NAME: TITLE:
E-MAIL:
PHONE: 4- BLDG: ROOM NO:

(enter 4 digit number)
SUPERVISOR’S OR DEPARTMENT HEAD’'S INFORMATION:

LAST_NAME: EMPL ID:

FIRST_NAME: TITLE:
In signing, you state that you have read and agreed to the "University Guidelines for Responsible Computing" and
the "Certification of Security for Towson University Information Systems".

SIGNATURES REQUIRED FOR CREATORS:

Creator’s Signature Date Supervisor’'s or Department Head'’s Signature Date

The required signatures must be obtained and the completed form returned to the Bursar’s Office, Mike Mullenholz, ES
building, Room 321, x4-4603, fax 4-6043.

For New Accounts — You, the Approver will be notified by e-mail when the Approver account is complete. A carbon
copy of the e-mail will also be forwarded to the Supervisor or Department Head.

For Deleted Accounts — You, the Supervisor or Department Head, will be notified by e-mail when the Approver account
has been deleted.

BURSAR OFFICE USE ONLY — TEST SYSTEM

[ ] ACCOUNT CREATED - DATE: [ ] ACCOUNT DELETED - DATE:
BURSAR OFFICE USE ONLY — PRODUCTION
[ ] ACCOUNT CREATED - DATE: [ ] ACCOUNT DELETED - DATE:

BURSAR OFFICE USE ONLY
[ ] COMMUNICATION SENT - DATE:

Updated May 2012



AUTHORIZATION FORM

ONLINE INVOICES gggg'S(SOFFROLE

] | ADD APPROVER
[ ] | DELETE APPROVER

TOWSON UNIVERSITY

APPROVER AUTHORIZATION FORM
Please use this form if you need to obtain new access or modify current access to the Online Invoice System.
Electronically complete or print information for required fields. Return completed and signed form by mail.

DEPARTMENT NAME: DEPT.BUDGET CODE:
APPROVER’S INFORMATION:

LAST_NAME: EMPL ID:

FIRST_NAME: TITLE:

E-MAIL:

PHONE: 4 BLDG: ROOM NO:
(enter 4 digit number)

SUPERVISOR’S OR DEPARTMENT HEAD'S INFORMATION:

LAST_NAME: EMPL ID:

FIRST_NAME: TITLE:
In signing, you state that you have read and agreed to the "University Guidelines for Responsible Computing" and
the "Certification of Security for Towson University Information Systems".

SIGNATURES REQUIRED FOR
APPROVERS:

Approver's Signature Date Supervisor’'s or Department Head'’s Date
Signature

The required signatures must be obtained and the completed form returned to the Bursar’s Office, Mike Mullenholz, ES
building, Room 321, x4-4603, fax 4-6043.

For New Accounts — You, the Approver will be notified by e-mail when the Approver account is complete. A carbon
copy of the e-mail will also be forwarded to the Supervisor or Department Head.

For Deleted Accounts — You, the Supervisor or Department Head, will be notified by e-mail when the Approver account
has been deleted.

BURSAR OFFICE USE ONLY — TEST SYSTEM

[ ] ACCOUNT CREATED - DATE: [ ] ACCOUNT DELETED - DATE:
BURSAR OFFICE USE ONLY — PRODUCTION
[ ] ACCOUNT CREATED - DATE: [ ] ACCOUNT DELETED - DATE:

BURSAR OFFICE USE ONLY
[ ] COMMUNICATION SENT - DATE:

Updated May 2012



TOWSON UNIYERSITY

VIEW ALL AUTHORIZATION FORM L] | DELETE VIEW ALL

ONLINE INVOICES

AUTHORIZATION
FORM FOR the
BURSAR'’S OFFICE
AND FINANCIAL
SERVICES

ROLE ACCESS
[ ] | ADD VIEW ALL

Please use this form if you need to obtain new access or modify current access to the Online Invoice System.
Electronically complete or print information for required fields. Return completed and signed form by mail.

JEPARTMENT NAME:

DEPT.BUDGET CODE:

ISER’S INFORMATION:

LAST_NAME:

EMPL ID:

FIRST_NAME:

TITLE:

E-MAIL:

PHONE: _%

BLDG:

ROOM NO:

(enter 4 digit number)

’UPERVISOR'S or DEPARTMENT HEAD’S INFORMATION:

LAST_NAME:

EMPL ID:

FIRST_NAME:

In signing, you state that you have read and agreed to the "University Guidelines for Responsible Computing" and

the "Certification of Security for Towson University Information Systems".

SIGNATURES REQUIRED:

User’s Signature Date

Supervisor’s or Department Head'’s Signature Date

The required signatures must be obtained and the completed form returned to the Bursar’s Office, Mike Mullenholz,

ES Room 321, x4-4603, fax x4-6043.

For New Accounts — You will be notified by e-mail when the View All Records account is complete. A carbon copy
of the e-mail will also be forwarded to the Department Head.
For Deleted Accounts — You, the department head, will be notified by e-mail when the View All Records account

has been deleted.

BURSAR OFFICE USE ONLY
ROLE ADDED DATE:

COMMUNICATION SENT — DATE:

ROLE DELETED DATE:

Updated May 2016




AUTHORIZATION
FORM

CHECK OFF ROLE ACCESS
[ ] | ADD CASHIER

ONLINE INVOICES [] | DELETE CASHIER

TOWSON UNIVERSITY

PAYMENT CENTER CASHIER AUTHORIZATION FORM

Please use this form if you need to obtain new access or modify current access to the Online Invoice System.
Electronically complete or print information for required fields. Return completed and signed form by mail

JEPARTMENT NAME: DEPT.BUDGET CODE:
AYMENT CENTER CASHIER’S INFORMATION:

LAST_NAME: EMPL ID:

FIRST_NAME: TITLE:

E-MAIL:

PHONE: 4- BLDG: ROOM NO:
(enter 4 digit number)

UPERVISOR'’S OR DEPARTMENT HEAD'S INFORMATION:

LAST_NAME: EMPL ID:

FIRST_NAME: TITLE:

In signing, you state that you have read and agreed to the "University Guidelines for Responsible Computing" and the
"Certification of Security for Towson University Information Systems".

Cashier’s Signature Date Supervisor’s or Department Head'’s Signature Date

The required signatures must be obtained and the completed form returned to the Bursar’s Office, Mike Mullenholz, ES
Room 321, x4-4603, fax x4-6043.

For New Accounts — You, the Cashier will be notified by e-mail when the Cashier account is complete. A carbon copy of
the e-mail will also be forwarded to the Supervisor.
For Deleted Accounts — You, the Supervisor, will be notified by e-mail when the Cashier account has been deleted.

BURSAR OFFICE USE ONLY
ROLE(S) ADDED: DATE ADDED:

Updated May 2016



AUTHORIZATION FORM

ONLINE INVOICES CHECK OFF ROLE ACCESS
ADD PRINT PROCESSOR

DELETE PRINT PROCESSOR

TOWSON UNIVERSITY

PRINT PROCESSOR AUTHORIZATION FORM

Please use this form if you need to obtain new access or modify current access to the Online Invoice System.
Electronically complete or print information for required fields. Return completed and signed form by mail.

JEPARTMENT NAME: DEPT.BUDGET CODE:
RINT PROCESSOR’S INFORMATION:

LAST_NAME: EMPL ID:

FIRST NAME: TITLE:

E-MAIL:

PHONE: 4 BLDG: ROOM NO:
(enter 4 digit number)

UPERVISOR'’S or DEPARTMENT HEAD'S INFORMATION:

LAST_NAME: EMPL ID:

FIRST_NAME: TITLE:

In signing, you state that you have read and agreed to the "University Guidelines for Responsible Computing" and the
"Certification of Security for Towson University Information Systems".

Print Processor’s Signature Date Supervisor’s or Department Head’s Date
Signature

The required signatures must be obtained and the completed form returned to the Bursar’s Office, Mike Mullenholz, ES
Room 321, x4-4603, fax x4-6043.

For New Accounts — You, the print processor will be notified by e-mail when the print processor account is complete. A
carbon copy of the e-mail will also be forwarded to the Supervisor or Department Head.

For Deleted Accounts — You, the Supervisor, will be notified by e-mail when the print processor account has been
deleted.

BURSAR OFFICE USE ONLY

ROLE ADDED DATE: ROLE DELEDTED DATE:

COMMUNICATIONS SENT — DATE:

Updated May 2016



NOTES ...




