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In order to request a payment without a purchase order, you will need to complete a Supplier
Invoice. Note- the Supplier Invoice is NOT used for reimbursements or refunds. This process
can ONLY be used for the limited spend categories which are listed on the Spend Categories
for Supplier Invoices on the Workday Finance Job Aids.

The main steps of the Supplier Invoice are as follows:

1) Check funds availability by reviewing the R002 Report

2) Confirm Supplier exists in the Workday system

3) Confirm Invoice number from Supplier, or create an invoice record using the Supplier Invoice
Number Template

4) Enter the Supplier Invoice information

5) Check the status of the request

Check Budget

The first step in creating a Supplier Invoice is to check the available budget. For cost center
transactions, run the R002 Report. If the transaction is for a grant, then the R134 Report
should be run.
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e In the Search field, enter R002 to find ¢ In the Search field, enter R134 to find

and run the Budget Report and run the Grant Summary by
Ledger Account report.
R002 Operating Budget Variance for Organization R134 Grant Summary by Ledger Account
Grganization A = organization 4 =
Pariad ¥ All Cost Center Hierarchies >
Division y Period * % FY2020-04 Oct =
Worktogs
Al Gifts » Award =
Ledger Ascount' Summiary Activie Cost Centers >
Worktags =
Active Cost Centers h..' Cost Center ¥
Heeecly Ledger Account/Summary =
Filter Name All Gift Hierarchies »
Active Division Drganizations by b Spend Category as Worktag =
Division Hierachy

1) In the Organization field of the R002, select the Prompt icon and search for the
organization you wish to view. To view a list of all Cost Centers or Gifts to which
you have access, select Active Cost Centers or All Gifts.

2) In the Organization field of the R134, select the Prompt icon and search for the
project you wish to view.

3) Click the OK button.

The R002 Budget Variance Report.

< R002 Operating Budget Variance for Organization (==

Budget tn Actusls for Cos Center CC 10075 Tachnology Trainng and ining:ation FY 2030 ]

| Emport ran em GO/ 201% far Period FY 2020 - 02 Aug Cirigral Budget Armendments I Rerutsed Budget I hilgaman Cammitment Ersereed dourmals Saaiabie Hudger §

724,708 41

| | 1
Totar Parscvrs’ Expose LBO7345.00 a0 I Leorsass0 | oo .00 a0 180734560 000w

LR — 01800 a0 91800 a0 o600 axrs0 3750

Forti! Enporis L813.260.00 .60 LET2680.00 aoo o6 33750 1872 924 10 200.0%

Review the appropriate Parent level Available Budget column to ensure that money
is available for the proposed purchase.

If there is not enough budget in the correct parent account, a budget amendment will
need to be completed and approved. Please go to the Workday Finance Job Aids page
https://www.montclair.edu/finance-and-treasury/workday-resources/budget-
amendments/ to access the Budget Amendment Reference Guide.
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Once confirmed that enough budget exists, begin to build the Supplier Invoice.

Confirm Supplier in Workday

BEFORE beginning the Supplier Invoice process, confirm the Supplier exists
in Workday.

1) Type Find Suppliers in the Search field in the upper left corner of the screen
and click Find Suppliers — Report.

W Q find supplieq

Find Suppliers

2) On the Find Suppliers screen, enter the supplier name in the Supplier field.
3) Click Enter to process the search.

Find Suppliers

Supplier

Supplier Name

Supplier ID

Tax ID

Supplier Status

Supplier Classifications

Supplier Category

Supplier Group

Customer Account Number

DUNS Mumber

Payee Alternate Names

Supolier Contacts —

! ' Cancel
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4) From the list of search results, click the selection box next to the appropriate

Supplier for the request.

5) Click the OK button.

Find Suppliers

Supplier state of new jersey X
Search Resul 2
Supplisr Name earch Results (2)
I  TATE OF NEW JERSEY
Supplier ID
TREASURER STATE OF NEW JERSEY
Tax ID
Supplier Status =

Supplier Classifications

Supplier Category

Supplier Group

( =

In the supplier report:

A status of “Active”, in the Supplier Status column, indicates the Supplier is
available to use. Other statuses include “Inactive” (Supplier has not been used
in a specific period of time), “Hold” (temporarily unavailable if there is an issue
with this supplier file), and “Draft” (the file is being created or updated).

The Supplier Contacts column lists the name(s) of the connection(s) withinthe
Supplier that works with Montclair State University.

The Primary Remit-To Address shows the default location of where payments
are sent for this Supplier.

The Remit-To Connections displays the alternate addresses on file forwhere
payments can be sent.

The Order-From Connections lists the associated addresses for where the
purchase orders should be sent for this Supplier. When checking the status of
the Supplier, make note of the preferred address of where your specific purchase
order should be sent, as you will need to indicate this on the corresponding
requisition.

The Affirmative Action, Business Registration Certificate, and Chapter 51
columns indicate which documents are on hand, the ID numbers, issue and
expiration dates for the specific Supplier.

If the Supplier does not exist in the system, a Supplier Create/Maintain Form should
be sent to the targeted Supplier for completion and submission to the Supplier Create

team.
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A supplier can be used in a transaction, ONLY if their status is “Active”, AND there is
data in both the “Primary Remit-To Address” and “Order-From Connections” fields.

€ Find Suppliers Ciens)

Supplier  STATE OF NEW JERSEY IRS 1099 Supplier  No
= h
Ei =@
Supplier Supplier Parent Default PO
Supplier Suppller Name Supplier ID Supplier Category Alternate Hame Supplier Contacts Issue Primary Emall Address Prime
Status Group Supgplier
Email
STATE OF MEW JERSEY S-00003394 Active Suppliers 57 NJ DIVISION OF VOCATIONAL  ASLEE ROGERS riedc@dolnigoy
REAS SERY CECILIA HEREDIA

CINDY CORDERQ

DAVID KRUS

< Find Suppliers o>

Supplier  STATE OF NEW JERSEY 1B 1099 Supplier

02 Athrmative 02 Abfemative 02 Affemnative 032 Business 03 Business Chapter L e Pus
Remit-To Conmeclions Order-From Connections mction Certificate  Action Certificate  Action Certificals  Registration Rugistration 51 Start : ,? thows D st
Nurnber Issue Exparation Certificate Mumber  Certificate Date Date o

Frimary Remit-Ta Addoss

Confirm Invoice from Supplier/Create Invoice Record
The requestor needs an invoice number before the data entry process can be started. If

the Supplier has provided an invoice, enter the invoice number in the Invoice Number
field.

If no invoice has been provided, a Supplier Invoice Number Template must be
completed so that an invoice number can be generated for use in the system. The
Supplier Invoice Number Template is available on the Finance and Treasury website,
under Forms, in the Accounts Payable section. NOTE- ONLY use the Supplier Invoice
Number Template if the Supplier has not provided an invoice with an invoice number
included.

Note — A new Supplier Invoice Number Template must be completed each time a new
request is initiated. The completed template cannot be reused for multiple requests, as
a unique invoice number will need to be generated each time there is not a supplier
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invoice provided. Please start each Supplier Invoice Number Template from the Finance
website to ensure the latest version of the form is being used.

Save the completed template as a PDF (print as PDF) in your computer to ensure the
entered data is retained within the form. Once saved, attach the request to the Supplier
Invoice in Workday, along with any other related backup.

Create Supplier Invoice

1) Enter Create Supplier Invoice into the Search bar and click Create Supplier
Invoice — Task.

W

! Create Supplier Invoice

Q) create supplier invoice

The Create Supplier Invoice screen displays.

2) Complete the following fields in the header section:
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Company — defaults as Montclair State University

Supplier — click the prompt icon to search and select the appropriate
Supplier.

Remit To Connection — select the delivery location for payment for this
Supplier. This is a required field.

Currency — defaults as USD.

Invoice Date — defaults in as the current date. This should be changed to
reflect the date of the invoice.

Control Total Amount — the total amount of the payment being requested.
Payment Terms — defaults in based on the supplier selection. This should
NOT be changed.

Handling Code —select an option if the check is to be picked up by the
requester, or if the enclosure needs to be included with the payment.
Supplier’s Invoice Number — This is a required field. Enter the number from
the Supplier’s invoice or from the Supplier Invoice Template that you
created. Please note, if a duplicate invoice number is used for a supplier, the
system gives a hard stop.

Supplier Contract — used ONLY by Facilities for paying building permits.
Memo - leave this field blank.

Approver — leave this field blank.
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Create Supplier Invoice

Supplier Invoice (et imvoice Nurmber

v Invoice Information

Compary * % Monaclair State
Uriversity

Supplier * =

RomitTe Connoction =

Control Total Amount a

Total invoice Amount

Freight Ameunt

Other Charges

Tan-Only

~ Terms and Taxes

Paymert Terms

Discourt Date
Duse Date

Dusa Date Override:

Default Payrment Type
Crvarricke Payment Typse
Riferanee Type

Default Tax Option

Default Tax Code

Default w.mndsng Tax Code

Tax Aerucant

Withholding Tax Amount

WU DD Y [

~ Invoice Reference Information

Ship-To Address

Handling Code =

On Hald

Supplier Document Received

Supplier’s Invoice Number

External PO Number

Statutcey Invice Type =

Supplier Contract

Total Contract Amour

M

Approver

3) Scroll down to the Invoice Lines section of the screen.
4) Complete the following fields on the line:
o Spend Category — Select the appropriate spend category for Supplier

invoices. If the user selects a spend category which is not allowed, they will
receive a system error. List of Spend categories for Supplier invoices are
available in Workday Finance Job Aids.
¢ Quantity — Enter the number of items included in the line of the request.
¢ Unit of Measure — Select the appropriate unit of measure.
¢ Unit Cost — Enter the cost of one unit of the line request.
e Extended Amount — The total amount of payment for the specific spend

category selected.

o Cost Center/Division/Additional Worktags — Enter the specificdriver
worktag to complete the related fields.

Invoice Lines Tax Currency Rate Prepaid Details Additional Fields Attachments
Invoice Lines 1 item
Order *Company Item Item Description
% — Montclair State
University
5) To split the cost of a line, scroll to the far right of the line and click the i

zero in the Splits column.
6) On the pop-up, click the drop-down to select if the split will be based on
dollar amount or quantity.
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Done

7) On the displayed line, enter the percent or amount of the first portion of the split.

8) Enter the appropriate driver worktag in either the Cost Center field or the
Additional Worktags field.

9) Click the plus sign immediately under the Item counter, and complete the split
information on the inserted line.

10)Continue to add lines until 100% of the total line amount has been allocated.

11) Click Done.

12)To add another line to the overall invoice, click the plus sign below the Invoice
Lines tab.

13)Once all lines have been completed, click the Attachments tab to upload the
required supporting documentation (supplier invoice, or completed template).

14)Scroll back up to the header section of the screen to check that the Control
Total Amount field equals the Total Invoice Amount field. This will confirm that
all line totals were included in the amount of the payment.

15)Click the Submit button to save this request and send it to the approver for
review and processing.

A confirmation banner displays confirming the request invoice has been successfully
submitted. If an Alert indicator displays on the banner regarding the Prepaid Transaction
process, ignore it (for subscriptions and memberships).

Note - if a disallowed spend category has been selected, the system will display the
error message at this point. The Initiator will need to revise and resubmit the request for
approval.

Review Budget Check

If the system finds an issue with the budget versus your request, a “Review Budget
Check” action and Review button displays on the screen, once the request is submitted.
An item will also be sent to your Inbox, Actions tab. NOTE-This request will NOT be
sent to the approver for review if there is an issue with the budget.
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You have submitted

Supplier Invoice: SI-0000000063, LENOVO US INC on 11/10/2019 for $5,000,000.00 (actocs)

Up Next

€ \; Your-name-here!q]
A 4

Review Budget Check
Due Date 11/11/2019

> Details and Process

1) Click the Review button to drill into the request in order to find the issue.
In the upper right corner, the budget status displays.

2) Click the View button on the line to see the specific details of the request.
Review Budget Check

Check Budget (Financial) for Supplier Invoice (==

Transaction exceeds available budget remaining in the budget pool. Correct any inaccurate worktags or create a Budget Amendment to transfer budget from ancther budget pool.

For Transaction  Supplier kvcice: SHO00000003. LENOVO US INC on 11/10/2019 for §

Request Dverride

Budget With Exceptions Transacticns

Budget With Excepticns 1 26 FMEC

Company Budget Structure Yaar Control Periods Budget Check Option Budgat 1o Data

Montclair State Univesity Centred Budgat Structura - Parant FY 2020 Arneal Control I View

Send Back Save for Later Cancel

3) Review the columns of the Report, and pay special attention to the
Budget Amount versus the Current Transaction columns.
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Budget Check Exceptions B &

Budget Stnacture

Budget
Budget to Date

Include Reserved Journal Lines e

B E=dk@.,

Budget Structure Dimensicas
Subjest 1o Budget Chack

Budget Ameunt Spond  Currant Transacti on  Avalable Budgat Line-Level Status

Subsenptiang

4) Based on the information provided, decide if a Budget amendment needs to be
completed, or if the request should be edited to adjust the Worktags.

Approval Process

The process moves forward for additional reviews and approvals to the list below.

Note- any of the approvers can Approve, Send Back the request to the Initiator with a
comment on any changes to be made, or Deny which terminates the invoice.

e Cost Center Manager for each department involved
e Grant or Gift Manager, if applicable

Check Status of the Supplier Invoice

To view where in the approval process the Supplier Invoice is sitting, type the
Supplier Invoice in the search bar. You can scroll down and click the Process
History tab.
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View Supplier Invoice

Supplier Invoice @ Invoice Number  S-OD000S9632  Status  In Progress Payment Status  Unpaid Budget Check Status  Pass
~ Invoice Information ~ Terms and Taxes ~ Invoice Reference Information
Company Montclair State University Payment Terms Net 30 Ship-To Address 1 Narmal Avenue Montclair, NJ 07043
United States of America
Supplier COW GOVERNMENT LLC Discount Date
on Hold No
Remit-To Connection  COW GOVERNMENT LLC - Remit-To: 75 REMITTANCE Due Date 03/29/2023
DRIVE SUITE 1515 CHICAGO IL UISA 606751 Supplier Document Received No
} Default Payment Type  ACH c
Currency usD Suppliers Invoice Number 7890
Invaice Date 02/27/2023 External PO Number
Invoice Received Date  (empty Referenced Invoices
Total Invoice Amount  11.00 Supplier Contract
Amount Due 11.00 Total Contract Amount 0.00
Involce Lines Attachments
Invoice Lines 1 i EAETE . B

This will allow you to see who is next in the business process awaiting action.

nvoice Lines Attachments  Frovess History
HETdE.S Lul
Prosess Step Status Coempleted On Due Date Persen (Up 1o 5) AllPersons  Comenent
; e Invoice Ev ! 3
eck Budget (Fiancia eck Busget (Financia Austmenanc Complete i) 3
AM
ck Buds ancial t plete el ay Service
A
Rview Budget Chwick Not Requined 0

Connally (Cost Center Manages) I

Save for Later

1) Click the Save for Later button to save your request and return to it later.

Save for Later Close

2) Follow the steps in the Find Supplier Invoices for Organization to locate those
items in Draft status.

Find Supplier Invoices for Organization
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To view a list of all Supplier Invoices and their statuses for Cost Centers to which you
have access, run the Find Supplier Invoices for Organization report.

1) Enter Find Supplier Invoices for Organization into the Search bar and click
Find Supplier Invoices for Organization — Report.

w Q find supplier invoices for organization|

Find Supplier Invoices for Organization

The Find Supplier Invoices for Organization screen displays.

2) Inthe Organization field, enter the cost center to run the Report.
3) Click the OK button.

Find Supplier Invoices for Organization

Organization =

Supplier =
Invoice Date On or After MM /DD AYYYY
Involce Date on or Before WM /DD AYYYY [

Match Status ]
Only Shaw Invoices that Falled Budget Check

Exclude Canceled invalces ﬂ

Cancel

The system displays a report with the following columns:

o Invoice Number o Payment Status

o Invoice Date o Memo

o Supplier o Due Date

o Invoice Amount o Payment Type

o Budget Check Status o Last Invoice Payment Date
o Approval Status o Payment Reference
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¢ Find Supplier Invoices for Organization (=

Compamt  Moriclne Sain sy Ercbodie Cprmaled brvmnes. Y

Digaridalias  Conl Cavier CCRLLMR WP Pratdsl vl Tidaiorsr

a1

iemce b Hurrber irvcs e Suppler ey E Apprersl Siutes Purvosst Biates. v | Biw Db :::-u m* Pt R
q SHRN 1 LRARIEIN TR SHGUD (Fa THE TED  Pasa Aol Pasd TN . VI EFT-0 718
Q AR BRERSEIR COMPASE CROUP L INE 18008 Paas Rpgezent Pad ST ACH SR EFT-S8i 734
o D000 40 CIRIPRSR LR (A I b T sppeswee B B ]
Eh. Sudiddadi T PRUTRSIENY ADORAMA TANER. INC FE0  Fasa n Progeaan dngadd Ll ral Chack
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Change a Supplier Invoice

Edits can only be made to the Supplier Invoice by the Initiator while the status is “In
Progress” or when an approver sends it back to the Initiator, and the Payment Status
is Unpaid.

1) From the Find Supplier Invoices for Organization report, click the twinkie next to
the magnifying glass of the supplier invoice to edit.

< Find Supplier Invoices for Organization (-

[ ol (@0
Bupplarbwalcs . ks Badpa Bayment Papment t e Py
llllll Marnbar vz Dk Tapmalom (FRAETE <‘:I-.JI- Agprzval Slatn i Mermo Due Dale Ty Pagment Diss  Rlerane
1
2) In the left column of the pop-up window, hover over the Supplier Invoice
option, and click Change.
Supplier Invoice ol
R iz roice: S51-0000001902
« Invoice Information « Invoice Reference Information
Tupgler THAYHAR FLECTRIC 0O M Suspler Documwrd Peceed 0
CaTERLY Doslgmail Dant

3) When the Change Supplier Invoice screen displays, scroll down to the invoice
lines and make the necessary changes.

4) Once the changes have been made, click the Submit button in the lower-
left corner of the field to send the request through the approval process.

Change Supplier Invoice
Seopher ok g o Hurrber = baich Stah  Mdatche Paymert Sloghn  Uspa Budget Chech $tatun
“ Invoice Information * Terms and Taxes - Invoice Reference Information
Gompany & Moniziair Slake University Paymen t Perma & ow et =  ShipTodddos x 1 Monmal Avenue Momiclair B =
" O70ER Ueited Sumes of Arssica
- 0 BC
Dimcowt -
Rerrie-To Comnection ¢ POBYCATAYN BOSTONMAUSA = \aniie Ced -
O AT bz Biain
s Bt Oarrics 1 G Hek
Cuerenc,
" Suppler Document
iwoice fiste & 1Eoasams B Detault Payment Type ACH il
Mvenics Papmaara Typs = Supplers b
s Pl Dt Murnbe
Azces e ¥ o Gl PO Nambsr
Dty
Dafant Tan Opiios v i
Boatral Taial kmaunt dhheli S g
Toiad Irvesica Aemaeni SERSSE = | sonaory ivoies Tyse =
Save for Later Cangel
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Cancel a Supplier Invoice
Supplier Invoices can be canceled up to the point of being Approved and with a
Payment Status of Unpaid.

1) From the Find Supplier Invoices for Organization report, click the twinkie next to
the magnifying glass of the supplier invoice to edit.

< Find Supplier Invoices for Organization

Dindy Show Invoires that Falled Budges Check i Eavluds Canceled woices e
Seppiler Invaica Imecice  EEOP Papmant Payment  Lastiswics  Pupmas
: Sty ol -
Tvrak " T Chpck .
eu PR voice Date Supsie — - . Mema Due Dute Foat etz et
Patus
4 Q0000022 S FIgL =i CRAYHAR ELE L w281 Pau e B

[18 ol (@ L7

2) In the left column of the pop-up window, hover over the Supplier Invoice
option, and click Cancel.

Actions .
Supplier Invoice T &
ki roice: SI-0000001902
Sletur n Progroas Match Sieton Matzhad Pagrant S1atun
« Invoice Information « Invoice Reference Information

Eomasty KAamaolal Snyle Unspniry Payment Teerm

Roppiler CRAYDAR ELECTERC CO NG Supplier Dacumant Bacared

Remi-To Connection  GHAYHAR ELFCTRR PO RO &0 2390 BOS TN WA LKA 21358 Easprpdier's Irreince Humbed

Curmiasy Discown Dadte

imaice Date

The Confirm Cancel Supplier Invoice Document screen displays.

3) Click the OK button in the bottom left corner to cancel this request.

Confirm Cancel Supplier Invoice Document

we confim tha you wish 13 cancel the supolier inmsite documest below

Fiaaia Confitm Cancelation +

Suppiier Ieoce 4 Irwocw Haarmibet SH000008N WS Slatank anch Status Maiched Faymen 1 Slefum npaid Budget Check Sletus
“ Invoice Information ~ Terms and Taxes » |nvoice Reference Information
Lorpany Mlorocler SEate Lnmensty Payrmen Terrms Shep o Addewss Normal irenue MAcmclar b
Sopplier GRAYRAR ELECTRC GO ING Oeszoom Date
O Hokd
Remi: Ta ConnecBan PO BCx Dhaw Dt
h Befaut Paymaens Trgs ALH Saanpiber DOCuEmen
Curreme ¥ Bamcarend
Iavaice Date Saapiuini 4 Wregue
Murmber
lavalcs Rgceived Dats
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System Drafts

1) Enter Find Supplier Invoice into the Search bar and select Find Supplier
Invoices for Organization — Report from the search results.

W Q find supplier invoices

Find Supplier Invoices for Organization

1) In the Organization field, enter the Cost Center, Gift, Grant, or Project code.
2) In the Expense Report Status field, click the prompt icon and select draft from
the list of statuses available.

Find Supplier Invoices for Organization

Organization

Supplier

3 Supslier Invoice Statis * Draft — b

Inwoice Date On or After
Inwoice Date on or Before

Match Status

Onby Show Invoices that Failed Budget Check

Exclude Canceled Invoices

o F

:I:I h Cancel ar

3) Click OK.
4) Hover over the magnifying glass in the first column of the corresponding supplier
invoice, and click on the twinkie to display the Actions menu.

¢ Find Supplier Invoices for Organization (e

Ondy Show invoices T Faded Badpet Check Evclude Canceled Invseces v
[ = ok @
. Sopplier lesios E : n : | Paysbnt X o Payment [ Paytedil
voige LT e Dsts  Suppler Irppics Amount Budpet Chack Blaten Appesval Status L Lhgrvay D Dt . = G
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5) From the Related Actions menu, hover over Supplier invoice and then click

Cancel.
[ Actions B i
Supplier Invoice B
Ondy Sho
Budge Dave Workbe
: :::il- 0a3aa0 Clahss  Dealt Payrmest Slatus Urcasd
s Copy wmation + Invoice Reference Information
Ienice Graats Adiairsend
- Mo r Pagiteent Teiran ! wediale
bir =
4 1 Fape VAR ! Saipplior Documen Racesesd I
L A I T ROUTE i Saippker's Inegice Murmiter 4051 312314019
a Custransy Disscunt Date
q Inveice Date 13
Do Diitie 1
a 0003469 Lrdi) E C RO 228.0 C 2 [=

The system asks for confirmation regarding the cancelation of the supplier invoice.

6) Click the OK button to confirm to cancel the draft.

Confirm Cancel Supplier Invoice Document

Supglier invoice

Cowrgany

Suppliar

Remit-To Cansscrios

Totad Invoice Amaunt

Amzunt Due

voice Humber %

* Invoice Information

Sioten  Draf Payment Satus

* Terms and Taxes
Faymara Terma,
Dhacein Dt
gt Dt

el Paymen Type

“ Invoice Reference Information

Shig-To Lodress he

O iald
Fugplar Dopmenant
Recerved

Suppla s inspice

Myrnbs
Esteinal PO Blumiber
Rl irecod Poicah
Suspler Gontroct

Teatil Gt Aeacsart]

The system displays a confirmation that the draft has been canceled.
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