PAW : Checking the Status Of Punch Out Invoices In Process

In order to determine if you have unpaid invoices due to items not “received” from a punch out supplier
please follow the following steps.

1. In PAW go to Accounts Payable > Invoices > Search for Invoices
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2. Click the down arrow next to “Created Date:”
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3. Choose “All”
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Add Filters

4. Click the down arrow next to “Add Filter”
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5. Scroll down the pop up window.
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6. Click on “Pay Status”
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7. This will cause a new pop up to appear with filter options for pay status. Click “In Process”.
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8. Repeat steps 4-7 of this process creating filters for the next filter, "Invoice Source," located in the
"Properties" section of the displayed box. Clicking will cause a new pop up to appear with filter options for
Invoice Source. Click “Electronic (Supplier System)” and apply.
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9. Repeat steps 4-7 of this process creating filters for Mismatch Reason (Filter on “No Receipt”).
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Review of Department Open Items:

10. Repeat steps 4-7 of this process creating filters for Department (Filter on “YOUR DEPARTMENT

NAME”)
Accounts Payable » Invoices » Search For Invoices
= Invoices
My Drafts Search
Created Date: Last 90 days v | Quick search Q @ AddFitter v  Clear All Filters
Pay Status: In Process = x  Invoice Source: Electronic (Sup.. + 3 Mismatch Reasons: No Receipt v < Department: All v
< > Page | 1 of 3 1-200 of 555 Results i M
Top Filter Options
Invoice Supplier Invoice FO Invoice Created Due [] Campus Life (Campus Life) (117)
«+  Number ~ Number(s) ~ Supplier Number Status Date/Time @) Date ¥ | [] No Department (83) 5 -~
[ Biological Science (Biological Science) (30)
e JI046541 THXL-GVeW-  AMAZON NUGELLLY Pending | 12/9/2021 12/9/2021 ] college of Natural & Math. Sci (College of Natural & Math. S..
RKGV ‘C;JACF’;I'AL SRVCS 10:29:58 AM [ Theater (Theater) (20) 3
[J Learning Resource Center (Learning Resource Center) (17)
[ The Hilltop Institute (The Hilltop Institute) (17)
[ Computer Sci Elec Engineering (Computer Sci Elec Engineer
[ Residential Life (Residential Life) (15)
e JI046536 1¥YVLLPHP- AMAZON Jo0013577 m 12/9/2021 124972021 [ Sherman Cir for Early Learning (Sherman Ctr for Early Leam
FJIP CAPITAL SRVCS 10:08:49 AM Q Begin typing or click here to search 3
INC © -

m Cancel

Review of Invoice Owner Open Items:
11. Repeat steps 4-7 of this process creating a filter for Invoice Owner (Filter on “YOUR NAME”)

It is suggested that Invoice Owners DO NOT filter by Department but ONLY BY THEIR NAME. (Skip step
10)

The reason for this is that all invoices have an invoice owner but not all invoices have an associated

department. Therefore, if you filter by department then by name, invoices without a department will be
excluded.

The resulting window will show you all invoices which have not been “received” for a Punch Out
Supplier. Please review these and if they have been received please mark as received in the system so
that Accounts Payable may pay the vendor.



Creating a Working List

You cannot process a receipt from the search screen for invoices. However, you can download
the filter results and use it as a working list.

After filtering the invoices you wish to review for receipt. Click on “Export All” (upper right)

Invoice
Type

Mon-
PO
Invoice

Mon-
PO
Invoice

Pay

Al =

Status Total Amount

In
Proce
55

Prace
55

23.00 UsD

232.96 UsSD

Search (AR+Q)

Account

7091400

7091400

Q

B save As

Accounting Amount

Date

12/9/2021

12/9/2021

Paid

0.00USD W

v  APinFilters

Date

-

®Z +* ® :

o 4 3

2 Export All

-

?

£ 200PerPage v .

Completed

Department

- Athletics &
Physical
Education

- Athletics &
Physical
Education

Dept

10481

10474
10475

Invol
Owne

Boze

Boze




Verify in the pop up that the TYPE is Screen Layout, then click Submit.

Export Request Options (Step 70 1)
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Your recent exports are listed in descending order on this screen.

Click on the top blue hyperlink to retrieve your working list.
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k3 Export request for Invoice Completed Invoice Screen Layout (Excel) 12/3/2021 8:39:59 AM 12/3/2021 8:40:37 AM
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This working list can be used to review invoices for creating receipts.
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Receiving Items

When creating a receipt please be sure to select the correct receipt type.

We have seen a number of invoices come through which are of type Cost.

Cost Receipt

When they should be quantity.

Quantity Receipt

Please be sure to choose the correct “TYPE” of receipt otherwise these receipts
will result in a TYPE mismatch and will delay payment to our suppliers.
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