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2. Select the Invoices tile.   

 

3. From the task bar on the right side of the screen, select the magnifying glass to search for an invoice. 

 

4. You have the ability to search by either the invoice number, or by a supplier name.  
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5. If you are searching by the supplier’s name, click the magnifying glass on the Supplier or Party line. 

 

6. Type in the suppliers name you are looking for in the Party Name field and hit Search. 

 

7. Highlight the supplier you are looking to search for by clicking on it with your mouse and hit OK. 
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11. An Additional Information pop-up window will provide the State Check Num and State Check Date if a check has 
been issued. 

 

12. To view additional invoice details, select the invoice you would like to research by clicking on the invoice number 
hyperlink.  
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13. From here you can review supplier details (where the payment was or will be sent to) and view the invoice image. 

 

14. The “Notes” section will have any notes entered by the AP department. 
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15. Select the Lines tab to see the line details on the invoice. This will show a Purchase Order number that the invoice was 
applied to, if applicable. 
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16. Select the Holds and Approvals tab to see who all 

mailto:ap@towson.edu
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19. If the payment has not yet been entered by AP, no payment details will display.  

 

20. If you need further details on invoices or payments issued to vendors, please contact AP at ap@towson.edu. 

 


