Payment Request Status Job Aid

From the Financial Edge NXT home screen, hover over Expenses and click on
manage expenses.
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Welcome to Financial Edge NXT!
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Under My invoice requests click Work with my invoice requests

My invoice requests

© New request
4 Open
219 Approved

A 6 Rejected

Work with my invoice requests

Edit my settings

Edit
Email lharr187@kennesaw.edu
Invoice request notifications Rejected Instantly
Credit card notifications Rejected Instantly

Out of office forwarding Disabled



Remove any filters that may be applied by clicking the x on the blue filter cell
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Kennesaw State Uni

i
My invoice requests

[-YEEW  Find in this list Q  YFilter  $Sort v Only show unsubmitted

Filter: | Statu

0 Transactions

No items found

Locate the request by scrolling on the leftside of the screen and click on the
request to open
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CYEEW  Find in this list Q  YFilter  $Sort v Only show unsubmitted

Marietta Power & Water

552700 Amount Invoice number Invoice date Payee @ Approval rule @ Status.
022243 2/1/2022 Genesis Landscape Group, Inc. Foundation General In Progress
$1.00000 Approved February 2022 Landscape Maintenance
11252022 Expense detail/purpose
Stowers & Company Continued landscape... See more
$17,497.00 Approved Distribution
112512022 Expense category * Description * Quantity * Rate * Line item total Date
Kennesaw State University Foundation Gen.. X & General Expenses to be pa 1 $527.00 $527.00 02/07/2022 =]
$387838.01 Approved
11912022 Line | Account Debit | Split | Project Class University Impact Code College Impact Code Management Fee
KSU Bursar 1 080-5503 - Repairs & Ma $527.00 80KennHospt! - Kennesaw | Capital Projects
$7,500.00 Approved “ >
118/2022

Custom fields
Alexander\Haas

$5995.40 Find in this list Q
1182022 Field Value Date Comment
Schulten Ward & Turner & Weiss, LLP
Approved Invoice Number 022243 20112022
$708.45 Changes Required to Vendor Record No
116/2022 Payment Type Check - Mail to Vendor
Schulten Ward & Turner & Weiss, LLP
Approved Check requires a Remittance Advice No
$3,500.00 Approved Payment Bank Account Foundation Operating
118/2022
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Hover mouse over the i next to the Approval rule at the top of the of request to
view the order of approvers
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General ledger Expenses v Payables Treasury

Kennesaw State University Foundation

. . Rule name Foundation General
My invoice requests Description: Foundation General
Expense
Path: 1. rsansoml
2. Iharrl87
LYSEW  Find in this list Q  Yriter  $Sort v 3. vpatrick Only show unsubmitted
Marietta Power & Water $I7497.00 fmount Invoice number Invoice date Payee © Approval rule @ Status
$1,000.00 A q 20220201 1/31/2022 Kennesaw State University Foundation General Approved
) pprove KSU Sports Park February 2022 Lease Payment
1/25/2022 Expense detail/purpose
Stowers & Company KSU Sports Park February... See more
$17,497.00 Approved Distribution
112512022 Expense category * Description * Quantity * Rate * Line item total Date
Kennesaw State University Foundation Gen.. X & General Expenses to be pa 1 $17,497.00 $1749700 01/25/2022 =]
$387,838.01 Approved
11972022 Line | Account Debit | Split | Project Class University Impact Code College Impact Code Management Fee
KSU Bursar 1 010-5200 - Building and s $17,497.00 10SPORTSPARK - Sports Par Without Donor Restrictions
$7,500.00 Approved “ >
118/2022
Custom fields
Alexander\Haas
$5995.40 Find in this list Q
11872022 Field Value Date Comment
Schulten Ward & Turner & Weiss, LLP
Approved Invoice Number 20220201 1/31/2021
$708.45 Changes Required to Vendor Record No
118/2022
e Payment Type Bank Draft - Wire
Schulten Ward & Turner & Weiss, LLP
Approved Check requires a Remittance Advice No
$3,500.00 Approved Payment Bank Account Foundation Operating
118/2022
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Next, scroll towards the bottom of screen to review the approval timeline.
If the timeline only shows you submitted the request, then the first person has
not approved yet.
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General ledger Expenses v Payables

Kennesaw State University Foundation

My invoice requests

Only show unsubmitted

LYENW  Find in this list Q  Yriter  $Sort v
Marietta Power & Water - . - -
Field Value Date Comment
$1,000.00 Approved
1/25/2022 Receipts *
Stowers & Company
$17,497.00 Approved Any attachment type ¢
1/25/2022
Kennesaw State University KSU Sports Park FY22
1/25/2022 k
387,638.01 A o
?19 2022 e Adobe
ol 7309 KB
KSU Bursar
$7500.00 Approved
118/2022 History of changes
Alexander\Haas
Date What changed New value Previous value Rejection reason Rejection notes Changed by
$5/995.40
11812022 1/26/2022 Status Approved In Progress vpatrick
Schulten Ward & Turner & Weiss, LLP 1126/2022 Last action Approved Approved vpatrick
Approved
1/26/2022 Last action Approved Approved Iharrl87
$70845 1/25/2022 s InP Submitted 1
1812022 tatus n Progress ubmitte rsansom|
Schulten Ward & Turner & Weiss, LLP 1/25/2022 Last action Approved Submitted rsansoml
Approved
1/25/2022 Status Submitted Open Iharrl87
$3.500.00 Approved 1/25/2022 Last action Submitted <blank> Ihar187
118/2022
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