Workday Grant Functions Quick Reference Guide

How do | find the status of invoices on my grants?

The Find Supplier Invoice’s — OSU report locates invoices that are unpaid in order to follow-up and help move them along.
View the invoice or adjustment number, company, status, supplier, invoice date, memo, discount date, due date, invoice

amount, amount due and adjustment for entered supplier

Search Parameters:

e Company: For OSP grants, always select "The
Ohio State University".

e  For a particular supplier/subrecipient, select
the supplier/subrecipient in the Supplier field.

e To search by grant number, enter the GR#
into the Worktags field.

e To locate subaward expenses, in the Spend
Category field select "Research Subaward
Expense (5C10237)".

Search Results:

e View the Payment Status column for the
supplier invoice in question and see if the
status is unpaid. If unpaid, review the details of
the Supplier Invoice for more information
about who to contact for follow-up.

e  Filter by Supplier if there is a particular
supplier in question, to locate that supplier's
invoices.

e  Filter on Invoice Status within the report, to
locate invoices that are "In Progress", "Draft",
Canceled", or "Approved".

e Filter respective columns as needed, based on
what was or was not filtered on in the search
parameters.
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Search Results Exported into Excel:
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