
 

Accounts Payable – Researching Payments 
For employees searching for an invoice.  

 

 
 

 

Last Revised on 5/31/22 

 

Purpose:   Search for an invoice. 

How to Access: Log into the Stratus application.  

Helpful Hints: Be sure to keep in mind that… 

• Supporting documents and other necessary information can be attached. 

Procedure: Complete the following steps to search for an invoice: 

  

 

1. From your home screen, click on the Payables module. 
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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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8. The suppliers name should now be populated in the search field, hit Search. 

 

9. This will bring up a list of all invoices in Stratus for that Supplier. 

 

10. To see if a check has been issued for a specific invoice, click the blue box in the Details column for the invoice you are 
researching. 
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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 approved an invoice, if it was rejected, delegated, etc. The gray box 
in the Comments column can show any comments added by approvers. 

 

17. Select the Payments tab to check on the payment status. 

 

18. If the invoice was processed by AP (transmitted to the State for payment processing), there will be a payment # and 
date. A check is usually cut by the State of Maryland 14-21 days from the date of transmitting. 

a. If a State Check Num does not appear under Additional Information by following the steps previously listed 
after the 21 days, you can contact Accounts Payable at ap@towson.edu for further information. 

 

 

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. 

 


