
 

**Quick Invoice – Approval Workflow Changes 

Beginning Aug 28, if a reimbursement is requested for a Department Manager, it will no longer be necessary 

to have the Department Manager’s supervisor signature on the Quick Invoice Template.  The voucher will now 

flow to the Department Manager’s supervisor for approval within PeopleSoft Financial Management System 

(FMS).  An email notification will be dispatched when a voucher is ready for approval. 

**Quick Invoice – Refunds 

With the exception of the Account 64981 (Refunds_Grantors), all other Refund Accounts within the Quick 

Invoice process will be eliminated and replaced with Account 44250 (Refund). This will allow for better access 

and control of funds within the general operating pool, as refunds will now be taken directly from revenue. 

- If the Supplier being refunded does not appear in the FMS Supplier List, there will no longer be a 

need to have them added to FMS just for a refund.  Instead, please send the following information to 

Refunds@mail.montclair.edu 

o Name (Full correct name) 

o Address (Including Zip Code) 

o Documentation supporting refund 

o ALL Chartfields: Fund, Dept, Account (Use Account 44250), PC Bus Unit and Project if necessary.   

Refunds will be made via check payment.  If an ACH payment is needed, a Supplier Create Form must be 

submitted to Procurement and the Requestor will need to follow the Quick Invoice process procedures. Please 

do not submit this request to Refunds@mail.montclair.edu if the Supplier already appears in the FMS 

Supplier List as this will only delay the refund process. 

*As with all Accounts Payable payments, please allow 10 business days for processing.  

***Checking Quick Invoice Voucher Budget Status  

The Budget Status of all Quick Invoice vouchers is available the day after it is created.  This Budget Status is 

important in that the Department can work with the Budget and Planning Office in order to clear an error.  

Accounts Payable is only approving the appropriateness of the transaction. Clearing budget errors is the 

responsibility of the Department. Please refer to the page 7 of the attached Quick Invoice Requisitioner Guide 

for instructions. 

**Employee Payments and Reimbursements 

In accordance with MSU Travel Regulations, requests for reimbursements should be submitted within 15 days 

of returning from the trip.   

*Just a reminder - Quick Invoices should only be used by employees for travel and non-travel reimbursements 

of funds expended for MSU activities. Compensation requests for any type of work performed must be 

processed through the Payroll Department. 

**Freight and Shipping 

When requesting a quote for goods, please be sure to have estimated shipping and freight charges included 

and itemized within the quote. The specific freight and shipping charges must be included as individual line 

items within a Requisition or Quick Invoice to ensure an accurate budget check is executed for these requests. 

 

mailto:Refunds@mail.montclair.edu
mailto:Refunds@mail.montclair


**Invoices 

MSU policy requires that only actual invoices be used when paying obligations.  Please do not submit 

quotations or packing slips.  Packing slips should be attached to the PO Receipt only. DO NOT send them to 

invoice@mail.montclair.edu 

- When forwarding a final invoice for a PO that will result in funds being left in the PO, please write on 

the invoice “FINAL INVOICE.” This allows Accounts Payable to not only issue the payment, but to 

finalize and close the PO in FMS, thus minimizing future cleanup efforts. 

- If submitting multiple invoices from a single Supplier to Accounts Payable, please add each of the 

individual scanned invoices onto a single PDF file and submit it. Please ensure that the PO number and 

Receipt numbers are on the corresponding invoices. When emailing the invoices, please include the 

Supplier name and first invoice number in the subject field of the email. 
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