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How to Enter / Process Invoices in Strata Master

Invoices can be entered/processed in a number of ways -
1. In Strata Master in the Creditor Invoicing screen

2. In Strata Master in the Quick Pay screen -https://kb.rockend.com/help/payments-by-quick-pay-
strata-master

3. In File Smart through workflow, which syncs into the File Smart Creditor Invoicing screen in Strata Master
4. In Strata Connect which syncs through to Strata Master.
There are all additional steps and variations should validation be required.

In this article we will cover the steps to option 1 above being to enter an Invoice in the Creditor
Invoicing screen.

Also note that the entering of invoices is offered as training when a new agency commences
using Strata Master. Training can also be sought for new users of Strata Master. This article
will supplement, but not replace training.

To Enter an Invoice

1. Click on the Cr Invoice icon in the Icon Toolbar.

Cr Invaice

2. A blank screen opens. Click Add.

0

3. Enter the Plan number and the proceed to enter the invoice details in the lower portion of the screen.
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Creditor Invoices (=@ =]

@ D[0/m|B| Q|

- G5T registered owners corparation selected Active Group: st levy rolioes were printed on 12/08/2013
Enter Plan No. or Strest Name or Body Corporate Name. Last levy notices were emailed on 12/08/2019,

r 4

Tran. Date Date Dug | Accaunt | Creditar | Description | Amount | Status | Group | Date Iz

25A10/2021 2541042021 153000 Admin-Keys, Cards, Swipes & Remotes Pur_. - Unitcom Intercom repair G650 OnHold  Mone 25/1101,

27A0/2022 27A10/2022 154000 Admin-Management Fees-Standard - &dmin -~ Fockend Strata Manage..  Archive Storage Fee September... 10,00 Pay Mane 277107

27A0/2022 271042022 154000 Admin-Management Fees-Standard - Admin - Rockend Strata Manage... Standard Management Fee Sep. 10000 Pay None: 27101,

< >
Total due $16E.50

Creditor | 0Ol W howimoice

~Plan Number. 2222
work Order (Optional) Addiess: Abbey Fioad Studios, 22 Penny Lane, LIVERPOOL
= Amount fimit £0.00 ad Cantalwork
5|7 o $000 mn_ -eple) woke <]
Cash at bark 750.00 250,00 1,000.00
0/5 invaices 16650 NIL 166,50
Het cash 53350 250,00 3350
Expense account [~ Show accounts without a budgst
Feserve funds| HIL
Group I ] I I 5 Available cash 540.00 250.00 890.00
Description | d Total investments: MIL
Giroup:
CEYt Ml |;vallah\a cash $0.00 $000 $000

Inwoice no Date due [12/05/2023 - Transaction date [12/05/2023 E : T
rwnice status
Budget: $0.00 Tatal Y TD: $0.00 © Hod @ Pay

4. Minimal fields to be completed are

e Creditor (from drop down list),

e Expense account, here you may need to tick the box 'show accounts without a budget' to get a full list
to choose from

e Description of the expense, usually being what works were done and whether for a particular Lot

¢ Amount, and

o Dates, due and date of the invoice.

Creditor IWlND IWindowline LI Qlﬁl W Show Invaoice |

ABM: 33373 363 614 GST Reagistered Pay by: Cheque
Wwork. Order [Optional):

I LI Eﬁ Arnount lirit $0.00
| Already invoiced $0.00

Expengze account [+ Show accounts without a budget
Group | >|  |164600  |Maint Bldg-Doors & Windows - Admin |

Description |Sea| repair front window =

Amount I $256.00 GST I 2327
Irwoice no. |1555 Date due |1 7AE/2023 E :I Transaction date |1|:|.:"05a’2|323 E :I

Budget: $0.00 TatalvTD: $0.00

5. If linked to a work order, you can use the drop down box to select.

whork, Order [Optional:

| ~

6. If you are a new user, check this drop down box and see if any groups are listed. If groups are listed,
check with your colleagues as to whether a group applies before you enter the invoice. A group is a 'cost
centre'. For information about groups, refer this link - https://kb.rockend.com/help/what-is-a-group-in-strata-
master

Group LI

scription

Commercial Garage
Lift Upgrade

B Building Defect B ectification




7. Invoice number is usually entered, however if non exists you can leave it blank, however it is better to
enter NA, which is short for Not Applicable.

8. The invoice status is set on Pay by default. An invoice must show 'pay' before it will pay through the next
stage. However this can be changed to 'Hold' if it required that the invoice is held for a while without
payment. If the invoice is paid and then the payment cancelled, the invoice will return to this screen as
'Hold'.

Graup:
’Tﬂwailable cazh $0.00 $0.00 $0.00

Irvoice status
i~ Hold f* Pap

Editing Note

While in Creditor Invoicing screen, the invoice has not been allocated any funds and can also be edited.

The Next Stage - Pay

The next stage is when an invoice is allocated funds from the available cash to pay the invoice.

&

Pay

Useful Links

https://kb.rockend.com/help/payments-by-quick-pay-strata-master
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