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Request for Payment Form

PLEASE NOTE: Requests for “after the fact” and non-allowable items cannot be processed using this form.
Payment must be made with the P-Card (under $2,500), or through SciQuest (requisition) for amounts in excess
of $2,500. This form is for direct payments (non-encumbered) only and must fall under the following
categories/Account Codes:

919100 - Legal Fees

919500 - Honorariums (Contract must be attached)

919900 - Personal Service Contracts (Contract must be attached)

929000 - Reimbursements (Non-Travel)

932110 - Postage

939310 - Meetings & Entertainment (Iltemized Receipts Must Be Attached)
939190 - Miscellaneous Services (Aramark, Banking Fees, Debt Service)
945110 - Fire Insurance

945130 - Auto Liability Insurance 945190 - Other Insurance

949110 - Memberships ($2,500 or more) 949130 - Licenses Permits
969820 - Student Payments such as stipends

G25900 - Agency Funds

Exceptions may be made if the request accompanies a formal written exception request identifying reason for not
following University procedures and what steps will be taken in the future assuring this infraction will not reoccur.
The package must include documented evidence of a senior departmental officer’s evaluation and approval.
Requestors should understand this is a request, not a guarantee.

Visit the Purchasing website for more information on the Request For Payment Process.
Request For Payment Training will be provided once a month. For questions call Purchasing at 750-2930.

PLEASE NOTE: Revenue Accounts (11****) payments will need to be submitted in person by printing off the
form.
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Non-Allowable Payments

The following payments will not be processed on the “Request For Payment” form:

Repairs Other supplies

Printing Agency payments (should be processed as a
Advertisement transfer)

Maintenance Non-employee reimbursements
Agreements Motor coach

Office supplies

Request for Payment Process

1. Check the Budget. Log into Banner to make sure funds are available in the account. Use Banner form
FGIBAVL.

Eile Edit Options Block Item Record Query Tools Help

(B0 PEERE 497 DEE @Q & BR S G £ @2 @ .1X

Chart: W= Fund: [t17020 [~ DataProcessing
Fiscal Year- FF Organization: [Emo—_ [~ Administrative Data Center [ Pending Documents
Index: [+ Account: 919900 [ Other Contract Serv(i4)
Commit Type: Program: [7e [~ Institutional Support
Control Keys —>  Fund: |117020 Organization: 25030 Account: 919900 Program: 170
Account Title Adjusted Budget YTD Activity C i ts r"
OterContrsctseves) | sseo0|  smso0) o[ 0w g
[s20000  [suppies and Materiais Pooi(L4) | 66,953.00 | 242856 | 0.00] 6452644 |
[30000  [current Services PooiLe) [ 35,00000 952439 0.00( 2547561 |
[931000  [Travel PociLe) [ 40,000.00 14,715.06 0.00 2528495 [
[s32000 [Communicatons Pooi(L4) [ 25,00000 91,06292 0.00 6606292 [
[s34000  [Printng Binding PooiiL4) [ 0.00| 0.24 0.00 024 [
{39000 [other Current ServiLe) [ 5,000.00 2,176.56 0.00 282348 [
[s40000  [Fixed Charges PooiL4) [ 10,000.00 0.00 0.00( 10,000.00 |
[s42000  [other Fixed Charges Pool (L) | 225,000.00 168,013.68 16,607.92 4037840 [
[s43000  [Rent Lease Oth Equip Pooi(Le) | 7,10000 583972 0.00 126028 |
[es0000 [captal Outiay Pooi(L4) [ 20,000.00 16,025.00 | 0.00 397500 |
| [ [ | ( &
| l l l l l =
I l | | l I r 7
Total: [ 437,858.00] 31359112 16,607.92| 107,658.96 = -
‘4 »
Alocount Code. Duplicate Item to view Pending Documents. | J
Record: 1111 | | =A| | | <osC>
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2. Eind the Vendor ID. Use Banner form FTMVEND to locate the vendor BANNER ID number. If the
vendor is not in BANNER, then complete a WSSU Vendor Registration form. If it is in Banner and
NOT in SU Express, contact Purchasing at ext. 2930.

File Edit Options Block Item Record Query Tools Help

(BYEH ACEE D DEE Q S BB BB & H L O

| X

I Select Address Tab. l

Vendor: 940133359 [v
Corporation:  [BestBuy
Last Name: |

Generate ID: @

Name: [

E-mail

ivate Address
rce:

Delivery Point:
Correction Digit:

Middle Name: |

Vendor Maintenance  Additional Information Taxes Collected

=
[er  [*]siliing
[

|P 0 Box 949

Vendor Types

To Date:

From Date:
Address Type:
Sequence Number:

Verify Address
Information

[

—
-

Street Line 1:

Street Line 2:
Street Line 3:

City:
State or Province:

ZIP or Postal Code:

County:
Nation:

[Att: kevin Lackey

[Minneaposs

[Mn  [¥] Minnesota

[s5440
| &
&

Carrier Route:

—

Registration Number: {412140943

Last Update

User:
Activity Date:

[JEnKinsum
03-MAR-2016

Phone Number

Extension

8l [~]siliing

2378289
Fax Number: 4303222

¢
Fax number.
Record: 1/?

Note: Out of state Payee Subject to 4% NC Withholding. This payment may be taxable.
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3. Logging into E-Procurement. Ina Web Browser, enter the URL (Web Address) provided by
Purchasing.

WINSTON
SALEM

STATE

UNIVERSITY

UserlD: (user account name, e.g. smithj)

[ienkinsjm |

Password:

[sesssssey \ |

Sign In
’ Password: Same as e-mail password. I

Forgot Your Password? Unable to Login? Click Here for assistance.

Verify this page is hosted by General Administration

® Input User name example: valentineje (lowercase)
® Password (Network Password)
o Sign In
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4. Select the Request For Payment icon that is displayed on the homepage.

. -%E? Jacqueline Jenkins ¥ * FE A Wooousp EEEJAE)

B

™ Shop . Shopping > Shopping Home < Home/Shop

Shop |Everything V||| ‘ m

Go to: advanced search | favorites | forms | non-catalog item | quick order  Browse: suppliers | categories | contracts | chemicals

+ Showcased Vendors ?

vWR - Fisher.
e LM

+ Punch-out ?

Nl coWG) cemcor.inc Bsm e

Gy Conmecticr m Office peror
comrurce (NN [N - [ | o
FRODUCTS

+~ Forms

'

Request For Payment
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5. Supplier. Key in the vendor name or company name.
6. Remit to Address. Select the appropriate address for mailing the check. Make sure the address is in
BANNER.
7. Campus Contact Person. Enter the responsible Budget Manager’s Name, or the person keying in
the request for payment.
8. Telephone Number. Enter the campus telephone extension.
9. E-mail. Key in the appropriate e-mail address.
10. Department. Key in department requesting the payment.
11. Building/Room. Enter the full name of the building (ex: Eller Hall) and room/office number.
12. Requested Payment Justification. Provide an adequate description to justify payment for
product/service.
13. Payment Amount. Enter the dollar amount of the check request.
14. Documentation/Justification. ALL receipts/documents/forms/etc. must be attached to the form.
15. Method of Check Distribution. Please select one of the two options.
16. Payment Request Agreement: Enter your initials.
Campus Contact Information ? Supplier’s Billing and Address Information ?
Contacts’s Name Jacqueline Jenkins Supplier
Contact’s Telephone Number 336-750-2791 Supplier Best Buy Gy more info..
Contact's E-mail jenkinsim@wssu.edu Select different suppher
Contact's Department Process Improvement Fulfiliment Billing 1: (preferred)
Contact’s Building/Room # Computer Science 1111 i Zxﬁ E:\)r(ir?ﬁckey
Needed 5y osroyzote |8 el s
i iﬁpplier 1:152;;);37—828;

Select appropriate billing address.

R
q

Email or telephone number will be listed below.
Requestorl

Email (Plain jenkinsjm@wssu.edu

Text)

Manual

Requested |Ppayment for computer serves rendered.
Payment

Justification

63 characters remaining expand | clear

Note: Out of state Payee Subject to 4% NC Withholding. This
payment may be taxable.

Paymens

Amount
Documentation/Justification must be attached (Required):
Internal Attachment:

Add Attachments

Method Of Check Distribution ?

Check Box That Applies:

Mail to Payee
Pick Up Check In Student Accounts- 200 Thompson Ctr

Payment Request Agreement ?
Policy: I certify that the product/service for this pay request was obtained and is just and
reasonable.
If Yes Key Initials Here: vy

Total 0.00
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17. Scroll to the top of the form. Select Add and go to Cart. Click Go.

Request For Payment Available Actions:ILAdd and go to Cart bt Close | a A

Instructions ?

‘ ‘; I NS I ON Note: Out of state Payee Subject to 4% NC Withholding. This payment may be taxable.
1. CHECK YOUR BUDGET: Make sure funds are available in the account (FGIBAVL).
2. VENDOR ID: Locate your vendor BANNER ID # (FTMVEND). If vendor is not in BANNER then complete 2 WSSU Vendor

Registration form. If it is in Banner and NOT in SU Express contact Purchasing Services at ext. 2930.
3. SUPPLIER: Key in the vendor name or company name
4. REMIT TO ADDRESS: Select appropriate address that you need the check mailed to. Make sure the address you use is in
BANNER. If not, contact Purchasing Services, ext. 2930

UNIVER ITY 5. CAMPUS CONTACT PERSON: Key in the responsible Budget Manager’s Name, or the person keying in the request for
payment.

6. TELEPHONE NUMBER: Key in your campus telephone extension.

7. E-MAIL: Key in the appropriate e-mail address.

8. BUILDING/ROOM: Key in the full name of your building (ex: Eller Hall) and room/office number

9. REQUESTED PAYMENT JUSTIFICATION: Provide adequate description to justify payment for product/service,
10. PAYMENT AMOUNT: Key in the dollar amount for the check that you are requesting..

11. DOCUMENTATION/ JUSTIFICATION: ALL receipts/documents/forms/etc must be attached to form.

12. METHOD OF CHECK DISTRIBUTION: Select one (1) of the three (3) options.

18. Update Name This Cart to reflect what is being ordered.

19. Commodity Code. Select a commaodity codes that best reflects the category for the requested payment.
20. Click Update.

21. Click Proceed to Checkout.

% Jacqueline Jenkins ¥ % Action Items [729]
i}

® Shop » My Carts and Orders > Open My Active Shopping Cart v > Cart - 1532020 - Draft Requisitio

Notifications (s0] ™ 25000USD Q. PN

E Shopping Cart for Jocqueline Jenkins W fomhue Shopsing Litem(s) for 3 total of 250.00 uso

Name this cart: IDr. Jones Computer Services d tax, shipping g E
Proceed to Checkout

Have you made changes? | update | & | @ Help | [Emptycart | | Perform an action on (0 items sa\ec:ed}‘.“v Select All []

Best Bqu more info...

Billing 1 @

P O Box 949, Att: Kevin Lackey, Minneapolis, MN 55440 USA

T v w2
Product Description Search Unit Price  Quantity Total []
tem added on ] Request For Payment  open form. 25000 Uso 1 250,00 50 U
Mar 14, 2016
[Chds toFavortes | Commodity Code
[m] Computer services
Taxable a

‘ More Actions ']

Capital Expense g

See configuration for this requisition

view carts v

view cart histary
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22. The below highlighted message bar will inform you of the required field(s) that must be addressed.
Note: The message required fields are subject to change.

-%tf Jacqueline Jenkins ¥ Y Action ltems Notiﬁcations@ W 25000USD QPN

ol Please beginto notice
™ Shop ~ My Carts and Orders > Open My Active Shopping Cart & g Codes - 1510772 - Draft Re this message bar!!! B Logout
opping cart 4 Continue Shopping

& Almost ready to go! The list below needs to be addressed before the request can be submitted.

* Required field: Account
= Required field: Fund

Requisition PR Approvals PO Preview Comments Attachments (1) History

Summary Shipping Billing Accounting Codes Supplier Info Taxes/S&H & 2

Hide value descriptions

Accounting Codes ?

These values apply to all lines unless specified by line item

Fund Organization Program Account [ edit |
© Required field © Required field
For selected line items ‘Add to Favorites dl | m

Best Buy Q more info..

Billing 1 v
P N Rnay Q4Q Att Kevin | ackev Minnaannlic MNI 55440 114

23. Click the highlighted Required field under Fund code. Enter the appropriate fund code.
24. Click the highlighted Required field under Account code. Enter the appropriate Account code.
25. Account. Select one account code from the below list. Select the account code that corresponds with
the type of requested payment.

919100 — Legal Fees

919500 — Honorariums (Contracts must be attached)

919900 - Personal Service Contracts (Contracts must be attached)

929000 — Reimbursements (Non-Travel)

939190 - Miscellaneous Services (Aramark, Banking Fees, Debt Services)

945110 - Fire Insurance

945130 — Auto Liability Insurance

945190 - Other Insurance

949110 - Memberships ($2,500 or more)

969820 - Student Payments such as stipends

939310- Meetings & Entertainment (Itemized Receipts Must Be Attached)

G25900 - Agency Funds Only
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26. Click recalculate/validate values and Save.

Accounting Codes

?2 X
Fund Organization Program Account add split
[
117020 x 25030 : {170 | 930190
Select from profile values... Select from profile values.. Select from profile values.. Select from profile values...
Select from all values... Select from all values... Select from all values... Select from all values...
© Required field @ Required field

recalculate / validate values

oo / v

27. Click Place Order

Jacqueline Jenkins ¥ % Action Items] Notifications W 25000USD Q A

e
'™ Shop ~ My Carts and Orders > Open My Active Shopping Cart & Summary - 1525866 - Draft Requisition

@ Shipping m ¥ Accounting Codes | % Internal Notes and Attachments External Notes and Attachments w

4) Return to shopping cart 4) Continue Shopping

& All done! The required information has been pleted and this t is ready to be submitted.

q

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition PR Approvals ‘1 PO Prevnew“ Comments ‘ Attachments (1) } History }

i Summary } Shipping Billing A ing Codes pplier Info Taxes/S&H a8 2
Hide header Hide value descriptions
H General 2 Shipping 2 Billing ?
| Cart Name Dr. Jones Computer Services Ship To Bill To

Description | Attn: Jacqueline Jenkins Accounts Payable
‘ . s | Phone: +336 (750) 2791 601 S. Martin Luther King Jr. Dr

ory . Eller Room: 203 Winston-Salem, NC 27110
Prepared by Jacqueline Jenkins “ Winston-Salem State University United States
Prepared for Jacgueline Jenkins | 601 S Martin Luther King Jr. Dr
i Eller Hall
Standing Order x [ I
9 | Winston-Salem, NC 27110 Credit Card Info
| PO Class Code Renrins j ) )
| No credit card has been assigned. v
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28. Complete Message.

Jacqueline Jenkins ¥ % Action Items [672 Notificatio

™ 000USD Q PN

e e
! '™ Shop » My Carts and Orders > Open My Active Shopping Cart & Submitted - Requisition 152

@ Requisition Submitted

Next Steps
You can view or print this at: Requisition 1525866, or via the Document Search page
* View Approval Status
* Search for another item
* View order history
* Check the status of an order

* Return to your home page
* Create new draft cart

Requisition Summary
Requisition number 1525866 Quick View
Requisition status Pending
Cart name Dr. Jones Computer Services
Requisition date 3/4/2016
Requisition total 250.00 USD
Number of line items 1
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Splitting Account Codes

1. After clicking - Proceed to Checkout

Jacqueline Jenkins ¥ 2 72 'm 250,00 USD Search (Alt+Q) Q I

e e
'™ Shop > My Carts and Orders > Open My Active Shopping Cart = Cart - 1541

4 Continue Shopping 1 Item(s) for a total of 250.00 uso

subtotal: 250.00 USD
sstimated tax shipping & handling:  0.00 USD

ﬁ Shopplng Cart wr Nancy Cuthrell

Name this cart: |Dr. Jones Computer Services| x|
Proceed to Checkout
N <
Have you made changes? | update & | @ Help | | Empty cart \ Perform an action on (0 items selected)..[v| Select All []
Best Bllya more info...
gilling 1
P O Box 949, Att: Kevin Lackey, Minneapolis, MN 55440 USA
Product Description Unit Price  Quantity Total []
Item added on j Request For Payment  open form... 250.00 usD 1 250,00 uso [
Mar 29, 2016 Z
O Add to Favorites | Commodity Code 81110000 |2
@| Computer services
Taxable O

More Actions | v |
O

Capital Expense

2. Click edit within the Accounting Codes section.

Jacqueline Jenkins ¥ ¥ Action Items [672] Notifications W 35000USD Q. PN

S
'! W Shop » My Cartsand Orders > Open My Active Shopping Cart = Accounting Codes - 1526436 - Draft Requisition

v Shipping v Billing| T Accounting Codes @ Internal Notes and Attachments | % External Notes and Attachments o

) Return to shopping cart ' 4) Continue Shopping

& Almost ready to go! The list below needs to be addressed before the request can be submitted.

= Required field: Account
= Required field: Fund

Requisition | pR Approvals PO Preview Comments | Attachments (1) History

Summary Shipping Billing Accounting Codes Supplier Info Taxes/S&H @ 2
Hide value descriptions’
Accounting Codes ?
These values apply to all lines unless specified by line item
Fund Organization Program Account m
© Required field © Required field
For selected line items | Add to Favorites V|m

Best Buy 0 more info..
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3. Populate the first Fund and Account codes. Then click recalculate. Save.

Accounting Codes

Fund Organization Program Account add split

x| 25030 170 ls391%0
Select from profile values... Select from all values... SejectTromall values:.. Select from profile values...
Select from all values...

Select from all values...
© Required field

© Required field
\m Gance|

recalculate / validate values

4. Scroll to the line item and click edit.

Jacqueline Jenkins ¥ % Action Items [716] Notification

B ™ Shop > MyCarts ;1d Orders 8pen My Active Sihapiping Ca;v Accounting Codes - 1530071 - Draft Requisition
= Hide Value
Accounting Codes ?
These values apply to all lines unless specified by line item
Fund Organization Program Account
117020 25030 170 939190
Data Processing Administrative Data Center Misc Serv(L4)
For selected line items [Add to Favorites v
'Best Buy {y morinfo..
| Billing 1
| P O Box 949, Att: Kevin Lackey, Minneapolis, MN 55440 USA
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price [
1 RequestForPayment[| moreinfo.. 1,025.00 1 1,025.00usD L[]
Accounting Codes (same as header)
“
Supplier subtotal 1,025.00
Shipping 0.00
Handling 0.00
Supplier total 1,025.00USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, budget checking, and workflow Subtotal 1,025.00
approvals. shipping 0.00
Handling 0.00
Total 1,025.00 USD
See configuration for this requisition ¥
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5. Click add split.

6. Click drop down boxes beside add split: Choose method
* % of Price
* 9% of Quantity
- Amount of Price

7. Input appropriate Fund Codes and split method.

8. Click recalculate and Save.

Accounting Codes " i ?2 X

Fund Organization Program Account Amount of Price add spliv\

117020 25030 170 a39190
Select from profile values... Select from al values.. Select from al values.. Select from profile values..
Select from all values... Select from all values...

[127022 |s0000 [170 |a3e190 | [7500 | remove
Select from profile values... Select from all values... Select from all values... Select from profile values...
Select from all values... Select from all values...

Line subtotal: 250.00 USD  Split Total 250.00 USD add split

lculate / validate values
/‘ g
Y

/4

h _Cancel

9. Notice how the line looks being split between two account codes

Jacqueline Jenkins ¥ % Action Items | 716] Notifications W 25000USD QO PN
e
W Shop > My Carts and Orders > Open My Active Shopping Cart » > Accounting Codes - 1530971 - Draft Requisition
HIGE Valle description:
Accounting Codes ?
These values apply to all lines unless specified by line item
Fund Organization Program Account
117020 25030 170 939190
Data Processing Administrative Data Center Misc Serv(L4)
|&@ Accounting Codes values vary by line
For selected line items |Add to Favorites V|
'Best Buy 3 moreino..
Billing 1
| P O Box 949, Att: Kevin Lackey, Minneapolis, MN 55440 USA
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price [
1 Request For Payment | more info.. 250.00 1 250.00uUsD [
Accounting Codes
& values have been overridden for this line
Fund Organization Program Account Amount of Price
117020 25030 170 939190 175.00 USD
Data Processing Administrative Data Center Misc Serv(L4)
117022 50000 170 939190 75.00 USD
V C Finance Admin Finance & Administration Misc Serv(L4)
Supplier subtotal 250.00
Shipping 0.00
Handling 0.00
Supplier total 250.00USD v
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10. Click Place Order.

Jacqueline Jenkins ¥ Y Action Items [672] Notifications W 25000USD Q

e
'™ Shop ~ My Carts and Orders > Open My Active Shopping Cart & Accounting

1526436 - Draft Requisition

2 Shipping v gilling | @ Accounting Codes | % Internal Notes and Attachments | % External Notes and Attachments

4) Return to shopping cart 4 Continue Shopping

& You have completed the required information in this step. At this point, you can do the following:

Proceed to the next step: Internal Notes and Attachments. Go straight to the end: Final Review.

/\ You need to be aware of the following issue(s), but it will not prevent you from submitting your request.

« Splitting by '‘Amount of Price’ at the header prevents changes to Accounting Codes at the line. If you need to make changes at the ling, choose a
different split method at the header.

Requisition PR Approvals PO Preview Comments Attachments (1) History
Summary Shipping Billing Accounting Codes Supplier Info Taxes/S&H (=1

Hide value descriptions

Accounting Codes ?
These values apply to all lines unless specified by line item
Fund Organization Program Account Amount of @
Price
117020 25030 170 939190 175.00 USD
Data Processing Administrative Data Center Misc Serv(L4)
117022 50000 170 939190 75.00 USD

Jacqueline Jenkins ¥ % Action Items ® 000USD Q PN

I —

| B ™ Shop > My Cartsand Orders > Open My Active Shopping Cart o Submitted - Reg

@ Requisition Submitted

Next Steps
You can view or print this at: Requisition 1526436, or via the Document Search page
* View Approval Status
* Search for another item
* View order history
* Check the status of an order

* Return to your home page
* Create new draft cart

Requisition Summary

Requisition number 1526436 Quick View
Requisition status Pending

Cart name Dr. Jones Computer Services
Requisition date 3/9/2016

Requisition total 250.00 USD

Number of line items 1
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