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Requesting direct payments – Check Requests
1. Requester check request step
· Requester selects vendor and vendor remit address.
· If vendor is not available – Request New Vendor is selected, all required fields are filled in, and W-9/invoice is uploaded.
· Requester enters Request Name, Invoice Number, Invoice Date, Remittance Message, Total Invoice Amount, Comments/Confirming Explanation, selects Mail Attachments with Check if needed, and selects Emergency Check Run if needed.
· Requester uploads supporting documentation. 
· Requester selects budget string Account (Commodity), Fund, Organization, Program, Subclass, and Project (Grants Only).
· Workflows are based on Account (Commodity).
1. Confirming Order 
2. Claim Voucher
3. Accounting
· Requester submits payment request.
2. Accounts Payable approval step
· New vendor claims
· AP provides vendor info to Purchasing (print/email).
· Purchasing responds with the vendor ID when the setup is complete.
· AP verifies information, corrects if possible, and/or sends the claim back to requester for correction.
· Account (Commodity)
· Vendor
· Remit Address
· Invoice number
· Invoice date
· Amount
· If the request is a funded by a Trust, AP rep must forward to Sally Combs.
· If approved the request is routed forward. If rejected the request is sent back to the employee with explanation.
3. Cost Object Approval (COA)
· Workflows are based on Account (Commodity).
· Confirming Order = Confirming account commodity.
1. Grant Approver (if E, F, or G fund)
2. Org. Manager
3. Director of Accounting
4. Org. Manager’s Supervisor (if > $2,000, or Org. Manager is the Requester)
5. Chief Financial Officer (if > $2,000)
· Claim Voucher = Allowable account commodity
1. Grant Approver (if E, F, or G fund)
2. Org. Manager
3. Org. Manager’s Supervisor (if Org. Manager is the Requester)
· Accounting = Non-expense account commodity
1. Grant Approver (if E, F, or G fund)
2. Director of Accounting
3. Org. Manager
4. Org. Manager’s Supervisor (if Org. Manager is the Requester)
· Org. Code on the budget code connected list determines manager. 
· If approved the request is routed forward. If rejected the request is sent back to the employee with explanation.
4. General Counsel approval step
· If the account is a Confirming Order commodity and is >$2000 it is routed to the General Council. 
· If the request is approved it is routed forward. If denied the request is routed back to employee with explanation. 
5. Claims Audit approval step
· If report is approved, the report is routed forward. If denied the report is routed back to employee with explanation.
Automated process
6. Payment Request Accounting Extract (PRAE) is generated
7. SAE upload into PeopleSoft and Vouchers are built
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