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Payment RequestForm

The Payment Reque&tuidance pge will guide submitters to the correct eForm for preparing and submitting a payment
based on Payee and Payment Type.

Payment Request Guidance

Who Are You Paying?

Who we pay Payment Type | eForm Payment Description

Dartmouth What Type of Payment?

Employees Travel/Business Expense Other Payment Cash Advance

Travel/Business | Expense Report | Request iExpense Expense Report be prepared for trave
Expense Request other business that need to be reported for reimburseme
or clearing Corporate Card charges or Cash Advance

Other Payment | Payment Request | Request payments for netmavel or expenseeporting (e.g.
Gilman Loan, etc.)

Cash Advance | Payment Request | Advance for group travel where Corporate Card limits do
not provide sufficient access to cash

Dartmouth What Type of Payment?

Students Travel/Business Expense Other Payment Cash Advance Student Prize & Award

Travel/Business | Payment Request | Expenses fofravel or other Business that need to be
Expense reported for reimbursement or clearing Cash Advance

Other Payment | Payment Request | Request payment for research awards, fellowships, etc.

Cash Advance |Payment Request | Request advance payment for travel or otlstudent
activities

Student Prizes | Student Prize and | Report a prize or an award for students, may request
and Award Award payment

Visitors What Type of Payment?
Travel/Business Expense

Travel/Business | Payment Request | Request reimbursement for travel or other business
Expense activities

Other Payment | Payment Request | Request payment for services provided to the College (e
honorariums)

Vendors Do you know Purchase Order Number?

A (= Mo



Invoice with PO
number

Invoice with no
PO number

Invoice Payment
Request

w/ PO Number invoices >$25,000

Invoice Payment
Request
w/o PO Number

and route to approvers

Types of Payments

Type of Request

Travel/Business
Expense

Other Payment

Cash Advance

Student Prize and
Award

PO Invoice
PaymentRequest

Non-PO Invoice

What is it? Who can be paid?

Expenses for Travel or other Business that Dartmouth Employees*
need to be reported for reimbursement or | Dartmouth Students
clearing Cash Advance Visitors

Payment Requests to individuals or Dartmouth Employees
organizations (e.g. Honorariums, Researct Dartmouth Students
Fellowships/Internshipdnstitutional Visitors

Payments) Vendors

Request advance payment for travel or oth Dartmouth Employees
business activities Dartmouth Students

Reporting and Payment Request for studel Dartmouth Students
prizes and awards

For Invoice payment submission when PO| Vendors
known and additional information needs to
be provided for processing payment

For Inwices payments submission when | Vendors

Payment Request| there is noPO or the PO number is unknow

Submit an invoice with RO, provide the P@umber, and
provide additional information and or route to approvers f

Non-PO Invoice submit an invoice to provide chart string

Notes

Documentation not
required for expenses
>$75

*Employees will direct
to the Expense Report
Request eForm

Employees Advances
should be restricted to
when CorporateCard is
unavailable or
insufficient (e.g. group
travel)

The payment types will
direct to the Student
Prize and Award eForm

. @& +SYyR2ND3
number on eForm
All PO invoices >$24,9¢
must be approved

All NonPO Invoices
must be approved



PaymentRRequest, Getting Started

Single sigron Web Authentication is required when accessing Finance Center eForms. You will be prompted to log
using your Dartmouth NetlD and password, if you have not been prompted to authenticate previously with another
College system. You will remdbgged in until you have closed all your browser windows.

1. Go to:https://www.dartmouth.edu/finance/formsliciessystems/forms_library/eformlibrary.php

2. SelectPayment RequestForm

3. Select the option most applicable to 'Wlare you paying?'

4. Select the option most applicable to 'What Type of Payment?' or if 'Vesdt®tt 'Yes' or 'No' to: 'Do
you have a PO number?'

5. Based on your selection, the system will navigate you to the appropriate eForm.

Payment Request Guidance

Who Are You Paying?

Note that when yotselect one of these buttons, the options will fm# the same beneath each payment type. As you
click between each of the green buttons you will see another row of varying buttons appear so that you can select the
specific payment type that needs to be made for each of the four payee types. A brieieowvéor each payee type is
below, to describe the pay types under each payee, and what they are used for. Actual form screenshots and
instructions willfollow after that.

PAYING BARTMOUTHMPLOYEE

Who Are You Paying?

What Type of Payment?

Travel/Business Expense Other Payment Cash Advance

When you are paying a Dartmouth Employee, you hhvee differentpayment type options, Travel/Business Expense,
Other Payment, and Cash Advance.

Travel/Business Expensghen you click this button, @ctually takes you to the ExpenBeport Request, which is the
form that should be used for any employee reimbursements for business expenses and travel expenses alike. A
Payment Request form is not the correct pay method, so it automatically corrects this, and seamlessly routesgou to th
proper form. That is the form to use when you have any employee business expenses and/or travel that needs to be
reimbursed, or processed in order to clear out a cash advance, as well as to clear corporate card activity.

Other Paymentwhen you click this button, it will bring you to the Payment Request form. The types of employee

payments that this form would be used for aren-payrollpayments that are also not reimbursement based. Examples
would be staff loans, workers compengatipayments, etc.


https://www.dartmouth.edu/finance/forms-policies-systems/forms_library/eformlibrary.php

Cash Advancewnhen you click this button, it will bring you to the Payment Request form, which include sl
to the old Cash Advance Forms. This is where employees can request funds in advance of travel if needed.

PAYING MARTMOUTHTUDENT

Who Are You Paying?

Dartmouth Employee

uth Student |

Dartrjp

What Type of Payment?

Travel/Business Expense Other Payment Cash Advance Student Prize & Award

When you are paying a Dartmouth Student, you have four different payment type options, Travel/Business Expense,
Other Payment, Cash Advance and Student Prize and Awards.

Travel/Business Expensghen you click this button, it will bring you to the Payment Request form because students
are not processed through iExpense like employees are. This is the form to use when you have any business expense
and/or travel that needs to beeimbursed, oprocessed in order to clear out a cash advance.

Other Paymentwhen you click this button, it will bring you to the Payment Request form. The types of student
payments that this form would be used for amen-payrollpayments. Examples would be theypaent of awarded
grants/internships/fellowships/scholarships, as these are not considengployment based payments. Note that this

is NOT the same as the Student Prize and Award form (see below). That form should be used for actual prizes awarde
to students, whether they be cash or naash prizes, typically as part of the annual Graduation Ceremony.

Cash Advancewnhen you click this button, it will bring you to the Payment Request form, which include sl
to the old Cash Advance ForniBhis is where students can request funds in advance of travel (or other student
activities) if needed.

Student Priz& Award- when you click this button, actually takes you to the Student Prize and Award form, which is
the form that should be usefibr any student payments of this type. A Payment Request form is not the correct pay
method, so it automatically corrects this, and seamlessly routes you to the proper form which will have all the specific
fields needed to process these pay types. Tdnisfis used for paying and tracking xxxxx

PAYING A VENDDROICE

Who Are You Paying?

Dartmouth Employee Dartmouth Student

Do you know the Purchase Order Number?

The buttons here could be a bit misleading, but when you are paying a vendor, you essentially have two options. You
either have an invoice thdtasa PO associated with it, OR you have an invoice that doe®quire a PO(Note - If you

have an invoice thatequiresa PO, but doegot currently have one, you will need to submit that invoice separately,
using the Purchase Request form, not the Payment Request form. The Payment request form would be used to
submit an invoiceafter a PO has been set up)f there is an instance where you know it has a PO already, but you
cannot remember what the PO# is, you can simply note that on the form. Each of these two buttons will technically

9



bring you to the same form, BUT tieeareslight variations tahe form depending on th&PaymentType selectedPO or
Non-PO. Examples of the actual forms will follow these payee tygperviews.

PAYING OTHER
Who Are You Paying?

Dartmouth Employee Dartmouth Student

Cancel

What Type of Payment?

Travel/Business Expense Other Payment

When youselectOther, you have two differerfPaymentType options, Travel/Business Expense, and Other Payment.
Selecting e OtherPayeeTypeis used when not paying student, an employeeor an invoice from a vendor

Travel/Business Expensghen you click this button, it will bring you to the Payment Request form because external,
non-Dartmouthindividualsare not processed through iExpense like employeBsis is the form to use when you have
any business expenses and/or travel that needs to be reimbursed to external individuals.

Other Paymertwhen you clickhis button, it will bring you to the Payment Request form. The types of payments that

this form would be used for are the same payments that were previously on RFPs or MIPVs. Examples would be
honorariums, refunds, any payments to be made that do NQ/E laa invoiceassociatedo generate the payment

10



PAYIN®@ARTMOUTHMPLOYEES

Travel/Business Expensiir¢ctsto the Expense Report Request form)

The Expense Report Request form is usedrbgloyeeswho have elected not to submit through thExpenseSystem
on their own behalf. All other reimbursements (students/external individuals) will usPalyenent Request form and
will not be redirected to another formWe'll go through the form, section by section.

Submission Detall
As soon as you click on the form, it will automatically populate with your information (and you will need to be signed in
under your NetID credentials). Thesglds arelocked and you will not be able to change anything.

EXPENSE REPORT REQUEST
Date Submitted Submitter Department
10/05/2017 Troy, Jocelyn M Admin/Prov Fin Ctr

Payee NamaExpense Approveand Business Purpose

The next section is who we are paying, who will approve the expense, and the business purpose. Keep in mind that th
business purpose needs to be descriptive enough to pass an audit and make it clear *why* the college should be
covering the expense. Sinypdtating "hotel expenses"” or "business lunch" is sudfficient. Better examples would be
"Lodging during NCURA 2017 conference", and "Lunch w/ interview candidate".

Payee Name* Business Purpose®

| Make Me The Payee

iExpense Approver®

Click into the field for employee payee/approver names, all you need tostariing typing in the last name. 99% of

the time Employees WILL already be in the system due to a feed from HRMS, so you should not have to worry about
Employee names not populating. It is however tied to HRMS so it must match their legal name to @irdkit. As you
type, it will start to pull a list of names to select from, in dropdown style. Each letter you continue to type will reduce
the number of names you see on your screen. Or you have the option to just click the Make Me the Payeartuliton
will populate your name if you are sending it for yourself.

Payee Name* Business Purpose®
Brooks, Sa|I Travel to NCURA 2017 conference
rah F D1348A9 Staff Provosts Office
Brooks, Sarah Tyler DET2960 Alum UG gz

You'll see that it displays the payee name, thid@tiD, thetype of payee they have been categorized as, and the area
they are associated with. This will help you select the proper individual in case anyone has similar names. Click to sele
your payee/address from the list, and it will show what you have setiecte

Expense Reporting
The next section is to describe the types of expenses that are included within the form that need to be processed.
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With each box you click to check mark, théoem view will change slightly. Below is an example of wHabks like-
every box was clicked to demonstrate all the changes (you caticknand the changes will revert back):

I have expenses to report that are for (select all that apply)
@] Mon-Travel

7| Travel Travel Destination Meal Reimbursement

Actual E|

Start Date*

7| Corporate Card

7] Cash Advance Cash Advance Number* Cash Advance Amount®

7] Accompanying Individuals Accompanying Individuals®

1 Click NorTravel if you had supplies, memberships etc.

1 Click travel for any business trip expenses, and it will open three more-fy@ldwill need to fill in the destination
that you traveled to, the date that the travel
began, and whether you will be asking for Travel Destination™ Meal Reimbursement Mileage
meals actual, or per diem mealsvhen you | PerDiem
click Per Diem one more field will appear  start pate* End Date*
asking for the last day of the travel.

That date span would be used for your per diem reimbursement, so you need to include comments (another
section, bottom of form) to tell us what actual days/meals to ineludf travel did not begin till 4pm, then the first
day of travel should not include breakfast and lunch as part of your per diem reimbursement. If meals were
covered as part of a conference, please let us know so those meals can be removed fromdiaenper
reimbursement.

1 Click Corporate Card when there are receipts within the report that we need to clear, that siailid
reimbursed to you personally since the college is paying it directly.

1 Click Cash Advance if this travel is linked topen Cash Advance that you need to reconcile. This will open up
two more fields so that you can include the Cash Advance number, and the amount of the advance.

1 Click Accompanying individuals and one more field will open so that you can note winciudsd/whose
expenses you may have covered as part of your travel/activity. If this was a larger identifiable group, such as a
student group, or search committee, please note the group name for audit purposes.

Chart String

If amount is unknown then enter percentage per chart string to total 100%
# Chart Type* Chart String* Amount or* Dist %

1| —Select-- -
Add Additional String Totals
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When you click the Chart Type dropdown you can select GL String, PTAEO (which is a grant string). As soon as you S
one, more fields will open so that you can type your information in. Technically natural class is not required, itwvill allo
you to sibmit without that filled in.

If amount is unknown then enter percentage per chart string to total 100%
# Chart Type* Chart String* Amount or* Dist %
40

i Totals
GLSting .

PTAED

Once you select the Chart Type, you are able to add as many strings as you need by clicking Add Additional String, an
you can have a mix of GL and PTAEO.

A nice feature is that if you type in an incorrect strirtgg system will notify you so that you can correct it. If the string is
correct (or at least validates, some err@anstill sneak through) then you are able to see the actual descriptive text for
the string, which may also help to detect errors that the system did not catch.

You can either select specific dollar amounts for a split, or you can select percentagasy Bpecial instances please

include notes in the comment field at the bottom of the form.
Chart Strings

Chart Strings

# Chart Type* Chart String* Amount*

1| GL string E| [ 20.700.368000.626000.0000 100.00
*nvalid GL Account Number

3 Gl String E| 20.507.368000.343624.0000 200.00

*ollege Only . Admin and Provost Finance Center . Subvention College . Finance Center Admin

Default
Add Additional String Total: 300.00

Department Administrator Access

The next section is for when you are using chart strings that are outside of your normal accesses. You click to check
mark the box, select the string type in the dropdown and simply type in your own Org number. This simply allows you t
view the form at another date if needed, even though it's not your chart string. You can also use either your GL org, or
you need to, a PT2O award number.

Department Administrator Access l l
Department Administrator Additional Access  ‘Security GL org

Check box if chart strings above are outside your Department
or if this request does not use any chart strings

String Org or Award

PTAED Award

Attachments

The next section is where you would add attachments. It could be receipt copies, or anything else relevant to the
expense where documentation would be helpful. Don't forget, receipts under $75 are not nededSS it is
relocation, lodging, entertainmenor gifts. Those require a receipt regardless of the dollar amaugitote that the
athletics department will need to provide all receipts due to NCAA rules).

Attachments Addﬁﬂaﬁnmem

No Documents are attached to this form

Click on the green Add Attachment button, and it will pull up a screen where yosetesta Document Typewhen
you click the dropdown arrow it will display these optierselect whichever description is closest and add the
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attachment. For travel, you do not need to separate thef
out, if you have one pdf that contains the Caslivance,
Registration and other various receipts, simply load the

single pdf.

Once you select your Document type, it will give you the
browse button so that you can search for the saved itemj
out on your computer. Click the browse button it villll
up your computer and simply go to wherever you have iff
saved, and just double click on the file:

ocument Type

AP - Invoice

| Browse.. ‘f.: file selected

ke

Document Type

‘Select a document type

AP -
AP -
AP -
AP -

AP

AP -
AP -

Expense Cash Advance

Expense Conference/Travel Itinerary
Expense Itemization

Expense Other Funding Source

- Expense Pre-Approval

Expense Report Receipt

Expense Travel Budget

File Upload — —
e -
| B Desktop »

Organize v New folder

451 Favorites
Bl Desktop
& Dovnloads
g
G OneDmrc@mmouth College
4 Libraries

<] Documents

" Libraries
stem Folde @ File Upload

- ——

lnd |

Organize v

¢ Favorites
Bl Desktop

Cisco IP Communic

%L Recent Places
@ OneDrive - Dartmouth College

# Downloads

=  u
! » JocelynM.Troy » OneDrive - Dartmouth College » jc » LIVEFILESS'
Computer

New folder

Name
*z Youpg for $750.pdf

T Hort antuca £250 ndf.
T \crobat Docun

= Villiams 504444 for $250.pdf

Once you do that you will see this screen, and it shows you which file you attached. Click upload and that will bring it
onto your form. Note, this can take a moment if a file is large.

Once the upload is complete, you will be back at yotoren
view. You could open your attachment here to review it,
you could add another attachment, or you could delete the cick o Brouse
attachment if yourealize you uploaded the wrong file, or
you decide the attachment isn't needed after all:

Attachments

Document Type
AP - Expense Report Receipt

Comments

Description

Sty receipts pdf

Document Type

AP - Expense Report Receipt

Browse.... | Scy receipis.pdf

Description

Scy receipts.pdf

oo L cone

Uploaded By
D1163C5

Add Attachment

Document Date

10/06/2017

The last section of the-torm is where you provide all the helpful comments needed in order to accurately process the

iExpensdorm:
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Comments
Please provide an itemization (e.g.. expenses under §75, mileage, other accounts, nofes on fravel) for each expense where a receipt is not attached

Add round trip mileage to Manchester Airport. Per diems should only include dinner, breakfast & lunch was provided at conference. Ground fransportation was paid with personal
credit card, remainder of charges were on Dartmouth corporate card.ending 00

Finally, there are the three-form actions button at the bottom for the form:

1 Save Without Submittingthis option allows foryouto start the formand save the fornto complete and submit
later. When selecting this option you will receive @mail with a link to the form, or you can access the form in the
OnBase Unity Clients Workflow, under Pending Submission within tkdPAlAment Processing Life Cycle.

1 Submit- this option submits your form If approvers are noted on the form, thisll submit the eForm for approval.
Once all approvals have been obtained, the form will route to the Finance Centgsing.You will receive
notification when the form is submitted and when the form is received at the Finance Center.

1 Close without Savingthis simply closes the form, and it's gone as if you never created it. Make sure you want to
do this, it does not give you the chance to change your mind!

Atthe end of each form | want to go through the generic process of what they see for emails, what happens if a form is
returned for questions, or rejected etc. Also should address future ability to pull the form and get payment information

Other Payment (generic Payment Request form):
The Other payment form is used to process #i@vel, nortpayroll items for an employee. For example, a refund for
tickets to a Hopkins Center show, workers compensation payments, or staff loans.

Submission Detall
As soon as you click on the form, it will automatically populate with your information (and you will need to be signed in
under yourNetID credentials). These fields are locked and you will not be able to change anything.

PAYMENT REQUEST Request 4557
Date Submitted Submitter Department Finance Center
10/06/2017 Troy, Jocelyn M Admin/Prov Fin Ctr E| Admin/Prov Fin Ctr E|

Payee Name and Business Purpose
The next section will ask for the Payee Name and business purpose. Keep in mind that the description should explain
what we are paying and why.

Payee Name* Business Purpose®

Click into the field for payee name and start typing (last name gagddirany individual names). As you type, it will
pull and filter the list of names to select from, in dropdown style. Each letter you continue to type will reduce the
number of names displayed.

You should not have to worry about Employee nanmgpopulating. It is however tied to HRMS so it must match their
legal name in order to find it. But if they are a very new employee and you cannot find the name, leave the Payee blan
and check mark the New Payee/Address box (see details/imagesditisirs a little further below in these instructions)

and enter the payee name there.
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Payee Name* Business Purpose®

Brooks, Sa Refund for cancelled Hopkins Center performance tickets
rah F EMPLOYEE HOME d1348a9 Hanover
Brooks, Sawyer INDIVIDUAL Etnanh ETNA

You'll see that it displays the payee name, the type of payee they have been categorized as, the name of the pay site,
and the Dart ID#. This will help yselect the proper individual in case anyone has similar names. Click to select your
payee/address from the list, and it will show what you have selected. You'll see that is lists "Home" as the Payee Site
(meaning wherever HRMS has the payroll check stitnggto) and the Payee Type is "Employee™:

Payee Name* Business Purpose®

Brooks, Sarah F Refund for cancelled Hopkins Center show tickets

HOME EMPLOYEE

Payment Type

Next is the payment type, amount, and social security numbaérs i a generic format across the Payment Request
forms, and isn't necessarily applicable to what you are processifigne dropdown for Payment Type lists Invoice, PO
Invoice, Travel/Business Expense and Cash Advance, which in this case, are not applicable. (There are other Paymer
forms for Employees that address this). In this instance, you should simply be gp(@titar Payment, and then fill in

the dollar amount to be processed. Youm need to fill in the SSN/Tax ID # for an employee.

Payment Type Payment Amount SSN/Tax ID Number(if required)

{Other Payment |- 85.00

Invoice

PO Invoice
Travel/Business Expense
Other "*ayment

Cash Advance

Multiple Payment

Address

Next is a section is the addressote, this is a generic field across the Payment Request forms and does not display the
same for all payee types. For external vendors/payees you will be able to view the entire abdtésisstudents and
employees ya are only able to view certain details for confidentiality reasons. In this section the fields will fill in for
you, based on the selection you made above when you chose the payee.

» ikaliivaas If you click on the gray arrow right before "Address" it will eithispthy the details dropped down, or it

will roll it up and hide it. This is basically to keep the form a little cleaner for you so while you are going
through it.

Below is what it looks like in this example, (when the arrow is clicked) based on thegiteyselected:

~ Address

Street Address Line 1 Street Address Line 2 Street Address Line 3

City State Or Province ZIP Or Postal Code Country (if outside of the US)

Hanover NH us

Since this is an employee, the full address will not display, it simply shows that the payment will go the address they
have their check stub going to.
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Note - Employee payments will automatically go to wherever tipagiycheck goegér their own settings in the self
service portal whickhey must maintair).

It is possible that a very new Employee would not have populated in the system yet. If you discover an instance, leave
the Payee Name at the top blank, and chatdrk this New Payee/Address box and enter the Payee Name here, and ask
us to "Pull in the info from HRMS". Procurement will run a system process and pull their information from the HRMS
profile.

New Payee/Address New Address*®

; ; Have you obtained the New Vendor Forms:

« W9 or
o §233, W8-BEM, or W8-BEN-E (if foreign)
¢ Mew Vendor Form

NEW VENDORORMS ARE NOT NEEDED FOR EMPLOYEE
Chart String
The next section of the form is for Chart Strings. The form will default to displaying it in full, but if
\%Chart strings  you want to hide the field once you are done entering the info, you can hide it the samgoway
are able to with the Address by clicking the gray arrow to the right:

When you click the Chart Type dropdown you can select GL String, PTAEO (which is a grant string), Work Order or
Accounts Receivable. This is a generic format on all Payment Rémues, and is not necessarily applicable to the
payment you are making. As soon as you select one, more fields will open so that you can type your information in.
Technically natural class is not required, it will allow you to submit without thed fii.

Chart Strings

# Chart Type* Chart String* Amount*

Total: 0.00
PTAED

Work Order r Access

nd Accounts Receivable Aditinnal Arrace =

Once you select the Chart Type, you are able to add as many strings as you need by clicking Add Additional String, an
you can have a mix of GL and PTAEO.

A nice feature is that if you type in an incorrect string, the system will notify you so that you can correct it. lingpésstr
correct (or at least validates, some err@anstill sneak through) then you are able to see the actual descriptive text fo
the string, which may also help to detect errors that the system did not catch.

You can either select specific dollar amounts for a split, or you can select percentages. For any special instances plea
include notes in the comment field at the both of the form.

Chart Strings
Chart Strings

# Chart Type* Chart String* Amount*

T oL String E| [ 20.700.368000.626000.0000 100.00 Remove

*nva\id GL Account Number

3| GL string E| 20.507.368000.343624.0000 200.00

ollege Only . Admin and Provost Finance Center . Subvention College . Finance Center Admin

Default
Add Additional String Total: 300.00
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Department Administrator Access

The next section is for when you are using chart strings that are outside of your normal accesses. You click to check
mark the box, select the string type in the dropdown and simply type in your@sgmumber. This simply allows you to
view the form at another date if needed, even though it's not your chart string. You can also use either your GL org, or
you need to, a PTAEO award number.

Department Administrator Access l l
Department Administrator Additional Acces Security GL org

Check box if chart strings above are outside your Department
or if this request does not use any chart strings PTAEO Award

String Org or Award

Special Handling
The next section is for if there is any special handling needed. Again, this is generic across the Payment Request form
and might not necessarily applicable to your payment. If needed, click to open the dropdown and you will see Pickup,
International Wire Transfer, andRemittance.Most likely there is no special handling for an Employee payment, with the
possible exception of a staff loan, Special Handiing I

which may need to be picked up from .. :

the HR offices directly. The Reason fi =58 |
the special handling willeed to be
noted.

Agreement needs to be signed first

International Wire Transfer

Remittance

When you click wire transfer, more fields will opEAHOUGH MOST LIKELY EMPLOYEE PAYMENTS WOULD NOT BE
WIRED!

Special Handling Reason™
International Wire Transfer ﬂ Payee out of country| X

If Wire information is provided on an attached invoice, this section is not required.

Account Holder or Beneficiary Details:(Additional bank fee associated with the option)

Beneficiary Name Telephone (if available) Email (if available)
Name as shown on beneficiary's account
Beneficiary Address Beneficiary City Beneficiary State/Province Beneficiary Postal Code

Beneficiary Country

Bank Details:
Bank Name Bank Address
Account Number/IBAN Number Bank Routing Number/Swift Code

Additional Routing Requirements(if applicable):

Corresponding Bank Name Bank Account Number Bank Routing Number/Swift Code Foreign currency

Recipient Residency
The next section deals with whether the person is a resident of the US or is a Nt g, jpient Residency
resident alien. This is only for any payments that might actually be taxable and
need to be reviewed and processed specially. The dropdown gives you the twa
options:

Is payee a non-resident alien?*

 ‘Resident {ry

Naon Resident

Sine this is a payment to an employehijs section is likely not applicablelost
often if we are paying an employ@gaymentthat would require taxes to be
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withheld, the payment is processetirough the Payroll system. If you have a taxable payment enapioyee, please
contact your finance center to discuss the next steps.

Otherwisg if the Payeds Not ¢, isient residency
a US resident and does NOt | payee 2 non-resident alien>*
pay US taxes, please select | qecuen [
NonResident, and your field o o
) ) Country of Tax Residence Gross up the check? Country of Payment Activity. if outside US
will automatically chnge so 5
you can enter further
information.

1 Country of Tax Residenewhere they file their taxes (not a dropdown, you can figpe here).

1 Gross up the checlf the department elected to cover any relevant taxes (on the behalf ofrttlizidual) you'd
note it here, if any taxes needed to be taken as part of making the payment. Note that this can add a significant
amount to what the department is paying out.

1 Country of Payment Activity if Outside the USan individual is foreign, @nthe activity takes place in a foreign
location was well, that igenerallyan automatic tax exemption. For example, a foreign student receiving funds for a
fellowship that is overseas.

1 Contact Procurdo-Pay with questions on taxation.

Attachments

The next section is where you would add attachments, if there are any that are relevant to the payment. Often times
these type of employee payments do not have backup, so an attachment is not required, but this is where you would
include it if there was @ditional documentation.

Attachments Add@nachmem

No Documents are attached to this form

Click on the green Add Attachment button, and it will pull up &, .
screen where you caselecta Document Typewhen you click

the dropdown arrow it will display these options, some of
which maynot be relevant to the payment you are processing | i - roce
but its generic format across the forms. Please choose the | ar - emiztion
appropriate type to match with the iterjiou are attaching AP - Recept

AP - Statements

{Select a document type

AP - Tax Form - 8233

AP - Tax Form - CWA
Once you select your Document type, it will give you the AP - Tax Form - W-9

browse button so that you can search for the saved item out ( #7 - TaxFom- w-ss

your computer. Click the browse button it will pull up your % = *##
computer and simply go to wherever you haveatred, and just |~ 7"
dOUble C”Ck on the f||e PROC - Independent contractor form

PROC - New vendor form

PROC - Proof of Insurance

PROC - Sole Source Justification
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Yocument Type
AP - Invoice v

Browse... | No file selected =
h* File Upload P — —
| ; V—; =
B Desktop »
Organize v New folder
451 Favorites . Libraries
B Do o g e Upioed e T ——
- W | e -
& Dowmloads 2 | | |, » JocelynM.Troy » OneDrive - Datmouth College » jc » LIVEFILESS'
* . omputer
@ OneDrive, {),_(})artmouth College - y Organize v New folder
o Cisco IP Communic X Favorites Name
4 3 Libraries ontcut -
5 KB B Desktop *«, Youpg for $750.pdf
il Documents " i Downloads T HorAA antuca £250 nd

o HTS
@ OneDrive - Datmouth College 2 765, 79:
B Williams 504444 for $250.pdf

%L Recent Places

Once you do that you will see this screen, and it ShOWS Y| oo ment mype

which file you attached. Click upload and that will bring it o ... B
onto your form. Note, this can take a moment if a file is
Iarge- Click to Browse

Brﬁwse Document1_pdf

Once the uploads complete, you will be back at your e
form view. You could open your attachment here to revig
it, you could add another attachment, or you could deletg| “=Pon

the attachment if you realize you uploaded the wrong file| Documenti.par
or you decide the attachment isn't neededter all:

=[ Documenﬂ.pdf]

Attachments Add Attachment

Document Type Description Uploaded By Document Date

AP - Invoice Document1_pdf Jocelyn M. Troy 10/06/2017 Delete

Approvals
If you are the submitter and have signature authority, you are able to click the | Approve button and this will be the
approval we use.

If you do not have signature authority, or if the chart string doesn't not belong to your area, ordbllae amount is
above your authority limit, OR if the payment is to you persongtiy, would specify another person to be the approver.

When you click into the field for approver names, all you need to do is starting typing in the last name. Aseydu ty
will start to pull a list of names to select from, in dropdown style. Each letter you continue to type will reduce the
number of names you see on your screen.

Approvals

No Approvers are currently on this form.

Wallace, L | Add This Approver | Approve

isa A D1257R6  Staff P LAl crprove this expense and attest that the
harges are allowable, allocable, necessary,

and reasonable.
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Select the approver. You could add more than one if needed. For exanygle vifere splitting the cost with another

area, you can select an approver from your area, and then one from theirs. Click the Add This Approver button once y
have selected the name from the dropdown.

Approvals

Sequence Approver Detision Denial Reason Code Approval Date

Add This Approver | Approve

| approve this expense and attest that the
charges are allowable, allocable, necessary,
and reasonable.

Now you see your approvers, and if you selecttipld you also see the "sequence”, meaning who gets the form first. It
goes out to approver 1, and once they have approved it, then it goes to approver 2.

Other instructions/Comments
Use this section to conveany relevant information needed to assist with processing the request

Other Instructions/Comments

| I

Finally, there are the three-form actions button at the bottom for the form:

1 SaveWithout Submitting this option allows foryouto start the formand save the fornto complete and submit
later. When selecting this option you will receive an email with a link to the form, or you can access the form in the
OnBase Unity Clients Workflopwnder Pending Submission within the @Payment Processing Life Cycle.

1 Submit- this option submits your form If approvers are noted on the form, this will submit the eForm for approval.
Once all approvals have been obtained, the form will routtheoFinance Centerrpcessing.You will receive
notification when the form is submitted and when the form is received at the Finance Center.

1 Close without Savingthis simply closes the form, and it's gone as if you never created it. Make sure pbtowa
do this, it does not give you the chance to change your mind!

Cash AdvancePayment Request form

The Cash Advance form is used to give funds to an employee for a travel/business expense. You will still be using the
Payment Request form, but since you are selecting the Cash Advance Form it will automatically fill out certain fields for
you so that ilooks more like the old Cash Advance forms.

Submission Detail

As soon as you click on the form, it will automatically populate with your information (and you will need to be signed in
under your NetID credentials). These fields are locked and yonawile able to change anything.

PAYMENT REQUEST Request 4557

Date Submitted Submitter Department Finance Center

10/06/2017 Troy, Jocelyn M Admin/Prov Fin Cir E| Admin/Prov Fin Cir E|
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Payee Name and Business Purpose
The next section will ask for the Payee Name and business purpose. Keep in mind that the description should explain
what we are paying and why trmllege should be providing tleash advance.

Payee Name* Business Purpose®

Click into the field for payee name and start typing (last name goes first for any individual names). As you type, it will
pull and filter the list of names to select from, in dropdown style. Each letter you continue to type wikrduhi
number of names displayed.

You should not have to worry about Employee names not populating. It is however tied to HRMS so it must match thei
legal name in order to find it. But if they are a very hew employee and you cannot find the nam¢hécRayee blank,

and check mark the New Payee/Address box (see details/images/instructions a little further below in these instructions’
and enter the payee name there.

Payee Name* Business Purpose™
Wallace, L 1 advance for foreign travel in Berlin 11/1 through 11/20. Cash needed for this area
saA EMPLOYEE HOME d1257r6 Hanover NH

You'll see that it displays the payee name, the type of payee theylhesme categorized as, the name of the pay site,

and the Dart ID#. This will help you select the proper individual in case anyone has similar names. Click to select your
payee/address from the list, and it will show what you have selected. You'll seis tlss "Home" as the Payee Site
(meaning wherever HRMS has the payroll check stub going to) and the Payee Type is "Employee":

Payee Name™* Business Purpose®

Wallace, Lisa A advance for foreign travel in Berlin 11/1 through 11/20. Cash needed for this area
HOME EMPLOYEE

Payment Type

The next section is the Payment type, Amount, Start Date, End Date, Anticipated Settlement Dateetirat it is to be
paid out in cash (only if under $500). Typically in other forms you needed to select ., .+ .
pay type from a dropdowra(generic format across the Payment Request forms that e

i | Other Payment -

isn't necessarily applicable to what you are processing ‘“'jj“'“'“““'“““““““““'“'“{?—
Normally the dropdown looks like this: PO Invoice

Trave|/Business Expense

Since you selected the Cash Advance button, it has automatically defaulted the prc
fields into the form for you, so it will already have selected Cash Advance.

Cash Advance

Multiple Payment

Cash Advance Section
Fill in yourinformation. $500 is the threshold for receiving cash, so if you sele&ed,$hen you would be able to
select or Cash OR Check/Direct Deposit. Technically it will not block you from moving forward if you were to put in a

Payment Type Payment Amount
Cash Advance E| 500.00
Start Date* End Date* Anticipated Seftlement Date* Cash?(May not exceed $500)
11/01/2017 11/20/2017 10/30/2017 EiCash HA

Check/Direct Deposit
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higher dollar amount and still select Cash in the dropdown as there are very rare occasions where special
circumstances/approvals have been made for a higher dollar cash payout. These are infrequent, and must be specially
approved, otherwise it will be changed back to a Check/Direct Deposit.

Address

Next is a section is the addressote, this is a generic field across the Payment Request forms and does not display the
same for all payee types. For external vendors/payees you will be able to view the entire abdtésisstudents and
employees ya are only able to view certain details for confidentiality reasons. In this section the fields will fill in for
you, based on the selection you made above when you chose the payee.

If you click on the gray arrow right before "Address" it will eithispthy the details dropped down, or
b Address it will roll it up and hide it. This is basically to keep the form a little cleaner for you so while you are
going through it.

Below is what it looks like in this example, (when the arrow is clicked) based on thegiyselected:

Address
Street Address Line 1 Street Address Line 2 Street Address Line 3

City State Or Province ZIP Or Postal Code Country (if outside of the US)

Hanover NH us

Since this is an employee, the full address will not display, it simply shows that the payment will go the address they
have their check stub going to.

Note - Employee payments will automatically go to wherever their paycheck geedheir own settigs in the seff
service portal whickhey must maintain.

It is possible that a very new Employee would not have populated in the system yet. If you discover an instance, leave
the Payee Name at the top blank, and check mark this New Payee/Address box and enter the Payee Name here, and
us to "Pull in the ird from HRMS". Procurement will run a system process and pull their information from the HRMS
profile.

New Payee/Address New Address™®

Have you obtained the New Viendor Forms:
« W3 aor
« 8233, W8-BEN, or W8-BEN-E (if foreign)
» MNew Vendor Form

NEW VENDOFORMS ARE NOT NEEDED FOR EMPLOYEE

Chart Strings
The next section of the form is for Chart Strings. The form will defadisdaying it in full, but if
{b‘:haﬂ Strings  you want to hide the field once you are done entering the info, you can hide it the same way you
are able to with the Address by clicking the gray arrow to the right:

When you click the Chart Type dropdown you can sele@t@ig, PTAEO (which is a grant string), Work Order or
Accounts Receivable. This is a generic format on all Payment Request forms, and is not necessarily applicable to the

Chart Strings
# Chart Type* l Chart String* Amount*

18

Total: 0.00
PTAEO

Work Order

r Access
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payment you are making. As soon as you select one, more fields will open goulan type your information in.
Technically natural class is not required, it will allow you to submit without that filled in.

Once you select the Chart Type, you are able to add as many strings as you need by clicking Add Additional String, an
you can have a mix of GL and PTAEO.

A nice feature is that if you type in an incorrect string, the system will notify you so thatayocorrect it. If the string is
correct (or at least validates, some err@anstill sneak through) then you are able to see the actual descriptive text for
the string, which may also help to detect errors that the system did not catch.

You can eher select specific dollar amounts for a split, or you can select percentages. For any special instances pleas
include notes in the comment field at the bottom of the form.

Chart Strings

Chart Strings

# Chart Type* Chart String* Amount*

1| GL string E| [ 20.700.368000.626000.0000 100.00
*nvalid GL Account Number

3 oL String E| 20.507.368000.343624.0000 200.00

ollege Only . Admin and Provost Finance Center . Subvention College . Finance Center Admin

- Default
Add Additional String Total- 300.00

Department Administrator Access

The next section is for when you arsing chart strings that are outside of your normal accesses. You click te check
mark the box, select the string type in the dropdown and simply type in your own Org number. This simply allows you t
view the form at another date if needed, even though not your chart string. You can also use either your GL org, or if
you need to, a PTAEO award number.

Department Administrator Access l l
Department Administrator Additional Acces  Security GL Org

Check box if chart strings above are outside your Department
or if this request does not use any chart strings

String Org or Award

PTAED Award

Special Handling
The next section is for if there is any special handling needed. Again, this is generic across the Payment Request form
and might not necessarily applicable to your payment. If needed, click to open the dropdown and you will see Pickup,

International Wie Transfer, and et Han .

. eClal manalin eason
Remittance.Cash Advances are . i ’ lv
frequently flagged for Pickup. . |L|%

Note that the Reason for the
SpeCiaI handling WI" need to be Internztional Wire Transfer
nOted . Remittance

Pickup
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FYI¢ when you click wire transfer, more fields will open

Special Handling Reason*®
International Wire Transfer v Payee out of country| X

If Wire information is provided on an attached invoice, this section is not required.

Account Holder or Beneficiary Details:(Additional bank fee associated with the option)

Beneficiary Name Telephone (if available) Email (if available)
Name as shown on beneficiary's account

Beneficiary Address Beneficiary City Beneficiary State/Province Beneficiary Postal Code

Beneficiary Country

Bank Details:

Bank Name Bank Address

Account Number/IBAN Number Bank Routing Number/Swift Code

Additional Routing Requirements(if applicable):

Corresponding Bank Name Bank Account Number Bank Routing Number/Swift Code Foreign currency

THOUGH MOST LIKELY EMPLOYEE PAYMENTS WOULD NAT BE W

Attachments

The next section is where you would add attachments, if there are any that are relevant to the payment we are
processing. Often times Cash Advance payments do not have backup, so an attachment is not required, but this is
where you would include it if the was additional documentation.

Attachments Add @tlaw:nment

No Documents are attached to this form.

Click on the green Add Attachment button, and it will pull up a screen where yoseteeta Document Typewhen

you click the dropdown arrow it will display these options, some of whichmoape relevant to the payment you are
processing, buits generic format across the forms. Please choose the appropriate type to match with the item you are
attaching.

Once you select your Document type, it will give you the brow Pecument Type
button so that you can search for the saved item out on your | selectadocument type
computer. Clickhe browse button it will pull up your computer

AP - Invoice

and simply go to wherever you have it saved, and just double |
click on the file: AP - Recept

P - Itemization

AP - Statements

AP - Tax Form - 8233

AP - Tax Form - CWA

AP - Tax Form - W-9

AP - Tax Form - W-95

AP - Tax Form - W8-BEN
AP - Tax Form - W8-BEN- E
PROC - Contract

PROC - Independent contractor form
PROC - Mew vendor form

PROC - Proof of Insurance

PROC - Sole Source Justification
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Yocument Type

[

AP - Invoice
Browse.. i:.‘ file selected e ——
I}* File Upload > —‘
WX ﬂ)@ﬂ-#w -
SN Organize v New folder
451 Favorites ™ i
B Desktop System Folder [ @ file Upload e e
. :°‘”“'°;"" o Bt JO# %3G M.Troy ) OneDrive - Dartiouth Coliege » o » NEFLESS
1 ecent Places ) omputes
l’&OneDM@lﬂmutholltge k R o Srosoice o blow folder
& | CixcoP Communic T Name
e ]T'bu"“ w’ ; k : B Desktop *? Youpg for §750.pdf
3 Documents = R Downioads 2 ol
. Recent Places T HIS ¢
@ OneDrive - Datmouth College 2’ 765| Date modified: 10/12/2017 9:
= Williams 504444 for $250.pdf
Once you do that you will see this screen, and it shows y 5 -
. . . . . ocument Type
which file you attached. Click upload and that Wilhg it
. . y . AP - Receipt E|
onto your form. Note, this can take a moment if a file is

large.

Click to Browse

Br ... | Document_pdf

Once the upload is complete, you will be back at your e | =l ocumentt et
form view. You could open your attachment here to Description
review it, you could add another attachment, or you couli  pocumentt par
delete theattachment if you realize you uploaded the
wrong file, or you decide the attachment isn't needed afts

all: Upload
Attachments Add Attachment

Document Type Description Uploaded By Document Date

AP - Invoice Document1.pdf Jocelyn M. Troy 10/06/2017 Delete

Approvals

If you are the submitter and have signature authority, you are able to click the | Approve button and this will be the
approval we use.

If you do not have signature authority, or if the chart string doesn't not belong to your area, or if theatothant is
above your authority limit, you would specify another person to be the approver.

When you click into the field for approver names, all you need to do is starting typing in the last name. As you type, it
will start to pull a list of names to ket from, in dropdown style. Each letter you continue to type will reduce the
number of names you see on your screen.

Approvals

MNo Approvers are currently on this form

wallace, L | Add This Approver | Approve

isa A DA257RE Staff Admin/Prov Fin Cir approve this expense and attest that the
harges are allowable, allocable, necessary,

and reasonable.
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Select the approver. You could add more than one if needed. For example, if you were splitting the cost with another

area, youcan select an approver from your area, and then one from theirs. Click the Add This Approver button once yo
have selected the name from the dropdown.

Approvals

Sequence Approver Decision Denial Reason Code Approval Date

Add This Approver | Approve

| approve this expense and attest that the
charges are allowable, allocable, necessary,
and reasonable.

Now you see your approvers, and if you select multiple you also see the "sequence”, meaningsathe fgrm first. It
goes out to approver 1, and once they have approved it, then it goes to approver 2.

Other instructions/Comments
Use this section to conveany relevant information needed to assist with processing the request

Other Instructions/Comments

| i

Finally, there are the three-form actions button at the bottom for the form:

1 Save WithouSubmitting- this option allows foryouto start the formand save the fornio complete and submit
later. When selecting this option you will receive an email with a link to the form, or you can access the form in the
OnBase Unity Clienworkflow, under Pending Submission within the@Payment Processing Life Cycle.

1 Submit- this option submits your form If approvers are noted on the form, this will submit the eForm for approval.
Once all approvals have been obtained, the favith route to the Finance Centergcessing.You will receive
notification when the form is submitted and when the form is received at the Finance Center.

1 Close without Savingthis simply closes the form, and it's gone as if you never created ite Blale you want to
do this, it does not give you the chance to change your mind!




PAYING STUDENT®Gvel/Business Expense

When youselectthe Travel/Business Expenisetton, it will bring you to theTravel/Business ExpenBayment Request
form. Unlike Dartmouth employees, Dartmousitudents are not processed through iExperiBeis is the form to use
when you have any business expenses and/or travel that needseiméursed, or processed in order to clear out a
cash advance. We'll go through the form, section by section.

Submission Details
As soon as you click on the form, it will automatically populate with your information (and you will needigmnkd in
under your NetID credentials). These fields are locked and you will not be able to change anything.

PAYMENT REQUEST Request 4687

Date Submitted Submitter Department Finance Center

10/10/2017 Troy, Jocelyn M Admin/Prov Fin Ctr E| Admin/Prov Fin Ctr E|

Payee Name and Business Purpose

The next section is who we are paying, who will approve the expense, and the business purpose. Keep in mind that th
business purpose needs to be descriptive enough to pass an audit and make it clear *why* the college should be
covering the expense. Sinypdtating "hotel expenses” or "business lunch” is not sufficient. Better examples would be
"Lodging during NCURA 2017 conference", and "Lunch w/ interview candidate".

Payee Name* Business Purpose®

Lunch for Grad Student Council meeting

Click into the field for student payee/approver names, all you need to daiiBrgj typing in the last name. As you type,
it will start to pull a list of names to select from, in dropdown style. Each letter you continue to type will reduce the
number of names you see on your screen.

Occasionally students may not be in the systKeep in mind what you type must match their legal name in order to
find it. But if they are a new student and you cannot find the name, leave the Payee blank, and check mark the New
Payee/Address box (see details/images/instructions a little furteEvibin these instructions) and enter the payee name
there.

You'll also note if there are multiple adkbs options, you'll see their name multiple times. For example, Jamilla (image
below) has adinmanbox, and a home address to select from. For confidentiality reasons though, the address will not
actually display for verification. Noting the exact address you want it mailed to in the comments field (this is another
section at the bottom of the formis advised.

Select the payee, and type in the business purpose to describe the payment. Once a name is selected, the Pay Site C
and Payee Type will populate for you.

Payee Name™ Business Purpose®
Smith, Jam X
Smith, James D INDIVIDUAL PORTLANDOR Portland OR
Smith, James E INDIVIDUAL CapellHill Chapel Hill NC
ilaD. STUDENT HINMAN d93839b Hanover NH
Smith, Jamila D. STUDENT HOME d935839b Memphis TN
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You'll see that it displays the payee name, the type of payee they have been categorized as, the first line of the mailing
address associated with it, and then the Town and State. Click to select your payee/address from the list, and it will
show what yolhave selected.

Payee Name* Business Purpose®
Smith, Jamila D Lunch for Grad Student Council meeting
HOME STUDENT
Payment Type

The next section is the Payment type, and Amount. Typically in other forms you needed to select the pay type from a
dropdown @ generic format across the Payment Request forms that isn't necessapipticable to what you are

processing.
Payment Type Payment Amount

Normally the dropdown looks like this: | Travel/Business Expense hif}

Invoice

ct all that apply):
PO Invoice

Other Payment

Cash Advance

Multiple Payment

Since you selected thEravel/Business Expenbatton, it has automatically defaulted the proper fields into the form for
you, so it will already have selected

Travel/Business Expensgll you need to do is
fill in the dollar amount to be processed. TravelBusiness Expense E| 400.00

Payment Type Payment Amount

Expense Reporting
The next section is to describe the types of expenses that are included within the form that need to be processed.
With each box you click to check mark, théoem view will change slightly. Below is an example of what it looks like
every bOX Was [dked to | have expenses to repon that are for (selem all that app\y}'

demonstrate all the changes  non-trawel

(you can urclick and the
changes will revert back):

] Travel Travel Destination™ Meal Reimbursement Mileage

Consult the Business Policy to obtain Actual ﬂ
current source for per Diem rates
1 Click NorrTravel if you Start bate
had supplies,
mem berSh | ps etc [ Cash Advance Cash Advance Number* Cash Advance Amount®
ﬂ Clle travel for any #iAccompanying Individuals Accompanying Individuals*

business trip expenses,

and it will open three

more fields you will

need to fill in the destination that you traveled to, the date that the travel began, and whether you will be asking for
meals actual, or per diem mealgvhen you dick Per Diem one more field will appeaasking for the last day of the
travel.
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That date span would be used for your

per diem reimbursement, so you need t( Travel Destination™ Meal Reimbursement Mileage
include comments (another section, . Per Diem -]

bottom of form) to tell us what actual
days/meals to include. If travel did not
begin till 4pm, then the first day of travel
should not include breakfast and lunch
as part of your per diem reimbursement. If meals were covered as part of a conference, please let us know so thos
meals can beamoved from the per diem reimbursement.

Start Date™ End Date™

1 Click Corporate Card when there are receipts within the report that we need to clear, that staildd reimbursed
to you personally since the college is paying it directly.

1 Click Cash Advance if this travdinged to an open Cash Advance that you need to reconcile. This will open up two
more fields so that you can include the Cash Advance number, and the amount of the advance.

1 Click Accompanying individuals and one more field will open so that you camwhoteas included/whose
expenses you may have covered as part of your travel/activity. If this was a larger identifiable group, such as a
student group, or search committee, please note the group hame for audit purposes.

Address

Next is a section is the addressote, this is a generic field across the Payment Request forms and does not display the
same for all payee types. For external vendors/payees you will be able to view the entire addtéssstudents and
employees ya are only able to view certain details for confidentiality reasons. In this section the fields will fill in for
you, based on the selection you made above when you chose the payee.

If you click on the gray arrow right before "Address" it witlher display the details dropped down, or
% Address jt will roll it up and hide it. This is basically to keep the form a little cleaner for you so while you are
going through it.

Below is what it looks like in this example, (when the arrow is clicked) basdtwgayee site selected:

Address

Street Address Line 1 Street Address Line 2 Street Address Line 3

City State Or Province ZIP Or Postal Code Country (if outside of the US)

Memphis TN

The most it will display (whether Home OR Hinman) is the City & State. If the student has moved you may have a
general idea that the address the system is defaulting to is NOT correct, but you will not be able to tell far.Hinma

New Payee/Address
If it appears the address may not be correct, or if maybe you have a new student, you would check the box directly
below the Address section, the New Payee/Address section and enter the info there.

Again, this is a generic field across the Payment Badorms. A student will not need any of the New Vendor Forms

mentioned to the rightlt also mentions Employees and use of the-selivice portal, though here we are paying a
student.

30



MNew Payee/Address New Address™

Have you obtained the New Vendor Forms:
‘h « W9 or
« 8233, W8-BEN. or WE-BEN-E (if foreign)
+ MNew Vendor Form

Chart Strings

The next section dahe form is for Chart Strings. The form will default to displaying it in full, but if you
want to hide the field once you are done entering the info, you can hide it the same way you are able
to with the Address by clicking the gray arrow to the right:

Chart Strings
1

When you click the Chart Type dropdown you can select GL String, PTAEO (which is a grant string), Work Order or
Accounts Receivable. This is a generic format on all Payment Request forms, and is not necessarily applicable to the
payment you are makingAs soon as you select one, more fields will open so that you can type your information in.
Technically natural class is not required, it will allow you to submit without that filled in.

Chart Strings

# Chart Type* l Chart String* Amount*

Total: 0.00
PTAEO
Waork Order r Access

nd Accounts Receivable Aditinnal Arrace =

Once you select the Chart Type, you are able to add as sidngs as you need by clicking Add Additional String, and
you can have a mix of GL and PTAEO.

A nice feature is that if you type in an incorrect string, the system will notify you so that you can correct it. lingpésstr
correct (or at least Maates, some errorsanstill sneak through) then you are able to see the actual descriptive text for

the string, which may also help to detect errors that the system did not catch.
Chart Strings

Chart Strings

# Chart Type* Chart String* Amount*

T Gl String E| l 20.700.368000.626000.0000 100.00 Remove

*nvand GL Account Number

3 6L String E| 20.507.368000.343624.0000 200.00

ollege Only . Admin and Provost Finance Center . Subvention College . Finance Center Admin

Default
Add Additional String Total: 300.00

Once you have selected your Chart Type antkred a functional Chart String, fill in the Amount field to the right. You
may fill in the Natral Class field if you know it, but this field is not requiredr

Student and Visitor Travel Expenswe) natural classes have been added, to Amount®

minimize the need to itemize between expense types: 1.00

1 8118 forNon-Employee Foreign Travel

i Total: 1.00
1 8148 fa NonEmployee Domestic Travel

Note: Fyou do not know the total amount of the reimbursement, please enter $1.00 and the finance center will
calculate this total for you.
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For any special instances please include notes in the comment field at the bottom of the form.

Department Administrator Access

The nextsection is for when you are using chart strings that are outside of your normal accesses. You click to check
mark the box, select the string type in the dropdown and simply type in your own Org number. This simply allows you t
view the form at another dte if needed, even though it's not your chart string. You can also use either your GL org, or if
you need to, a PTAEO award number.

Department Administrator Access l l

Department Administrator Additional Acces

Check box if chart strings above are outside your Department
or if this request does not use any chart strings

String Org or Award

PTAED Award

Special Handling
The next section is for if there is any special handling needed. Again, this is generic across the Payment Request form
and might not necessarily applicable to your payment.
If needed, click to open the dropdown and you will see
Pickup, International We Transfer, andRemittance. It

is not expected that there would be any need for spec

Special Handling Reason

IN

. . Pickup
handling for a student reimbursement. If there were | ccnationsl wire Transfer

extenuating circumstances, the Reason for the specia |remitance

handling will need to be noted.

FYIc when you click wire transfer, more fields will open

Special Handling Reason®
International Wire Transfer ﬂ Payee out of country| X

If Wire information is provided on an attached invoice, this section is not required.

Account Holder or Beneficiary Details:(Additional bank fee associated with the option)

Beneficiary Name Telephone (if available) Email {if available)
Name as shown on beneficiary's account

Beneficiary Address Beneficiary City Beneficiary State/Province Beneficiary Postal Code

Beneficiary Country

Bank Details:

Bank Name Bank Address

Account Number/IBAN Number Bank Routing Number/Swift Code

Additional Routing Requirements(if applicable):

Corresponding Bank Name Bank Account Number Bank Routing Number/Swift Code Foreign currency

THOUGH MOST LIKELY STUDENT PAYMENTS WOULD NOT BE W

Attachments
The next section is where you would add attachments. It could be receipt copies, or anything else relevant to the
expense where documentation would be helpful. Don't forget, receipts under $75 are not ne®IedSS it is
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relocation, lodging, entertainmenor gifts. Those require a receipt regardless of the dollar amaugitiote that the
athletics department will need to provide all receipts due to NCAA rules).

Attachments Add @ﬂau:hment

No Documents are attached to this form

Click on the green Add Attachment button, and it will pull up a scre¢ o e vee
where you carselecta Document Typewhen you click the dropdownM
arrow it will display these optionsselect whichever description is ““’e

closest and add thattachment. For travel, you do not need to AP - Teemization
separate them out, if you have one pdf that contains the Cash Ap o necept

AP - Statements

Advance, Registration and other various receipts, simply load the | -z rom- s
S|ng|e pdf AP - Tax Form - CWA

AP - Tax Form - W-9

AP - Tax Form - W-95
AP - Tax Form - W8-BEN
AP - Tax Form - W8-BEN- E

PROC - Contract

Once you slect your Document type, it will give you the browse PROC - Independent contractor form
button so that you can search for the saved item out on your PROC Hew vendor form

. . . PROC - Proof of Insurance
computer. Click the browse button it will pull up your computer and| ... ... ... »croaon
simply go to wherever you have it saved, and just double click on the

ment Type l
AP - Invoice -|
Browse.., | No file selected _ =
[}*( File Upload —
| . __|
| B Desktop »
ik Organize v New folder
450 Favorites D | ibraries
Bl Desktop System Folder @ File Upload - | —————————
i ’A =
8 Downloads c @ |, » JocelynM. Troy » OneDrive - Dartmouth College » jc » LIVEFILESS
% ] omputer
Upload = Recent Places :& - ’—? ol
G OneDrrvc@artmomh College = y 2 Organize v New folder
2 Cisco IP Communic K Favorites Name
4 Libraries = 4 ortcut -
| D (& 125KB M Desktop *; Veuglc' §750.pdf
il Documents =N % Downloads 2 Horb =
% Recent Places o H1S "Y
@ OneDrive - Datmouth College = 768, Da ed: 10/12/2017 9

= Williams 504444 for $250.pdf

Once you do that you will see this screen, and it shows you which file you attached. Click upload and that will bring it
onto your form. Note, this can take a moment if a file is large

Document Type

AP - Receipt E|

Click to Browse

Br[gwse Document1.pdf

.| Documentl.pdf |
Once the upload is complete, you will be backatr eform 3
view. You could open your attachment here to review it, you
could add another attachment, or you could delete the

attachment if you realize you uploaded the wrong file, or you
decide the attachment isn't needed after all:

Description

Documentt.pdf
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Attachments Add Attachment

Document Type Description Uploaded By Document Date
AP - Invoice Document1.pdf Jocelyn M. Troy 10/06/2017 Delete
Approvals

If you are the submitter and have signature authority, you are able to clicél tApprove button. If you do not have
signature authority, or if the chart strirdpesn't not belong to your area, or if the dollar amount is above your authority
limit, you would specify another person to be the approver.

Note: If you are uncertain of the reimbursement amount and entered $1.00 in the amount field, do not add aerapprov
until the amount field has been finalized by the Finance Center.

When you click into the field for approver names, all you need to do is starting typing in the last name. As you type, it
will start to pull a list of names to select from, in dropdown style. Each letter you continue to type will reduce the
number of nanes you see on your screen.

Approvals

No Approvers are currently on this form

Wallace, L | Add This Approver | Approve

isa A D1257R6  Staff P A e gl 2pprove this expense and attest that the
harges are allowable, allocable, necessary,

and reasonable.

Select the approver. You could add more than one if needed. For example, if you were splitting the cost with another

area, you can select an approver from your area, and then one from theirs. Click the Adgprbiger button once you
have selected the name from the dropdown.

Approvals

Sequence Approver Decision Denial Reason Code Approval Date

Add This Approver | Approve

| approve this expense and attest that the

charges are allowable, allocable, necessary,
and reasonable.

Now you see your approvers, and if you select multiple you also see the "sequence”, meaning who gets the form first.
goes out to approver 1, and once they have approved it, thengsdgo approver 2.

Other hstructions/Comments
Use this section to conveny relevant information needed to assist with processing the request

Other Instructions/Comments

| I

As we mentioned earlier, it might be best to note the address you want this mailed to within thisrsdot example,
"Please mail to HB 0184".

Finally, there are the three-form actions button at the bottom for the form:

w

4



1 Save Without Submittingthis option allows foryouto start the formand save the fornio complete and submit
later. When selecting this option you will receive an email with a link to the form, or you can access the form in the
OnBase Unity Clients Workflow, under Pending Submission within tiqd?AiPment Processing Life Cycle.

1 Submit- this option submits your form If approvers are noted on the form, this will submit the eForm for approval.
Once all approvals have been obtained, the form will route to the Finance Cantagsing.You will receive
notification when the form is subitted and when the form is received at the Finance Center.

1 Close without Savingthis simply closes the form, and it's gone as if you never created it. Make sure you want to
do this, it does not give you the chance to change your mind!

Other Payment

The Other payment form is used to process #i@vel, norrpayroll items for a student. Examples would be a refund, or
the payment of awarded internships/fellowships/scholarships, as these are not considered employment based
payments. Note that this is T the same as the Student Prize and Award form. That form should be used for actual
prizes awarded to students, whether they be cash orgash prizes, typically as part of the annual Graduation
Ceremony.

Submission Detail
As soon as you click ohg form, it will automatically populate with your information (and you will need to be signed in
under your NetID credentials). These fields are locked and you will not be able to change anything.

PAYMENT REQUEST Request 4557

Date Submitted Submitter Department Finance Center

10/06/2017 Troy, Jocelyn M Admin/Prov Fin Cir E| Admin/Prov Fin Ctr E‘

Payee Name and Business Purpose
The next section will ask for the Payee Name and business purpose. Keep in mind that the description should explain
what we are paying and why.

Payee Name* Business Purpose®

Half of Stipend for Lombard Fellowship

Click into the field for student payee/approver names, all you need to do is starting typinglastmame. As you type,
it will start to pull a list of names to select from, in dropdown style. Each letter you continue to type will reduce the
number of names you see on your screen.

Occasionally students may not be in the system. Keep in mindyah&ype must match their legal name in order to

find it. But if they are a new student and you cannot find the name, leave the Payee blank, and check mark the New
Payee/Address box (see details/images/instructions a little further below in these fiwisd@nd enter the payee name
there.

You'll also note if there are multiple address options, you'll see their name multiple times. For example, David R Browr
(image below) has Hinmanbox, and a home address to select from. For confidentiality reasons though, the address
will not acdually display for verification. Noting the exact address you want it mailed to in the comments field (another
section the bottom of the form) is advised.

Select the payee, and type in the business purpose to describe the payment. Once s sataeted, the Pay Site Code
and Payee Type will populate for you.
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Payee Name* Business Purpose*

Brown, Davi I Half of Stipend for Lombard Fellowship
dK Contractor 675 HUDSON ST New York NY
Brown, David K Contractor YORKTOWNHGHTS Yorktown Hghts NY
Brown, David R STUDENT HINMAN HANOVER NH
Brown, David R STUDENT HOME Los gatos CA
Zureick-Brown, David INDIVIDUAL LebanonhH ATLANTA GA

You'll see that it displays the payee name, the type of payee they have been categorized as, the first line of the mailing
address associated with it, and then the Town and State. Click to select your payee/address from the list, and it will
show what yo have selected.

Payee Name* Business Purpose™
Brown, David R Half of Stipend for Lombard Fellowship
HINMAN STUDENT

Payment Type

The next section is the Payment type, and Amount. Typically in other forms you needed to select the pay type from a
dropdown @ generic format across the Payment Request forms that isn't necessarily applicable to vaeare

processing.

Normally the dropdown looks like this:

Payment Type Payment Amount SSN/Tax ID Number(if required)

ééother Payment J"l

-y

Invoice

PO Invoice
Travel/Business Expense
Other Payment

Cash Advance

Multiple Payment

Since you selected the Other payment button, it has automatically defaulted the proper fields into the form for you, so it
will already have selected Other. All you need to do is fihkéndollar amount to be processed. Since this type of
payment could have tax implications, the social security # would be helpful.

Address

Next is a section is the addressote, this is a generic field across the Payment Request forms and does not display the
same for all payee types. For external vendors/payees you will be able to view the entire addtésssstudents and
employees ya are only able to view certain details for confidentiality reasons. In this section the fields will fill in for
you, based on the selection you made above when you chose the payee.

If you click on the gray arrow right before "Address" it will eittisplay the details dropped down, or it
will roll it up and hide it. This is basically to keep the form a little cleaner for you so while you are going
through it.

» Address

Below is what it looks like in this example, (when the arrow is clicked) based payke site selected:
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Address

Street Address Line 1 Street Address Line 2 Street Address Line 3

City State Or Province ZIP Or Postal Code Country (if outside of the US)

Memphis TN

The most it will display (whether Home OR Hinman) is the City & State. If the student has moved you may have a
general idea that the address the system is defaulting to is NOT correct, but you will not be able to tell for Hinman.

New Payee/Address
If it appears the address may not be correct, or if maybe you have a new student, you would check the box directly
below the Address section, the New Payee/Address section and enter the info there.

Again, this is a generic fieldrass the Payment Request forms. A student will most likelynaetl any of the New
Vendor Forms mentioned to the right (occasionally this pay type could involve a taxable payment). It also mentions
Employees and use of the ssHrvice portal, though here we are paying a student.

New Payee/Address New Address*
Have you obtained the MNew Vendor Forms:
‘h o W3 or
e 6233, WB-BEN, or WB-BEN-E (if foreign)
o Mew Vendor Form

Chart Strings
The nexisection of the form is for Chart Strings. The form will default to displaying it in full, but if
{bc“a” Strings  you want to hide the field once you are done entering the info, you can hide it the same way you are
able to with the Address by clicking the gray arrow te ttyht:

When you click the Chart Type dropdown you can select GL String, PTAEO (which is a grant string), Work Order or
Accounts Receivable. This is a generic format on all Payment Request forms, and is not necessarily applicable to the
payment you a& making. As soon as you select one, more fields will open so that you can type your information in.
Technically natural class is not required, it will allow you to submit without that filled in.

Chart Strings
# Chart Type* l Chart String* Amount*

Total: 0.00
PTAEO

Work Order

nd Accounts Receivable

Once you select the Chart Type, you are able to add as many strings as you need by clicking Add Additional String, an
you can have a mix of GL and PTAEO.

A nice feature is that if you type in an incorrect string, the system will notify you so thatarocorrect it. If the string is
correct (or at least validates, some err@anstill sneak through) then you are able to see the actual descriptive text for
the string, which may also help to detect errors that the system did not catch.

You can eher select specific dollar amounts for a split, or you can select percentages. For any special instances pleas
include notes in the comment field at the bottom of the form.
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= Chart strings
Chart strings

# Chart Type* Chart String* Amount*

1T L String E| l 20.700.368000.626000.0000 100.00 Remove

*nvalid GL Account Number
3 GL string [] | 20.507.368000.343624.0000 200.00

ollege Only . Admin and Provost Finance Center . Subvention College . Finance Center Admin

. Default
Add Additional String Total: 300.00

Department Administrator Access

The next section is for when you areing chart strings that are outside of your normal accesses. You click te check
mark the box, select the string type in the dropdown and simply type in your own Org number. This simply allows you t
view the form at another date if needed, even thouglh not your chart string. You can also use either your GL org, or if
you need to, a PTAEO award number.

Department Administrator Access l l
Department Administrator Additional Acces . 'Security GL Org [

Check box if chart strings above are outside your Department
or if this request does not use any chart strings

String Org or Award

PTAED Award

Special Handling

The next section is for if there is any special handling needed. Again, this is generic across the Payment Request form
and mght not necessarily applicable to your payment. If needed, click to open the dropdown and you will see Pickup,
International Wire Transfer, anidemittance. The Reason for the special handling will need to be noted.

Special Handling Reason

I JEN

Pickup

International Wire Transfer

Remittance
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FYI¢ when you click wire transfer, more fields will open

Special Handling Reason®
International Wire Transfer ﬂ Payee out of country| X

If Wire information is provided on an attached invoice, this section is not required.

Account Holder or Beneficiary Details:(Additional bank fee associated with the option)

Beneficiary Name Telephone (if available) Email (if available)
Beneficiary Address Beneficiary City Beneficiary State/Province Beneficiary Postal Code
Beneficiary Country

Bank Details:

Bank Name Bank Address

Account Number/IBAN Number Bank Routing Number/Swift Code

Additional Routing Requirements(if applicable):

Corresponding Bank Name Bank Account Number Bank Routing Number/Swift Code Foreign currency

MOST LIKELY STUDENT PAYMENTS WOULD NOT BE WIF

Recipient Residency

The next section deals with whether tiperson is a resident of the US or is a fiesident alien. This is only for any
payments that might actually be taxable and need to be reviewed and proces.";h;‘wmnt Residency

specially. The dropdown gives you the two options:

Is payee a non-resident alien?*

For a US resident filing taxes in tH8, please leave the dropdown selection as
Resident (which is the default). Non Resident

If you have someone is not a US resident and does not pay US taxes, please select Non Resident, and your field will
automatically change so you can enter further information:

Recipient Residency

Is payee a non-resident alien?*
Mon Resident -

Country of Tax Residence® Gross up the check? Country of Payment Activity, f outsida US

4

1 Country of Tax Resideneghere they file their taxes (not a dropdown, you can ftgpe here).

1 Gross up the checkf the department elected to cover any relevant taxes (on the behalf of the individual) you'd
note it here, if any taxes needed to kaken as part of making the payment. Note that this can add a significant
amount to what the department is paying out.

1 Country of Payment Activity if Outside the UBan individual is foreign, and the activity takes place in a foreign
location was wellthat isgenerallyan automatic tax exemption. For example, a foreign student receiving funds for
a fellowship that is overseas.

1 Contact Procurgo-Pay with questions on taxation.
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Attachments

The next section is to attach any other relevant informatiegarding the payment if needed.

payments have no backup.

Attachments

No Documents are attached to this form.

Click on the green Add Attachment button, and it will pull up aoecument Type

screen where you caselecta Document Typewhen you click
the dropdown arrow it will display these options, some of whic
maynot be relevant to the payment you are processing, isit
generic format across the forms. Please choose the appropri
type to match with the item you are attaching. It is preferred
that they be attached separately, and not all lumped into one
pdf.

Once you select your Document type, it will give you the brow
button so that you can search for the saved item out on your
computer. Click the browse button it will pull up your compute
and simply go to wherever you have it saved, and just double
click on the file:

Document Type

AP - Invoice

No file selected

Most times these type of

Patels| @tlau:hment

{Select a document type

Select 3 document type
AP - Invoice

AP - Ttemization

AP - Receipt

AP - Statements

AP - Tax Form - 8232

AP - Tax Form - CWA

AP - Tax Form - W-9

AP - Tax Form - W-95

AP - Tax Form - W8-BEN
AP - Tax Form - W8-BEN- E
PROC -
PROC -
PROC -
PROC -
PROC -

Contract

Independent contractor form
New vendor form

Proof of Insurance

Sole Source Justification

File Upload w“q

| | B Desktop »

Organize v New folder

45 Favorites
B Desktop
& Dovmloads
Bt oy
) OneDnvc{r—,?mmwth College
4 .3 Libraries

<] Documents

| Libraries
System

.=

Folder @ File Uplood I R T T

» Jocelyn M. Troy » OneDrive - Dartmouth College » jc » LIVEFILESS'

¥ Computer
¢ System Folf®)

Cisco IP Communic

Organize v

{ Favorites
Ml Desktop

# Downloads

New folder

Name

*2 Young for §750.pdf

T Horactura S260ndf
. be Acrobat Docun

% Recent Places T HTS g
@ OneDrive - Dartmouth College 2 16| Date modified: 10/12/2017 9:

= Williams 504444 for $250.pdf
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Document Type

Once you do that you will see this screen, and it shows y Jr— E|

which file you attached. Click upload and that will bring i
onto your form. Note, this can take a moment if a file is
large.

Click to Browse

Brﬁwse Document1_pdf

Once theupload is complete, you will be back at your e
form view. You could open your attachment here to
review it, you could add another attachment, or you coul
delete the attachment if you realize you uploaded the
wrong file, or you decide the attachment isn¢eded after

al Coeos

Description

Documentt_pdf

Attachments

Add Attachment

Document Type Description Uploaded By Document Date

AP - Invoice Documentt_pdf Jocelyn M. Troy 10/06/2017

Approvals

If you are the submitter and have signature authority, you are able to click the | Approve button and this will be the
approval we use.

If you do not have signature authority, or life chart string doesn't not belong to your area, or if the dollar amount is
above your authority limit, you would specify another person to be the approver.

When you click into the field for approver names, all you need to do is starting typing irsthalae. As you type, it
will start to pull a list of names to select from, in dropdown style. Each letter you continue to type will reduce the
number of names you see on your screen.

Approvals

No Approvers are currently on this form

Wallace, L | Add This Approver | Approve

isa A D1257R6  Staff P e e gl 2pprove this expense and attest that the
harges are allowable, allocable, necessary,

and reasonable.

Select the approver. You could add more than omeé&ded. For example, if you were splitting the cost with another
area, you can select an approver from your area, and then one from theirs. Click the Add This Approver button once y:
have selected the name from the dropdown.

Approvals

Sequence Approver Decision Denial Reason Code Approval Date

Add This Approver | Approve

| approve this expense and attest that the
charges are allowable, allocable, necessary,
and reasonable.

Now you see your approverand if you select multiple you also see the "sequence”, meaning who gets the form first. It
goes out to approver 1, and once they have approved it, then it goes to approver 2.
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Other Instructions/Comments

Use this section to convenyrelevant information needed to assist with processing the requistwe mentioned

earlier, it might ke best to note the address you want this mailed to within this section, for example, "Please mail to HB
0184".

Other Instructions/Comments

Finally, there are the three-form actions button at the bottom for the form:

1 Save Without Submittingthis option allows foryouto start the formand save the fornio complete and submit
later. When selecting this option you will receive an email with a link to the form, or you can access the form in the
OnBase Unity Clients Workflow, under Pending Submission within tkdPAldment Processing Life Cycle.

1 Submit- this option submits your form If approvers are noted on the form, this will submit the eForm for approval.
Once all approvals have been obtained, the form will route to the Finance Ceontzgsing.You will eceive
notification when the form is submitted and when the form is received at the Finance Center.

1 Close without Savingthis simply closes the form, and it's gone as if you never created it. Make sure you want to
do this, it does not give you the ahee to change your mind!

Cash AdvancePayment Request

Submissiometail
As soon as you click on the form, it will automatically populate with your information (and you will need to be signed in
under your NetID credentials). These fields are locked and you will not be able to change anything.

PAYMENT REQUEST Request 4557

Date Submitted Submitter Department Finance Center

10/06/2017 Troy, Jocelyn M Admin/Prov Fin Cir E| Admin/Prov Fin Cir E|

Payee Name anBlusiness Purpose
The next section will ask for the Payee Name and business purpose. Keep in mind that the description should explain
what we are paying and why ttmllege should be providing the cash advance.

Payee Name* Business Purpose®

Click into the field for student paygpprover names, all you need to do is starting typing in the last name. As you type,
it will start to pull a list of names to select from, in dropdown style. Each letter you continue to type will reduce the
number of names you see on your screen.

Occasionally students may not be in the system. Keep in mind what you type must match their legal name in order to
find it. But if they are a new student and you cannot find the name, leave the Payee blank, and check mark the New
Payee/Address box (seetdils/images/instructions a little further below in these instructions) and enter the payee name
there.

You'll also note if there are multiple address options, you'll see their name multiple times. For example, David R Browr
(image below) has Hinmanbox, and a home address to select from. For confidentiality reasons though, the address

42



will not actually display for verification. Noting the exact address you want it mailed to in the comments field (this is
another section at the bottom of the formg advised.

Select the payee, and type in the business purpose to describe the payment. Once a name is selected, the Pay Site C
and Payee Type will populate for you.

Payee Name* Business Purpose®
brown, & I Funds for student group per diems for Oct 17th trip to Boston
bigail E. STUDENT HINMAN Hanover
Brown, Abigail E. STUDENT HOME Denver (
Brown, Adria R STUDENT HINMAN Hanover I

You'll see that it displays the payee name, the type of payee they have been categorized as, the first line of the mailing
address associated with it, and then the Town and State. Click to select your payee/address from the list, and it will
show what yo have selected.

Payee Name* Business Purpose®
Brown, Abigail E Funds for student group per diems for Oct 17th trip to Boston
HINMAMN STUDENT
Payment Type
The Payment Type will default to Cash Advance, if the eForm is accessed through 1 payment Type
Guidance Page. If accessing the eForm directly you will need to select the payment | Other Payment q
ke
Cash Advance Section PO Invoice

Since you selected the Cash Advance button, it has automatically defaulted the pro | [ze/8usnes Boense
fields into the form for you, so it will already have selected Cash Adv&iee.Date,

Cash Advance

End Date, Anticipated Settlement Date and whether it is to be paid out in cash (only |,

Multiple Payment

under $500).

Fill in your information. $500 is the threshold for receiving cash, so if you seléa®€cti¥en you would be able to

select or Cas OR Check/Direct Deposit. Technically it will not block you from moving forward if you were to put in a
higher dollar amount and still select Cash in the dropdown as there are very rare occasions where special
circumstances/approvals have been made fdrigher dollar cash payout. These are infrequent, and must be specially
approved, otherwise it will be changed back to a Check/Direct Deposit.

Payment Type Payment Amount
Cash Advance E| 500.00
Start Date™ End Date™ Anticipated Settliement Date™ Cash?{May not exceed $500)
11/01/2017 11/20/2017 10/30/2017 g?cash |'r
Check/Direct Deposit
Address

Next is a section is the addressote, this is a generic field across the Payment Request forms and does not display the
same for all payee types. For external vendors/payees you will be able to view the entire addtésssstudents and
employees ya are only able to view certain details for confidentiality reasons. In this section the fields will fill in for
you, based on the selection you made above when you chose the payee.

If you click on the gray arrow right before "Address" it will eithispthy the details dropped down, or it
will roll it up and hide it. This is basically to keep the form a little cleaner for you so while you are going
- through it.

» Address
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Below is what it looks like in this example, (when the arrow is clicked) based on thegiayselected:

Address

Street Address Line 1 Street Address Line 2 Street Address Line 3
City State Or Province ZIP Or Postal Code Country (if outside of the US)
Memphis TN

The most it will display (whether Home OR Hinman) is the City & State. If the student has moved you may have a
general idea that the address the system is defaulting to is NOT correct, but you will not be able to tell for Hinman.

New Payee/Address
If it appears the address may not be correct, or if maybe you have a new student, you would check the box directly
below the Address section, the New Payee/Address section and enter the info there.

Again, this is a generic field across the Payment Badorms. A student will not need any of the New Vendor Forms
mentioned to the right It also mentions Employees and use of the-selfvice portal, though here we are paying a
student.

New Payeemddress MNew Address*
Have you obtained the New Vendor Forms:
'b « W9 or
» 8233, WB-BEN, or WB-BEN-E (if foreign)
+ New Vendor Form
Chart Strings

) For Cash Advances, the chart string should be entered with the Entity and the Org that will be funding
{ljchart Strinds  the clearing of any expenses associated with the Advance. Théniemaegments of the chart
AGNAY3I aK2dzZ R 0S Gondnnndpmnnnndnnnnés SeId H

Cash Advance Natural Classes are:
9 1463 for Foreign Study Cash Advances
9 1465 for all other Prepaid Cash Advances

Enter the Amount necessary for the Casfvance.
Chart Strings

Chart Strings
# Chart Type* Chart String™ Amount®

T aL String ﬂ 20.402.909000.910000.0000 1465

College Only . Guarini Institute . Balance Sheet Funding . Institutional Balance Sheet Activty .  PPD CASH

Default ADV
Miscellaneous

Add Additional String Total: 0.00

Department Administrator Access

The next section i®or when you are using chart strings that are outside of your normal accesses. You click to check
mark the box, select the string type in the dropdown and simply type in your own Org number. This simply allows you t
view the form at another date if needl, even though it's not your chart string. You can also use either your GL org, or if
you need to, a PTAEO award number.
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Department Administrator Access l l
Department Administrator Additional Acces . “Security GL Org

Check box if chart strings above are outside your Department
or if this request does not use any chart strings

String Org or Award

PTAED Award

Special Handling
This is generic across the Payment Request forms and might not necessarily applicable to your payment. If needed, cl
to open the dropdown and you will see Pickup, International  speci Handiing Reason

Wire Transfer, an@emittance.Note that the Reason forthe -~ [

special handling will need to be noted.

Pickup

International Wire Transfer

Whenselecting InternationalVire Transfer, more fields wiil Remittance
display. Note if the wire information is attached, there is no need
to complete the Wire Information detail on the eForm.

Special Handling Reason*
International Wire Transfer ﬂ Payee out of country| X

If Wire information is provided on an attached invoice, this section is not required.

Account Holder or Beneficiary Details:(Additional bank fee associated with the option)

Beneficiary Name Telephone (if available) Email (if available)
MName as shown on beneficiary's account
Beneficiary Address Beneficiary City Beneficiary State/Province Beneficiary Postal Code

Beneficiary Country

Bank Details:
Bank Name Bank Address
Account Number/IBAN Number Bank Routing Number/Swift Code

Additional Routing Requirements(if applicable):

Corresponding Bank Name Bank Account Number Bank Routing Number/Swift Code Foreign currency

MOST LIKELY STUDENT PAYMENTS WOULD NOT BE WIR

Attachments

The next section is where you would add your attachments, if there are any. It coafd/tieng relevant to the

payment where documentation would be helpful, though in most instances these type of payments do not have any
backup.

Attachments Add@nacnment

No Documents are attached to this form.

Click on the green Add Attachment button, and it will pull up a screen where yoseteeta Document Typewhen

you click the dropdown arrow it will display these options, some of whichmoae relevant to the payment you are
processing, buits generic format across the forms. Please choose the appropriate type to match with the item you are
attaching.
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Once you select your Document type, it will give you the browse
button so that you can search for the saved item out on your
computer. Click the browse button it will pull up your computer anc
simply go to wherever you have it saved, and just double click on tl
file:

ument Type

AP - Invoice

k 1o Browse

Document Type

iSelect a document type

- Invoice

- Itemization

- Receipt
AP - Statemants
- Tax Form - 8233
- Tax Form - CWA
- Tax Form - W-9
- Tax Form - W-95
- Tax Form - W8-BEN

AP - Tax Form - W8-BEN- E

PROC -
PROC -
PROC -
PROC -

Contract
Independent contractor form
New vendor form

proof of Insurance

PROC - Sole Source Justification

Fie Upload ——alad |
) e .-y
| | Ml Desktop »

cription

Organize New folder

451 Favorites
B Desktop
& Downloads
el
@ OneDrive, {frtmouth College
4 4 Libraries

<| Documents

Once you do that you will see this screen, and it shows you
which file you attached. Click upload ahét will bring it

onto your form. Note, this can take a moment if a file is
large.

p Computer
& System F¢

Document Type

AP - Receipt

Click to Browse

- —

@ File Upload lhnd

_ -
J@)’ » JocelynM. Troy » OneDrive - Dartmouth College » jc » LIVEFILESS
’ New folder

stem Folder

Organize v
L 95(:: lP'Communl( X Fevorites Name
B 15ke B Desktop *2‘ Youpg for S750.pdf
- R, # Downloads = HorAan, naf
%, Recent Places o HTs P g Acrobat

2 7GS| Date modified; 10/12/2017 9;

= Williams 504444 for $250.pdf

@ OneDrive - Dartmouth College

B

Document.pdf

Once the upload is complete, you will be back at yotoren
view. You could open your attachment here to review it, yq
could add another attachment, or you could delete the
attachment if you realize you uploaded the wrong file, or yg
decide the attachment isn't needed after all:

Attachments

Document Type

AP - Invoice

Description

Documenti.pdf

Approvals

=[ Documentl.pdf I

Description

Document?_pdf

Uploaded By

Jocelyn M. Troy

Add Attachment

Document Date

10/06/2017

If you are the submitter and have signature authority, you are able to click the | Approve button and this will be the
approval we uself you do not have signature authority, or if the chart string doesn't not belong to your area, or if the
dollar amoun is above your authority limit, you would specify another person to be the approver.
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When you click into the field for approver names, all you need to do is starting typing in the last name. As you type, it
will start to pull a list of names to select from, in dropdown style. Each letter you continue to type will reduce the

number of nanes yOu see on your screen.
Approvals

No Approvers are currently on this form

wallace, L | Add This Approver | Approve

isa A D1257R6  Staff P e Ao g 2perove this expense and attest that the
harges are allowable, allocable, necessary,

and reasonable.

Note: there can only be one approver of a CastaAck
Other Instructions/Comments
Use this section to conveny relevant information needed to assist with processing the reqéestve mentioned

earlier, it might be best to note the address you want this mailed to within this section, for example, "Please mail to HB
0184".

Other Instructions/Cemments

Finally, there are the three-form actions button at the bottom for the form:

1 Save Without Submittingthis option allows foryouto start the formand save the fornto complete and submit
later. When selecting this option you will receive an email with a link to the form, or you can access the form in the
OnBase Unity Clients Workflow, under Pending Submission within tkdPAlAment Processing Life Cycle.

1 Submit- this option submits your form If approvers are noted on the form, this will submit the eForm for approval.
Once all approvals have been obtained, the form will route to the Finance Ceontgsing.You will receive
notification when the form is submitted and when the form is received at the Finance Center.

1 Close without Savingthis simply closes the form, and it's gone as if you never created it. Make sure you want to
do this, it does not givgou the chance to change your mind!
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PAYING VENDOR/OICES

As soon as you click the green Vendor button, you will see two Yes/No buttons appear below the question "Do you knc
the Purchase Order Number? The buttons here could be a bit misleading, but when you are paying a vendor, you
essentially have two optionsyou either have an invoice thhasa PO associated with it, OR you have an invoice that
doesnot require a PO.

(Note - If you have an invoice thatequiresa PO, but doesot currently have one, you will need to submit that
separately, using the Purchase Request form, not the Payment Request form. The Payment request form would be
used to submit an invoice after a PO has been set up).

If there is an instance where you kmat has a PO already, but you cannot remember what the PO# is, you can simply
note that on the form.

Each of these two buttons will technically bring you to the same form, BUT the exact fields between the forms will have
a slight variation, geared teards each payment method, PO or NB®. And you can actually change that setting

within the form regardless, so if you select Yes, and realize you were mistaken you can change a field within the form
and it'll revert to the No version and you can juseRegoing, rather than starting over.

Who Are You Paying?

Do you know the Purchase Order Number?

PAYI NG VEN DO.R.‘E) |NVO|CE Do you know the Purchase Order Number?

If you click yes, the PO invoice version of the Payment

Request form will open.

Submission Detail
As soon as you click on the form, it will automaticpipulate with your information (and you will need to be signed in
under your NetID credentials). These fields are locked and you will not be able to change anything.

PAYMENT REQUEST Request 4720
Date Submitted Submitter Department Finance Center
10/11/2017 Troy, Jocelyn M Admin/Prov Fin Ctr E| Admin/Prov Fin Ctr E|

Purchase Order Number Purchase Order Number*
The next section asks for the PO#:

1231634
The form idinked to the eProcurement system, so when you type in a valid PO#, it pulls the vendor detail fésyou.
you enter your infothe PO information will pull back the PO information, vendor payee site information, Beginning
Balance, Invoiced Amotirand Remaining Balance

Purchase Order Number™

1183891

Technolutions Inc NewHavenCT 234 Church St 15th FI Beg.Bal.: $318,611.00 Invoiced: $268,611.00 Rem.Bal.: $50,000.00

In this example, the PO was for $318,611, invoices have been paid for a cumulative total of $268,611, and $50,000
remains available to be spent. This gives you a quick way to know if maybe the PO is overspent/needs money added t
it.
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Youneed tomouse over andlick on the highlighted blue text or hit tab &pply the PO information to the fornif you
do not, and if were to just click on another field the PO# will still show, BUT it won't have truly carried intnthe
detail fields further below.

Invoice Number and Invoice Date

The next section asks for the invoice number and date. If you could please list without spaces or characters that is
preferred (to mimic the method in AP data entry). Invoice Number(no special characters) Invoice Date

For example, an invoice number F513/NZBID3 15345 10/04/2017

on an invoice would be entered into ouPAystem

simply as F513N2300003.

Payee Name and Business Purpose
The next section will have partially filled out for you as long as you activate the PO link (mentioned above).

Once you activate the PO, it will fill in the vendor details for. Business purpose not required and may bleft blank,
but if youhave special language to convey to the vendor regarding the transaatiomay provide it here.

Payee Name* Business Purpose
Technolutions Inc mnnthl}; SVC invoice- SEpt 2017
NewHavenCT COMMERCIAL

Payment Type

ThePaymentTypewill generally be selected when accessing the eForm from the Guidance Pageywheamected the

Yes (PAnvoice) buttord L ¥ @2dz al ARX ab2¢ 2NJ I O0OSdaaSR (KS SC2NXY R
the dropdown menu.

Note: When PO Invoice is selecislithe Payment Type,
Payment Amount is required, in order to Wfgrdistribution

of PO Ines in the PO Line section.

Payment Type Payment Amount*

PO Invoice E| 3,000.00

Address

Next is a section is the addressote, this is a generic field across the Payment Request forms and does not display the
same for all payee types. For external vendors/payees you will be able to view the entire abdtésisstudents and
employees ya are only able to view certain details for confidentiality reasons. In this section the fields will fill in for
you, based on the selection you made above when you chose the payee.

If you click on the gray arrow right before "Address" it will eithispthy the details dropped down, or it
will roll it up and hide it. This is basically to keep the form a little cleaner for you so while you are going
¥ through it.

Address

Below is what it looks like in this example, (when the arrow is clicked) based on thegieyselected.
Address
Street Address Line 1 Street Address Line 2 Street Address Line 3
234 Church St 15th FI
City State Or Province ZIP Or Postal Code Country (if outside of the US)

Mew Haven CT 06510 us

If you don't want to se¢he address, simply click the arrow and it will be hidden again.

New Payee/Address
If you do not see the correct site in the PO lookup, select New Payee/Address, and need to add a new pay site, then N
Vendor Forms will be required.
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New Payee/Address New Address*
Have you obtained the Mew Vendor Forms:

Sy - W or

« 8233, W8-BEN, or W8-BEN-E (if foreign)
« New Vendor Form

If they are required and not included, the form will be returned to you so that the forms can be attained, attached, and
then updated form would be retmed to us.

The difference between the two address types is the physical location. Here are a few examples:

1 If a vendor is still located at the same street address, but their payments need to go to a PO Box or lockbox, then
we can add that remittance address without any paperwork.

1 If the vendor has physically moved their offices from NH to VT, we need thevpaie

1 If they are opening a new branch in addition to the existing location we haviéeowe are allowed to add that
address, provided that the old address is valid. We have several vendors that have multiple locations, but we hol
their corpaate offices out as the main location per their W9. An example would be other colleges that we pay,
they may have one main address, but we deal with many separate departments, so we'll have multiple pay sites,
maybe one for their Accounts Receivableadfand onefor their Admissions office and so on.

In another spot | want to go through the process of how emails are sent to them, and exactly what they need to do
because | have had several people have issues with this

PO Line Items
The next section is the PO lines (in real time). The form will link with eProcurement and pull information over.

You will see what lines are in the PO (if there are multiple) and what the current balances are. Again, it is a nice
validation tool foryou as you enter your information, so you know whether there is going to be a payment issue that
should be addressed ASAP. Or if perhaps you typed in the wrong PO#!

In this example, only one of the lines (line 3) has money remaining, for $50K:

PO Line Items 1

Line Mumber*® Description™® Remaining Amount Payment Amount
2 Technolutions - Admissions; annual renewal of software/licensing fees fol 0.00 0.00
3 * Technolutions- Admissions; FY18 annual renewal of sofiware/licensing fe * 50,000.00 0.00
1 Technolutions - Admissions; software/licensing fees for new online admis 0.00 0.00
SH Shipping/Handling Fees 0.00 0.00
Total 50,000.00 0.00

Yau can see that the other lines do not have any money left to match to in the AP system and spend down. In this
example this invoice was for $3000. You have $50K available, and need to match the $3K to line 3 pay this invoice.

You'd type the amount to the payment amount field in that line. (It won't autgpdate any totals on the actual form,

the invoice would need to be entered into AP first, you'd see the difference in a subsequent form). But if you had an
invoice for $70K, you would know thatete was an issue, that your PO would be overspent and that funds need to be
added to the existing PO.
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PO Line Items

Line Number* Description® Remaining Amount Payment Amount
2 Technolutions - Admissions; annual renewal of software/licensing fees fol 0.00 0.00
3 Technolutions- Admissions; FY18 annual renewal of software/licensing fe 50,000.00 *3 000.00
1 Technolutions - Admissions; software/licensing fees for new online admis 0.00 0.00
SiH Shipping/Handling Fees 0.00 0.00
Total: 50,000.00 3,000.00
Chart Strings

Typically the forms will default to displaying this information in full, and you could click the gray arrow before Chart
Strings to display/hide the information.

Chart Strings associated with a PO are collapsed, howiéyey want to view the Chart Strings

\nj:hart strings
associated with the PO, this cha expanded by clicking the arrow next to the Chart Strings header.

Department Administrator Access

The next section is for when you are using chart strings that are outside of your normal accesses. You click to check
mark the box, and then you simplype inyour own Org number. This simply allows you to view the form at another
date if needed, even though

it's not your chart string_ YOU Department Administrator Access

can also use either your GL  Department Administrator AdditionalAcces
org, or if you need to, a
PTAEO award number.

Check box if chart strings above are outside your Department

String Org or Award
or if this request does not use any chart strings 9o

PTAEQ Award

Special Handling

This is generic across the Payment Request forms and might not
necessarily applicable to your payment. If needed, click to open tt |
dropdown and you will see Pickup, International Wire Transfer, ant
Remittance.Note that the Reason for the special handliwill need

to be noted.

Special Handling Reason

Pickup
International Wire Transfer

Remittance

Whenselecting International \ive Transfer, more fields wildisplay. Note if the wire information is attached, there is no
need to
complete the

Special Handling Reason™

International Wire Transfer v Payee out of country| X

Wire If Wire information is provided on an attached invoice, this section is not required
Informatlon Account Holder or Beneficiary Details:(Additional bank fee associated with the option)
. Beneficiary Name Telephone (if available) Email (if available)
detail on the
Name as shown on beneficiary's account
eForm.
Beneficiary Address Beneficiary City Beneficiary State/Province Beneficiary Postal Code

Beneficiary Country

Bank Details:

Bank Name Bank Address

Account Number/IBAN Number Bank Routing Number/Swift Code

Additional Routing Requirements(if applicable):

Corresponding Bank Name Bank Account Number Bank Routing Number/Swift Code Foreign currency
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Attachments
The next section is tattach your invoice copy (and any other relevant information if there is anything extra, like new
vendor forms).

Attachments Add Attachment

Click on the green Add Attachment button, and it will pull up gpocument Type
screen where you caselecta Document Typewhen you click | Seict a document fype
the dropdown arrow it will display these options, some of whic
maynot be relevant to the payment you are processing, st | =~
generic format across the forms. Please choose the appropri|,, ...
type to match with the item you are attaching. For invoice AP - Statements
processing forms, it is preferred that they be attached AP - Tax Form - 6233
separately, and not all lumped into one pdf. T

AP - Invoice

AP - Tax Form - W-9

AP - Tax Form - W-95
Once youwselect your Document type, it will give you the brows| #» - rax Form- we-sen
button so that you can search for the saved item out on your ::O’CT_BEDF:;:;"’S'BE“’E
computer. Click the browse button it will pull up your compute

PROC - Independent contractor form

and simply go to wherever you have it saved, and just doubley sroc - tiew vendor farm

click on the ife: PROC - Proof of Insurance
PROC - Sole Source Justification
ocument Type ;

AP - Invoice v‘
[
Browse.., | No file selected -
Q* File Upload —al |
J z 'F; 1 -
B Desktop »
izl Organize v New folder
45 Favorites = ,_bm“
Bl Desktop der . F!leUplood e o e T
- -

B Downloacs c » )oceh/nM, Troy » OneDrive - Dartmouth College » jc » LIVEFILESS'
= om| utcr

G OncDmc@ar{momh College Organize »  New folder
" g | CiscolP Communic e

- tbranes

A Al B Desktop *" Youpg for §750.pdf

<| Documents. =
—— ey 8 Downloads = Hor
. Recent Places | ms x
@ OneDrive - Dartmouth College 2 765{ Date modifie 179;

:‘ Williams 504444 for $250.pdf

Once you do that you will see this screen, and it ShOWS Y| pocument 7ype

which file you attached. Click upload and that will bring it . ..., E
onto your form. Note, this can take a moment if a file is
large. Click fo Browse

Brlgwse Document.pdf

=[ Documem‘l.pdfl

Once theupload is complete, you will be back at your e
form view. You could open your attachment here to
review it, you could add another attachment, or you coulq Pocument?.pdf
delete the attachment if you realize you uploaded the
wrong file, or you decide the attachment isn¢eded after

all: Upload
Attachments Add Attachment

Description

Document Type Description Uploaded By Document Date

AP - Invoice Document.pdf Jocelyn M. Troy 10/06/2017 Delete
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Approvals

Approval for PO Invoices is only required for Paymgreater than $25,000f you are the submitter and have signature
authority, you are able to click the | Approve button and this will be the approval we use.

If you do not have signature authority, or if the chart string doesn't not belong to your area, or if the dollantisiou
above your authority limit, you would specify another person to be the approver.

When you click into the field for approver names, all you need to do is starting typing in the last name. As you type, it

will start to pull a list of names to seleftom, in dropdown style. Each letter you continue to type will reduce the
number of names you see on your screen.

Approvals

No Approvers are currently on this form

Wallace, L | Add This Approver | Approve

isa A D1257RE6  Staff P N A cpprove this expense and attest that the
harges are allowable, allocable, necessary,
and reasonable.

Select the approver. You could add more than one if needed. For example, if you were splitting the cost with another

area, you caselect an approver from your area, and then one from theirs. Click the Add This Approver button once yol
have selected the name from the dropdown.

Approvals

Sequence Approver Decision Denial Reason Code Approval Date

Add This Approver

| Approve

| approve this expense and attest that the
charges are allowable, allocable, necessary,
and reasonable.

Now you see your approvers, and if you select multiple you also see the "sequence", meaning whe fmts first. It
goes out to approver 1, and once they have approved it, then it goes to approver 2.

Other Instructions/Comments
Use this section to conveany relevant information needed to assist with processing the request

Other Instructions/Comments

Finally, there are the three-form actions button at the bottom for the form:

1 Save WithouSubmitting- this option allows foryouto start the formand save the fornto complete and submit
later. When selecting this option you will receive an email with a link to the form, or you can access the form in the
OnBase Unity Clients Workflow, und&ending Submission within the APayment Processing Life Cycle.




1 Submit- this option submits your form If approvers are noted on the form, this will submit the eForm for approval.
Once all approvals have been obtained, the form will route toRlmance Centerrpcessing.You will receive
notification when the form is submitted and when the form is received at the Finance Center.

1 Close without Savingthis simply closes the form, and it's gone as if you never created it. Make sure you want to
do this, it does not give you the chance to change your mind!

Paying VendorsNon-PO INVOICE
If you click No, the ne#®O invoice version of the Payment Request form will open.
Do you know the Purchase Order Number?

Submission Information

As soon as you click on the form, it will
automatically populate with younformation
(and you will need to be signed in under your NetID credentials). These fields are locked and you will not be able to

change anything.

PAYMENT REQUEST Request 4720

Date Submitted Submitter Department Finance Center

10/11/2017 Troy, Jocelyn M Admin/Prov Fin Ctr E| Admin/Prov Fin Ctr E|

Invoice Number and Date

The next section asks for the invoice number and date. If you could please list without spaces or characters that is
preferred (to mimic the method in AP data entry).

For example, an invoice number F513/NZBID3 oNn  Invoice Number(no special characters) Invoice Date

an invoice would be entered into o&P system 123456 10/04/2017

simply as F513N2300003.

Payee Name and Business Purpose

The next section will ask for the Payee Name and business purpose. Technically you could leave the business purpos
description blank, but if you wanted to put any detail in thgoai could, especially if perhaps it is a deposit invoice that
needs to be paid immediately. You may want to put something in there that might be helpful for future reference if you
ever need to look back at the form.

Payee Name* Business Purpose

If this is a current vendor/payeeheén start typing the vendor name (last name goes first for any personal names). As
you type, it will start to pull a list of names to select from, in dropdown style. Each letter you continue to type will
reduce the number of names you see on your screen.

If this is a new vendolgave the Payee blank, and check mark the New Payee/Address box (see
details/images/instructions a little further below in these instructions) and enter the payee name there.

For this example | will use one of dareferred Printing vendors, Puritan Press:

Payee Name* Business Purpose
Puritan Pi| x
ess, Inc. COMMERCIAL SUA sua MNH
Puritan Press, Inc. COMMERCIAL Puritan 95 Runnells Bnage Rad Hollis MH
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You'll see that it displays the vendor/payee name, the type of payee they have been categorized as, the name of the p:
site, the first line of the mailing address associated with it, and then the Town and State. This will help you select the
proper address,it should match the address shown on your invoice as the address they want their check sent to

FYF if you notice in the dropdown that the categorizatiordentractor then it is more than likely that this should be
paid on a PO invoidastead, though there ARE some exceptions. Please contact your finance center with questions.

Select your payee/address from the list, and it will show what you have selected.

In this example | used the SUA pay site, which is typically used fertider who elected in for this special pay method
(as opposed to having a check cut). Some of the-hidtime vendors are paid this waldsually if you see a vendor
with that in the options, you should select that one

Payee Name* Business Purpose

Puritan Press, Inc special print for recruiting outreach publications

SUA COMMERCIAL

BUT to show a real address, just so that you can se Payee Name*
what it does in the address section (further below), I Purian Press, inc| x
will go back and change the address selected.

Puritan COMMERCIAL 121560
Payment Type
The Paymeniflype, and typically in other Payment Request form o eq rype Payment Amount
you needed to select the pay type from a dropdown (generic T 600 00

format), but since you selected the No (rB® invoice) button, it
has automatically defaulted the proper fields into the form for el e
you, so it willalready have selected Invoice. Other payment

Cash Advance

PO Invoice

Multiple Payment

All you need to do is fill in your invoice amount. The
normal dropdown options look like this/ou can see ~ Fayment Type Payment Amount

that (nonPO) Invoice has defaulted due to your Invoice E| 600.00
form/button selection:

Address

Next is a section is the full addressote, this is a generic field across the Payment Request forms and does not display
the same for all payee types. For external vendors/payees you will be able to view the entire aoigirémsstudents

and employes you are only able to view certain details for confidentiality reasons. In this section the fields will fill in for
you, based on the selection you made above when you chose the payee.

If you click on the gray arrow right before "Address" it wilhertdisplay the details dropped down, or it
will roll it up and hide it. This is basically to keep the form a little cleaner for you so while you are going
through it.

Address
by

Below is what it looks like in this example, (when the arrow is clicked) basin grayee site selected:

Address
Street Address Line 1 Street Address Line 2 Street Address Line 3
95 Runnells Bridge Rd
City State Or Province ZIP Or Postal Code Country (if outside of the US)

Hillis NH 030496535 us
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The view showall the address lines, not just the first line of the address that was visible while you were selecting your
payee/payee site.

This is especially handy because some pay sites might havAtthetd" as the first line, so that name may be correct,
while the actual street address may have changed. This makes it so that you can verify that this is correct, and going t
be mailed where you want it to go.

If you don't want to see it anymore, sinyptlick the arrow and it will be hidden again.

New Payee/Address
If you do not see the payee/address you need (or notice something that is incorrect) you can click the box for a New
Payee/Address and it will open up a field where you can manually tytbe imformation:

New Payee/Address Mew Address™
Have you obtained the Mew Vendor Forms:

% « W9or

« 8233, WB-BEN, or W8-BEN-E (if foreign)
« New Vendor Form

Note that if it really is a new location for the vendor, and not just a new pay site, then the New Vendor Forms will
be required. If they are required and not included, the form will be returned to you so that the forms can be
attained, attached, and theapdated form would be returned to us.

The difference between the two address types for external payees is the physical location. Here are a few
examples:

1 If avendor is still located at the same street address, but their payments need to go toaxPOI&kbox, then we
can add that remittance address without any paperwork.

1 If the vendor has physically moved their offices to a new location, we need the paperwork.

1 If they are opening a new branch in addition to the existing location we haviéepwe are allowed to add that
address, provided that the old address is valid. We have several vendors that have multiple locations, but we hold
their corporate offices out as the main location per their W9. An example would be other collegesstpay,
they may have one main/official address, but since we deal with many separate departments we'll have multiple
pay sites (Accounts Receivable, Admissions etc.) and no paperwork is required to add those addresses.

In another spot | want to go thi@h the process of how emails are sent to them, and exactly what they need to do
because | have had several people have issues with this

Chart Strings
The next section of the form is for Chart Strings. The form will default to displayirfgllt ut if you
@Chm strings  want to hide the field once you are done entering the info, you can hide it the same way you are able
to with the Address by clicking the gray arrow to the right:

When you click the Chart Type dropdown you can select GL String, PTAEO (which is a grant string), Work Order or
Accounts Receivable. This is a generic format on all Payment Request forms, and is not necessarily applicable to the
payment you are makingAs soon as you select one, more fields will open so that you can type your information in.
Technically natural class is not required, it will allow you to submit without that filled in.

Chart Strings

# Chart Type* l Chart String* Amount*

Total: 0.00

PTAED
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Once you select the Chart Type, you are able to add as many strings as you need by clicking Add Additional String, an
you can have a mix of GL and PTAEO.

A nice feature is that if you type in an incorrect string, the system will notify you so thatayocorrect it. If the string is
correct (or at least validates, some err@anstill sneak through) then you are able to see the actual descriptive text for
the string, which may also help to detect errors that the system did not catch.

You can eher select specific dollar amounts for a split, or you can select percentages. For any special instances pleas

include notes in the comment field at the bottom of the form.
Chart Strings

Chart Strings

# Chart Type* Chart String* Amount*

1 6L String E| l 20.700.368000.626000.0000 100.00 Remove

*nvalid GL Account Number

3 Gl Siring E| 20.507.368000.343624.0000 200.00 Remove

*ollege Only . Admin and Provost Finance Center . Subvention College . Finance Center Admin

- Default
Add Additional String Total: 300.00

Department Administrator Access

The next section is for when you arsing chart strings that are outside of your normal accesses. You click te check
mark the box, select the string type in the dropdown and simply type in your own Org number. This simply allows you t
view the form at another date if needed, even thouglh not your chart string. You can also use either your GL org, or if
you need to, a PTAEO award number.

Department Administrator Access l l
Department Administrator Additional Acces  Security GL org

Check box if chart strings above are outside your Department
or if this request does not use any chart strings

String Org or Award

PTAEO Award

Special Handling
This is generic across the Payment Request forms and might not necessarily applicable to your payment. If needed, cl
to open the dropdown and you will see Pickup, International  speci Hanaing Reason

Wire Transfer, anRemittance.Note that the Reason for the IE[N

special handlig will need to be noted.

Pickup

International Wire Transfer

Whenselecting International \ie Transfer, more fields wiil Remictance
display. Note if the wire information is attached, there is no need
to complete the Wire Information detail on the eForm.

58


































































