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PAYMENT REQUEST instructions  

Payment Request: Need a check for goods on hand or service performed:  What I need: 

 

invoice Invoice number 

Pay Preceptor Name of student and dates 

Pay guest lecture Date of service and class 

Reimbursement receipts by date 

Hallmark Event Date and number 

  

 

 

Tips:  Make sure you have already scanned a copy of your backup to an accessible folder on your computer or a zip drive so you can 
upload it to the payment request. 

 

In Self Service access the Financial Management tile 

 

Once in Financial Management click on the Procurement tile 

Commented [1]: @mkenyon@daemen.edu  
Started this with screen shots and  instructions. 
Needs formatting and more instructions. It's a start 
_Assigned to mkenyon@daemen.edu_ 
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1. In Procurement you will first come to the “View” tab 

2.  

a. Here you will see all past requisitions / payment requests that you’ve initiated 

b.  To create a new requisition or payment request click on the “Create” tab 
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Select Payment Request for goods and services you have already received or for items that you have an invoice for. 

Note payment to Daemen employees which are not reimbursement of expenses, must go through Employee Engagement and use 
the following form   (EMPLOYEE STIPEND REQUEST)Kuali form 

 

 

Request Date-is the date the system uses to charge to a particular month.  This can be backdated, which is only necessary when 
invoices come in June for expenditures that occur in May.  In that case, the request date would be backdated to May 31. 

 

See Business Office staff for help ahead of time for fiscal year end invoices that you need assistance with. 
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Confirmation email address:  This is prepopulated with your email address.  If you want to send notifications to other people, you 
can add them here. Separate them by a comma, you will get a red warning message until the full email address is added after the 
comma.  Confirmation Email will be your email.   

 

 

You CANNOT add names in the Next Approver field:  SKIP 

Internal Comments can be added as needed but they’re for viewing only – they will not be printed on any document 

If this is reimbursement for yourself, you can check the box here.  There should only be one address listed for you.  If there is more 
than one, contact IT and note that there are multiple vendors under your name in procurement.
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There should only be one vendor per payment request. And only one invoice per payment request.  The system will not allow you to 
enter the same invoice number multiple times for the same vendor.  All invoice numbers for each vendor must be unique 

You must attach all backup by scanning documents, or taking a picture 

 

 

You will be provided with a list of vendors that are commonly used by your department, along with the vendor number.  Input the 
vendor number, select the search icon and when your vendor populates, hit enter. 

 

If more than one address appears for the vendor, choose the one that indicates the CHECK PAYMENT ADDRESS, 

Disregard any other address. 
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 Tess Mulholland • 10:56 AM, Feb 13 (EST)New 

The PA Preceptors in Invoice# I put last name and dates they precepted. If all doesn't fit in the invoice number - I put it in 

description after Preceptor Fee (ex Mulholland 12/15-1/10 - if all doesn’t fit just put Mulholland 12/15-)  In description I put 

Preceptor Fee and if entire name and date doesn’t fit in Invoice number I put it here ex: Preceptor Fee 12/15-1/10. 

 For Nursing Preceptors I use the term for the Invoice number (ex Fall 2024) 

 

Hallmark invoice numbers should be Event# - ex: E34951 

 

The address will automatically populate at this time. 

 

INVOICE NUMBER:  Enter the invoice number from external vendors. 

If this is an internally generated payment request for items like: 

Preceptors 

Game Day workers 

Referees 

Guest lecturer 

You will be provided with guidelines from the Business Office or See attached  or go to link for instructions 
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When you select the vendor the AP Type will automatically populate based on how the vendor is set up.  

 

 

INVOICE DATE:  there are no restrictions on the invoice date- Typically it is the date on the invoice. 

 

Select the item you want to add- this is where your available General Ledger accounts/ Department and expense codes appear.  If 
you do not have access to them in Self- service, you will not have access here. 

Never charge things to  

Fund Balances- 30101 

Payroll codes:  50101, 50103, 50105, 50120, 50121, 51501
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Select ADD ITEM: 

 

Under “Items” click “Add Item”  

a. Enter a description, quantity, price, etc.  

b. In the GL Account field you can enter the numerical GL account or you can type part of the GL description such as “supplies” to 
bring up related GLs  

c. If you need to split the cost of this item between multiple GLs select the “Add GL Account” .   If you’re unable to select a GL 
number you think you should have access to, contact business@daemen.edu to review to your GL access 

 d. If you need to add additional items click “Add Item” and repeat as necessary 

 

 If your invoice has tax - this should not be included with the total on the invoice (unless it is tax of another state) 
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When you’re done adding line items click “Save and attach” in the lower right corner  

There should be an invoice to attach- 
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Once your Payment Request has been saved, you are able to view this document in the view tab of Procurement (you may have to 
refresh the screen to see the attachments 

a. From here you’re able to see the status of the Payment Request. 
b.  In this example the status is Not Approved 
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