A

T
T (.

UNIVERSITY OF

South Carolina

Office of the Controller
General Accounting Team — Accounts Payable
Payment Request

Table of Contents

IR © oY= o 1 Y-
L Y T s 3 14 T I I ol

Ill. Creating a Payment ReqUEST.....cccciveuiiiiiiiiiniiiiiriiiiriisiressnrseisnrseessnrsassesrsssssssnssssssnns

IV. Inquire on a Payment ReqUESE ......cccciiiriuiiiiiiiiiiiiiiiiiiiiiirsininseisirseisnesesssnssssssnessssssens

V. Approve a Payment ReqUEST ......cceeiieiiiiiiiiiiiiniiinirinirinn e s




I. Objectives

By the end of this procedure, you should be able to:
e (Create a Payment Request
e Inquire on a Payment Request
e Approve a Payment Request

II. Tips and Tricks
Here are few tips and tricks when creating a Payment Request:

e The Payment Request Center in PeopleSoft Finance to:
o Request Summary Information
o Review Recent Messages
o Create a Payment Request
o Review Payment Request Status and Voucher ID

e Be sure to use the Payment Request Matrix as a quick reference document to help determine
types of items eligible to be paid using the PeopleSoft Finance Payment Request feature. The
matrix provides:

o dollar limits, if applicable

o account codes

o required files to be attached

o Helpful hyperlinks to various web pages

e Be sure to send reimbursement for Moving and Relocation to moving@mailbox.sc.edu.

e Use the Travel and Expense module to reimburse student employees for expenses (non-
travel) related to work they do at the University.

e Use the Student Reimbursement Form for any reimbursements (non-travel) to student non-
employees and send these forms to Accounts Payable using the AP Upload mailbox.

e Use the Student Payment Method Decision Tree for additional guidance on stipends and other
student payments.
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https://sc.edu/about/offices_and_divisions/controller/documents/payment_request_matrix_3_23_23_v2.pdf
mailto:moving@mailbox.sc.edu
https://sc.edu/about/offices_and_divisions/controller/documents/student_payment_method_decision_tree.pdf

III. Creating a Payment Request

Payment request is used for paying invoices under $10,000. This tool has strict guidelines and a payment
matrix for allowed types of payments. Before you get started, reference the Payment Request Matrix to
determine eligibility, applicable account codes, and required documentation.

To navigate to the Payment Request Center page, use the following menu path in PeopleSoft Finance:
Main Menu > Employee Self Service > Payment Request Center

Step 1: To create a Payment Request, click the Create button on the Payment Request Center page.

Worklist | & Home | Signout

AddTo v g ° @

Favorites ¥ | Main Menu ¥ Employee Self-Service ™ > Payment Request Center

All ~ | Search Py Advanced Search
Notifications  NavBar

Payment Request Center Welcome: Joanne Callahan

(R S TS From 12/13/2023 to 03/12/2024 ¥ fRecendhecsages)

No Recent Messages

Display Status Number of Requests

Request ID Entered Datetime Invoice Number Supplier ID Supplier Description Request

Currency Status Business Unit  Voucher ID 9
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https://sc.edu/about/offices_and_divisions/controller/documents/payment_request_matrix_3_23_23_v2.pdf

Tab #1: Summary Information

Step 2: On the Summary Information tab, begin by entering the Invoice Number. This should be the
number found on the invoice. If there is no invoice number, use the date (03122024) and the Supplier
Name/Last Name (03122024Kirk)

Step 3: Click in the Invoice Date field and enter the invoice date on the invoice. If you don’t have a date,
use the same date you use in the Invoice field.

Step 4: Click in the Description field and enter the Payment Request Type (see Matrix) at the beginning
then your description (Library — Books, SOM — Physician Payments, Supplies — Paper for Lab).

For this example, we are creating a request for an Honorarium. The below screenshot is the Honorarium
information from the Payment Request Matrix. This provides the description, account code (52250), and
required documentation.

1- Honorarium Form [The Honorarium Form can be found on the Controller's

; | Website,
Honorariums Paymernts made in recognition of acts or Honorarium No dollar limit. |-52250 Honorarium Yes

professional services for which custom or| w-9
propriety forbids a price to be set.

Step 5: Click in the Cost Sub-Total field and enter the total amount of the payment request in this field.
If reimbursing petty cash, enter the Cost Sub Total Only. DO NOT enter Misc, Freight or Tax.

Note: For Supplier Invoices, enter the Costs Sub Total less Tax Freight and Misc. Enter the Tax and
Freight separately, if applicable. Other charges billed can be put into Misc.

Step 6: In the Notes/Comments field, enter any special handling for this payment such as HOLD FOR
PICKUP or anything unique for this payment.

Favorites ¥ Main Menu ¥ Employee Self-Service ¥ >  Payment Request Center Worklist | #& Home | SignoOut

°
,»‘%a UNIVERSITY OF All ~ | search Py Advanced Search AddTo ¥ Q @
2% | SOUTH CAROLINA Notifications ~ NavBar

Payment Request

! 0O o |

Summary Information | Supplier Information Invoice Details Review and Submit

Exit Save forLater | || Next
Summary Information - Step 1 of 4

Instructions

*Business Unit |USCO1 Q *Invoice Number Entered By  Joanne Callahan
Request ID “Invoice Date Entered Datetime  03/12/2024 12:44PM
Description |Honorarium | Attachments (0)

Misc Charge Amount

Freight Amount

Tax Amount

Total Amount 1000.00 “Currency usb Q

Notes/Comments | Hold for pick-up =3

238 characters remaining

Exit SaveforLater| |[ Next »
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Step 7: Click the Attachment link to attach required documentation for your specific Payment Request.
Be sure to reference the Payment Request Matrix to determine required information.

Favorites ¥ | Main Menu ¥ Employee Self-Service ¥ > Payment Request Center

Worklist | i Home | Signout

:
)
2 | SOUTHCAROLINA

Notifications  NavBar

Payment Request

! o o |

‘ ‘Summary Information ‘ Supplier Information Invoice Details Review and Submit

[ Exit SaveforLater | || Next |
Summary Information - Step 1 of 4

Instructions
*Business Unit USCO1  Q “Invoice Number 03122024 Ki Entered By Joanne Gallahan
Request ID “Invoice Date |03/12/2024

Entered Datetime  03/12/2024 12:44PM

Description Honorarium

*Cost Sub-Total 1000.00
Misc Charge Amount
Freight Amount

Tax Amount

Total Amount L — Q

Notes/Comments Hold for pick-up e

238 characters remaining

[ Ext | Saveforlater |[ Next »]

Step 8: Click the Next button at the top right or bottom right of the page.

Favorites ¥ | Main Menu v Employee Self-Service ¥ Payment Request Center

Workiist | & Home | SignoOut

a* ®
All ~ | search Y Advanced Search AddTo v <

Notifications  NavBar

Payment Request

0 0 0
[ Summary Information | Supplier Information Invoice Details Review and Submit
Exit Save for Later | || Next »]
Summary Information - Step 1 of 4

Instructions
*Business Unit USCO1 Q *Invoice Number |03122024_Ki Entered By  Joanne Callahan

Request ID “Invoice Date | 03/12/2024 Entered Datetime  03/12/2024 12:44PM

Description Honorarium Attachments (1)
*Cost Sub-Total 1000.00
Misc Charge Amount

Freight Amount

Tax Amount

Total Amount 1000.00 +gyprancy |USD Q

Notes/Comments Hold for pick-up 53

238 characters remaining

[ Exit Save for Later
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Tab #2: Supplier Information
Note: Be sure to change the Country Code when looking for an International Supplier.

Step 9: Click in the Supplier Name field and enter the supplier’s name. This is the most reliable search
option.

Step 10: Click the Search button.

Favorites ¥ | Main Menu ¥ Employee Self-Service ¥ Payment Request Center Worklist | i Home | Signout

2° ®
All ~ | search Pl Advanced Search AddTo v <

Notifications  NavBar

Payment Request

[m! m |
Ik 1 Lt
Summary Information Supplier Information Invoice Details Review and Submit
Exit Save for Later | | ¢ Previous Next |

Supplier Information - Step 2 of 4

Instructions

Business Unit USC01 Invoice Number 03122024 _Kirk Entered By  Joanne Callahan
Request ID Invoice Date  03/12/2024 Entered Datetime  03/12/2024 12:44PM

Supplier ID Q

Supplier Name |James E Kirk I

Exit Save for Later | | |4 Previous Next »|

Step 11: Select the applicable supplier from the Supplier List. When selecting your Supplier after the
search be certain you are selecting the correct supplier and location (address). VERY IMPORTANT!

Favortes ¥ | Main Menu ¥ Employee Self-Service ¥ Payment Request Center Worklist | & Home | SignOut

L]
%(g L Al ~ | Search B Advanced Search ACCloNg Q ®
4 | SOUTH CAROLINA

Notifications  NavBar

Payment Request
= [ o |
Summary Information Supplier Information Invoice Details Review and Submit
[Exit  [SaveforLater |[q Previous Next »|
Supplier Information - Step 2 of 4
Instructions 7
Business Unit USCO1 Invoice Number 03122024_Kirk Entered By  Joanne Callahan
Request ID Invoice Date  03/12/2024 Entered Datetime 03/12/2024 12:44PM
Country UsA  Q | search
Supplier ID Q ‘ Enter New Supplier
Supplier Name James E Kirk
Supplier list
B Q 1-10f1 v | View All
Supplier ID Name Address City State Country.
e} 0000000144 JAMES E KIRK 4419 IVY HALL DRIVE COLUMBIA sC USA B
Exit Save for Later | |4 Previous Next »|
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Step 12: Review the Supplier name and address. Click the Next button at the top right or bottom right of
the page.

Favorites ¥ | Main Menu ~ Employee Self-Service ¥ > Payment Request Center Worklist | #& Home | SignOut

Q°
%‘{s L Al ~ | Search B Advanced Search ACclong 5 ®
&% | SOUTH CAROLINA Notifications  NavBar

=

Payment Request

= [ 0O |
Summary Information | Supplier Information Invoice Details Review and Submit
| Exit | [SaveforLater | |[q Previous | | Next |
Supplier Information - Step 2 of 4
Instructions 2
Business Unit USCO01 Invoice Number 03122024_Kirk Entered By  Joanne Callahan
Request ID Invoice Date  03/12/2024 Entered Datetime  03/12/2024 12:44PM

Supplier Address

. Supplier Search
Supplier ID 0000000144

Enter New Supplier

Supplier JAMES E KIRK

4419 IVY HALL DRIVE
COLUMBIA, SC 29206-1226

Exit | [SaveforLater | | ¢ Provious | [~ Next »]

Tab #3: Invoice Details

Step 12: All of the invoice information should have transferred to this Invoice Detail from Step 1. If it did
not, please ensure you enter the information as requested on the Summary Information tab. Once
verified, click ADD LINES to add your chartfields and accounting details.

Favorites ¥ | Main Menu ¥ Employee Self-Service ¥ >  Payment Request Center Worklist | & Home | SignoOut
.
8 s e B o
24 | SOUTHCAROLINA Noffications  NavBar
Payment Request
o - {0 |
Summary Information Supplier Information Invoice Details | Review and Submit
[ Ext SaveforLater | | { Previous | [ Next »
Invoice Details - Step 3 of 4
Instructions
Business Unit USCO1 Invoice Number 03122024_Kirk Entered By  Joanne Callahan
Request ID Invoice Date  03/12/2024 Entered Datetime  03/12/2024 12:44PM
Line Description Quantity Unit Unit Price Line Amount
Add Lines *Cost Sub-Total 1000.00
Misc Charge
Amount
Freight Amount
Tax Amount
Total Amount 1000.00 usb Q
*Currency
[ Exit | [SaveforLater | ¢ Previous | [ Next »

|
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Step 13: Click in the Line Amount field and enter the Cost Sub-Total amount.

Step 14: Click the Office Location Lookup button to select your specific office location to help determine
the tax.

Favorites ¥ Main Menu ¥ Employee Self-Service Payment Request Center Worklist | & Home | Sign Out

ne

v or Al ~ | Search B Advanced Search AddTo < )
DUTH CAROLINA Notifications. NavBar

Payment Request

Add a New Line X

Invoice

Instructions
Line D ipti Quantity Unit Unit Price * SpeedChart Key
1 \ Q Q
*Office Location E
Accounting Details
Li
“ Line Quantity *Amount *GL Business Unit Operating Unit  Department Fund Code Account Class
+ - 1 0.00 UsCot Q Q Q Q) Q

[ ok | [ cancal

Step 15: Change the Description to contains.

Step 16: Enter an applicable description in the Description field.

Step 17: Select the applicable location from the list.

Favorites ¥ | Main Menu ¥ Employee Self-Service ¥ Payment Request Center Worklist | & Home Sign Out
. o °
[ Look Up Office Location P S ya ®
Notifications  NavBar
SetlD usco1
Office Location | begins with |
Descriptionl contains VI Iengineering I $%
vl : [ Search ] Clear ‘ Cancel ‘ Basic Lookup
Instructions 2
Line Description Quantif Search Results edChart Key
g Only the first 100 results can be displayed. Q
q A
Offics Location | ] view100 1-100 of 100 v
Accounting Details Office Location Description
n
o Line Quantity *Amount 927c ENGINEERING MACHINE SHOP nent Fund Code Account Class
927C-101 ENGINEERING MACHINE SHOP-101
g = 1 0 @ Q Q
- | 927C-102 ENGINEERING MACHINE SHOP-102 E

‘ 173-0BO3A SWEARINGEN ENGINEERING C-0B03A

173-0B04A SWEARINGEN ENGINEERING C-0B04A
“ @] 173-0B19A SWEARINGEN ENGINEERING C-0B19A

173-0B22A SWEARINGEN ENGINEERING C-0B22A
173-0B22B SWEARINGEN ENGINEERING C-0B22B i

|
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Step 18: In the Accounting Details section, enter Amount, Operating Unit, Department, Fund, Account,
and Class. If charging to a project enter PC Business Unit, Project and Activity. Use the scroll bar to view

all fields.

Note: If you enter an invalid chartfield, you will not be able to proceed to the next step until it is
corrected. Please use the USC CoA Combos Inquiry to search for a valid chartfield.

Favorites ¥ | Main Menu ¥

SOUTH CAROLINA

Employee Self-Service ¥

Payment Request Center

All ~ | search Pl Advanced Search

Payment Request

Worklist |

oty
AddTo » =
Notifications

— | = |
Add a New Line X
Invoice
Instructions 7
Line Description Quantity Unit Unit Price *Line Amount SpeedChart Key
1 Q | 1000.00 Q
*Office Location 173-0B03A Q
SWEARINGEN ENGINEERING C-0B03A
Accounting Details
Line
Line Quantity *Amount *GL Business Unit Operating Unit Department Fund Code Account Class
+ | - 1) I 1000.00| | USCO1 Q| cLodo Q| 155902 Q| Aot Q| 52250 Q101

A Home | signout

®

NavBar.

Note: Use the Pencil icon to edit the chartfield information.

Step 19: Click the Next button at the top right or bottom right of the page.

Favorites ¥ | Main Menu ¥

INIVERSITY OF

lS()UI HCAROLINA

Y

=

Employee Self-Service ¥

Payment Request Center

All ~ | Search Py Advanced Search

Payment Request

I I

Worklist | i Home | SignoOut

n°

Notifications

AddTo v

|

Summary Information

Invoice Details - Step 3 of 4

Instructions

Business Unit  USCO1

Request ID

Line Description

Add Lines

= P E—
Supplier Information [ Invoice Details |

Review and Submit

[ Bt | [Savefortater | q Provious | [ New ]

Invoice Number 03122024 _Kirk
Invoice Date  03/12/2024

Quantity Unit Unit Price

*Cost Sub-Total
Misc Charge
Amount

Freight Amount

Tax Amount

Total Amount

Entered By
Entered Datetime  03/12/2024 12:44PM

Joanne Callahan

Line Amount
1000.00 uf
1000.00
1000.00 usp Q
*Currency

(50 ] [emmmrtain) | (o] [ 3]

®

NavBar

Creating a Payment Request

March 2024



10
Tab #4: Review and Submit

Step 20: Click the Save for Later button to create a request ID and provide the opportunity to complete
or edit the request later.

Step 21: Before submitting the request, click the Review button to review the payment request details
for accuracy.

Favorites ¥ | Main Menu Employee Self-Service ¥ > Payment Request Center Worklist | & Home | Sign Out

L]
8 sy - B O
# | SOUTH CAROLINA

Notifications  NavBar

Payment Request
= = = o
Summary Information Supplier Information Invoice Details " Review and Submit |
Exit | v || < Previous
Review and Submit - Step 4 of 4
Instructions '

Business Unit USCO01 Invoice Number 03122024_Kirk Entered By  Joanne Callahan
Request ID Invoice Date  03/12/2024 Entered Datetime  03/12/2024 12:44PM
Description Honorarium

Supplier JAMES E KIRK
Total Amount  1000.00 usb
Request Status New
Click the "Review" button to review the detailed request.
Click the "Submit" button to submit your request.
| R ” Submit
Exit | [SaveforLater | ¢ Previous

Step 22: Review the request details to ensure all is correct. Click the Return button to submit the
request.

Favorites ™ | Main Menu v Employee Self-Service Payment Request Center Workiist | & Home. Sign Out

n°

i AddTo ¥ C
DUTH CAROLINA Review Page Notfcations  NavBar
Total Amount 1000.00 usp
Notes/Comments Hold for pick-up
Ei &
Summary Information
Review and Submit - Step 4 of 4
2 Supplier Information
Instructions @ Supplier ID 0000000144
Supplier JAMES E KIRK
Business Unit  USCO1 2419 IVY HALL DRIVE
Request ID COLUMBIA, SC 29206-1226
Description  Honoral
) Invoice Details
Supplier JAMES
Total Amount  1000.0t
Request Status  New Line Description Quantity Unit Unit Price Line Amount SpeedChart Key
1 1000.00
Click the "Review" button to revie| Office Location Office Location Description
Click the "Submit" button to subr 173-0BO3A SWEARINGEN ENGINEERING C-0B03A
Details
Review R Line Quantity Amount GL Business Unit ‘Operating Unit Department Fund Code Account Class PC Business Unit
1 1000.00 uscot CL040 155902 A0001 52250 101
Cost Sub-Total 1000.00
Misc Charge Amount
Freight Amount
Tax Amount
Total Amount 1000.00 USD

Creating a Payment Request March 2024
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Step 23: Once completed, click the Submit button. Once submitted the request cannot be edited. Edits
can only be made if the request is sent back to you by an Approver asking you to make changes.

Favorftes ~ | Maln Menu ~ Employee Self-Service ¥ > Payment Request Center Workist | # Home | Sign Out

Notffications ~ NavBar

3
- B ©
%) | SOUTH CAROLINA

Payment Request

[ o I
=, il it

Summary Information Supplier Information Invoice Details Review and Submit |

Exit | [SaveforLater |[< Previous
Review and Submit - Step 4 of 4

Instructions %

Business Unit USCO1 Invoice Number ~ 03122024_Kirk Entered By  Joanne Callahan
Request ID Invoice Date  03/12/2024 Entered Datetime ~ 03/12/2024 12:44PM

Description  Honorarium
Supplier JAMES E KIRK
Total Amount 1000.00 usD

Request Status  New

Click the "Review” button to review the detailed request.

Click the "Submit" button to submit your request.

o

i

[Save for Later | (< Previous |

Step 24: Click Ok to confirm submission.

Favorites~ | Main Menu ~ Employee Self-Service ™ 5  Payment Request Center: Worklist | & Home | Sign Out

.
All ~ search Bl Advanced Search AddTo ~ Q

Notiications NavBar

Payment Request

= i i
Summary Information Supplier Information Invoice Details Review and Submit |
Ext | [ SaveforLater |[< Previous
Review and Submit - Step 4 of 4
Instructions 2
Business Unit USCO1 Invoice Number 03122024 _Kirk Entered By  Joanne Callahan
Request ID Invoice Date  03/12/2024 Entered Datetime ~ 03/12/2024 12:44PM

Description  Honorarium
Supplier JAMES E KIRK
Total Amount 1000.00 usD

The current Payment Request will be submitted. Click OK to proceed. (7060,61)
Request Status  New

Click the "Review" button to review the detailed request.

Click the "Submit" button to submit your request.

Review Submit

Bt | [Saveforlaior | [< Provious |

Step 25: Notice the request is pending approval and the request details are available at the bottom of
the page.

Favorites ¥ | Main Menu ¥ Employee Sef-Service ¥ > Payment Request Genter Workist | # Home | Sign Out

AddTo v ja
4 | oxvensiry or I~ Search By Acvanced Search ” o
2 | SOUTH CAROLINA

Notfications ~ NavBar

Payment R nter g
BymentReguesticente Weleome: joanne Callahan
Request Summary From 12/13/2023 to 03/12/2024 Recent Messages,
No Recent Messages
Display Status Number of Requests
Pending 1 |
Create | Requests
: : . ’ - Total Request  Business Scheduled to

RequestID  Entered Datetime  Invoice Number Supplier ID Supplier Description Amat Currency S o VoucheriD  2ob
}1000372407 el 03122024 _Kirk 0000000144 JAMES E KIRK Honorarium 100000  USD Pending  USCO1 B B

Creating a Payment Request March 2024
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IV. Inquire on a Payment Request

The USC Payment Request Inquiry page provides the ability to inquire on a payment request status by
operating unit, department, or by User.

To navigate to the USC Payment Request Inquiry page, use the following menu path in PeopleSoft
Finance:

Main Menu > Accounts Payable > Review Accounts Payable Info > USC Payment Request Inquiry
Step 1: To help keep the search results manageable, enter an Operating Unit.

Step 2: Enter a From and To Date.

Note: You can enter other criteria to continue to narrow down the results.

Step 3: Click the Search button.

Favorites ¥ | Main Menu ¥ Accounts Payable ¥ > Review Accounts Payable Info ¥ > USC Payment Request Inquiry Workiist | i Home Sign Out

.
All ~ Search BY Advanced searcn AddTo v a G)
Notffcations  NavBar

Payment Request Inquiry

Request ID Q Operating Unit | CL0O40 Fund Code Q

User ID Q From Department Q To Department Q
Request Status v PC Business Unit Q Project Q
Supplier ID Q Invoice Number

From Date

To Date

Clear

Refresh

Step 4: Review the search results.

& Home |
Q
Notfeatons
Payment Request Inqui £
ym il quiry Welcome:  joanne Callahan
Request Summary Recent Messages
No Recent Messages
st Numbor of Requosts
New 7
Denied 1
Pending 7
Vouchered 16
Requests
RequestiD  Enteredon  Supplier ID Supplier Invoice ID Description OperUnit  Dept  Fund Class ©yous Project Total Amount Request Status  Voucher ID
0000372305 ~ 02/07/2024 0000058136  Rick Jiang JIANG0272024 ,;r'”;f:u"'s:f:;’fre*a’c" CLO40 155600  F1000 301 uscsP 10012869 1,950.00 New W B
Christopher Patrick Offce of Naval Research W B
0000372391 0200712024 0000058104 SISO MOORE272024 bt CLO40 155600  F1000 301  USCSP 10012869 1,850.00 New
0000372353 02/07/2024 0000058095  Nathaniel Collin Auten AUTEN0272024 e iouet Research CLO40 185600  F1000 301  USCSP 10012869 1,850.00 New B B
0000372248 02007/2024 0000054279 Graduate Columbia 10000490 Hotel stay for fie zhang CLO40 185401  AQOO1 101 165.65 Pending W B
000372066 02/06/2024 0000055102 Angelo Varilas il REU ip CLO40 155200 F1000 202 USCSP 10012884 800.00 Pending W B
0000371901 02005/2024 0000054279 Graduate Columbia 020524 e M CLo40 155101  A0O1 101 15879 Denied W B
0000372051 02006/2024 0000048182  MPZ CAYCELLC 123205420 33005 ACM Meeting CLo40 155001  A0001 101 123.16 Vouchered o300t | B
0000372043 02/06/2024 0000048182 MPZ CAYCELLC 121495003 23008 ACM Meeting CL40 155901  A0001 101 10.09 Vouchered ose7ome | B
000372083 02/06/2024 0000054279 Graduate Columbia 10000453 Lodging for Dr. Oriin CLO40 155101  A00D1 101 33130 New W B
Velev (ECHE Seminar)
000371602 02/02/2024 0000054008 Patrick A Bailey 02022024/Bailey NSF fellowship payment CLo40 155400  F1000 202 USCSP 10013253 308333 Vouchered ozae7sss | B
000371608 02/02/2024 0000056644  Andrew Phiip Campbell 02022024/Campbell i“ﬁm: Grant CLO40 155000  EN700 202 uscip 80000124 253763 Vouchered oz3678se | B B
00371611 ___02/02/2024 _0000054407___Antonio Fonce 02022024/Fonce REU monthly fellowship CLO40 155200 _ F1000 202 USCSP___ 10012884 800.00 Vouchered ozsereso | B B

|
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Step 5: Click the View Approval Workflow icon to review approval workflow.

Favorles v | WMainMenu~ > Accounts Payable ~ > Review Accounts Payable Info~ > USC Payment RequestInqury Workist | # Home | SignOut
.
e e B @
Nolfcatons  Navear
Payment Request Inquiry Welcome: o0 o onan
Request Summary Recent Messages
No Recent Messages
stas Number of Rogquests
New 7
Denied 1
Pending 7
Vouchered 16
Requests
RequestiD  Enteredon  Supplier ID upplier Invoice ID Description perUnit  Dept  Fund  Class - Project Total Amount Request Status  Voucher ID
s s o c L st
0000372395 02/07/2024 0000058136 Rick Jiang JIANG0272024 e iy Research CLo40 155600  F1000 301  USCSP 10012869 1,950.00 New WoR
Christopher Patrick Offce of Naval Research %W B
0000372091 0200712024 0000058104 Christopher MOORE272024 B ey CL40 155800  F1000 301  USCSP 10012869 1,950.00 New a
0000372353 02/07/2024 0000058095  Nathaniel Collin Auten AUTEN0272024 O e casarch CLO40 155600  F1000 301  USCSP 10012869 1,950.00 New W B
0000372248 02/07/2024 0000054279 Graduate Columbia 10000490 Hotel stay for fie zhang CLO40 185401  A00O1 101 165.65 Pending B
0000372066~ 02/06/2024 0000055102  Angelo Varillas 01082024/Varilas REU monthly fellowship CLO40 155200 F1000 202 USCSP 10012884 800.00 Pending B
0000371901 0200512024 0000054279 Graduate Columbia 020524 i ey Vel CLO40 155101  A00T 101 158.79 Denied Wb B
0000372051 0200612024 0000048182  MPZ CAYCELLC 123205420 33005 M Mecting CLO40 155901  AQ0OT 101 123.16 Vouchered oseroer B B
MPZ CAYCE LL > foucher W B
0000372043 02006/2024 0000048182 CAYCELLC 121495003 33005 41CM Mecting CLO40 155901  AQ0OT 101 11009 Vouchered oz3p7ese b B
0000372083 02/0612024 0000054279  Graduate Columbia 10000453 [ By A CLo40 185101  A0O1 101 331.30 New W B
0000371602 0200212024 0000054008 Patrick A Bailey 02022024/Bailey NSF fellowship payment CLO40 155400 F1000 202 USCSP 10013253 308333 Vouchered ozserees B
Andrew Philip Campbell ampl ] foucher W B
0000371608 02/02/2024 0000056644 il C 02022024/Campbel 6 Space Grant CLO40 155000 EN7OD 202 USCIP 80000124 259763 Vouchered  0z378By
0000371611 0200212024 0000054407  Antonio Fonce 02022024/Fonce. REU monthly fellowship CLo40 155200  F1000 202 USCSP 10012884 800.00 Vouchered 0237800 W B

Step 6: Review where the request is in the approval process. For this example, the request is waiting for
the Accounts Payable team to approve.

Step 7: Click the Return button to return to the inquiry page.

Approval Flow X

Payment Request Approval 1

REQUEST_ID=0000372248:Approved
Payment Request Approval 1

Approved
Alicia Lewin
¢ Department Approver 1
02/07/24 - 10:56 AM

Payment Request Approval 2
< REQUEST_ID=0000372248:Approved

Payment Request Approval 2

Approved

Travis W. Knight
« Department Approver 2
02/07/24 - 10:57 AM

Accounts Payable Approval
< REQUEST_ID=0000372248:Pending

Accounts Payable Approval

Pending

Multiple Approvers
@ Accounts Payable Approver

P
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Step 8: Click the Review Complete icon to review the request details.

counts Payable ~ > Review Accounts Payable Info ~ > USC Payment R Workiist sign Out

o h AddTo v

OUTH CAROLINA Notficatons  NavBar
Payment Request Inquiry Welcome: o0 o onan
Request Summary Recent Messages
No Recent Messages

stas Number of Rogquests

New 7

Denied 1

Pending 7

Vouchered 16

Requests

RoquestiD  Enteredon  Supplior ID Supplier Invoice ID Description OperuUnit  Dept  Fund Chss 'oBMS Project Total Amount RequestStatus  Voucher ID
0000372395  02/07/2024 0000058136  Rick Jiang JIANG0272024 E"g;eu"’ fhaval Research CLO40 155600  F1000 301 uscsP 10012869 1,950.00 New w B
0000372091 0200712024 0000058104 Shislopher Palrick MOORE272024 e of e Rescarch CL40 155800  F1000 301  USCSP 10012869 1,950.00 New W B
0000372353 02/07/2024 0000058095  Nathaniel Collin Auten AUTEN0272024 O e casarch CLO40 155600  F1000 301  USCSP 10012869 1,950.00 New W B
0000372248 02/07/2024 0000054279 Graduate Columbia 10000490 Hotel stay for fie zhang CLO40 185401  A00O1 101 165.65 Pending bl
0000372066~ 02/06/2024 0000055102  Angelo Varillas 01082024/Varilas REU monthly fellowship CLO40 155200 F1000 202 USCSP 10012884 800.00 Pending L]
0000371901 0200512024 0000054279 Graduate Columbia 020524 i ey Vel CLO40 155101  A00T 101 158.79 Denied Wb B
0000372051 0200612024 0000048182  MPZ CAYCELLC 123205420 33005 M Mecting CLO40 155901  AQ0OT 101 123.16 Vouchered oseroer B B
0000372043 0200612024 0000048182  MPZ CAYCELLC 121495003 33005 41CM Mecting CLO40 155901  AQ0OT 101 11009 Vouchered ozserome B B
0000372083 02/0612024 0000054279  Graduate Columbia 10000453 [ By A CLo40 185101  A0O1 101 331.30 New W B
0000371602 0200212024 0000054008 Patrick A Bailey 02022024/Bailey NSF fellowship payment CLO40 155400 F1000 202 USCSP 10013253 308333 Vouchered ozserees B
0000371608 0200212024 0000056644 Ancrew Philip Campbell 02022024/Campbell 6 Space Grant CLO40 155000 EN7OD 202 USCIP 80000124 253763 Vouchered 02367880 B
0000371611 0200212024 0000054407  Antonio Fonce 02022024/Fonce. REU monthly fellowship CLo40 155200  F1000 202 USCSP 10012884 800.00 Vouchered 0237800 W B

Step 9: Review the request details.

Step 10: Click the Return button to return to the inquiry page and continue your review.

Favortes ¥ | Main Menu ™ Accounts Payable ~ 5 Review

counis Payaba /031 USG Payment Request nquly Workist | foms | signout

S 0
Review Page AddTo + Q (©)
SOUTH CAROLINA D s s — Notfcations  NavBar
Entered B, Misty C. ODonnell
Entered Datetime 02/07/2024 10:25AM Atachments (1)
Business Unit uscot
Approval Histor
Request Summary Invoice Number 10000490 o i
Invoice Date 02/06/2024
Stats Number of Reguests Description Hotelstay for ji zhang
o . Total Amount 165.65 usp
Notes/Comments
Denied 1
4
Pending 7
Vouchered 16
Supplier Information
| Supplier ID 0000054279
Supplier Graduate Columbia
1619 PENDLETON STREET
COLUMBIA, SC 29201-3808
RequestiD  Enteredon  Supplier ID Request Status  Voucher ID
Invoice Details W B
0000372395 02/07/2024 0000058136 Rick Jiang New. &
Christophe 5w B
200037230 N 02107 202 B 000005104 B Wioore) Line Description Quantity  Unit Unit Price Line Amount  SpeedChart Key New !
0000372384  02007/2024 0000058148 Andrea Cay 1 2/1 hotel stay for J. Zhang 1.0000 EA 165.65000 165.65 New wH B
Office Location Office Location Description
i W OB
0000372360  02/07/2024 0000058124 Wiliam Fer 170 300 MAIN STREET New.
Maryelizab Accounting Details W B
0000372357  02007/2024  00000set1  Manvelizab unting Detail New
Line Quanity Amount G Businesa Unit Oporating Unit Department Fund Codo Account clasa P Business Unit B
0000372353 02/07/2024 0000058095  Nathaniel
o000wz248 02072026 10000054279 Gracuate 1 1.0000 165.65 uscot cLoso 156401 A0001 52021 101 | B |
0000372066 02/06/2024 0000055102  Angelo Var} Pending B
0000371901 02/05/2024 0000054279  Graduate§ Cost Sub-Total 18565 Denied W B
0000372051 02/06/2024 0000048182 MPZ CAYQ Misc Charge Amount Vouchered o2se701
1 Freight Amount P - B
0000372043 02/06/2024 0000048182  MPZCAYG Vouchered 02367989
- Tax Amount F
0000372083 02/06/2024 0000054279 Graduate § New B B
o Total Amount 16565 USD I : _
0000371602 02/0212024 0000054008 Patrick AB: Vouchered oxse7ees B
0000371608 02/02/2024 0000056644 Andrew Phi Vouchered oxse7ese b B
0000371611 02/02/2024 000005440 Anionio F jouchered Qpaezaop B
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V. Approve a Payment Request

Use the Payment Request Approval page to see and approve payment requests waiting for your
approval.

To navigate to the Payment Request Approval page, use the following menu path in PeopleSoft Finance:
Main Menu > Accounts Payable > Payments > Payment Request > Payment Request Approval
Step 1: Click the Search button to return all payment requests waiting for your approval.

Step 2: Click the row for the payment request you are ready to approve.

Favorites ¥ | Main Menu ¥ Accounts Payable ¥ > Paymenis ¥ > Payment Request™ > Payment Request Approval Workist | i Home | SignOut

A~ Searen Y cvanced Search AddTo ja} ®
Notifications NavBar

New Window | Help

Payment Request Approval

Find an Existing Value
v Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

O Recent | Choose from recent searches ~ 7 Msaved | Choose from saved searches v
Searches Searches

Searchby: | RequestlD v =

v Show more options.

| Search | Clear [J Save Search

v Search Results
4 rows

1-40f4 v | View Al
Request  Operati Busi Entered Invoi Supplier GLosy Transaction  Request
eques peratng uSINesS  Entered by ntere Invoice Number nvolce Supplier D SUPPliel Description Invoice ansactiol ues
D Unit Unit Date Name Currency Status
Amount

Maximus
0000368759 CLO40 uscot DYERS 01/11/2024  01112024_Femandez-Nunez 01/1/2024 0000057702 ArelEndro Stipend 333.33 usD Pending >

Nunez
0000368772 CLO40 uscot DYERS 01/11/2024  0112024_Eslami 01/11/2024 0000056282 Arshia Eslami  Stipend 500.00 usD Pending >
0000372066 CL040 usCcot RAVILALI 02/06/2024  01082024/Varillas 01/08/2024 0000055102 An9elo REU monthly 800.00 usD Pendin >

Varillas fellowship - 9
0000372407 CLO40 uscot JOANNEC 03/12/2024 03122024 _Kirk 031212024 0000000144 e & Honorarium 1,00000  USD Pending >
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Step 3: Review the payment request details. Be sure to review the Attachment and the details before
approving.

Step 4: Click the Approve button.

Favorites ¥ Main Menu ¥ Accounts Payable ¥ > Payments ¥ > PaymentRequest™ > Payment Request Approval Workiist | i Home | SignoOut

wow B @

Nofifications  NavBar

New Window | Help | Personalize Page

Payment Request

Business Unit  USCO01 Invoice Number  03122024_Kirk Entered By  Joanne Callahan
Request ID 0000372407 Invoice Date  03/12/2024 Entered Datetime ~ 03/12/2024 12:44PM

Payment Request Details

o a
Transaction Currency USD Supplier ID 0000000144 Comments | Hold for pick-up

Total Amount 1000.00 Description  Honorarium z
Supplier Name  JAMES E KIRK

Edit Payment Request Payment Options
Payment Message

Line Details
B Q 1-10f1 v
Line Quantity Unit Price  Item ID Amount Description SpeedChart Key  Office Location Office Location Description Details
1 1000.00 173-0B03A SWEARINGEN ENGINEERING C-0B03A

Payment Request Approval 1
> REQUEST_ID=0000372407:Approved [¥]Start New Path
Payment Request Approval 2
~ REQUEST_ID=0000372407:Pending [EStart New Path
Payment Request Approval 2
Pendin;

g
Multiple Approvers
© bsng @

Accounts Payable Approval

~ REQUEST_| 2407:Awaiting Further Appi [EStart New Path
Accounts Payable Approval
Not Routed

Multiple Approvers
B g Miiroes @

254 characters remaining

| Approve | Deny Pushback Add Comments Hold

Return to Search || Previous in List Next in List
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Other ways to approve:

1. Worklist in PeopleSoft Finance (see below)
2. Notifications in PeopleSoft Finance (see below)
3. Email Notification

Fovortes | Mol Mo~ st~ >Ny Wordt-Summany Vi

2 | SOUTH CAROLINA Q
Worklist
Worklist for JSWANNER: Jennifer Swanner 5 Actions
Detail View Worklist Filters v Payment Request Id 0000372407 is
awaiting your approval.
© 3 hours ago
Worklist ltems o
B O\ Certify Expense - 3000174339 N
© 07 Feb at 6:44 PM
From Date From Work Item Worked By Activity Priority Link
PaymentRequestApproval, 778819,
Jennifer Swanner | 03/12/2024 Approval Routing Approval Workflow v| | PaymentRequest, 1901- Mark Worked Your Approval iz required for a
REQUEST 1D:0000372407 R Non-Employee Travel eForm >
ERA I, 205698, USCO01, 190 © 07 Febat 4:31 PM
Dimitrios C. Rizos  02/07/2024 Approval Routing Approval Workflow 2Medium | 5 G 000173892 RDC Mark Worked
) ERA[ Certify Expense - 3000173892 N
AUSTIN DOWNEY | 02/07/2024 Approval Routing Approval Workfiow 2Medium | ERARGroval. Mark Worked © 07 Fob at 12:54 PM
4 ificati i v - 5
Rachel Patterson  02/07/202 Nofification Worklist TRA eForm - Form ID:16386 Mark Worked Certly Exponse - 3000174045 ,
© 06 Feb at 1:53 PM
loannis Rekleitis  02/06/2024 Approval Routing Approval Workflow 2Medium |  ERAnproval. 2059 Mark Worked

Note: If you would like to see the transactions on your worklist and/or receive an email notification, visit

the My System Profile page to ensure those options are checked. Also make sure the email listed is your
business email.

Favorites ~  Main Menu ~ My System Profile Workiist | i Home Sign Out

.
prm—— o 2
SOUTH CAROLINA

Notffications ~ NavBar

General Profile Information
Joanne Callahan

Password

Change password

Personalizations

My preferred language for PIA web pages is: English

My preferred language for reports and email is ~English v
Currency Code USD Q

Default Mobile Page Q

Alternate User

If you will be temporarily unavailable, you can select an alterate user to receive your routings.

Alternate User ID Q
From Date (example:12/31/2000)
To Date (example:12/31/2000)
Workflow Attributes
Email User B Worklist User

Miscellaneous User Links

Email
B Q 110f1 v

Primary Email Account  Email Type Email Address.

Business V|  JOANNEC@mailbox.sc.edu + -

Creating a Payment Request March 2024



