Payment Request Form

t ') ”s"ﬁ’ﬁ.sllil‘i"":LORm A Bull Marketplace - Payment Request Forms

Tutorial:

Instructions: Payment Request Forms (PRF) are submitted directly to Accounts Payable in Bull Marketplace.
See the PRF Guidelines for a list of allowable purchases on a Payment Request Form. Payment Requests

submitted beyond 60 days of the date of the transaction will require VP approval.

Note: Payments to employees and study subjects are not processed on the PRF. Forms for these payments are

available on the Accounts Payable website here.

1. Inthe Bull Marketplace Menu Navigate to:

Shop > Shopping Home Page > Form Requests
Select Payment Request Form
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2. Review the Instructions page, then Select the Next

A~

< Backto Shopping Home.

Payment Request Form Instructions )
Form Number 786185
Puposs  CheckRequest s and required  Marketplace. All USE System
Status Incomplete. System regulations and policies. Payment Request Forms (PRFS) are the EXCEBTION to using 2 purchase order or PCard for the purchase of commodities and two party
sgreemens.
Instructions . s d upon passing 2 check il gene o for approvaltoa
i ather tabished with the FAST Req Aperover
Supplier A tole for the chartfield b e
. 1, theywill e rejcted and the user must complete a ne PRE 35 the intsl one cannot be
Questions A recycled
o < invoice.
Attachments v

o Asuppl p i the “Suppliers” saction when searched. I this s
a new supplier. 9o to the Request New Supplier Form to submit 2 request. A Supplier 1D will be created and sent to you for use on this form.
Review and Submit . e dat i

on the PRE. The appr could include a copy of
= PR for SL.milfon or greater require
Form Approvals PRE. The app couid

This approval

All REs are revievied by Accounts Payable. Any questions regarding PRFS should be directed to: APHELP@USFEDU.

i s Luniversis Examples of non-university funding are
funds from 2 Direct Support Organization (DSO) . USF Foundation, USF Research Foundation; University Medical Services Association)

Information on what s alowable and not allowable on PRES may be found on the USF ite. 1 you are unable o f
drop-down options in this form, it i ¢ form should be submitted instezc.

Search (A1+Q)
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Payment Request Form

Supplier Section: Search for your supplier and select to add to your form. Double check that the
correct address is selected. Once the supplier information is populated select Next.

If the supplier does not exist, go to the New Supplier Request Form to submit a request. A Supplier ID

will be created and sent to you for use on this form.
T

Payment Request Form Supplier

Number 786185
Check Request
Incomplete

Remit-To Address
Supplier

4. Questions Section: Complete the invoice details.

Invoice Details: Supplier Invoice Number and Invoice Date are required fields. If the supporting backup
documents do not have a true invoice number, one must be created using the following format.

e Forindividuals use the date of delivery or service completion, first initial and last name. Ex.
01232019JSMITH

e For businesses or other entities use date of delivery or service completion and initials of the full

company name. Ex. 11082019FDOE.

Payment Request Type: This is a drop-down list of payment types that are allowable on a PRF.

Description of Expenditure: The description should reflect what is being paid for, contain a clear business

purpose, and should match the backup documentation attached to the form. Only the first 30 characters
will become the Finance Mart description.

Invoice Detals

RS T SRY
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Payment Request Form

aucts e—
SOUTH FLORIDA

o b Shespng » ViewForms

€ Back 1o Shopping Home

Payment Request Form Codes

Farm Number 786185

Pupess  Check Request

Status. Incomplete + Required field: Acoount: Line

1 + Required feld: Func: Line
+ Required fele: Oper Unit Lne

Insiructions = b

Suppler s Accounting Codes

Questions v LIHE;

GLumt  OperUnt  Fund  Ascount
Codes A
useor

Additional information 04 use

Amachments v

Review and Submit

Add shemate distribution for oo
Form Approvals
* Raquired

Enter Chartfields and Save

Accounting Codes

@ Errors

Codes Section: Select Edit to add your Chartfields

Dept Product Initiative

Feguestiorons v Hstery 7

PGBusUnt  Project/  Budger
Activey  Refarence
novelie  novelie  rnovsive  novshe  novalie o value

¢ Previous

+ Required field: Accaunt: Line
« Required fisld: Fund: Line
- Required fiald: Oper Uinit: Lina

GLunt

Oper Unn

usFol BN

- ==
Saasiirem ot .

Accaunt

Dept Praduct

ozsie

Infiative PC Bus Unit Project / Astivity Budgst Reference

sl ‘Select from 2l values... ‘ Select from all values.

© Requirsd fisld © Required fiskd

Once completed select Next

PRI RETY - EE—

£ SOUTH FLORIDA

Shop b Shopping » View Forms

« Back 1o Shopping Home

| fosasen
Seem aT v

| [coBoses

Payment Request Form Codes
Farm Number 786185
Furpose Check Request Accounting Codes
| Status Incomplete CHE
InsaeTonS GL Unit Oper Unit Fund Account
Supplier .[ UsFoT TR 03904 52320
UsF USFTAMPA PURCHASED FREGHT L
) UTILTIES  SHIFFING
Questions L AUXILIARY
Codes v s
F Add ahemat; for | Discount B
Additional Information v
Attachments v
Review and Submit
Form Approvals
* Required

Select fram i valves..

Select from ai valuss. Saiect from ll values.. Sefectfrom all vaiues..

recaiculate / vatidate

Feguest Actions ¥ | History | 7

Dept Product Initiative ~ PCBusUnit  Project / Budgat
Activity Reference
025100 000000 0000000 no value no valus no value
UTILITIES DEFALLT DEFAULT
PRODUCT INITIATIVE
£ Previous
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Payment Request Form

will automatically populate if you have values setup. Select Next.

27 SOUTH FLORIDA
Shop » Shoppng # View Forms

£ Backto Shopping Home

Payment Request Form Additional Information
Form Number 786185
Purpose Check Request General Information
Status Incomplete \rcit
sation

Instructicns
PO Business Unit
Supplier

Questions

Codes.

Additional Information

S8 S L8

Attachments

Review and Submit

Form Approvals

* Required

rom profile valies..
Select from il values..

Select from profie values..
Select from &ll values..

€ Previous.

7. Attachments Section: Add/upload required backup documentation.

9/’ SOUTH FLORIDA
Shop » Shopping » View Forms

¢ Back o Shopping Hame

Payment Request Form Attachments

Farm Number 786185

Purpcse Check Request Please add your artachments below.
Status Incomplete

Instructions

Supplier
Questions
Codes

Additional Information

S8 8 8 8

Attachments

Review and Submit

Fomn Approvals

Save Changes

TEST

2318542,

Maximum upload f

Save Changes ||

€ Pravious

Additional Information Section: Location and PO Business Unit are not required for the PRF but

Request Actions ¥ | Histary | 2

Requést Actions | History | 7

et >
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Payment Request Form

Payment Request Form Attachments ™
Form Number 786185
Fuposs  Check Request R —
Sawe  ncomplete
1 drest £ 7
retrctions

A% 8 NS

and Submit

Farm Appiovals

8. Review and Submit Section: Once you have completed all required fields review and Submit.

£/ SOUTH FLORIDA
Shop b Shopping * View Forms

¢ Back ta Shapping Home

Payment Request Form Review and Submit Request Actions ¥ | Histary | 7
Form Number 786185 i
Purpose Check Request + Required Fields Complets
Status Incomplete

Section Progress
nstructions

Supplier + Required Fielde Complate
Supplier v

Questions ' Required Fields Complets
Quéstions v

Codes " Required Fisids Completa
Codes v

Additional Information o Required Fields Complate
Additional Information L4 Attachments Required Fields Complete
Attachmients v

Review and Submit

Form Approvals

£ Previous Add 1o Favorites

Click Yes if you wish to send form through workflow. Click No if you wish to make additional
changes. Changes will not be able to be made once sent through workflow.

Confirm

Are you sure you want to submit this form?
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Payment Request Form

9. Form Approvals: When the PRF has been submitted the system will create a Non-PO Invoice. Once

created the system generated invoice number will be provided. The PRF is now complete and all
additional workflow will be associated with the created invoice.

47 SoUTH FLORIDA
Shop b Shopping b Vien Forms

¢ Backta Shopping Home

Payment Request Form Form Approvals Request Actions ¥ | Histary | 2
Farm Number 786185
Furpose Check Request
Status Create Non PO Invoice /.'
- Subrmitied Completed
i Compieted v

5/4/2023 2:48 PM /472023 £:49 PM

Instructions

Supplier
Questions
Codes

Additional Information

L S S W ¥

Attachments

Review and Submit

Form Approvals

10. Review Invoice: Select the invoice to review. Once on the invoice you can view the current workflow
step in the What's next section.

27 SOUTH FLoRioA Al sewch (wtr0) oo ® @ 1O Dy
Invoice + FEDEX -[VT002338 = o @& @ - oy < >
Summary Matching upplier Messages mmant: Attachments 1 Histo

~
General - Addresses - Note/Attachments — 5544667799
Invoice Type Invoice RemitTo Extemnal Note no value TEST
Internal Note o valve
Pay Status InProcess PO BOX 04515 Total (10.00 USD) -
PALATINE, llinois 600944515
Externa i
Invoice Number VT002338 ibtotal 10.00
Attachments
United States e
su voice No. 5544667799 Address 1d3
Internal Attachments Date T 000
BillTo
Supplier Name FEDEX shi
o L TEST 5/4/2023 Shipping 0.00
o address Handling 0.00
Accounting Date  5/4/2023 )
Miscellaneous Fees 0.00
Invoice Owner BaTE em
10.00
Invoice Date 5/2/2023
Discount Date 10 vatse Payment Information 4 Discount, Tax, Shipping & Handling Whats next? P
Due Date 5/2/2023 ent Method Workflow O &
el 2 Fayment Mothod.  Linknonn Discount, tax, shipping & handling
Terms 0% 0, Net0 Payment Record no valve llocation Weighted
y Allocatio eigl Submitted
Date v sjam0nsadapm
Terms Discount 0.00 USD M SN
PaymentRecord o value heskriond
Invoice Name Payment Request Form No.
Discount o ) Initial Validation
Location MDC2305 Gompleted
HEALTH SCIENGEMAIN BUILDIN Tax 000USD
PO Business Unit  TAMPA shipping 000USD Fund Approval
Tampa Campus Actve
Handiing 000USD
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Payment Request Form

11. Invoice Returned: If the invoice fails Initial Validation step or is flagged as a duplicate, it will be

returned to you and set to Draft status. A notification will be sent via email with instruction on how
to review and correct.

Note: Draft invoices cannot be deleted. If this is no longer a valid request due to duplicate status,
there is need to make additional changes. Notate that this is a duplicate in the comments and leave in

draft status.

« B 0 ®

8 0 @

]

Your invoice has been returned. Invoice#: V1002264 Inbox x

o University of South Florida «Prelp@usied

TEST ENVIRONMENT

Dear Cpmy E1sy

Invoice #: VT002264 has been retumed. Please follow the steps below to identify and modify the invoice

that was retumed:

= Go back to the original Payment Request Form that you created
= Click on the link to the invoice. This will be under the form number on the top left side
= Once you are on the draft invoice page. you wil be able to review the error and edit the

invoice.

= Click on the history button at the top right hand side of the draft invoice to review the error

message.

= There will be an edit box for Codes where you can update the Chartfelds if necessary.
« Once comections have been made, go to the top right of the invoice and click on the Finalize
Invoice button. This will send it back through workflow on to the approver in your department

Thank You

University of South Florida

“This Button is for Admin Use Only

Go to the original Payment Request Form and click the link to the invoice
for the invoice through the invoice search while it is in draft status.

%/ SoUTH FLORIDA

Shop b Snopsing » ViewFoms

< Back tolnvoice

Payment Request Form

Form Number 666679
Purpose Check Request
status

Invoice

Instructions

Supplier

Pleasa fill out al sect

Questions - Questions

Invoice Details

tely. If your exp ype

Recuest Actions v | History | 2

* Response Is Required

in the list below, then you should il out a requisition form instead of this PRE.

type and one suppl

Questions
Codes

Additional Information

AN N R S Y

Attachments

Click the History Link to view the error message.

4/ SOUTH FLORIDA

test 1111

Invoice + IRON MOUNTAIN INC + 2094614
Entry

Supplier Nam IRON MOUNTAIN INC

nvoice Type invoice

Payment Request Form

V1001981

33172022 [ override

0%0,Net 30

[ manually enter

0.00USD

o ple exps types or suppll

Supplier Invoice Number (max: 30 characters) * @

=1

Remit To 4

POBOX 27128
NEW YORK, New York 100877128

United States
Address Id2

Billing address

no address

Select a dferent user,

as needed.
A Search (A1t+Q) ooousp w o D 4 2
Accounting Date 25/2022 IRON MOUNTAIN INC v
test 1171
A ] Total (5.00 USD) v
5.00
0.00
Payr Unknown v
0.00
0.00
Extemal Note 0.00
y
. Miscellaneous Fees 0.00
5.00
Discount, tax, shipping & handling
Weighted v What's next? v
Fund Approval
Headerlevel
Discount
ooe
Tex ’ M Show skipped steps
Draft
Shipping

. You will not be able to search
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Payment Request Form

Review the error message in the note. The Invoice Return will show up in the history and provide the
message for the error.

£ SOUTH FLORIDA

Al -
Invoice * IRON MOUNTAIN INC + 2094614
Ent Summa Aatcrin Su Comments Atta History
=] ¥ Acton  Invoice e Filter Clear Al Fiters Export CSV
LineNo  Dae/Time Ussr  Sten(s) Action Field Name From  To Note
2/25/2022 System Modified PayStatus In empty
257.27PM Process
3/25/2022 System Invoice Retumed (via empty Line: 0, Split: 0 - Budget Check Exception for Ledger Group: CC_ORG - Operating Unit = TPA, Account = 88420,
357.27PM Workfiow) kasay | Fund = 03904, Department = 025300, Product = 000000, Initiative = 0000000, Budget Period = 2022 No Budget
found for the values provided.
Show less
2/25/2022 System il Message transmission to
35348 PM Validation  external system successful
3/25/2022 aulie Invoice created
251:42PM MeCoy

For Chartfields changes go to the Codes section and select the pencil to edit
Invoice - IRON MOUNTAIN INC - 2094614

Summary & Atta H
Separate Payment *
Withholding Code o value Override
Override
Payment Handling no value
Withholding o value Override
Applicable
Escheated Payment  no value
ced By -
! i g Payment Comments  no value
Match Stat Unmatched
Invoice Source Form Request

substituted X

Codes v
LINE

GL Unit Oper Unit Fund Account Dept Product Initiative PC Bus Unit Project / Activity Budget Reference

USFO1 03904 53300 025300 000000 00gocoa no value no value nio value

usF A FOST OFFICE DEFAULT PRODUCT DEFAULT INITIATIVE

1 Line 1w

Make your correction and Save

Accounting Codes A Discount ¥
LINE
" - - = = - = =
GL Unit OperUnit * == Fund * &= Account * & Dept = Product = Initiative == PCBus Unit = ijec\/AmwtyE
usFo1 ¢ TPA v 03904 Q| 53300 Q|| o200 Q || oooooo Q | 0000000 Q v
025100 - UTILITIES
»

A Discount ¥

* Required fields Close
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Payment Request Form

Click Complete to send the Invoice back through workflow.

e

%7 SoUTH FLORID

Ent Summary

UsFO1 TPA

W St OMMawnen

urce Form Request

substituted X

Codes
LINE
GLUnit Qper Unit

Invoice -+ IRON MOUNTAIN INC - 2094614

Account Dept

53300 025100

Product

000000

Al Search (Alt+Q)

0oousp W

LN -]

0D a3

IRON MOUNTAIN INC

Total (5.00 USD)

y v
Initiative PG Bus Uit Project/ Activity  Budget Reference Ta
0000000 0 value 1o valve no valve W

T EFAULT INITIATIVE

v

test 1111

Review the history to ensure your change corrected the error. Example below is now back in workflow in a
pending status awaiting Fund Approval.

27 SOUTHFLORIDA

LineNo  Date/Time J

5/9/2023
1:31:26 PM

5/0/2023
1:28:00 PM

5/9/2023
1:28:00 PM

5/9/2023
1:28:00 PM

3/25/2022
3:57:27PM

3/25/2022
35727 FM
3/25/2022
3:53.48 PM
3/25/2022

35142 PM

18 0f 8 Results

User

System

System

sSystem

System

sSystem

System

System

Step(s)

Initial
Validation

Initial
Validation

Invoice * IRON MOUNTAIN INC + VT001981

Action

Invoice budget check passed

Message transmission to external system
successful

Modified

Modified

Modified

Invoice Returned (via Workflon)

Message transmission to external system
successful

Invoice created

Invoice

Field Name

Pay Status

Workflow
Status

Pay Status

Alv Search (Ait+) 0.00 USD

- e Filter Glear Al Fiters Export CSV.
IRON MOUNTAIN INC
20 Per Page ¥
Total (5.00 USD)
fom  To Note
Invoice VTO01981
Inwalidation
empty  In Process Miscellaneous Fees
Daft  Pending
Whats next?
In empty
Process
empty Line: 0, Split: 0 - Budget Check Exception for Ledger Group: CC_ORG - Operating B Show skipped steps
/ Unt=TPAA
Show more
N
Initial Validatic
| Intal Validation
completed
Fund Approval
20 Per Page v ﬁj‘”

-

oD &g

=8 0

test1111
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