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Payment Request & Employee Reimbursements

PTA Payment Request Form

— PTA Wire Transfer Request

~ PTA Petty Cash Replenishment, GL & GL/PTA Mixed
Request forms (separate training)
Employee Reimbursements

Use the review page and send (PR_SUBMIT FL) to review and send the payment request for approval. You can find definitions for fields and controls later on this page. In the work area interface, clicking the Add rows button allows you to insert the new details of the line into the page for the invoice details. Note: Pdgina add a new line is applicable
only for fluid interface. Field or Control Description Message List Click a message line to review the message. Navigation: Self Service Security> Payment Request> Create a New Payment Request This example illustrates fields and controls in the Summary page. The name of the applicant is updated in the field entered by and all other details in the
horizontal activity guide pages are automatically updated from the source payment request. This example illustrates fields and controls in the new vendor request page. This button appears only if there is a message for this payment request. This example illustrates the fields and controls in the page add a new line. Note: Attachments are not copied
when the copy functionality is performed. This icon appears only if there are instructions inserted in the Instructions section in the payment request template page. By pattern, it is 90 days from today. The Request New Supplier button appears only after you click the Search button. This button appears if the payment request status is new or denied.
Edit Click the button and select Invail Lines to delete. Requests can review and modify any option before sending the new payment request to review and / or approval. Field Description Filters or Control Click to open the page filters and enter the filter values to display the payment requests: By Date and Status: Insert the soxena soxena soa ranroter
arap odAulcnoC me eugqilC .odagen uo ovon rof sutats o es ecerapa ofAtob etsE .oviuqra ed oxena ed anigjAp a rirba arap euqilC elortnoc ed of£A§Aircsed uo opmaC .metsixe sotnemagap ed sepA§Aaticilos siauq arap satad ed You You can enter text in the Your Response field and click Post to post your response. Copy Payment Request The Copy
functionality in an existing payment request allows Requesters to copy the payment request as a new request. This example illustrates the fields and controls on the Filters page. Navigation: Click the Next button on the Invoice Details page. Accounting Details Page PR CF _SCF Enter accounting details to the accounting lines. You can include relevant
attachments by clicking the Attachment(0) button on the Summary Page. Edit Click to open the Attachment Details page, select the attachment row and click Delete button to delete the attachment. The payment request status changes to Cancelled. Use the New Supplier Request page (PR_VNDR ADD SCF) to enter a new supplier with details of
address, contact Information, and new supplier questions. Review Messages Page PR CONVER SUMM SCF View a list of messages initiated by reviewers/approvers. This example illustrates the fields and controls on the Accounting Details page. Use the Payment Request Details page (PR_CTR DETAIL FL) to view the line details of a particular
payment request. See Selecting Accounting Tags in PeopleSoft Fluid User Interface Click the button to open the Accounting Details Page and enter the desired accounting details to the accounting lines. Navigation: Click the Next button on the Supplier page. You can review all the Activity Guide pages, modify options, add an attachment, and finally
submit the payment request for review and/or approval. On a smartphone, you can click the ¢AAA>¢AAA button to open the Select Supplier Location page. The system opens the Activity Guide pages of a new PR, with details copied into the respective pages. Select to download the search results to Microsoft Excel spreadsheet. Use the Review
Messages page (PR_CONVER _SUMM _SCF) to view a list of messages initiated by reviewers/approvers. This example illustrates the fields so arap sepA§Ainifed rartnocne edop 2AcoV .ofAsiver ed snegasnem ed anig ,Ap an selortnoc e sopmac so artsuli olpmexe etsE .lacsif rolav e eterf ed edaditnauq ,asrevid agrac ed edaditnauq meulcni sosrevid
sotsuc sO .otnemagap ed ofA§Aaticilos a arap soxena riulcni arap JFCS_TTA RP( soxenA anigijAp a esU .otnemagap ed odidep o arap rodecenrof od sehlated rartnE LF RDNV RP rodecenrof ed egaP .otnemagaP ed 0£A§AatlclloS ad sehlateD anigjAp an selortnoc e sopmac so artsuli olpmexe etsE otnemagap ed 0£A§Aat10110s ed ortnec on ahnil amu me
euqilC :0£A§AagevaN .rodecenrof od satnugrep savon e otatnoc ed sepA§Aamrofni ,0§Aeredne ed sehlated moc rodecenrof ovon mu etigiD FCS DDA RDNV_RP serodecenrof ed ofA§Aaticilos ed amg,Ap avoN .otnemagap ed ofA§Aaticilos an etnemroiretna sodAulcni setnetsixe soxena revuoh es sanepa ecerapa ofAtob etsE .sedadivita ed aiug on
anigjAp ariemirp a ©A omuseR anigjAp A .soxenA anig iAp an selortnoc e sopmac so artsuli olpmexe etsE .otnemagap ed ofA§Aaticilos a arap soxena reugsiauq meulcni FCS TTA RP soxenA anigjAP .otnemagap ed ofA§Aaticilos amu rairc oa sedadivita ed aiug ed sanigjAp sa ertne ariemirp a ©A omuser ed anig lAp A .otnemagap ed of£A§Aaticilos amu
ed ahnil ad sehlated so reV LF _LIATED RTC RP anigiAP sehlateD raticiloS egaP .ravlas oa odareg iof euq o£A§Aaticilos ad DI o odnasu etnemroiretsop odasseca res edop RP o e otnemom reuqlauq a otnemagap ed ofA§Aaticilos a ravlas arap odasu ©A ,sedadivita ed aiug ed sanlglAp sad amu adac me levAnopsid jAtse euq ,roiretsop arap ravlaS
ofAtob O .ofAsiver ed snegasnem ed anigjAp an selortnoc e sopmac so artsuli olpmexe etsE otnemagap ed o£A§AaticiloS anigjAp an setnecer snegasnem ed enocA on euqilC :0£A§AagevaN .atsil an odajesed lacol o ranoiceles e rodecenrof ed lacol ranoiceleS anigiAp a rirba arap o§Aeredne ed knil on euqilC .otnemagaP ed ofA§AaticiloS o rasseca arap
otnemagap ed ofAS§Aaticilos ed ahlet an euqilC .telbat mu me odibixe emrofnoc ,rodecenroF od otnemagaP ed of£A§AaticiloS anigjAp an selortnoC and controls later on this page. Use the page details (PR CF SCF) to insert contact details for accounting lines. Use the other cost page (PR MISC AMT SCF) to insert several different to the payment
request. By using Drop Zones, you can add your own fields to Fluid pages to display or update your data. Accounting Tag Select the desired accounting tag from the Accounting Tag - Accounting Tag List Page. Based on user permissions the Copy button is available on all payment requests, irrespective of the status the payment request is in. This
example illustrates the fields and controls on the Filters page. Field or Control Description Click to open the Instructions page and view any instructions about entering supplier details, which were set up on the Payment Request Template page. This example illustrates the fields and controls on the Invoice Details page. This button appears only after
you select the Search button. Navigation: Click the Enter New Supplier button on the Supplier page. Navigation: Click the Accounting Details button on the Invoice Details page. Use the Payment Request tile (PR REQUEST FL) to access the Payment Request Center and view existing payment requests or create a new payment request. Select to sort
the data within the Search Results grid. This example illustrates the fields and controls on the Payment Request Center page. Note: This button appears only when there are no attachments (0) included earlier. Click the Add Attachment button. Approval Flow Page PR APP MONITOR SCF View the details of the approval history. For additional
information, see Defining PeopleSoft Payables Business Unit Options by SetID Click the button to open the Attachments Page and include any attachments to the payment request. This example illustrates the fields and controls on the Add a New Line page. This example illustrates the fields and controls on the Other Cost page. You can proceed with
payment request creation or reject the request based on the setup done at the business unit level. Click to include additional an attachment. Click to open the Filters page and enter filter values to display wen Othni tseuqger tnemyap eht ot ypoc kcilC Ypoc .tseuger tnemyap eht rof senile eciovni ddA LF_ENIL._RP EGAP sliateD eciovnl .egap etalpmeT
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PeopleSoft called Drop Zones. You can find definitions for the fields and controls later on this page. Use the Supplier page (PR_ VNDR FL) to enter supplier details for the payment request. Note: You can customize this Review and Submit Fluid page by using a Customization offered by PeopleSoft called Drop Zones. Click to insert an additional line
and enter the details. Navigation: The Payment Request tile is delivered as part of the Employee Self Service home page, but the location can change if you change the delivered home pages or if administrators personalize their home pages. This example illustrates the fields and controls on the Accounting Details page. This button appears if the
status is Pending, Approved, or Denied. Use the Approval Flow page (PR APP MONITOR SCF) to view the details of the approval history if the payment request status is Pending, Approved, or Denied. This example illustrates the fields and controls on the Review and Submit page. Navigation: Click the Approval History button on the Payment Request
Details page This example illustrates the fields and controls on the Approval Flow page. Click to open the Review Messages page and view a list of messages initiated by reviewers/approvers. This example illustrates the fields and controls on the Payment Request Details page. Note: You can customize this Supplier Fluid page by using a Customization
offered by PeopleSoft called Drop Zones. Field or Control Description Click to open the Summary page and enter summary information about the new payment request. This example illustrates the fields and controls on the Invoice Details page. This button appears only for including the first invoice line. Payment Request Center Page PR CTR_FL
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