“Pasadend>;

Entry Point: Create Check Request

@ Production / Pasadena 1SD

Maintain Check Request

Selected Position: [ Role Name: Specialist - Business and Finance (Support)

Check Request Details
Vendor: *| FORT WORTH RUNNING COMPANY (296530) F)
[ (Check) 4203 WINTERBORNE DR; PASADENA, Texas 77505
Remit To:
Remit To: FORT WORTH RUNNING COMPANY
Heeded By *[0s-142022 (=] Requestor: * | Mcbride, Kourtnie Kaye - e v/
Event Date: * 03292022 [x] Route Check: # | Send to Vendor v
(s roRsTE |
REF PO¥ 2200123
Justification: +  (CoENSCNWITHICHEGH 4 Need Separate Check?s
Characters remaining: 944 (1000 max)
-5 Status:
=
subjectto 03somsc: (@) v ()
File (click File to view ssved sttschment.)
Attachment (header):
(no attachment)

Fiscal Year
e Auto populates, or use the drop-down to select the year.
Vendor

e Usethe 22 icon to search for vendors, or start typing vendor name in the field.
Remit To
e The Remit to field will auto-populate. Select the remit to address that is on the invoice, from the
drop-down menu. If the address doesn’t match what is in the system, please contact
Purchasing.
Supporting Documentation
e Use the drop-down menu, and select attached.
Need By
e Enter the date on which the check is needed (allow two weeks for processing), or click the icon
to select the date from the calendar.
(Accounts Payable prints checks on Wednesdays)
Requestor
e Automatically populates with the requestor's name.
Event Date
e Enter the invoice date, or click the icon to select a date from the calendar.
Route Check
Select from the drop-down menu
e Hold for Pickup — The requester will need to pick up the check in the Accounting Department
e Send to Vendor — will mail to the payee via USPS
e Return to Requestor — will mail to the payee via USPS
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Justification

e Enter the purpose of your request, including special instructions, or reference a closed purchase

order number.
Need a Separate Check?

e Check this box to issue a separate check (will not be included with other checks to this vendor)
(Recommend that box is checked in the event there is another payment to the same vendor)

Check Request Line Items

Accounts: * Approve All: |

Line: Invoice Number: * Amount: * Description: *

199.23.6399.000.041.99.000000 -

1. 24769 | |34D.ﬂﬂ ‘ ‘22'23 STAFF SHIRTS 100.0% = . Approve: | ‘
CLICK WINDOW BOX
Total Check Request Amount: TO ADD ACCOUNT
$340.00
Add
= e | HAVE ANOTHER INVOICE?
Invoice
‘Check Request Line Item Attachment(s)
Please select the Invoice Number for which you want to add an attachment.
File Name Type Description Invoice Number Delete
® Inv_24768_from_Fort_Worth_Running_Company_158 Invoice v‘ | 24769 - 22-23 STAFF SHIRTS ‘ [ 24769 v] i}

Deny All: |

Deny: I

Q Drop files here or use the Upload button to attach, up to 10 MB per file.

Invoice Number, Amount, and Description

e Enter the invoice number, the amount on the invoice, and a description

General Ledger Account Number

e Click on the = icon to start entering the General Ledger Account Code

=  You can split the account codes for one invoice
=  Split budget allocations must equal 100%
Add Invoice

e To add additional line(s), click Add Invoice button. This will add another line to the request.

Attachments
e Drop, Drag or Upload supporting documentation

Type, Description and Invoice Number
e Use the drop-down menu, select Type
e Use the drop-down menu, select Invoice Number
= This will then populate the Description

Submit

e If this completes the request, click Submit. The request will be submitted for approval.

Save as Incomplete

e If you want to save the request — have to enter an account number before saving
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