User Instructions for AP Dynamic Forms Request

Vendor Information Box

Vendor ID (R#): This must be completed with the correct vendor ID.

*Please note — If you are unable to locate a vendor ID, the vendor may be new and not yet set up in the system. Please
refer to the New Vendor Request Web Form located on our AP website to request vendor setup from AP office.

Vendor Seq Number: This field will allow you to select the correct address where payment should be sent to for the
vendor, based on the records we have in the system.

Always start with the number 1 and the form will auto populate the first address we have on file. If the address is not
what is listed on your invoice for remittance, you can continue to review the address records on file by adjusting the
sequence #. Example: 1,2,3 ... etc. See below example of the different addresses on file for Dell Inc.

*Please note — If you are unable to locate a valid address from the provided options, it may be a new remittance address

for the vendor. In addition, it is also possible that there is no remittance address on file, even if you were able to find a
valid rocket number.

Please refer to the Vendor Address Maintenance Web Form located on our AP website to request vendor address
maintenance from our AP office.

Example of Different Vendor Sequence

# Vendor Sequence #1 Vendor Sequence #2

Accounts Payable Direct Pay Accounts Payable Direct Pay

This form is used for goods and services not requiring a purchase order. Upon receipt of good/services,

This form is used for goods and services not requiring a purchase order. Upon receipt of good/services,
MS451. Questions can be directed to Accounts Payable by emall to apinvoices@utoledo.edu.

MS451. Questions ean be directed to Aceounts Payable by emall to apinvolces@utoledo edu

Requestor: Hannah Davis Title: 5 Requestor:

= Hannah Davis Title: Sl
Department Cantroller Email: ] Department: Controller Email:  Hj
Vendor Information Vendor Information
Vendor # R01340321 Vendor #

(R#t)
Vendor Seq Number: 4|

RD1340321 |
(Ré#)

Vendor Seq Number: |2 ‘

Payee: Dell Inc

Payee: Dell Inc
Address: PO Box 643561 Address: 9595 Arboretum Bivd
City: Pitisburgh City: Austin
State: PA State: TX
Zip Code: 15264-3561 Zip Code: 78759-7299
Phone 800-365-5329

Phaone:

Once you have entered a valid vendor ID # and Sequence # you can move to the next section.

Business Purpose Box

Business Purpose: Explain Why and/or What the payment request is for, and this needs to be specific. Do not

use general comments such as ‘supplies’ or food’. This is required to document and justify all University
Expenditures.



Account Expense & Invoice Box

L )
| Index [ Account | Account Description [ Invoice# | Total Cost Upload File Addt'l Index
T T 1 [ [ | | Browse... | No file selected. 0
Files over 25 MB will not be accepted
Total: $ 0.00

Index: Refers to the cost center or departmental budget you are requesting the expense be allocated to.

Account: Refers to how the money is being spent. Examples are: 71108-Legal Fees, 71113-Honorarium, 72304-Permits
and Licenses. Once an expense code is entered, you will see the account description auto populate for that code to
reference.

A list of UT expense codes and definitions can be found on our website below. Look under Additional Information Tab.
https://www.utoledo.edu/offices/controller/accounts payable/Payments.html

Invoice Date: Use the date listed on the invoice requesting to be paid. If there is not a date listed on the invoice, use a
date that is relevant to submitting request of payment.

Invoice #: Use the invoice # listed on the invoice requesting to be paid. If there is not an invoice # to list, use the invoice
date or a unique number that is relevant to payment purpose or request. * It is important that it be unique, as our
system will not allow duplicate invoice # to be processed under the same vendor.

Total Cost: Total amount to be charged for the invoice payment request.
Upload File: This is where you can upload and attach any and all supporting documentation for the payment request.
This should include the invoice and any other relevant emails needed to support the payment request.

Addt’l Index: Used for splitting a payment across multiple indexes. Selecting this box will create another line. List the
amount and accounting for each line. The Direct Pay Form is limited to a maximum of 5 lines.

Special Instructions Box

Special Instructions

Please ensure payment is setup for ACH. Bank info listed on bottom of invoice |

This can be used to list any additional information regarding the payment process or payment handling. For example, if a
payment should be done via ACH because invoice shows banking details, note to review referenced bank details on
invoice. The special instructions box can also be used to request check pick up if there is a valid reason for this special
request. NOTE: For notes about urgent payments, kindly send an email directly to apinvoices@utoledo.edu.

Approver Box

Authorized Approver: This needs to be the requestor's manager or supervisor that is authorized to approve the payment
request. Insert the approvers First and Last name along with their corresponding email address.
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Once all required fields have been completed and backup documentation has been attached, hit the next button at the
bottom of form.

Your screen will change to an Electronic Signature consent. Fill in the boxes with your first and last name to
electronically sign.

Electronic Signature WTOLEDO

Thank you for completing your portion of the Accounts Payable Direct Pay form. It will now be submitted for processing.

[@View Form POF

Hannah Davis

[EOCTRN sicn Electronically

IF YU WoUId lie T0 OpE oUt of electronic Signature, piease dlick the “Opt AUt andl BrINT” ink Delaw T Save Your INformation ang pint 3 162al copy 1or your signature.

Gpt out and print

Once signed and submitted the requestor will receive an email to notify that the AP Dynamic form has been received for
processing.

[EXTERNAL] Accounts Payable Direct Pay - Request Received
€ &
enterpriseautomation@utoledo.edu ) Reply ) Reply
o Davis, Hannah Christine
(@) Click here to download pictures. Ta help protect your privacy, Outlook prevented automatic download of some pictures in this message.
Thank you for your recent UT Accounts Payable Direct Pay Request. This email is a confirmation your request has been successfully submitted and pending approval for processing.

If you have questions regarding your request, please contact apinvoices@utoledo.edu.

PLEASE NOTE: This message was automatically generated. Please do not respond to this email address; it is used only by an automated system and is not monitored for responses.

Thank you,

Accounts Payable Department

The payment request will now route via email to the listed approver referenced on the request for review and approval.

Once all required approvers have authorized and signed the request, the payment will route to AP for the final review
and payment processing.

Please log into myforms.utoledo.edu to check on the status of payment requests.





