Using Pre-Commitment Requisitions:
Whenever possible, requisitions should always be submitted BEFORE the item or service order is placed.
This is known as a pre-commitment requisition.

e This allows for review and pre-approval of your request BEFORE the funds are committed to the
vendor.
e |talso allows the invoice to be paid electronically via Central Administration.

Using Standing orders:

One requisition can be created for routine purchases of services or goods where you know you will be
spending a certain amount each year and want to pay a portion of that amount regularly depending on
what has been received. These generate standing purchase order or standing orders.

The standing order is then transmitted to the vendor with the billing address being your office location
as opposed to the standard Central AP PO Box, so you can confirm what is being charged.

You then receive against the standing order via the PO# listed on the invoice only the amount to be paid.
You forward the invoice to the Procurement team for submission to Central AP for processing.

Once standing orders are created they can be recreated each fiscal year and circulated for pre-approval,
ready to receive and pay against each year.

Please see the Procurement team for help with this process and setting up standing orders.

Don’t forget Pcards for low dollar purchases!

Using Payment Requests:

There will be times (see Payment Request Transactions listing following these instructions for a list of
applicable types) when you cannot submit a pre-commitment requisition or a vendor will not accept a
PO and you need to pay an invoice. Inthese instances you will create a Payment Request.

Payment Request uses the same approval hierarchy to route your request for approval.

Because you already received the good or service and are merely paying an invoice, receiving is not
required.

Create, and submit the payment request with an invoice attached electronically to the SEAS Financial
Operations team for processing.



How to process a Payment Request in iProcurement to pay an invoice

ORACLE" iProcurement

Shop | Requisitions | Recelving | Payment Request | Reporting
Stores | Non-Catalog Request

e ; shoppiopCart.
y@ Click on ‘Payment Request’ tab Vot gty

L Hoom

Requisition Total (USD) Status Copy  Change Express Receive

< 118.22 A d Y .

incls mblntenance 2013

Do not check off the ‘Non-Employee
Reimbursement box unless creating a
reimbursement for non-Harvard employee

ORACLE" iProcurement

g Cart Home Logod Preferences Help

Requisitions | Recelving | Payment Request

Clear All | | Add to Cart | Your cart contains 1 line.

P Hecently Added Lines
* Supplier Name  MILLENKIUM PRINTING 54 Invit 12345 5/20.. 5000 USD
*Site  WEYMOUTH_04 X4
_View Cart and Checkout |

* Business Purpose  Inve 12345 520012 for
* Payment Amount 50

Checking this box, certifies that this is & Non-Emgloyes Reimburserment for valid University business expenses &)

Clear Add to Cart

Shop Requsitions Recenang Payment Reques! Repomng Shoppeng Car Home Logoul Preferences Help

1. Complete each line. Click ‘Add to cart’ and ‘View cart and checkout’
2. Inthe (Invoice #/Business Purpose) field enter: when you’re ready to go to the checkout
e |nvoice # screen

e Date of Invoice
e  Business purpose (5W’s: who, what, where, when, why).

This field can contain up to 250 characters maximum.

3. You can continue adding as many invoices as you need, as long as they’re for the same vendor
and site.

ORACLE" iProcurement

Shop | Requisitions | Recelving | Payment Request | Reporting

> v 1
Requisition Information Approvals Reweow And Submit
Checkout: Requisition information
* Indicates required field Canced Savn Edit Lines | Step 1of 3 | Next

* Requisition Description  Inve 12345 5/20/12 for

+ R Required for Payment Charge Account 325 26533 6640000001 584510, 0000, 00000
* Need-By Date |fl-ﬂ§%ﬁk &
* Regquester {:u-lr\r‘Jo;ﬂnenJ\I h.'d\
* Attn of Name/Department  Joanna C‘l“"r.'. SEAS Procurement. . . . . .
* Atfn of RoomfFloor _Northuest Bidg Roam B153 ‘Receiving Required for payment’ will default in
el Attn Lines as Didsult . .
« Deliver-To BUAiging | 500032 "a checked. It is ok to leave it checked. However, for

Payment Requests, receiving is not necessary and the

ines | Step 10f 3 | Next

system will ignore this setting.

Confirm and if necessary — edit the information (charge account, description) and click ‘Next’.



49 Cracte Procurement: Checkout

- Pagew Salety> Tochs~ v

Shop | Requisitions | Recelving | Payment Request | Reporting
1 > 2]
Requisition information Approvaly Feview And St
Checkout: Approvals and Notes
Your requisition will be sent to the following list of approvers, Save | | Back | Step2of 3 | Next
Approvals.
| [
Cumemings, Donesia Atta Ch the invoice
jote to Approver = Note To Supplier
Add Attachment..,
Title Type Description Category Last Updated By Last Updated Usage Upsdate Delete
No results found,
Vendor 1 Deb o Secti
Vendor Vendor Site *Justification Reason Justification Explanation *Pricing Review Code Pricing Other Cortil (DC)
No results found,
doemingd i copy of the Debarment foom
Coun | [ Rack | eron3nfs L Newt | 7

Review the approvers listed for your payment request and add or change any approvers as applicable
and add any notes to Approver you may want.

ORACLE" iProcurement

Shop | Requisitions | Recelving | Payment Request | Reporting
Requisinon information Approvals Review And Subwmit
Checkout: Review and Submit Requisition

Printable Page | | Back | Sep3of 3 | Submit
. Requisition 5121277: Total 50,00 USD

Crested By Curry, Joanna A
Creation Dete  14-Mar-2013 14:13:06 . ‘ .y
Description  inv@12345 5/16/12 business cands for Dexter's Lab
s | Click ‘Submit

Lines.
Detalls Line Description Cost Center Unit Quantity Price t (USD)
&) Shaw 1 inw# 12345 5/16/12 business cards for Dexter's Lab 28513 Each 50 1USD 000
Total 50.00
Save Printable Page | Stey 3 | Submit

bocening  Payiment Request  Reporting Shopping Can Home: Logout Pre

In order to get all the information printed on one page for your record, click on ‘Show’ link under
‘Details’ to reveal the costing string and then click on ‘Printable page’.

When you click ‘Submit’, your requisition will be forwarded through the approval process.

When your payment request is fully approved, a PR number will be generated. Write the whole PR
number on the paper copy of the invoice and send it to Central UFS. This step is necessary for the
invoice to be paid.



	Using Pre-Commitment Requisitions:
	How to process a Payment Request in iProcurement to pay an invoice

