Creator Training

Payment Request Document (PRD)
MM_PRD_300

RIRI

Integrated Resource
Information System

Click anywhere on the slide to proceed through this course

K vniveRsITY OF KENTUCKY] Payment Request Document — Creator Training

Course Assessment e

¢ Course Assessment — A series of questions which will be presented at the end of
this course.

¢ To complete:

Click on the radio button next to your answer (& the easie
Click on the Submit button | Submit |

Click any where on the slide to continue

Repeat Steps 1 through 3 for each question

N Pe

¢ You must score 75% or better to receive credit for this course.
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LRI
What is Payment Request Document (PRD)? 5‘;‘&5

Payment Request Document, or PRD, is the electronic replacement for the
paper Departmental Authorization Voucher (DAV) process.

e Three methods to purchase:
* SAP Requisition/SRM Shopping Cart process

¢ Procurement card

¢ PRD (replacement for DAV) - PRD should be used as last resort when
Requisition/Shopping Cart and procurement card cannot be used.
*No change in policy*

¢ A change in the method to purchase goods and services formerly
purchased with paper DAV process

UK ovivessiny o KeNTUCKY]
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AN
Why is the Process Changing? 5‘,‘?5

* Survey data demonstrated that departments would benefit from online,
electronic process to replace paper DAV document

e Current process is slow, costly, and cumbersome
* DAV process averages 21 business days and 12 process steps

* The ideal state: Cut check in 10 business days, 8 process steps

K UNIVERSITY OF KENTUCKY]
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RIRI
Benefits to the University 5‘,‘55

¢ The departments will gain efficiencies

* Electronic workflow and document tracking

¢ Vendor in SAP before submission of payment request
¢ Improved document routing

¢ Improved internal control

¢ Attach documentation to transaction in SAP

UK ovivessiny o KeNTUCKY]
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QIR
Who Should Receive PRD Training? %S

¢ Any employee who currently creates Departmental Authorization and
Voucher documents (DAV’s) to process payments for selected goods and
services will need to take the Creator role training to begin creating
Payment Request Documents (PRD’s).

¢ Training is also required for Approvers of Payment Request Documents.
Persons currently holding the Approver role for SAP Requisitions /SRM
Shopping Carts can automatically approve PRD’s with no additional
training required.

K UNIVERSITY OF KENTUCKY]
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Training Requirements for PRD Creator P

Current Users — (i.e., persons who currently hold one or more roles within myUK)

¢ An authorized Training Plan
e Completion of PRD Personal Settings & Attributes course
e Completion of PRD Creator course

New Users — (i.e., persons who haven’t previously received access to roles within myUK)

¢ An authorized Training Plan

¢ Asigned Statement of Responsibility (SOR)

e Completion of PRD Personal Settings & Attributes course
e Completion of PRD Creator course

All required courses are administered online via the myUK Training System.

(Note: A person who is an SAP or SRM Approver is automatically an Approver for Payment Request
Documents. Additional training is not required for PRD approvals.)

UK universiry oF kenTucky]
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Purchasing/ AP Quick Reference Guide $=c2

The Purchasing/AP Quick Reference Guide dictates the correct purchase
method for all commodities. Goods or services that do not qualify for the PRD
process are purchased using SAP Requisition/SRM Shopping Cart or
procurement card. Review the alphabetized column on the left to locate your
commodity and determine the correct purchase method.

"K Purchaing AP Quick Refrevnce Cuide
In exves where e Froeurement Card is allowed, i 6 the prefereed menssd for pavmens, Sep Business Procedures Manual Seenon 8-3.1-1
e, | shopping s | Farmen Stndee Sample first page only — Access
35,000 Roquisiien | p, " ent | Pugroty | PO | e
@resaetdens) | B | Dippg, || Yo the full current document at
——Te http://www.uky.edu/Purchasing/
" docs/quickrefguide.pdf
X kY Py ]
P chasiag must review sy winttes apreemsect. Contact Purchauss
X £o¢ sy peechuse st may svelve sonsulieg, masketing, o
brasding services
X
X X
Alrohol Bevwage - B
X
r—
X
Er—
X
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Rl
PRD Roles m“é

Responsible for creating a Payment

Department Creator Request Document to pay for qualifying
goods/services
Department / Approves PRD’s for their department or
College / Unit AT

area

P T FeyERT _ Finalizes the PRD and processes check

payment

UK universiry oF kenTucky]
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RIS
Role Combinations s

To maintain checks and balances the PRD Creator and Approver cannot be the
same person. The following matrix shows all permissible combinations for

various procurement roles within myUK.

SIMILAR ROLES
SAP tRifMMl REQUISITIONER| APPROVER RECEIVER
SRM SHOPPER APPROVER GOODS CONFIRMER
PRD CREATOR APPROVER
2 & 2 9
S & & & & o &
§ & g Fe & SO
& & A o R
) W oV & &) )
& 8 & & S o & S
OPTION 1 v v v X v v
OPTION 2 x x X v v v
OPTION 3 X v v’ v X x

The same person is not required to hold all roles within any one option. The

combinations reflect the maximum roles within each option any one person may hold

K UNIVERSITY OF KENTUCKY]
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RIS

Create Payment
Request Document

Payment Request Document — Creator Training

RI
Create PRD - First Steps m‘:.g

Note: PRD’s are processed as lump sum amount documents. Goods or services are

not entered as individual line items.

1. Click Payment
Request under Site

Navigation

Detailed Navigation

Payment Request

. ng Approval (0)  Accepted (0)  Finalized (0
2. Click Payment Request under

Create Documents to begin. A
new window or tab will open.

E Display | Edit | Delete B} Evaluate | Print Prd

B Invoice Number Invoice Name Status Invaice N|
3000002704 Research participant subject Awaiting Approval | 2343433
] 3000002703 Meal payment, Student organization | Awaiting Approval | 34343434
3000002701 Student refund Awaiting Approval | 4545454
3000002700 Meals for graduation event Awaiting Approval | 4949844
Portal Favorites gl 3000002698 Registration fee for conference Saved 4509-KU
3000002696 Decorations for office Saved 95956964
3000002635 Accreditation Fees 2012 Awaiting Approval | 96875
3000002634 Payment for meals Saved 125678

Payment Request Document — Creator Training
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PRD Layout

MIRIS
|4

System assigns

Create Payment Requd  unique PRD Action
| number
mﬂmm- I/‘ buttons

00 USD Invoicing Party PRD

Show My Tasks | Print Preview | Submit

-~ Overview Header © Item [ Notes and Attachments =

Approval [ Tracking

Payment To: *

o O
Extemnal Ivoice Number: = [ ]

Payment Description: [ ]

Total Value (Gross)/Currency: *

Balance:

Payment Terms:

0.00

Due immediately

4/25/2013

Date on Invoice: * [ = Payment Method Supplement:
Create Date: 03202012 \
QOne Time Payment N\
PRD Approved -
g . Overview
Product Categories .
; Section
are selected via the
Add Item button
¥ ltems
| Details | Add tem | Copy [ Paste | Duplicate | Delete |
Line Mumber Description Product Category Amount  G/L Account Numl

0.000

0000

Payment Request Document — Creator Training

IRI
Vendor Selection }% S

3. Click the Possible

Create Payment Request Dd Entries iconon the
right side of box

PRD Number 3000002715

External Invoice

[ Show My Tasks | | [ Print Preview | ‘

~ Overview | Header © ltem | and Attachments | Apg
Payment To- * [sssmss 3)PRO Vendor | T
External Invoice Number: = B
Payment Description: [ | P
Date on Invoice: * P
Create Date: 037202012

Payment Request Document — Creator Training




Search for Vendor

Rl

P
g Sy

Invoicing Party Business Partner: General Value List =B
Hide Filter Criteria Personal Walue List  Settings..
ing Party, & =

Search term 1. & I =

Search termn 2 =

DU *] L4

vendor O\

Wendor 2

clo; & 4.E

. Enter a
Country Key: - #[_] search term
Region: o[ ]
o related to the

PO Box: o vendor
City =]

District, < [ & =

Streat: ) I =

Building Code: [ | &

Restrict Mumber of Value List Entries To[ s00]
| Start Search|

UK univesiry oF KexTucky]

Search

5. Click Start

TIP: For best results use the
following search term strategies:

1. Search by name within Vendor 1
field using keyword, or

2. Search by PO Box or Street
Address (If searching using street
address, the field is case-
sensitive.)

Note: If searching for a DBA vendor,
use Search Term 1 field with a
portion of the name.

Use (*) as shown below when
searching individuals:

Example: Dan*Smith* 7

Payment Request Document — Creator Training

Select Vendor

PO Bosx:
City:
District
Street:
Building Codel

Restrict N

6. Locate and
highlight the correct
vendor from the
search results

7. Click OK

=T M=t treet

Tremca

531111 |

STOP!

This means YOU.

Note: If the supplier is not found, request they complete and
submit a vendor application found at:
http://www.uky.edu/Purchasing/docs/vendapp090909.pdf .

Be sure to conduct a thorough search by all possible criteria
before asking the vendor to complete an application.

Payment Request Document — Creator Training
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IRI
Initial Entries % >

C quest Document
. Enter
8. Enter the 9. Enter the Total
PRD Payment xternal Invoice Number Status In Value of the payment Invoicing Party PRD
D —— in the Overview
e ption e | section
~ Querview Heaq ; ltem © Notes and Attachments | Approval | Tracking
Payment To: * [16M\\ [ Tremco ITma\ Value (Gross)/Currency: * 250.00ffUSD
External Invoice N&mber: * Balance: 0.00
Payment Description: Awards for Roundup Event | I Payment Terms: [Due immediately
Date on Invoice: * . Payment Method Supplement:

Create Date: 037202012

One Time Payment

10. Click Add Item
button and select PRD
Catalog to add one or

more Product
Categories.

opy H Paste || Duplicate H Ds\sts|
Description Product Category Amount  G/L Account Numb
0.000
noon

K vniversiTy OF KENTUCKY] Payment Request Document — Creator Training

RIS
Search Product Category ;%I

The correct Product Category must be identified and added to the PRD.

11. Enter search

12. Click Search ]

Keyword bduct Catalog
- \V o _\ / TIP: You can also click
IKeyword: |Award; i| Search \i Reset Search | Advanced SearCh Wlth no kEonrd

entry for a full listing of
PRD Product Categories.

Found 36 item(s) of 36 and showing 1 to 10
Products

List View

|3\ 2dd to Cart |[ Compare |[ Add to Shopping List || Remove from Shopping List | Number of ltems Per Page 10 ||
Select Quantity Short Description  Product Group ok i
1 Accrediation | 10000000 Remember: Only specific categories of

Fees

1 Alcahaic CrreT items can be processed through a
Beverages
; uctoneer 10000000 Payment Request Document. If the

1 Awards - 10000000 commodity is not found within the PRD

Employee

| o 10000000 catalog, reference the AP/Purchasing
e Quick Reference Guide for the correct

1 Building 10000000

Renllease purchase method. 7

o a oo o o

Payments

K UNIVERSITY OF KENTUCKY, Payment Request Document — Creator Training




Select Product Category

MIRIS
pr===

Search results will

display in the

bottom section Product Catalog

Search Criteria | Shopping Lists

: [Awards

| [[_Search | [ Reset Search | Advanced Search

13. Select one or more
Product Categories that
relates to your
payment.

and showing 1 to 2 to Cart

List View

A0d to Cart | Compare [ Add to Shapping List || e

14. Click Add

hopping Lisl | Humber of Items Per Page

Select Quantity  Short Descripion Product Group

1 Awards — 10000000
) Employee

1 Awards — 10000000
Students

[E] [E] page[lor 1[F] [E]

Payment Request Document — Creator Training

Product Category Transfers to PRD

AEIRIS

/," Overview ‘L Header | Item | Motes and Attachments Approval

Tracking

Payment To: * 180477 9| Tremco

External Invoice Number: * | | Balance:

Total Value (Gross)/Currency:
0

Payment Method Supplement:

Due immediately

One Time Payment

Product Category
data transfers to
the PRD

15. Enter the dollar
amount assigned to

Payment Description: [Awards for Roundup Event | Payment Terms:
Date on Invoice: =
Create Date: 0372012012

each Product Category

A )

Note: When entering multiple
Product Categories, the total
dollar amount of all categories
must equal the amount in the
Total Value box in the Overview
section.

/

L

15

Line Number
o Gl Awards — Employee

Product Category
10000000 200.00 540305

Filtes \ | Details | Add Item . | Copy | Paste Duplicate | Delete\\
D&cdpmn Amount G/L Account

.8 Awards — Students 10000000

50.00 | 540305
0.000

Payment Request Document — Creator Training
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Print Hard-Copy and Provide to Vendor T

If needed the PRD can be printed or sent via email to the vendor to order the goods
or services.

Note: If the purchase has already been made and you are processing the PRD in one
session, proceed to section entitled “Finish PRD”.

e —
Show My Tasks | [Read Only [ Print Preview || | [ Check |[ Submit |[ Park || Delete

4 iﬁmw Header ltem } Motes and Attal :qts } Approval }/ Tracking |
—

\
Payment To: * [t60a77 [ Tremco q q e (Gross)/Currency: *
) ol 16. Click Print !
Extemal nvoice Number: = [ . L e
. Preview

Payment Description: [Awards for Roundup Event [lerms: Due immediately
Date on Invoice: * [ Payment Method Supplement:
Create Date:

One Time Payment

Name [ ]

Name 2 [ ]

Name 3 [ ]

Street [ ]

Payment Request Document — Creator Training

Print Hard Copy and Provide to Vendor (continueq) mEE

File Download |

Do you want to open or save this file?

Mame: Invoice. pdf Pay Req D
Type: Adobe Acrobak Document, 16,6K8 University of Kentucky tax exempt number A-00276
From: myuksrd.uky.edu AR N
Vendor Address: RO Vandor Payment Request
open | swe || Concel | v
Losgen, ¥ 0506005 Document in .pdf form
= ‘while filez fram the Interne; e useful. some files can potentialy Iunice detads.
harm your computer. If yoy it trust the source, do not open or fem  Productrumber  Descrgtion Purchase arder numberitem  Assigned ta Tax
save this file_what's th Quantity Unit Me price per unit. GAL account Netvalue
Net amount 0.00 USD
Total tax. a0
Tt amont s
17. Click Open or
Save as needed DR, . o

Department Address (optional)

Requestor Contact Phone Numbier:

Vendor Invoice Numbe:

SRM Internal Document Number: 3000003321
This section must be completed P ey men
1 R d by:
before presenting the PRD to plalsots —
the vendor. Created on: 04182013

Payment Request Document — Creator Training
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Park PRD ==

After providing the hard copy to the vendor, the PRD must be Parked (i.e., Saved)

to be completed after delivery of goods or services.

18. Click Park to
place PRD on
hold

Payment To: = AN

Total Value (Gross)/Currency: * [ 25000 {

External Invoice Number * [ | 19 (Click Close Balance:
Payment Description: [Awargs for H after Parking Payment Terms: [Due immediately |
Date on Invoice: * [ Payment Method Supplement:
Create Date: [0ziz0i2012 |

One Time Payment

Name [ ]

Name 2 [ ]

Name 3 [ ]

Street [ ]

PO Box ]

Payment Request Document — Creator Training

Parked PRD in the POWL e

The Parked PRD will display within the POWL with status of Saved.

Click Refresh for

latest information

Active Queries

Invoices Al (16) Saved (42) Awaiting Approval (0) Accepted (0) Fil

Invoices - All
» Show Quick Criteria Maintenance i
i Wiew] || || Creats PRD | || Display | Edit [ Delete | || Evaluate | Print Preview Fil

Bl Invoice Number Invoice Name Status, i Created By Posting Date
3000002715 Awards for Roundup Event Saved Mr. Craig Locke 03/2(
3000002704 Research participant subject Awar 2343433 Mr. Craig Locke | 03/19/2012 0319

J 3000002703 Meal payment. Student organization = Awaiting 34343434 Mr. Craig Locke | 03/19/2012 0319

J 3000002701 Student refund Awaiting Ap 45454545 Mr. Craig Locke | 02/01/2012 0319
J 3000002700 Meals for graduation event Awaiting Approvi Mr. Craig Locke | 03/18/2012 0319
J 3000002698 Registration fee for conference Saved Mr. Craig Locke | 03/11/2012 0319
J 3000002696 Decorations for office Saved Mr. Craig Locke | 03/19/2012 03/19
J 3000002695 Accreditation Fees 2012 Awaiting Approval Mr. Craig Locke | 03/19/2012 03/19
|| 3000002694 Payment for meals Saved POWL shows Mr_ Craig Lacke | 03/19/2012 0319

PRD and status

Payment Request Document — Creator Training
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Editing Parked PRD s

After the goods or services have been received, along with the original invoice, the

PRD must be completed and submitted for processing.

1. Highlight the
Parked document

2. Click Edit

Active aug ~ from within the

Finalized (0

Invoices POWL oproval (0

Invoices - AII; /
Evaluate || Print Preview Refresh || Export 4

oice Number Invoice Name Status. Invoice Number (external) Created By Posting Date Creatf

3000002715 Awards for Roundup Event Saved Mr. Craig Locke 03/20

2 Research panicipant subject Rwaning Approva pAzERE] T Craig Locke | 01072012 [EE

J 3000002703 Meal payment. Student organization | Awaiting Approval 34343434 Mr. Craig Locke | 03/19/2012 0319
J 3000002701 Student refund Awaiting Approval 45454545 Mr. Craig Locke | 02/01/2012 0319
J 3000002700 Meals for graduation event Awaiting Approval 4949844 Mr. Craig Locke | 03/18/2012 0319
J 3000002698 Registration fee for conference Saved 4509-IKU Mr. Craig Locke | 03/11/2012 0319
3000002696 Decorations for office Saved 9595696586 Mr. Craig Locke | 03/19/2012 03/19

J 3000002695 Accreditation Fees 2012 Awaiting Approval 96875 Mr. Craig Locke | 03/19/2012 03/19
J 3000002694 Payment for meals Saved 125678 Mr. Craig Locke | 03/19/2012 03119

Payment Request Document — Creator Training

Finish PRD T

The PRD will open in a new window or tab in edit mode. Remaining data must
be entered to finish and submit the document.

r 3000002715 External Invoice Numbar Status Saved Total Value 250 00 USD Invaicing Party Trof

Close] | [Raad Only| [Print Presiew Submit

3. Enter the
invoice
number

m:dm" lteen [ Motes and Atlachments | Appresal | Trackmg

o (Geoss)Curency. ™ | zsn_:ojlusn

| 180477

| B sty

[— |

O Tiere: Py

6. Edit if needed
amounts assigned to
each Product Category
to equal PRD Total
Value

5. Edit or confirm the

total amount of the
invoice in the Overview
section.

4. Enter the
invoice date

Filter | Details | Add em « | Copy | Paste | Duphcate | Delete |
| e Awards - Emsioyes 10000000 209 | s40005
|- 2 Aowards - Sludeits 16000000 50 | s4030s

Payment Request Document — Creator Training
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. . . RIS
Conventions for Invoice-Related Entries %lr-m

Use the following conventions when
entering invoice-related data into the PRD:

Edit Payment Request Document

PRD Number 3000002715  External Invoice Number o « Only one payment/invoice may be

affiliated with a single PRD
Show My Tasks ‘ Read Only || Print Preview ‘ E

i/ [erp e Gy eepyveese ey If you do not have an invoice or the

Payment To. = 57— Tromeo invoice does not have an invoice number,

ool e tomber = e use the following naming convention:
Payment Description: Awards for Roundup Event - -
[Ca on moce = s PRD + 5-digit dept number + 5-digit number
Create Dale. 03020/2012 sequentially assigned by department (e.g.,
One Time Payment 00001, 00002, etc.)
Name I I

Example: PRD8125000001

* If the invoice does not have an invoice
date, use the current date to populate the
“Date on Invoice” field.

TY OF KENTUCKY]

Payment Request Document — Creator Training

RIS
Payment Method Supplement :%Imr:

The Payment Method Supplement feature may be used when a check requires special

handling or an enclosure must be mailed with the check. The PRD Creator should
select the appropriate code from the dropdown menu:

* Select EN if you plan to scan and attach the enclosure to the PRD

* Select OE if the original enclosure must accompany the check. Print a hard copy of
PRD, attach enclosure(s), and deliver to Treasury Services no later than the next
business day after completing the PRD.
PY is designated for Payroll Petty Cash only
Select WC to facilitate will-call pickup of check

7. Click Possible [

Fersonal Walue List Settings
5Bt P Sl e

- select correct entry
Approval Tracking

EM Enclosure
Total Value (Gross)/Currency: = P
- OE Original Enclosures
alance:
PY Fayrall
Payment Terms: WC Will Call
I Payment Method Supplement: - i

lm'!‘-il‘w“ RSITY OF KENTUCKY] Payment Request Document — Creator Training
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Account Assignment

Complete Account Assignment information for the document

8. The most appropriate GL
Account number will
populate from the PRD
catalog. It can be
overwritten if needed.

9. Select the
appropriate Account
Assignment Category
from the dropdown

10. Enter the cost
object number

=+| Cetaits | Add Hom .| Copy | Pasto | Dupiicate] Dletn

& Product Category
Ants - Empicyee 0000000
Awardy - Stederty 10000000

A At Assgs

Payment Request Document — Creator Training

Account Assignment — Line Item Details

RIS

P
g Sy

If needed additional details can be added to the Account Assignment by line item.

e
iiter [+ Detailsfrrmre
=

Awards - Employee
Awards — Students.

11. Click Details
within Account
Assignment to

expand section

If applicable enter other
Account Assignment data as
needed, e.g., statistical ;

internal order, assignment
number, or cost-sharing fund.

Percentage: *

Business Area:

100.00

0

Account Assignment Category: [CostCenter  [+] Earmarked Funds: I =
Cost Center: = [T — Doc. tem: [ I—
Fund Center [T — pesignment Number: |
Order: I = | Unfunded Accounting Line: [

Controlling Area:

General Ledger Account:

Il ltems

Payment Request Document — Creator Training
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Rl
Add Internal Notes m—;_-s

Edit Payme

12. Add nt
PRD Number 3000{ description/reason

for payment
[ Show My Tasks |[ (Required) | | [Check] [ Submit Delete

 Owwen |ty em | Motos and Atachments | Agprova | Trackng

Add .| Clear

per A-T8765 Status Saved Total Value 250 00 USD)

Reason for Rejection
I} [

Add Internal Note =B
| Add Attachment || Edit Description | Versioning « | Delete | Create Qual

Internal Mote: | This is for the staft and student awards Roundup evert

Approved by College Administration
[ The table does not contain any data

13. Enter text
and click OK

Assign

Cancel _]

Payment Request Document — Creator Training

Add Attachment &LS‘

All required supporting documentation and invoicing must be scanned as a single file,
labeled as documentation, and attached to the document. All items, including portions

of the documentation, to be mailed with a check must be scanned as a separate file
and labeled “Enclosure”.

14. Click Notes and
r Attachment tab prnal Invoice Number A-78765 Status Saved 1

= Only || Print Preview ‘ Submit Delete|
T

/ Overview Header Item Approval Tracki

15. Click Add
Attachment

Document Header | Internal Note

Add Attachment [JEdit Description | Versioning . | Delete | Create Qualification Profile |

[T The table does not contain any data

¥ OF KENTUCKY]
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RIS

Attachments - Supported File Names & Formats e

An attachment’s file name must be alphanumeric only and not contain spaces,
apostrophes, underscores, or any other special characters (#, =, !, etc.)

For example:
Invalid File Name: Est #10685 from Goble_Signs_Inc.pdf
Valid File Name: Est10685fromGobleSignsinc.pdf

Special characters in the file name may result in the file not being attached!

The following file formats are supported for attachments in PRD:
.bmp
.doc / .docx
.gif
.htm
.pdf
tif
txt
xls / .xlsx

K UNIVERSITY OF KENTUCKY) Payment Request Document — Creator Training

RIS
Attachments - Supported File Formats :%Ir-m

If an attachment in an invalid file format is added, an error message will appear (as
illustrated below) after clicking the Check button (step 20).

It is required to Delete the invalid attachment and add one in a supported file format
before submitting the PRD.

JTDM0 Status Process  Total Value 10000 USD Invoicing Party Owens & Minos

(! ] supported g ae doc, docx, gif, ham, pf!, 1, 1t xS, xbsx Please remove the irvabi sftachment

Do NOT click this Delete
button or it will delete the
entire PRD!

Ovevew | Header | em m Appeonl | Trokng |

Click in the box to the far left of
the invalid attachment to select,

and then click the Delete button

l]KI.“-:l‘-J\ RSITY OF KENTUCKY] Payment Request Document — Creator Training
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Add AttaChment (Continued)

Dencriplion
Assign Te: *

Wisibls Infemally only 4 attachmond inteenal

to Upload

16. Click

Lockir: [ Temp Folder

EH O E

Browse

12012 4HS Conference Invaice.docx

“Enclasure Invaice A-78765.dack

17. Locate and
highlight file and
click Open

File name: | =l

Il Open

Files of type: i Fites 71 =l

Canicel

Payment Request Document — Creator Training

Add AttaChment (Continued)

18. Enter
description of file

Here ou have to assign it to either the document general data or to an item
Fill (uiMy Documents\-Temp| Browse.. |

Desctiption: [Enciosure &-78765 ||

Assign To: * General Data |+ 19. Click OK

Wisible Internally only: Keep this attachment intemal

Overview | Header; ltem / Notes and Attachments | Approval Trackmg:

¥ Notes

Attachment is
dssred o |[Category added

| | DocumentHeader Intemal Note

Text Praview

| Add Attachment | Edit Dascription | Versioning 4| Delet\| Create Qualification Profil |

This is for the staff and student awards Ro

Assigned To Category Description  File Name

|_ Document Header Standard Attachment Enclosure A-7§765 Enclosure Invoice A-78765.docx

Version Process

Payment Request Document — Creator Training
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Check for Errors }%l RIS

20. Click Check to
confirm whether
errors exist

Edit Payment Request Document

PRD Number 3000002715 External Invoice Number A-T8765 aved Total Value 25000 USD Invoicing Party Trj

Show My Tasks | [ Read Only | [ Print Preview | ‘ [ Check || Submit Delete

A Overview | Header | ltem | MNotes and Attachments | Approval = Tracking
Payment Ta: * Tremco Total Value (Gross)/Currency: * | 250.00] [usD ol
Extemal Invoice Number. * Balance: 0.00
Payment Description: [Awards for Roundup Event | Payment Terms: | Due immediately
Date on Invoice: * 02/20/2011 Payment Method Supplement:
Create Date: 0312072012
PRD can be submitted Edit Payment Request Document

only if there are no PRD Number 3000002715  External Invoice Number A-78765
errors

¥ Invoice contains no errors. You can now submit I

Note: Any errors notated with
red icons must be corrected
before submitting.

Payment Request Document — Creator Training

Finish and Submit %‘RIS

Edit Payment Request Document |

Click Park only if
you wish to
place on Hold

PRD Number 3000002715 External Invoice Number A-78765 Statu:

Invaice contains no errors. Y

21. Click
Submit to
finish

Note: A Parked document

resides only in your POWL. It
‘ Read Only || Print Preview ‘ Checkl Submitl Park || Deletd does not move forward to the

Approver unless the Submit
- Overview Header | ltem | MNotes and Attachments ~  Approval | Trackin button is clicked.

Payment To: * [160477 |

. . Total Value (Gross)/Curren
Confirmation q

PRD processed

\| Action performed successfully

successfully
—[NNumher 3000002715 External Invoice Number A-78765

Important: PRD’s cannot be
edited after Submitting. Only an

I Invoice created with number 3000002715 I

Approver can edit a PRD, and 22. Click
only prior to Approving the Close
document.

ShangTaskaIIl Print Preview] | [Refresh| | [Delete]

Payment Request Document — Creator Training
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What Happens Next? AL

After the PRD is submitted, it next moves to the appropriate Approver(s)
within the department/College/Business Unit. Two levels of approval are
required if the PRD is greater than $10K.

If approved the PRD moves forward to Accounts Payable for final processing
and payment.

SAP “Workflow” is the mechanism that moves PRD’s to Approvers’ inboxes
and onto Accounts Payable.

*Notes:

- Some PRD’s require Purchasing approval before they can be processed for payment.
SAP Workflow routes applicable PRD’s to Purchasing as needed.

- Contact IRIS-MM Team if changes need made to Workflow routing of documents for
your area.

WK UnivERsITY OF KENTUCKY]
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Supplemehtary Tasks
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LRI
One-Time Payments ;‘,‘i S

The PRD contains a special feature for “One-Time Payments”, but this feature is not permitted
to be used for the Purchase of Goods or Services. Listed below are the vendors that may be
used for the one-time payments and each of them may only be used for the defined purpose.

- RESEARCH

This vendor may only be used to make a single payment of $100.00 or less to a research subject. NOTE: Non-
Resident Aliens cannot be paid through the one-time payment feature regardless of amount. Please see
Business Procedure Manual section E-9 for complete details on compensation to research subjects.

- PAYROLL

This vendor may only be used to process a request for a Payroll petty cash advance. NOTE: The cost object for
all of these payments must be the Fund Number 0211367000 and GL 220252 to ensure that all of these
transactions are routed to the Payroll Department for approval by PRD Workflow.

- PATREFUND
This vendor may only be used exclusively by University Hospital Patient Accounts and College of
Dentistry/Dental Billings & Collections to process refunds to patients.

- INSREFUND
This vendor may only be used exclusively by University Hospital Patient Accounts and College of
Dentistry/Dental Billings & Collections to process refunds to insurance companies.

- OTHREFUND
This vendor may only be used to make refunds of miscellaneous fees paid to the University of Kentucky for
goods and services.

UK ovivessiny o KeNTUCKY]
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)
i RIRIS
One-Time Payment — Complete Free Text [y ===

1. Enter the appropriate One-
Time Payment Vendor term

directly into the “Payment To”
field and press Enter 2. One-Time Payment fields convert to
 — write mode allowing free-hand entries.

: The following are required fields for
~ Overview | \ Item © Notes and Attachment

One-Time Payment:

Payment To: Payroll * Name
External Invoice Mumber- = | | e Street Address or PO Box
Payment Description: [ 7~ . City
Date on Invoice: = e Postal code
Create Date: 0372212012 o Region

One Time Payment =

Name: [Roberta Jones | * Country

Name 2: [ |

Name 3 [ |

Street. [radicksonlans |

PO Box: 1

City: [Frankfort ]

Postal Code:

Region- kr ]

Country-

K UNIVERSITY OF KENTUCKY]
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Rl
Vendor Lookup from the POWL %I:ms

If needed a vendor search can be performed from the POWL prior to beginning a

Payment Request Document.

Invoices - All
[+ Hide Quick Criteria Maintenance: 1. From within Quick

. @ Criteria Maintenance
Humber E— Lo oo
Invoice Mame: @ click Possible Entries

i A . Hide Filler Critaria Settings

Status: icon under Supplier
Timeframe: Wendor: B L4
Created On- TS Search term 1 o =

Search term 2 e ] =
Mame {flastname: [ |&
Name 2/Firstname; @[ |®
E-Mail Address: Lo N - 4

ltem Description:
Product Category:

Country Key: o] L4
Role: Invoice Created by Me |+ Region: o] =
[Appiy] Postal Code: o[ ] =
City ol ] =
House Number. e ] L4
L—T o &
2. Execute vendor Building Code o 2
search as normal Restrict Mumber of Value List Entries To

More Search Helps: [Sumier — [¥]

- ncel
[Cancel] |

Payment Request Document — Creator Training

. . RIS
Multiple Account Assignment }%Ixm

Account Assignment for the PRD can be distributed across multiple cost objects.

Edit P tR e Select the
Item tab

PROD Number 1000002600 External bnvolce Totod Value 312.00 USD Invodcing Party GE Heakhoan

[ Show by Tasha | [ Ciene| | [Head ankIIPum7

% Details —_—
thlll!h Descrptior"

Product Calegory Amoust Unt | Prce / Unit Curency Het Value Tax

Aweards - Sndens 10030080 L oM usn 000 D HeTax
[ [ 00
(1] L 20
0060 L 200
9.000 009 00
000 om 000

IR AC I AL AR K]

0000 ooy p1]

. ased (1] L]

3. Click Account aveo om ot
Assignment S o L

[ oo 0008 Cont Center - WHISTH6N  AG CENTRAL KY FARMS M

Payment Request Document — Creator Training
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Multiple Account Assignment (continued) T

Highlight the Account Assignment line and click Add Line button to add multiple

assignments. For each assignment enter the distribution structure, category, cost object
number, and GL account.

Cost can be distributed by
value or percentage (Note:
Percentage split is not
permissible for grants)

4. Click Add Line to
create multiple
accounting lines

Split Distribution || Change All ltems

001 2000 CostCenter ~ 1012013330  PURCHASING 540305
000: 40.00 | Cost Center 1012121230 | T-SAP- ASG 540305
003 40.00 | WBS element ~ | 3048111540 | SOLVAY 5137.3.005: OPEN-LABEL, CONTINUAT 540305

A

N

5. Enter various cost
objects with amount
to be assigned to each

TY OF KENTUCKY]
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Cost-Share Assignment e

Special steps are required if entering cost-sharing assignment for WBS

Elements.

1. Select WBS Element as
Assignment Category, enter
WBS number, and press

Enter.

Change All ltems

2. Click Details

OF KENTUCKY]
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Rl
Cost-Share Assignment Finish m‘é

The Account Assignment for the line item will expand allowing additional entries.

3. Overwrite Fund entry

Account Assignment with correct Fund number
Cost Distribution Details i o e w_‘ | Split Distribution Change
| Number Accounting Line Number P Account Assignment_ \_Cost Object Account Assi
r| 0001 ‘ ‘ 100.00 | WBS element \\@amm ‘ SOLVAY 5187.3.005: OPEN-L|

Percentage: * Fund:
Account Assignment Category: [WBS element - Earmarked Funds:
Fund Conter e T — Doc. e [ —
Order R Assignment umber: [ ]
WBS Element: * 3043111540 Unfunded Accounting Line: [
Grant:
Controlling Area:
General 4. Click
Busine:
Check 5. Grant
automatically
[Show My Tasks |[ Clase| | [Print Preview] | [Check] | Submit][Park] populates

Payment Request Document — Creator Training

RIS
Assignment to a Fund s

For payments that come directly from a Fund with no cost center association, follow

these special steps within the Account Assignment Details section.

| 1. Select Fund from |

the Category —
dropdown menu
2. Enter the Fund

Coﬂ Distribution [Percentage [+]| Detall\ m m m\ Duplicate |[ Delete | | | Split Distribut number

Number Ac ing Line Number P&\  fge Account Assi Category Cost Object Account un|
r| 0001 | ~\ oo Funa 138200 AR- Genreh// \
Percentage: * 100.00 Fund:

Account Assignment Category: [Fund - I Earmarked Funds:
o [ —
Controlling Area: Doc. fem

Assignment Number: 1
Unfunded Accounting Line: [

General Ledger Account: 138200

Business Area

3. Enter GL
Account

| Print Preview ‘ Check [l Submit

4. Click Check

¥ OF KENTUCKY]

Payment Request Document — Creator Training

4/25/2013

24



4/25/2013

[y

. . RIS
Using Clipboard Feature for Product Category ==

If you regularly create PRD’s for the same Product Category, you can use the Clipboard
(Copy and Paste) feature to save steps.

Note: In order to use the Clipboard feature, the Product Category to be pasted in
future documents must first be copied from within an open document.

1. From within initial (open)
document highlight Product

Category and click Copy
Filter [~ Details | Add item JJ Copy [{Fzste | Duplicate | Delate |

=1 . Registration Fees | 10000000
- \ I

2. From within the next document
click Paste to replicate the Product

Category from the previous PRD
|Details | Add item . | Copyl| Paste [{Duplicate | Delate

-1 Registration Fees 10000000
I
Lk OF - R ENTUCKS] Payment Request Document — Creator Training
RIS
Approvers and Approval Status ==

Click Refresh

for latest
Display details

PRO Humber 3000002664

After a Payment Request is created
and refreshed, Approver
information can be viewed on the

rvaice Mumber MSUKSET  Staty Approval tab.

Show My Tasks | Close| | | Print Preview|

Overae | Faador | lom '| Nt and lehmvﬂ:l,.'f‘mrmmmg |

Current Status: Finahed Haader Approval Mate ™
Current Process Step:

Curnently Processed By
Approval Process Data:  Dovmload as XML

icing Party PELSYLVA|

Processor Determination Processar | K
PR Level L1 Approver Cralg Locks  03(14/20
| SAM Invoica Approval - Complatad (Level was Processad) Approved  PRO Gat purchasers for qaods/sanica based on pedt cateqary  Craig Locke | 0X16/20]
j - 003 SAM Imoice Approval | Compoted (Lewl was Processed)  Approwd | BRO Final AP appeoass: Crang Lockr: | 036720}

- 002

Note: If a Payment Request Document has not been
approved, the tab will reflect the Approvers’ mailboxes in
which it resides. 7

INIVERSITY OF KENTUCKY]
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RI
Tracking Tab »S

The Tracking tab shows
status of the PRD as it

5 moves through the process
\Display Payment Request Document g P

PRD Number 3000002669 External Invoice Number 5673FE Status Awaiting Approval Total Value 250.00 USD Invoicin ealthcare

[Show My Tasks] [Edit] [ Close| | [Print Preview] | [Refiesh] | [Delete]

Qverview I Header | ftem : Notes and Attachments I Apprwa\I Tracking I

| —
\
e \
Document Name Document Number Backend Document Number Status
Invoice Registration fees for 2012 AHS Conferenc 3000002663 Awatting Approy

System Status
Created > Complete > Created > Currently In Release Process

Possible Status Terms:
¢ Saved — In Creator’s POWL awaiting completion (same as Parked)
* Awaiting Approval — In Approver’s Inbox
* Posted in the Backend — Processed by AP for payment
¢ Deleted — Cancelled from system

4

Payment Request Document — Creator Training

Using Tabs Instead of Open Windows

PRD tasks open in new browser windows by default. If desired you can configure
your browser to open new tabs within a single browser window.

Taals !HEID
eleke Browsing History... ChrhShift+Del

InPrivate Browsing CerhShift+P
Reopen Last Browsing Session

InPrivate Fitering Chrbbshift+F
InPrivate Filtering Settings

¥ Enahle Tabhed Browsing (requirss restarting Inkernet Explorer)

Pop-up Blacker

SmartSeresn Fiker SEIECt TOOIS from [¥ Wwarn me when closing multipls kabs
M tas your browser ¥ alnaygguiich t nen tabs when they are ceated
Compatibility Yiew v Enable = Farting T
Compatibility Yiew Settings menu and Choose [¢]ente o =

™ Open only the irst b Check b d

) eck boxes an
Y —— Internet options W e i s e |
Feed Discovery) ‘when a new tab is opened, open: rad 10 bUttonS as
M# ( [our st home page =l| indicated and click
Developer Taols 12
- When a pop-up s encourtered: | OK

Windaws Messenger " Let Internet Explarer decide how pop-uj

Diagnose Cornection Pij
Spybot - Search & D
Lync add-on

Send to One

A onfiguration Always open pOp-ups in & new windaw

@ Always open pop-ups in a new tab

[~ @pen links from ather programs in:
A new window

& A new kab in the current window

" The current kab or window

Note: Graphics shown are from Internet
Explorer 8.0 — Your browser menu may Restore defaus | o || conoml
offer different options.

Payment Request Document — Creator Training
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Reports

PRD reports are available within the

5
[ ]
LaunchPad  Student Services  Student Administration  Financial Aid View of Student  Enterprise Services  Home BT 0 08000 1204

Payment Request

inalized (0

ar| |
Detailed
+ Work Overview Click for reports by period,
. t . o "
: l;yﬂ:;ﬂm VEI"IdOI', cost aSS|gnment, d (0) Awaiting Approval (0) Accepted (0) F
timeframe created, etc.
Services

intenance

Advanced Search

View [Standard View] =] || Create PRD ||| Display || Edit [ Delete |

Evaluate | Print

Create Documents

Last Refresh 02/23/2012 15:19:11 ESTRefresh

Fix Query Lock

= Payment Reguest B Invoice Number Created By Created On Invoice Name
Related Links |

= Payment Request Report
Portal Favorites =

Payment Request Document — Creator Training

Inbox Overview

Different types of

communications can be
found among various tabs

Note: All PRD Creators have Inboxes.
Document-related messages and other

L] Payment Request

communications move via Workflow to |g
users’ Inboxes.

T T
Detailed Navigation [}

ma

I 4
Alerts  Tasks (82/82) | Nofifications.

Messages can be

various display

naged using

|| Avorove Invoice Number 3000002553 by TUDAY 00
EI=]-] row ofg2 [~|[=][=]

Approve Invoice Number 3000002667 by CLOCKE

Print Preview | [ Resubmit | [ Forward | [Assign To e

(o]

menus
Show: [New and In Progress Tasks (82/32) [ |[al |vrr' |
= Subject Sent
Approve Invoice Number 3000002667 by CLOCKE ] Mar 16, 2012
J Approve Invoice Number by CLOCKE] Mar 14, 2012
E|[0 J Approve Invoice Number 3000002657 by SEHENS1 & Mar 13, 2012
Click within J Approve Invoice Number 3000000480 by SMROACZ ] Feb 28,2012
Site J Approve Invoice Number 3000002593 by JPHINEOD[E] Feb 28, 2012
Navigati J Approve Shopping Cart 8000002142 with Value 3456 USD] Feb 27, 2012
avigation J Approve Shopping Cart 9000002141 with Value 34 58 USD] Feb 27, 2012
J Approve Shopping Cart 9000002140 with Value 34,56 USD| Feb 27, 2012
J Approve Invoice Number 3000002554 by TMDAYD0 5] Feb 23, 2012
Feb 23, 2012

Payment Request Document — Creator Training
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Inbox — Filter Settings g

Filters can be used to better manage messages or find specific documents

within the Inbox.

Select from various search criteria Link shows or
to locat i User can also search - |
o locate or manage specific ides Filters as
_ g€ sp messages based on g 7/
messages . esirel
g specific text detal

Alerts < Tasks (82/82) | NnnﬁA / —
Show: [New and In Progress Tasks (82 Y62)| = | [l = // Hide Fiters Hige Pre
[ High Priority  Due Date: [Select One... [ SentDate: [Select One... [+ Text: | ” | [Apaty || Reset

Subject Sent

| Aprove Invoice Number 3000002667 by CLOCKE 5] Mar 16, 2012

| Approve nvoice Number 3000002585 by CLOCKE R Mar 14, 2012

| Asprove nvoice Number 3000002657 by SEHENS 1) Mar 13, 2012

| Approve nvoice Humber by SMROAC2 ] Feb 28, 2012

| Approve invoice Number 3000002583 by JPHINEDD [ Feb 28, 2012
| Avprove Shopping Cart 8000002142 with Value 34 56 USD g Feb 27, 2012
| Asprove Shopping Cart 2000002181 with Vaiue 34 56 USDE Feb 27, 2012
| Approve Shopping Cart 8000002140 with Vaive 3455 USDE Feb 27, 2012
| Approve Invoice Number 000002554 by TMDAY 00 Feb 23, 2012
| Approve nvoice Number 3000002553 by THDAY00F] Feb 23, 2012

[EIEN=F rowltlote2 [-][=][z]

Approve Invoice Number 3000002667 by CLOCKE

[ Approve || Reject || Details || Print Preview || Resubmit || Forward | [ Assign To Me

Payment Request Document — Creator Training

Closing Open Windows or Tabs e

ould always click the Close button to exit open windows or tabs.

Always click Close
X s (]
button to exit an open —
) | History, Ba )
window or tab

-]
Display .Pa\)\ int Request Document . 1

PRD Number 30000&\? External Invoice Number 5673FE Status Awaiting _—‘—l_/

— . .
Show My Tasks | [ Edit}[ Close || | [Print Preview| | [Refiesh] | [Delete] Remembel.'. Do not click
X to exit an open

/ Overview [/ Header Item Motes and Attachments V Approval | Trag window or tab

Payment To: * 160030 GE Healthcare Total Value (Gross)/Currenc
External Invoice Number: * [5873FE Balance:

Payment Description: Registration fees for 2012 AHS Conferenc Payment Terms:

Date on Invoice: * 03M5/2012 Payment Method Supplemery
Create Date: 0311512012

One Time Payment
Name

Name 2

Payment Request Document — Creator Training
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Fix Query Lock T

If awindow or tab is closed using the X in the upper right hand corner, it is

possible to be locked out of the system.

You may receive this
message in your POWL if
locked out

I D Query ‘All'is already open in another session

Active Queries

Invoices All(7) Saved (40) Awaiting Approval (0) Accepted (0) Finalized (0)
p——— 2. Click any Active Query at the
antenance | top of your POWL to continue

workin
| Pl Create PRD I} Display [ Edit | Delete [{} Evaluate | Print P g

1. To correct, scroll to
bottom of screen and
click Fix Query Lock

Active Queries

Invoices | All (7) | Saved (40) Awaiting Approval (0) Accepted (0) F|

Invoices - All

—_—
| e Query Lock I
—

[» Show Quick Criteria Maintenancs |
Viiew[Standard view] || || Create PRO ||| Display | Edit | Delete | E
E: Invoice Number Invoice Name

Payment Request Document — Creator Training

Log Off S

Click Log off to end
myUK session

Welcome Help | Log off

[EEETRETS peyment Request | S

| History, Back Forward

ctive Queries =
nvoices All (16) Saved (42) Awaiting Approval (0) Accepted (0) Finalized (0)
oices - All
Show Quick Criteria Maintenance Change Qu
V'e‘\lﬂ“[slandarn View] Create PRD ||| Display | Edit \ Delete | Evaluate | Print Praview ||/{ Refresh gort Z Filter Settiy
3000002715 Awards for | Roundup Event Awamng Appmval LA 78785 | Mr_Craig Locke | 03/20/2011 | 03/20/2012
3000002704 | Research participant subject Auiiting Approval 2343433 | Wr Craig Lacke | 03/19/2012 0319/2012
| 3000002703 | Meal payment.“Siud‘ent urgamzaubn Awamng Appmval 34343434 M. Crélg Locke | 03/19/2012 | 0319/2012
_{'mmnnz?m | Student refund Awaiting Approval 45454545 | Mr_Craig Locke | 02/01/2012 03/19/2012
3000002700 _ Meals for arad eyent waiting Aooraval 4949544 I Crainlgcke | 031872012 03/19/2012
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IRI
Web Site and Help References %S

¢ myHelp — MM & Purchasing Help web site:
http://myHelp.uky.edu/rwd/HTML/MM.html

— Contains Quick Reference Cards, updated and printable course manuals,
Reference Manual, Training Request Form, etc.

* AP/ Purchasing Quick Reference Guide:
http://www.uky.edu/Purchasing/docs/quickrefguide.pdf

K oNIvERSITY OF KENTUCKY Payment Request Document — Creator Training

R
Course Assessment %‘

¢ To complete:

Click on the radio button next to your answer he easier
Click on the Submit button | Submit

Click any where on the slide to continue

Repeat Steps 1 through 3 for each question

A wNe

¢ You must score 75% or better to receive credit for this course.
(You need to answer 5 of the 6 questions correctly.)

I uiveErsiTY oF KENTUCKY] Payment Request Document - Creator Training
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LR
Final Step — Log off %5

The final step in completing this course is to:

Click on the Log off button in the lower corner of this screen.

You will be returned to the main myTraining page for this course.

The main page will refresh (usually within 30 seconds, depending on
network traffic).

You should receive a green system message similar to this:

“« ”

Email IRISTraining@email.uky.edu with any questions or issues.

UK ovivessiny o KeNTUCKY]
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