
Payment Request Form

Shopping is Easy in ePro!



 A Payment Request is a form within ePro that provides rapid payment for 
select types of documents. Payment Requests should only be created after 
services are complete. This form does not create a requisition, it simply 
creates a form that is utilized for payment. It is first approved via Form 
Approval, during which a member of Accounts Payable will review the form. 
Following this, an invoice is created, the invoice number is visible under the 
status box on the form. Once the invoice has been created, it will once again be 
reviewed by a member of AP(for specific expense types), and soon after the 
Department Approver, as indicated by workflow, will review and approve. 
Payment Requests will be processed for payment on the next available pay cycle 
once all approvals are complete.



To start a Payment 
Request, from your 
homepage, scroll down to 
Forms under Showcases 
and click on “Payment 
Request.”



Another way to go to payment 
request forms is to navigate to the 
Shopping menu > View Forms.
Under Payables, click on “Submit 
Request” for Payment Request.



Payment Requests can exclusively be used to pay the 
following types of payment. Please do not attempt to 
create a payment for any other kind of invoice, as it 
will be rejected by AP Personnel. Instead, use the 
Service Form Request for all other payment types.



Complete all fields for the form. Any field 
with asterisk is a required field and cannot 
be left blank.

Required field

Please do not change 
the shipping and 
handling charges 
from $0.0



How to add a Supplier:

To add a Supplier, click the “Supplier Search” 
and a new window will open. Enter either the 
Supplier’s name or Vendor ID number, then 
click “Select.”

If the Supplier does not have a Vendor ID in the system, please 
send a PaymentWorks invitation. This is essential, as a supplier not 
being configured within our system will lead to serious problems 
with payment, and errors within the form. Please ensure the 
supplier is set up with PaymentWorks prior to form creation.



Add a description.
Please be as descriptive as 
possible adding as much 
information about the expense 
type and services that 
occurred.

If this is a foreign supplier, please 
select yes. This will pull the Tax 
Office into the Invoice Approval 
Workflow.



Upload required documents. The 
best supporting documentation is 
an invoice, Independent Contractor 
Form, or Signed Agreement. If none 
are provided, then please attached 
a spreadsheet, an email or any 
document providing the supplier’s 
name and dollar amount.

Helpful tip: Add a title prior 
to saving changes or file will 
need to be uploaded again.



Enter the supplier’s invoice number. If invoice 
number is not provided, use the supplier’s last name 
and last date of service as the invoice number.
Example: SMITH-03/06/2024

Use the date format mm/dd/yyyy. Any other 
format will result in an error.

Invoice Date: Use the invoice date on invoice, if 
no invoice is available, use the date the Payment 
Request is submitted.

Need by Date: This field is optional. This is used 
as the Due Date on an invoice.



Enter all required 
information into 
the chart string. To 
edit, select the 
“edit” field on 
right side of chart 
string. To search 
codes, click “Select 
from all values.” 
Once completed, 
click “Save.”



Invoice Receipt Date: Use the date the Payment Request is 
created/submitted to avoid late fees.

Invoice Service Start/End Date: These fields are not marked as 
required, but they are! Please use the date(s) services were 
complete.
Use the date format mm/dd/yyyy. Any other format will result in 
an error.

Helpful tip: Invoice Receipt Date cannot be prior to Invoice 
Date. This will cause an error on the invoice.

Required fields



 Once all sections of the 
form are complete, click 
“Submit.” An AP Specialist 
will review and approve 
the form.



After AP reviews/approves the Payment 
Request, an ePro invoice number will be 
assigned. The invoice will then route 
through an Approval Workflow.



The department and/or other approvals may be required in the workflow.

The approval workflow will allow you to see 
where the invoice is in the process. You can 
click the blue hyperlinks to determine 
which approval is pending.

If the workflow is not visible, click the arrow on upper, right side of 
page.



Once invoice has completed the 
workflow, it will process for payment on 
the next available pay cycle. After pay 
cycle is completed, the Returned 
Payment Information (located under 
Summary tab) will provide the payment 
method, reference number, payment 
date and amount paid.
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