
PAYMENT REQUESTS: 
Payments for items such as those below of $5,000 or less, no 
longer need to be processed through purchase requisitions but 
can be requested via online payment request through PeopleSoft 
with appropriate backup documentation. These payment 
requests will route through the usual non-travel workflow for 
the general ledger string being used to cover the cost of the 
items.

• Subscriptions
• Non Software licensing
• Membership fees
• Sponsorships/Small Advertising
• Honorarium- one time lectures
• Fees for Street Fairs/Outreach /Local promos
• Deposits for events which meet the above criteria



1. In PeopleSoft My Portal, click on Finance Dashboard.

2. Under “Travel and Expense” click on “Request a Payment.”



3. Click “Create” 

 

 

4. On the page below, please enter data in the following fields: Invoice Number, Business Unit, 
Description, Cost Sub-Total and a description of what the payment request is for. Please also 
attach any documentation related to the request.  Once you’re finished, click “Next.” 

 

 

 

 

 

 

 

 



5. On this page, type in the Supplier Name and click “Search.” If you do not see your supplier, you 
may have to keep clicking the arrow to go to the next page of suppliers (first picture below) or 
your supplier may not be in PeopleSoft. If the latter case, please contact Purchasing for a 
Supplier Uptake form. 
If you find your supplier, click the radio button to the left of the Supplier Id column and then 
click “Next.” 

 

 

 

 

 

 

 

 

 

 



 

6. On this page, please enter the Cost Sub-Total and then click the “Add Lines” button. 

 

7. Enter data in the following fields: Description, Line Amount, Amount, GL Business Unit, Fund 
Code, Department, Product and Account. Click “ Next” 

 

 

8. If after you click next you return to the Invoice Details page, click “Next.” If you receive an error, 
chances are the gl string that was entered is not in PeopleSoft. In this case, please contact Nancy 
Lim to set up the gl string. 



9. Once everything is complete, please go to the last page “Review and Submit” and click the 
“Review” button to make sure all the data are correct. 

 
10. Click “Submit” and you’re finished! To follow-up on your payment request, please contacnt 

Renee Darden in Accounts Payable and copy her manager, Rowena Rodriguez. 
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