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Payment Request Entry 

Log into PeopleSoft Financials 

Navigation:  

Main Menu>Employee Self-Service>Payment Request Center

 

Click “Create”
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Summary Information – Step 1 of 4 

 Invoice Number: 

o If the invoice has an invoice number, please use. 

o If there is not one listed, hover over “Invoice Naming Conventions.” 

 If you are using the same invoice number twice for the same supplier, you 

will need to add an “a” behind the invoice number. 

Refer back to what has been used previously as necessary. 

 Invoice Date: Change this to the date of your invoice. If no date, use the date you are 

entering the Payment Request. 

 On Behalf of Empl ID: Enter Employee ID if you are processing a request and their 

supervisor’s approval is required (dues, registrations, etc.)  

o Make sure the employee you are entering on behalf of has an active T&E Profile 

- this is what pulls over the supervisor. 

 Description: Brief description of what you are processing. 

 Attachments (0): Attach your invoice or document. THIS IS REQUIRED. 

o Note this will change to (1) after you have attached the back-up. 

 Cost Sub-Total: Amount to pay. 

 Notes/Comments: Add any special instructions or comments. 

Click “Next.” 
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Supplier Information – Step 2 of 4 

Enter the name of the Supplier Name or Number and click “Search.” 

Once you click “Search” all active suppliers including that name will show in the Supplier list. 

Click on the circle to choose your supplier, if multiple addresses click on “Multiple.” 

All active addresses for the supplier will be listed. 

 Click on the circle to choose your address 

o If the remit address on your invoice/document is not listed, contact the supplier to 

have them complete the “Supplier Request for Data Change.” This form is 

located on the Controller’s Office website, 

http://louisville.edu/finance/controller/acctops/forms. 

Note: Only Address Line 1 is displayed, if the supplier has a DBA it is listed on Address Line 1.  
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You may need to pull up the supplier in PeopleSoft to make sure the correct address is chosen.  

Right click on the tab and choose “Duplicate Tab” to open up a new window to search the 

supplier database.

 

As you can see the Supplier Address will populate. If accurate, click “Next.” 

 

Invoice Details – Step 3 of 4 

Click on “Add Lines.” 

 



 

5 
 

Enter the following: 

 Description: List any details 

 Line Amount: Amount of payment 

 Accounting Details: Amount, SpeedType Key and Account 

If you have different funding sources or different account codes you are using click “OK” to “Add 

Lines.”  

As you can see below, there are two lines which both total up to the amount of the request. 

Click “Next” after all information has been completed.
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Review and Submit – Step 4 of 4 

Click “Review” before you submit the Payment Request. 

 

Verify all information is accurate and click on “Return” to submit your Payment Request.  

Be sure to check the following: 

 Attachment is provided. 

 Correct supplier and address are chosen. 

 Invoice number and date are correct. 

 Amount is correct. 

 Funding Source and Account Code are correct. 
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Click on “Submit” to process your Payment Request.

 

By clicking “OK” you are submitting your Payment Request. 

 

Now you are back at the Payment Request Center.  

As you can see, Request ID “0000000204” is in a “Pending Status.” 

After all approvals are met within the department, it will be routed to the Controller’s Office for 

AP audit. 
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Once AP approves the Payment Request, the status will be changed to “Approved.”

 

The Payment Request will be updated to “Vouchered” and a “Scheduled to Pay Date” will show 

after it runs through voucher build.

Note: Voucher Build runs twice a day.  

Workflow 

1. Employee enters Payment Request 

2. Account Reviewer (exceptions account codes – mirrored off of Requisition exceptions)  

3. Supervisor (if on behalf of) 

4. Departmental Approver 

5. Accounts Payable Audit 

If at any point in time the Payment Request is denied, the submitter gets an email.  

To view the reason a Payment Request has been denied, click on the “workflow button”  and 

expand all to view the comments. The Payment Request can then be edited for resubmission. 


