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Creating a Membership Payment Request Form

Procedure

Scenario:
In this topic, you will learn the steps to create a membership payment request form.
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Memberships are also allowed on the Purchasing Card (still require Membership Justification and

Vendor Certification). See P-Card Website (http://purchasing.fsu.edu/Purchasing-Card-
Information) for more information.

Key Information:

Payables Forms (http://controller.vpfa.fsu.edu/Controller-Forms#PDForm)

Vendor Certification List (http://controller.vpfa.fsu.edu/content/download/80442/862210/)

Estimated Length: 3 Minutes

FLORIDA STATE UNIVERSITY

Controller's Office

Controller's Office

Finance & Reporting
Services

General & Construction
Accounting

Payables &
Disbursement Services

Payroll Services
Property Accounting

Student Financial
Services

Tax Administration
Travel

Treasury & Cash
Management

FSU/ Controller's Office

Controller's Office

News and Announcements

Controller’s Office Search

Controller Quick Links

Useful Links

*» FSU Hotline

» Policies & Procedures
» Forms

« Access the Expense Account Data Dictionary and Short
List on the Expense Account Lists page.

= Travel Card Resources have been updated.

 The University's 2011-2012 Annual Report is now

available here.

Upcoming Events
FEB | Intro to University Accounting (BTFAQT)
05 | 530 M- 10:30 Am

FEB
08

FE
12

Financial Reporting Tocls (BTFA02)
8:30 AM - 11:00 AM

General Ledger Reconciliation (BTFAQ3)

8:30 AM - 11:30 AM

» Organizational Chart

» OMNI

» Recommended Listserv
Subscriptions

» Financial Rep Meeting
Materials

Resources

» Departmental Business
Management Guide

# Training & Job Aids

» Frequently Asked
‘Questions

» Expense Account Lists

» Departmental Queries

» OMNI Training Site

Publications

Step

Navigate to the Controller's Website http://controller.vpfa.fsu.edu
(http://controller.vpfa.fsu.edu/)
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FLORIDA STATE UNIVERSITY

Controller's Office Controller Quick Links

Controller's Office

Finance & Reportin By 3 -
Sorvios | eporting FSU/ Controller's Office Useful Links
General & Construction Controller's Office » FSU Hotline
Accounting » Py ies & Procedures
Payables & N > Farms
Disbursement Services News and Announcements » Organizational Chart
Payroll Services « Access the Expense Account Data Dictionary and Short > OMNI
PropetyAccounting List on the Expense Account Lists page. ” EE‘E]D'“me_"dEd Listserv
« Travel Card Resources have been updated. F_” e il ': Meeti
Student Financial . y » Financial Rep Meeting
= « The University's 2011-2012 Annual Report is now i
Services eronie here. 7 Materials
Tax Administration
Travel Resources
Treasury & Cash » Departmental Business
Management Upcoming Fvents Management Guide
» Training & Job Aids
FEB | |ntro to University Accounting (BTFAQ1) » Frequently Asked
05 | 530 M- 10:30 Am Questions
» Expense Account Lists
FEB | Financial Reporting Tools (BTFADZ) » Departmental Queries
06 | 830 AM-11:00 AM » OMNI Training Site
FE5 | General Ledger Reconciliation (BTFA03)
{/controllerpfa.fsu.edu/Controller-Forms | 12 | s30am-11:30 aM Publications i
# Forms

FLORIDA STATE UNIVERSITY

Controller's Office Controller Quick Links

HiuTiey FSU/ Controller's Office / Controller Forms
Finance & Reporting

Services Controller Forms

General_& Construction

Accounting

Financial Reporting | General & Construction Accounting | Payables & Disbursements | Payroll
Services | Property Accounting | Student Financial Services | Tax Administration | Travel |
Treasury Management

Payables &
Disbursement Services

Payroll Services

Property i

Student Financial LN CIREHE PUMT NG

Services

Tax Administration Form Name Form #

Travel
Year-End Cash on Hand FR-01

Treasury & Cash

Management Year-End Accounts Receivable FR-02
Year-End Inventory Purchased for Resale FR-03
YYear-End Amounts Due From University Departments FR-04
Year-End Capital Improvements FR-05

GENERAL & CONSTRUCTION ACCOUNTING

Form Name Form #
Expenditure Transfer Journal Entry (Non-Construction Projects) ETIE
Interdepartmental Requisition and Journal Entry with Instructions GA-01

~Interdepartmental Requisition and Journal Entry Form Only

ontroller.vpfa.fsu.edu/Controller-Forms#PDForm I
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Step Action

3. Click the Payables & Disbursements link.
[Payables & Disbursements]

| PAYABLES & DISBURSEMENT SERVICES B
Form Name Form #

Allowable Unencumbered Disbursements -

Certification of Payment with Public Funds PA-3

Employee Advance Request FA 252

OMNI ePRF Approver Authorization Form PA-S

Payment Request PA-4

Payment Request - Foreign Vendor PA-4a

Reimbursement Justification Form PA-6

University Membership Justification PA-2 =
Vendor Direct Deposit PA-1

Vendor Authentication/Profile VA-2

Vendor Authentication - Non-Duty Stipends, Fellowships, Research VA-2a LA
Participants

PAYROLL

Form Name Form #

Club Usage Log PR-04

Direct Deposit Authorization PR-06

Guest Travel PR-02

Independent Contractor Checklist PR-05

Paycheck Pickup Authorization PR-03

Retroactive Distribution of Funding with Instructions PR-01

~-Retroactive Distribution of Funding Form Only

Taxable Fringe Benefits PR-07

PROPERTY ACCOUNTING ‘
Form Name |Form #
Instructions for Greating 3 Diaital Sionature I i

Step Action

4, Click the Payment Request link.
[Payment Request]
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PAYABLES & DISBURSEMENT SERVICES B
Form Name Form #
Allowable Unencumbered Disbursements -
Certification of Payment with Public Funds PA-3
Employee Advance Request FA 252
OMNI ePRF Approver Authorization Form PA-S
Payment Reauest PA-4 L
Payment Request - Foreign Vendor PA-4a
Reimbursement Justification Form PA-6
University Membership Justification PA-2
Vendor Direct Deposit PA-1
Vendor Authentication/Profile VA-2
Vendor Authentication - Non-Duty Stipends, Fellowships, Research VA-23 L
Participants

PAYROLL
Form Name Form #
Club Usage Log PR-04
Direct Deposit Authorization PR-06
Guest Travel PR-02
Independent Contractor Checklist PR-05
Paycheck Pickup Authorization PR-03
Retroactive Distribution of Funding with Instructions PR-01
—-Retroactive Distribution of Funding Form Only
Taxable Fringe Benefits PR-07
PROPERTY ACCOUNTING
Do you want to open or save PA-4 Pmt Req 08-2012.pdf from controller.vpfa.fsu.edu? Open Save || Cancel

Step Action

5. Click the Open button.
Open

L) PA-4 Pmt Req 08-2012,pdf - Adebe Acrobat Pro I G ——— — =R

File Edit View Window Help ®
Beate- | DB O H| @D R i’

/1| ‘ ] Tools Comment Share

Please fill out the following form. If you are a form author, choose Distribute from the Forms panel in the Tools Pane on the right to send it to your _
recipients.

Payables and Disbursement Services

Office of the Uniessity Conteoller 5607 University Center &
Flosida State University Tallahassee, FL 323062391
Phi(850) 644-5021 Fax: (850)
countsP;
PAYMENT REQUEST FORM
**Note: P-Ce To find
out if your w the. AT-Cc .
“Ifyour intant for, pl tha Forsig y found here
Department Requesting This Payment
Department Name | Contact;
Phone # Email]
Date Requested]| Date Required

Spedial Handling Request
*ifthis i the first check the individual s picking up, please make sure he/she brings a Picture |D for identification purpeses.

Hold check for Department pickup? | To be picked up by: Phone &

Vendor Information

vendor/Payes Name: | ‘ Vendor 10 ‘FSU Emdny@e?:| Yes [ No
|sneewc Box: |5uwe-
Remit Addrass:
ciy: | state:|  Albama | | 7ip Code:

Distribution Information ‘

Invoice ¥ ‘ ‘\nvo\ceDale:‘ ‘ P.O.% | ‘
= " T -
| -.Choose one if applicable.. -1
| Chartfield] Chartfiekd [Chartfsid] Resourca | sub
Amount | Dept. | Fund | Project [Acount|Cher o o ™| regony = | coteganyss | 252t

Page 4




OMNI

Training Guide

Step Action

6. Complete all necessary fields on the Payment Request Form
(http://controller.vpfa.fsu.edu/content/download/3532/26187/).

In addition to the invoice, memberships require a Membership Justification Form
(http://controller.vpfa.fsu.edu/content/download/3533/26190/) to be attached.

You must also ensure that the vendor has completed a Certification of Payment with
Public Funds (http://controller.vpfa.fsu.edu/content/download/3528/26174/) and that

it is on file with Accounts Payable.

[ P-4 Pt Req 08-2012.pdf - Adobe Acrabat Pro Il T T e———— — =
File Edit View Window Help *
Rete- | B B EH| @z E K|

—~ = 1 : :
/1 | @ ‘ & '!' - ‘ EE Tools | Comment | Share
Please fill out the following form. If you are a form author, choose Distribute from the Forms panel in the Tools Pane on the right to send it to your

recipients.

Payables and Disbursement Services
5607 University Center A

Tallahassee, FL 32306-2391

Phi(850) 644-5021 Fax: (B50) 644-B137
AccountsPavable admin fsu.edu

Office of the Univessity Controller
Florida State University

PAYMENT REQUEST FORM

“Note: P-Cardi To find
¥ AT .
*If your intent 2 ign Vendor Payment Form found here.
Department Requesting This Payment
Department Name | Contact
Phone Email]
Data Requastad:|| Date Required]

Special Handling Request
please make sure he/she brings a Picture | for identification purposes.

Hold check for Department pickup? | To be picked up by: Phone &

Vendor Information

VendulfPayeeName." ‘Vendor\D:l ‘FSUEmduyee?:| Yes [ No|

|SneeL‘PO Box: Suite:

|cwy. | State|  Alabama | | Zip Coda:

Remit Address:

Distribution Information

Invoica & ‘ ‘\r\vmceDale: ‘ P.O% |

| ~Choose one ifapplicable..

it |Chartfield| Chartfield [chartfield|
=

o Resouree | sub
Amount | Depe. | Fund | Project 00T o e e[| ooy | cnmpyes | Aozt

Step Action

7. Membership Account Codes should be one of the following:

- Institutional 741923
- Individual 741924

See Expense Account Lists (http://controller.vpfa.fsu.edu/Expense-Account-Lists)
for more details.
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E‘I PA-4 Pmt Req 08-2012 pdf - Adobe Acrobat Pro

P ———

= @ =

File Edit Wiew “indow Help

*

Bome- |30 S

g2l Db B

<

|

|5 B

Tools Comment Share

recipients.

Please fill out the following form. If you are a form author, choose Distribute from the Forms panel in the Tools Pane on the right to send it to your _

Payables and Disborsespent Servics:

G et e sy Cosi
4 e e
%:'F ) o (a5
R
“’ PAYMENT REQUEST FORM
e e et e et
e m——
e T corme]]
o] el
| [
[~ 1 ‘ml{
———
o] e I e
R =
[ sl abama = 1 cpcoue |
—
= == =TT
—
Lol I ) il e i e e M
1 T T T 1 T T T
! e e e —
T T T T T T T T
T T Il T T T T T
B S ey

Formans:
e
P rmenagac
[ e A ]
Ot Bt e s o ]
[t o sy snaemapprmar [

e R e e A BT T
fmetase Jew—

Action

=)

Return to the Controller's Website.

PAYABLES & DISBURSEMENT SERVICES B
Form Name Form #
Allowable Unencumbered Disbursements -
Certification of Payment with Public Funds PA-3
Employee Advance Request FA 252
OMNI ePRF Approver Authorization Form PA-S
Payment Reauest PA-4 L
Payment Request - Foreign Vendor PA-4a
Reimbursement Justification Form PA-6
University Membership Justification PA-2 =
Vendor Direct Deposit PA-1
Vendor Authentication/Profile VA-2
Vendor Authentication - Non-Duty Stipends, Fellowships, Research VA-2a L]
Participants

PAYROLL
Form Name Form #
Club Usage Log PR-04
Direct Deposit Authorization PR-06
Guest Travel PR-02
Independent Contractor Checklist PR-05
Paycheck Pickup Authorization PR-03
Retroactive Distribution of Funding with Instructions PR-01
—Retroactive Distribution of Funding Form Only
Taxable Fringe Benefits PR-07
PROPERTY ACCOUNTING ‘

Form Name |Form #
Instructions for Greating 3 Diaital Sionature I i
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Step Action

9. Click the University Membership Justification link.
[University Membership Justification|

PAYABLES & DISBURSEMENT SERVICES -
Form Name Form #
Allowable Unencumbered Disbursements -
Certification of Payment with Public Funds PA-3
Employee Advance Request FA 252
OMNI ePRF Approver Authorization Form PA-S
Payment Request PA-4
Payment Request - Foreign Vendor PA-4a
Reimbursement Justification Form PA-6
Dniversity Membershin Justification PA-2 c
Vendor Direct Deposit PA-1
Vendor Authentication/Profile VA-2
Vendor Authentication - Non-Duty Stipends, Fellowships, Research VA-2a LA
Participants

PAYROLL
Form Name Form #
Club Usage Log PR-04
Direct Deposit Authorization PR-06
Guest Travel PR-02
Independent Contractor Checklist PR-05
Paycheck Pickup Authorization PR-03
Retroactive Distribution of Funding with Instructions PR-01
—Retroactive Distribution of Funding Form Only
Taxable Fringe Benefits PR-07
PROPERTY ACCOUNTING
Do you want to open or save i ification Form.pdf from fsu.edu? Open Save || Cancel ‘

Step Action

10. Click the Open button.
Open
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[ Membership Justification Form.pdf - Adobe Acrobat Pro__ T - 8 e w— =

File Edit View Window Help

Beete- | B BH| GO bBE R
/1| 66.7

Please fill out the following form. If you are a form author, choose Distribute from the Forms panel in the Tools Pane on the right to send it to your
recipients.

‘ ﬁ ES Tools Comment Share

%, Office of the Universiry Controller Payables nd Disbussements
) Florida Srare Universiry 5607A Usiversiry Center
& Tallahassee, FL 32306-2391
Ph: (850) 644-5021 Fax: (850) 644-8137

UNIVERSITY MEMBERSHIP JUSTIFICATION

Dept. Name Dept. IDIFund /
Budget Account Manager Project (If C&G)
Name
Address
Dates of i Amount

Woting Representative(s) and/or person(s} considered member for mailing purposes:

Purpose and Justification for ip in above O

Step Action

11. Complete the Membership Justification Form which is required for all membership

purchases.

This form is attached to the Payment Request Form.

L] Membership Justification Form.pdf - Adobe Acrobat Pro * ————— = @ % |

File Edit Wiew “indow Help
@ Create ~ | @ E[ E%
[1]/2 O | =

Please fill out the following form. I you are a form author, choose Distribute from the Forms panel in the Tools Pane on the right to send it to your
recipients.

*

léaeozbl B R

Comment : Share

Tools |

Qffce of the Universiny Consroller Pagables nd Dicbursements
‘Florida Sate Usivesiny S67A seresiy Ceatee

Talihasse,
P (£50) 6445021 Fax. (850 6448157

UNIVERSITY MEMBERSHIF JUSTIFICATION

Dept. Name! Deot 10Fund :
Prgec 1 C16)

Adress
Aot

Pupose 23 JUSHICIICN fo METDRENg I 00V Organzaten,

Difscir, Depafent Maad or Chal of e cepartent. .

PAUFRN) Bevised 12/08

Page 8




OMNI

Training Guide

Step Action

12. Return to the Controller's Website.

PAYABLES & DISBURSEMENT SERVICES B
Form Name Form #
Allowable Unencumbered Disbursements -
Certification of Payment with Public Funds PA-3
Employee Advance Request FA 252
OMNI ePRF Approver Authorization Form PA-S
Payment Request PA-4
Payment Request - Foreign Vendor PA-4a
Reimbursement Justification Form PA-6
University Membership Justification PA-2 =
Vendor Direct Deposit PA-1
Vendor Authentication/Profile VA-2
Vendor Authentication - Non-Duty Stipends, Fellowships, Research VA-2a L
Participants
PAYROLL
Form Name Form #
Club Usage Log PR-04
Direct Deposit Authorization PR-06
Guest Travel PR-02
Independent Contractor Checklist PR-05
Paycheck Pickup Authorization PR-03
Retroactive Distribution of Funding with Instructions PR-01
—Retroactive Distribution of Funding Form Only
Taxable Fringe Benefits PR-07
PROPERTY ACCOUNTING ‘
Eorm Name___ |Form #
http://c fsu.edu/c 7 f: 528.'2617:1:’[ERTIFI(;'ATIS)TM ! - I N
a Dinital Sionature

Step Action

13. Click the Certification of Payment with Public Funds link.
[Certification of Pavment with Public Fundd
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PAYABLES & DISBURSEMENT SERVICES -
Form Name Form #
Allowable Unencumbered Disbursements -
FErtifcaton of Bavment with Bublic Einds PA-3
Employee Advance Request FA 252
OMNI ePRF Approver Authorization Form PA-S
Payment Request PA-4 1
Payment Request - Foreign Vendor PA-4a
Reimbursement Justification Form PA-6
University Membership Justification PA-2
Vendor Direct Deposit PA-1
Vendor Authentication/Profile VA-2
Vendor Authentication - Non-Duty Stipends, Fellowships, Research VA-23 L4
Participants

PAYROLL
Form Name Form #
Club Usage Log PR-04
Direct Deposit Authorization PR-06
Guest Travel PR-02
Independent Contractor Checklist PR-05
Paycheck Pickup Authorization PR-03
Retroactive Distribution of Funding with Instructions PR-01
—-Retroactive Distribution of Funding Form Only
Taxable Fringe Benefits PR-07
[ npapEDTY AccouNTING
Do you want te open or save CERTIFICATION OF PAYMENT WITH PUBLIC FUNDS 8-21-2012.pdf from controller.vpfa.fsu.edu? =
Open Save |v| Cancel

Step

Action

14.

Open

Click the Open button.

[FL) CERTIFICATION OF PAYMENT WITH PUBLIC FUNDS 8-21-2012,pdf - Adobe Acrobat Pro i I I

File Edit View Window Help

Bow- B E S

@zl bB

71|

BB

Tools Comment Share

recipients.

Please fill out the following form. I you are a form author, choose Distribute from the Forms panel in the Tools Pane on the right to send it to your _
ipients.

Office of the University Controller Payables and Disbursements
Florida State University 5607A University Center

Tallahaszee, FL 32306-2391
Ph: (850) 644-5021 Fax: (850) 644-8137

CERTIFICATION OF PAYMENT WITH PUBLIC FUNDS

Membership Organization Date

Rddress of Membership Organization

This form is to be by the i is good for
five years from the date on the form. Please fax the completed form fo (850)
37,

Section 119.01(3), Florida Statutes, states if public funds are expended by an
agency in payment of dues or membership contributions for any person,
«corporation, foundation, trust, association, group, or other organization, all the
financial, business, and membership records of such an entity which pertain to
the public agency (The Florida State University) are public records. Section
119.07, Florida Statutes, states that every person who has custody of such a
publie record shall permit the record to be inspected and copied by any person
desiring to do so, under reasonable circumstances

Additionally, | certify this organization does does not
provide for institutional memberships.

Please complete the statement below attesting that your records pertaining to the
«dues or membership application by The Florida State University are available for
inspection as stated above.

Sincerely,

Page 10




OMNI

Training Guide

Step Action

15. The Certification of Payment with Public Funds must be completed by the vendor
you are purchasing a membership from.

The Certification is valid for 5 years so you must verify that the vendor already has
completed this form and it is on file with Accounts Payable.

If the vendor is not on the Vendor Certification List
(http://controller.vpfa.fsu.edu/content/download/80442/862210/), they must
complete this form and send directly to Accounts Payable.

E‘ICERTIFICATIONOF PAYMENT WITH PUBLIC FUNDS 8-21-2012.pdf - Adobe Acrobat Pro _ e uine = @ P
File Edit Wiew “indow Help *
e EEEEEIEEE DT B

P i) : H

= | @ ‘ =/ \'!'/ 6.4% - ‘ EE Tools | Comment | Share
Please fill out the following form. If you are a form author, choose Distribute from the Forms panel in the Tools Pane on the right to send it to your i
recipients.

Y| Froriaa sest Dasvarsiy 587A Univrsity
Tolaimen, FL 2306 2351
P (850 544 5021 Fox. (850 644 6137

CERTIFICATION OF PAYMENT WITH PUSLIC FUNDS

B

A e CraE

This form 15 10 b camplstsd by the membaranip o
e fom.

five years mom me gaie an i
34513,

janization. Itis gaod for
Jeteg fom 1o (850)

‘Section 119.01(3), Floraa S

5 1T pudic Fnds are expended by an
agency In payment of uet rean,

rsng contrbutions for any per

g it your me
Oues or membership appicatan by The FIBNSa State UNVersty 3re vakabie for
Inspection 25 siated above.

sncerey,
Carla Darisls
‘Associate Coniroler

1 atlest that me records of are open for
Inspection. 35 prowioed by he Flonda Statutes IsiEd abowe. The Fatersl
Emphyer Igenieaton for NS OrgANIZItoN s

Signature of MemBerng Organizaton ReR oam

e

PARevsEaE2

Step Action

16. Return to the Controller's Website.

€
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PAYABLES & DISBURSEMENT SERVICES
Form Name Form #
Allowable Unencumbered Disbursements -
Lertification_of Payment with Public Funds PA-3
Employee Advance Request FA 252
OMNI ePRF Approver Authorization Form PA-S
Payment Request PA-4
Payment Request - Foreign Vendor PA-4a
Reimbursement Justification Form PA-6
University Membership Justification PA-2
Vendor Direct Deposit PA-1
Vendor Authentication/Profile VA-2
Vendor Authentication - Non-Duty Stipends, Fellowships, Research VA-23
Participants
PAYROLL
Form Name Form #
Club Usage Log PR-04
Direct Deposit Authorization PR-06
Guest Travel PR-02
Independent Contractor Checklist PR-05
Paycheck Pickup Authorization PR-03
Retroactive Distribution of Funding with Instructions PR-01
—-Retroactive Distribution of Funding Form Only
Taxable Fringe Benefits PR-07
PROPERTY ACCOUNTING ‘
Form Name |Form #
Instructions for Greating 3 Diaital Sionature I

Step

Action

17.

Click the scrollbar to scroll up.

Controller's Office

Home
Finance & Reporting
s

Service:
General & Construction
Accountin

Payables &
Disbursement Services

Payroll Services

Controller's Office Search »

Controller Quick Links

FSU/ Controller's Office / Controller Forms

Controller Forms

Financial Reporting | General & Construction Accounting | Payables & Disbursements | Payroll
Services | Property Accounting | Student Financial Services | Tax Administration | Travel |

Treasury Management

Property i

Student Financial LRI HE BUMTING

Services

Tax Administration Form Name Form #

Travel
YYear-End Cash on Hand FR-01

Treasury & Cash

Management Year-End Accounts Receivable FR-02
Year-End Inventory Purchased for Resale FR-03
YYear-End Amounts Due From University Departments FR-04
Year-End Capital Improvements FR-05

GENERAL & CONSTRUCTION ACCOUNTING
Form Name Form #
Expenditure Transfer Journal Entry (Non-Construction Projects) ETIE
Interdepartmental Requisition and Journal Entry with Instructions GA-01
Tt = PayablesD =1 mental 1 and Journal Entry Form Only —
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Action

18. Click the Payables & Disbursement Services link.

Payables &
Disbursement Services

Controller's Office Search

Payables Quicklinks

FLORIDA STAT

Controller's Office

Home

Finance & Reporting
Services

General & Construction
Accounting

Payables &
Disbursement Services

Payroll Services
Property Accounting

Student Financial
Services

Tax Administration
Travel

Treasury & Cash
Management

FSU/ Controller's Office / Payables & Disbursement Services

Payables & Disbursement Services

The Payables & Disbursement Services Team is committed to
providing the highest level of customer service to our
departments, students and vendors, ensuring the accuracy and
quality of our invoice review process and acting as stewards of
the University's resources. The team is responsible for issuing
encumbered and unencumbered vendor payments, non-duty
student stipend payments, updating the vendor file for AP
transactions and maintaining good relationships with vendors
and the University community as a whole.

Mission Statement

The primary mission of Payables and Disbursement Services is
to ensure that vendors, travelers, University departments and
others are paid timely and accurately, and in accordance with
applicable laws, regulations and University requirements.
More...

Useful Links

» Policies & Procedures
» Forms

» Purchasing Card

» ePayables

» Listserv Subscriptions
# Accounts Payable

» P-Card Holders & Proxies

Resources
» Departmental Business
Management Guide

» People Payments
Procedures

» Departmental Queries

» FSU Document
Management

» Job Aids

» P-Card Online Tutorials

» Purchasing Services P-
Card Page

» Frequently Asked
Questions
» epayables

2 Vendor Authentication

Additional
Guidelines

» Allowable

Step

Action

19.

Click the scrollbar to scroll down.
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and the University community as a whole.

The primary missien of Payables and Disbursement Services is
to ensure that vendors, travelers, University departments and
others are paid timely and accurately, and in accordance with
applicable laws, regulations and University requirements.

Management Guide
» People Payments
Procedures
> Departmental Queries
» FSU Document
Management
> Job Aids
» P-Card Online Tutorials
» Purchasing Services P-
Card Page:
Frequently Asked
Questions
» ePayables

» Vendor Authentication

Additional
Guidelines
» Allowable

Unencumbered
Disbursements

» Expenditure Guidelines

» Non-Service Stipend
Procedures

» Prompt Payment Policy

» Vendor Certificatio

» Research Participant
Payment Procedures

» Foreign Vendor
Information

Location &

Contacts

» 5607A University Center,
Tallahassee, FL, 32306 Map

» accountspayable@fsu.edu

» 850-644-5021

» B50-644-8137 (Fax)

» Departmental Directory

Send comments or repert broken links to the Centroller Webmaster

T
Travel
Treasury & Cash
Management Mission Statement
More...
http://c fsu.edu/c '10/MASTER _Ven... h

I

Step

Action

20.

Click the Vendor Certification List link.

#» Vendor Certification List

T
Travel

Treasury & Cash
Management

and the University community as a whole.

Mission Statement

The primary mission of Payables and Disbursement Services is
to ensure that vendors, travelers, University departments and
others are paid timely and accurately, and in accordance with
applicable laws, regulations and University requirements.
More...

Management Guide

» People Payments
Procedures

» Departmental Queries

» FSU Document
Management

» Job Aids

» P-Card Online Tutorials

» Purchasing Services P-
Card Page
» Frequently Asked

Questions
» ePayables

» Vendor Authentication

nal
es

» Allowable
Unencumbered
Disbursements

» Expenditure Guidelines

» Non-Service Stipend
Procedures

» Prompt Payment Policy

» Research Participant
Payment Procedures

> Foreign Vendor
Information

Location &

Contacts

» SE07A University Center,
Tallahassee, FL, 32306 Map

# accountspayable@fsu.edu

» 850-644-5021

» B50-644-8137 (Fax)

» Departmental Directory

Do you want to open or save MASTER Vendor_Certifications 01_2013.xdsx from controller.vpfa.fsu.edu?

Open Save

e Cancel
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Step Action

21. Click the Open button.
Open

- Microsoft Exce

Formulas  Data  Review  View  AddIns  Acrobat

Insert

Page Layout

6 Protected View  This file originated from an Internet location and might be unsafe. Click for more details. Enable Editing x

B8 - fe| OMNIVENDOR #

E -
updated 01/25/2013 E|

Vendor Certification List

The vendors listed have filed a current Certification for Payment with Public Funds form with Accounts Payable which is good for five years. If ye
membership organization is not on this list, please ask that they complete the Certification for Payment with Public Funds form found at
http://iwww.vpfa.fsu.edu/controlforms/APForms/certpay.pdf. Please refer any questions or corrections fo accountspayable@admin.fsu.edu.

6

CERTIFICATION ACCEP
OMNI VENDOR # VENDOR NAME ORGANIZATION ABBREVIATION EXPIRES 5 YEARS  INSTITUTI]

8 | [ -] B rrom THIS DATEA  MEMBERS
9 10906 ACADEMY HEALTH 31292011
10 13753 ACADEMY OF MANAGEMENT 112212009
i 20402 ACADEMY OF PSYCHOLOGICAL CLINICAL SCIENCE 718/2009
2 34739 ACADEMY ON VIOLENCE AND ABUSE 91712012 Y
13 7515 ACUHO | CENTRAL OFFICE 81112009
14 13000 ACUSHNET COMPANY 121372012 Y
16 2780 ADMINISTRATORS OF THE TULANE 312712008
16 14797 ADUBON INTERNATIONAL 6/30/2011 Y
17 30335 ALL AMERICAN FOOTBALL FOUNDATION 7/3/2008
18 41144 AMARC INC / UNIQUE VENUES 1125/2011 N
19 15587 AMERICAN ACADEMY IN ROME 616/2011 N
20 6823 AMERICAN ACADEMY OF FAMILY PHYSICIANS AAFP 618/2009
21 36747 AMERICAN ACADEMY OF HOSPICE AND PALLIATIVE CARE 21412010 N
22 36792 AMERICAN ACADEMY OF NEUROLOGY PROFESSION ASSOCIATION 2172010 N
23 11645 AMERICAN ACADEMY OF NURSE PRACTITIONERS 9/9/2011 Y
24 6824 AMERICAN ACADEMY OF PEDIATRICS 81112011 Y
25 33424 AMERICAN ACADEMY OF SCHOOL PSYCHOLOGY 41212009
26 9919 AMFRICAN AGADFMY OF UNDFRWATFR SCIFNCES U 21312010 Y -
4 4 b M| Vendor M4 [ [ | »
Ready | |ED M 100% (o) L} ()

O |

Step Action

22. Verify the vendor is on the Certification List.

If they are not listed, they must complete a Certification of Payment with Public
Funds (http://controller.vpfa.fsu.edu/content/download/3528/26174/) and submit to
Accounts Payable.
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Please fill out the following form. If you are a form author, choase Distribute from the Forms panel in the Tools Pane on the right to send it to your £
recipients.
o
r
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PAYMENT REQUEST FORM
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]
=
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Voo etematon
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Step

Action

23.

You should have the following before processing payment for a membership:
- Completed Payment Request Form
- Completed Membership Justification Form

- Verified the vendor on the Vendor Certification List
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Please fill out the following form. I you are a form author, choose Distribute from the Forms panel in the Tools Pane on the right to send it to your
recipients.

|

Payables and Disbursement Services

Office of the Univessity Contsolle 5607 University Center &
Flosida State Univessity Tallahassee, FL. 323062391
Ph:(850) 644-502: (850) 644-B137
PAYMENT REQUEST FORM
ooter d for th I I Tofind
i bere. AT-Cardis

y

Department Requesting This Payment

Department Name]| Contact]
Phone & Emait[

Date Requested| Date Required:
Special Handling Request

“¥th please make sure hefshe brings a ictureID for identification purposes.

[ Hold check for Department pickup? ‘ Tobe picked up by: Phone £/

Vendor Information

endortPapas ame | [endorio:]| [Fsu Employee 2] ves Mo
[streetposor | [suite: |
Remit Address:
‘Cﬁv\ | stote:[ mmbama - |Zip Code |
Distribution Information |
vcico & ]| Jimcice Date | [roe]l
T -
|
Pecoun [Chartold] Chareid [ =
Amount | Dept. | Fund | Brojece |0 E e R e | e | cotmye | oty | A2t
o0 | tetsimt “Optionsl _Req jects Only pi i
O,

[T PA-4 Pmt Req 08-2012,pdf - Adobe Acrobat Pro S il I 0 0 i e =

File Edit View Window Help *

Bee- | D BHE| @020 0 R
Tools Comment Share

Step

Action

24.

Congratulations!
You have completed the topic.
End of Procedure.

Page 17



