WS\WT|C

Southwest Texas Junior College

SWTIJC Colleague Web Advisor
Web Request a Payment Manual

(To be used to issue a check for payment of an invoice for goods or services that HAS NOT been processed
through Web Requisition/Purchase Order process)
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When to Use a Request for Payment

Requests for Payment should be used when a check needs to be issued to a supplier/vendor, and almost always are
prompted by an invoice. The following are some examples:

e Membership dues

e Subscriptions

e Honorariums

e Reimbursements (keep in mind that although the College is tax exempt, individuals are not, so please limit
these; the exception is for travel reimbursement)

e Conference and competion registrations.

o “After the fact” purchases (these should be very limited as it goes against College policy)

See also, Business Office policies found at:
http://swtjc.edu/documents/business office/swtjc_business office policies.pdf
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http://swtjc.edu/documents/business_office/swtjc_business_office_policies.pdf

SWTIJC COLLEAGUE WEB REQUEST A PAYMENT SOP

Click on Web Advisor from www.SWTJC.edu home page:
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Click on Log In:
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SWTJC

Southwest Texas Junior College

Please use your WeblD to log in to Web Advisor.
Many mmportant nofices from SWTJC will be sent exclusively via SWTJC email To receive your important college information, activate your account using the following web address

Students

Welcome Guest!

Faculty

WebAdvisor gives students, staff, and the community access
1o our databases.

To access Students, Faculty or
Employee Information you must LOG
IN.

Account Informafion  {'m New fo WebAdvisor  What's My Password?
LOG IN MAIN MENU CONTACT Us

WebAdvisor ;.
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http://www.swtjc.edu/

Enter your User ID and Password and click Submit:
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MAIN MENU

CONTACT US

‘Welcome Guest!

User ID:
Password

Show Hint: ]

SUBMIT

LOG IN

MAIN MENU

WebAdvisor;..

CONTACT Us

Click on Employees:

[ webadvisor Main - X [l
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SWTJC
Seuthwest Texas Jusior College — CHANGE PASSWORD LoG Out MAIN MEnu CoNTACT Us

?TYPE=M&PID=COR

WBMAIN.

Please use your WebDD 10 log in to Web Advisor

Many important notices from SWT.C wil be sent exclusively via SWTIC email To receive your mportant coliege information, activate your account using the folowing we' address

Students

Welcome Santos Diaz!
Facuity

WebAdvisor gives students, staff, and the communty access
to our databases Employees

To access Students, Faculty or
Employee Information you must LOG
IN.

Account nformation 'm New to WebAdvisor What's My Password?
CHANGE PASSWORD LoG Out Main Menu ConracT Us

WebAdvisor; -
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Click on Request a Payment:

WebAdvisor for Emp X X X X |+
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Southwest Texas Jusior College ﬁ U CHANGE PASSWORD | LOG OUT | MAIN MENU EMPLOYEES MENU ConTACT Us
EmPLOYEES - WEBADVISOR FOR EMPLOYEES MENU Weicome Santos Diaz!
The following links may display confidential information.

Budget selection
Im New to WebAdvisor Budoet summary

\What's my User D? Approve Documents
What's my password nter a R 0 1 nd Serv
Change Password View/ModifyDelete Requisitons
Address Change RBeguest 3 Payment
User Profie View/Nodity/Void Requests for Payment
Show my password hint Receive Goods and Services
Reset my password

Time entry

Bosttion Summary Tme history
Leave Plan Summary Time aporoval (for supervisors)
My Stipends Employee history (for supervisors)
Total Compensation

Pay Advices
- nic Consent
-2 Statements

CHANGE PASSWORD | LOG OUT | MAIN MEnu EMPLOYEES MENU ConracT Us

WebAdvisor; -
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Click in Reimburse Myself if you are entering a request for a reimbursement (these should be very limited). Or click in
Pay Vendor (enter ID or Name below) box and enter Vendor name (hint — less is more - for example, RCl Technologies
Inc may be entered, as “RCI”) or enter ID# if you know it (0002142) and click on Submit:
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‘Sauthwest Texas Jusior College \ \ B CHANGE Passworp | Lo Cut \ Main Menu EmpLovees Menu HeLe Contact Us

bAdvisor/WebAdvis

EMPLOYEES Welcome Santos Diaz!

Request a Paymen

Reimburse Myself [m]

Pay Vendor (enter ID or Name below)) ’E]
Nra

CHANGE Passworp | Loc Our \ Maiv Menu EmpLOYEES MENU Hewe Conracr Us
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Click on the circle next to the appropriate vendor then click Submit:
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CHanGE PAsswORD Los Our Main Menu EmpLoveEs Menu HeLe Contacr Us

EmPLOYEES Welcome Santos Diaz!

Vendor LookUp Results

Vender ID Vender Name Payment Address
| @ oooz142 [ Ror | Antonio TX 78247 |

CHANGE PASSWORD | Los Out Main Menu EmpLoYEES MENU HeLp ‘ ConTact Us

Wegﬁm dvisor;.:
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Request a Payment form will backfill with your info from sign-on, check to make sure it’s correct. If you have a “Needed By” or
“Invoice Date” enter them, and enter Invoice Number (required). If you have Comments such as: “per attached guote or contract”
or other instructions for AP such as “include coptract with check”, enter into Comments box at this time; yed may check budget by

clicking on View Budget, this will take you toBudget Summary pages in WebAdvisor,

[ Requesta Payment % [l
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EMPLOYEES Welcome Santos Diaz!
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Loc Outr | Main Menu EwmprLovees Menu Here | Cowtact Us

Request a Paymient

* = Reguireyy

View Budget

Request Dete*  12/05/17 Needed By Dete

Invoice Number Invaice Date |12/05/17

Confirmation EMail Address- [sdiaz2 @swhic.edu

Vender ID 0002142

RCI Technologies Inc

‘Veender Name=

12829 Wetmore Road

Strest Address/Apartment

Country [ |

city [San Antonio Siste | Texas | ZipCode 767

AF Type- | RP Regular Accounts Payable /

L
Per attached contract. Pleass ssnd signature page with check.

Commant

Item Description Quantity Price Cost Center Object Code Project ID
| [ I gl [ >
Il | I I =l =

<
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Next, click in Iltem Description box and enter description, tab to Quantity and enter appropriate amount, tab to Price
and enter the price (per item) including decimals, tab to Cost Center and select appropriate fund and department from
drop down, tab to Object Code and select appropriate code and/location from drop down. Tab to Next rover, and
enter the appropriate/ “Next Approver” Colleague name (see List of Approvers) — this could be irstof several
approvals that might/be required (folkqw your required protdcol). Enter only ONE ne vel approver here. Click Submit.

[ Regliest a Payment X
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Inventory services 1 1000 12-500051 Purchasing & Central Stores. - 300-01 Service Contracts - Uvalde v )
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CranGe Passworp | Log Out | Mam Mewy Emprovees Mewu Hewe | Cowmact Us

webAdyisor.

A Voucher Number has been assigned to your request. Please check over the information to make sure it is correct.

N < | ¥y v Bl [+ voucher x W4 X X |+

@ @ https/fwebadvisor.swijc.edu:8443/WebAdvisor/WebAdvisor TOKENIDX= 6261099586855 =48& % - @ | Q Seorch o |

« c o

IS Office Depot @ Amaron (o COW:G ) Dell @ Informer @ LBB @ Kronos [J¥ Outiook365 @ BuyBoard {JJ USComm =% DIR' B NIPA/TCPN NP NPA & SHI s TCI colleague @ Citi® @ GCMS | @ TSmartBuy

SWTJC

‘Soathwest lecas s Callege A Y

TACC @ SWTIC »

106 Our  Mam Meny EmpLovees Mewy Hetr  Gowtact Us

Em

Voucher

Voucher Number Voazssss
Vouther Amount 3100000
Viendor |D and/or Name 0002142 RC| Technolagies Inc

Voucher Status NetApproved AF Type RP Reguiar Accounts Payable
Voucher Date 120517 Vowcher Mantenance Date 1205117 Dve Dale 120817
Invoice Nomber 1734567850 Invoice Date 1205117

Check/Transaction Number  Paid Date

Created from Document

ttem Description Vendor ltem Quantity Unit of Issue Price Extended Price GL Distribution Invoice Humber Tax Codes Tax Info Comments
Inventory servies | | EED) [1.000.00 [ 1285008123560 5. [ 1234587850 | 1 I |
lCommenu Approval Date  Next Approval

CHANGE PaSSWORD Log Our  Mam Mewu EmeLovees Mewu Here Cowmact Us

1
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Please record the Voucher number on any documents (the invoice and contract or quote), and forward immediately to
Accounts Payable Clerk (nsvelasquez@swtjc.edu).

Finally, you will receive an email with all pertinent information -your next Approver will receive one as well. Please store
it in an Outlook folder as you may need it for follow up at some point.

From: APWebAdvisor@swtjc.edu

Sent: Tuesday, December 5, 2017 9:30 AM
To: sdiaz2@swtjc.edu

Subject: Voucher Confirmation: V0325568

Voucher Number V0325568
Voucher Status Not Approved

Requestor Name Santos Diaz

Voucher Date 12/05/17

Due Date 12/05/17

Vendor ID and/or Name 0002142 RCI Technologies Inc
AP Type RP Regular Accounts Payable

Voucher Total $1,000.00

ITEM 1

Item Description Inventory services
Quantity 1.000

Price $1,000.0000

Extended Price  $1,000.00
GL Distribution 12-500051-5300-01 Service Contracts : Uvalde

COMMENTS
Per attached contract. Please send signature page with check.

APPROVAL DATE

NEXT APPROVALS
Anne Tarski
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SWTJC WEB VIEW/MODIFY/VOID REQUESTS FOR PAYMENT SOP

To view, change (Modify) a request for payment you’ve entered previously, log into WebAdvisor as previously instructed
(see page 3), and click on View/Modify/Void Requests for Payment:

) ) | X B [ WebAdvisor forEmp X X X X [
« cC @ @& httpsy//wet
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EMPLOYEES - WEBADVISOR FOR EMPLOYEES MENU

Welcome Santos Diaz!

The following knks may dispisy confidential mformation

ViewMody Vo Requests for Pyyment

Time entry.
Posa
Eosaion Summary Time higtory
£ave Pan Summary T m rui
My Stgends s hig¥
ot@ Compensaten
W-2 Excirons Consen
-2 Statements

Chance Passwonro Los Our Mam Menu Emprovees Menu Conracr Us

webAdvisor

A list of requests for payment that you have previously entered will appear. Note the Voucher Number on the left and
the Modify/Void on the right side of the page. If you wish to view, click on the Voucher Number. It’s important to note
that this screen will show you the Status — Not Approved, Outstanding (Approved but not yet Paid), Paid, etc.
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CHawGE Passworp  Loc Out _ Mam Menu EmpLorEEs Mewy Here  Gowtact Us

EMPLOYEES

View/Modify/Void Requests for Payment

Voucher HumB2r Voucher Date Status
PR

Vendor ID Vendor Hame Total Amount
032143 | ACI I 1.000.00

T20EAT
Vpizaasd | K | Recencied |

0214135 | Pico Aviaten Lid | 3.990.00 | Medty | Yo

Emerovees Mewu Here Cownmact Us
Walig
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You will be able to view the voucher, and check the status — whether it’s been approved, paid, etc. Drilling into the
Description will bring up more detail.

CHANGE Passworo Lo Our | Main Menu EmpLovees Menu Here  Cowrtacr Us

Welcome Santos Diaz!

Voucher

Voazsses
o $1,000.00
Vendor IP snd/or Name 0002142 RCI Technologies Inc.

VoucheqStatus Outstanding AP Type RP Regular Accounts Payable
Voucher|Dste 12005/17 Voucher Msintensnce Date 1205/17 Due Dste 120517
Invoice Number 1234567890 Invoice Date 1205/17

CheduTrjnsaction Number  Paid Date

Cleaxequom Document

Item Description Vendor item _Qu: Extended Price G| Invoice Number Tax Codes Tax Info Comments
P T 70006000 | 100000 | 12-200081-5300:01 Sevis T R | |
Approval _Date Next Approval

Comments

Loc Our  Man Menu Here  Cowtacrt Us

WebAdvisor; -

OWERED BY eliaciane

CHANGE PASSWORD Emprovees Menu

If you click Modify, you will be able to make changes to the requisition —add more items and approvers if needed. Click
submit after making the changes.

@ Modify a Request f:

&« ¢ @ @ & httpsy/fwebadvisor.swtjc.edu:8443,WebAg(isor/WebAdvisor TOKENIDX=6261 % - @ | Q Seorch o |

BB Office Depot @ Amazon [ COW:G () Dell @ Informer @ LBB @ Kronos [[J/Outiook 365 @ BuyBoard {J USComm % DIR' BB NIPA/TCPN Ny NIPA & SHI o TCI (B colleagye” @ Citi® @ GCMS | @ TxSmartBuy TACC & SWTIC »

Modify a Request for Payment

* = Required

View Budget
Woucher Number V0325588 Voucher Date 12/05/1

Status Ouistanding Status Date 120517

Invoice Number 1234567850 Invoice Date /1205117

Needed by Date [12/0517

Contirmation E-Mail Acdress- 22 @swhc.edu
AP Type= | RP Reguler Accounts Payable - |

Number of Line ltems 1s Asd [

Per attached comtract.
Flease send signature page
Comments |With check.

ZMnmval Date

_Next Approval
Anne Ters | 120517

>
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If you wish to Void an entry, you can click submit and void the voucher.

[ void a Requestfor e X [l X +

€« ¢ @

Office Depot @ Amazon COW-G (\Dell @ Informer @ LBB @ Kronos [ Outlook 365
P

SWTIJC
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Y CravcE Passworn Lo Out  Maw Menu Emprovees Meny Here  Cowmacr Us
EMPLOYEE!

Weicome Santos Diaz!

Void a Request for Payment

Caution: Pressing Submit will Void this Request for Payment

* = Requirsd
Visugher Number V0328888
Vausher Amount $1,000.00
‘Vinder ID and/or Name 0002142 RCI Technalogiss Inc

Contirmation £-Mail Asaress+  [sdiaz2@swijC.edu

Vouther Status  Outstanding AP Type RP Regular Accounts Paysble

1200817 Dste 120517 DueDste 120817
Invoics Number 1234567650 Invoice Dste 120517

CheduTransaction Number  Paid Date

Created from Document
Item Description Vendor Item Quantity Unit of Issue Price Extended Price GL Distribution Invoice Number Tax Codes Tax Info Comments

Approval_ Date

Comments

MNext Approval

CHanGE Passworp  Los Our  Maiw Meny EmpLoYEES MENU Here  Cowtact Us

WebAdvisor; -
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