[image: C:\Users\bdoss\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\3M3JLYJX\LSUHealth_Shreveport_Horz__Purple-Gold_RGB 150 dpi.gif] 		         Payment Request (Direct Pay) – Approver Guide

[image: ] 

PeopleSoft Payables
Payment Requests (Direct Pay)






Approver Guide




JUNE 2025


[bookmark: _Toc448930802][bookmark: _Toc52791091][bookmark: _Toc207108086]VERSION CONTROL
	Version
	Date
	Task
	Owner
	Description

	1.0
	08/13/2025
	Create
	Barbara Doss
	Document Creation

	2.0
	09/04/2025
	Update
	Barbara Doss
	PUM 51 Upgrade


[bookmark: _Toc49856341][bookmark: _Toc50457028][bookmark: _Toc49856342]








Table of Contents
VERSION CONTROL	2
What’s New (PUM51 Upgrade) May 2025	5
Overview	6
Roles & Responsibilities	6
Policy – Types of Purchases Not Allowed	7
Chartfield Data Requirements	7
Document Retention	7
Managing Payment Request Approvals	8
Adding the Approval tile to your Homepage	8
Approving Payment Requests	10
Approving a Payment Request via Email	10
Approving a Payment Request via the Approvals tile	13
Placing a Payment Request on Hold	16
Denying a Payment Request	18
Adding Ad Hoc Approvers	19
Department Approvers adding Ad Hoc Approvers	19
Purchasing Approvers adding Ad Hoc Approvers	22
Self Approvals	23
Missing Department Approvers – (ADMIN Approvers only)	24
Pushback	25
Approval Timeouts	26
Notification Escalation Process	26
Timeout Schedule	26
Payment Request Queries	27
PR_BY_DEPARTMENT – Payment Requests by Department	27
PR_BY_DEPARTMENT_PENDING - Payment Requests by Dept-Pending	27
FAQ – FREQUENTLY ASKED QUESTIONS	28
Scanning	28
Creating Payment Requests	28
Reviewing Payment Requests	28
Approving Payment Requests	28
Payment Request Vouchers	30
Payment Request Payment Confirmation	30

[bookmark: _Toc205456838][bookmark: _Toc205559751][bookmark: _Toc207108087]

What’s New (PUM51 Upgrade) May 2025
· Added the Payment Address field in the Supplier Information page. (Requesters)
· Added an option to edit the supplier payment address while creating or updating payment request transactions. (Requesters) 
· Added the Delegation Framework feature for Payment Requests. (Approvers – Future Availability)
· Validate duplicate invoice numbers before submission, review and approval of a request. (Requesters)
· Fluid Payment Request template to include new fields: Handling Code, Payment Message, and Separate Payment. (Requesters)
· Requesters can now update payment requests until the transaction has been fully approved. (Requesters)
· Requesters can now create a new request by copying from an existing request. (Requesters)


[bookmark: _Toc207108088]Overview
The PeopleSoft Payment Request process replaces the current process for Direct Pay (non-purchase order) requisitions.  The process follows a step-by-step pathway to assist you in entering all required data and attachments to request a payment.  
[bookmark: _Toc49856343][bookmark: _Toc50457031][bookmark: _Toc51656559][bookmark: _Toc53398876][bookmark: _Toc205544259][bookmark: _Toc205558958]Roles & Responsibilities
Once a Requester submits a payment request, the Direct Pay PR Reviewer will review the document for accuracy before submitting the request to the appropriate approver(s) via workflow/email.  

Department Approver(s) MUST approve Payment Requests before payment processing can occur. 

Payment Request roles include:

· Requester – Creates the Payment Request (Formerly known as Requisitions)
· Reviewer – Direct Pay user responsible for reviewing and identifying missing information before submitting for Department approval.
· Department Approver – Ensure all of the information on the transaction is correct before approving and/or adding an Ad Hoc Approver if applicable. This includes account and amount restrictions.
· Ad Hoc Approver – (Optional) Generally added by the Department Approver for additional approval at the department level for amounts of $10,000 or greater. Other reasons determined by the Department Approver may also apply.
· Admin – Reviewer (Only when necessary to troubleshoot problems.)


[bookmark: _Toc53389659][bookmark: _Toc53391689][bookmark: _Toc207108091]Chartfield Data Requirements
[bookmark: _Toc53389660][bookmark: _Toc52871270][bookmark: _Toc53391690][bookmark: _Toc207108092]For all accounts except accounts that start with 222XXX and those excluded above, the Fund code requirements are as follows: 
· Fund 111 – Account, Fund, Department, Program and Class 
· Fund 115 – Account, Fund, Department, Program and Class
· Fund 112 – Account, Fund, Department, Program, Class, 
PC BU of LSUNO, Project ID and Activity ID of 1
Note: If there is no Project ID, there should be no Activity ID.
· Fund 113 – Account, Fund, Department, Program, Class, 
PC BU of LSUNO, Project ID and Activity ID of 1
Note: If there is no Project ID, there should be no Activity ID.
· Fund 414 – Account, Fund, Department, Program, Class, 
PC BU of LSUNO, Project ID and Activity ID of 1
Note: If there is no Project ID, there should be no Activity ID.

Accounts that start with “222XXX”
· Fund 111 – Account, Fund, and Department

Account 514000 and Department ID 1980003 (combo)
· Fund 111 – Account, Fund, and Department
Document Retention
The Department submitting the payment request is required to keep the original documentation in accordance with LSUHSC Records Retention policy.

[bookmark: _Toc207108093]Managing Payment Request Approvals 
[bookmark: _Toc207108094]Adding the Approval tile to your Homepage
NOTE: This is a one-time setup

	Log on to PeopleSoft using your network User ID and Password
[image: ]

	Once the Homepage opens, you may need to personalize the page to add the Approvals tile.
[image: ]
	Click the eclipse (three stacked dots) [image: ]
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Select [image: ]

[image: ]
Select [image: ]

[image: ]
Enter the word “Approval” in the [image: ]box.

[image: ]
Click the [image: ]

[image: ]
Select [image: ]

[image: ]
Click [image: ]

You will be returned to you Homepage.  The Approvals tile is now available.
[image: ]

[bookmark: _Toc207108095]Approving Payment Requests
[bookmark: _Toc207108096]Approving a Payment Request via Email
Once the review step is complete, you will receive an email, similar to the one below, requesting approval.

The “sender” address will be: PeopleSoft_FS_Accounts_Payable@lsuhsc.edu.

[image: ]
Begin your approval process by clicking the link in the email.

Log on to PeopleSoft Financials by entering your regular network User ID and Password.

The Payment Request Approval page will display.
[bookmark: _GoBack]
[image: ]

You can now do the following:

1. Review Summary
Confirm that the Summary information is correct.

2. Review Line Details.
Click the line to see the Chart-field distribution and confirm its accuracy.
[image: ]
		Click the [image: ] to close the Distributions page.

3. Attachments
Click [image: ]

[image: ]
Once you are done with reviewing the attachments, click the [image: ] to close the View Attachments page.

4. Approval Chain
To review who the approvers are, click the [image: ] link.
[image: ]
	You can also click the [image: ] link to view the PR’s History if desired.
[image: ]

5. Approve 
If all information is accurate, you can approve the Payment Request by clicking the [image: ] link
[image: ]
You can add comments if desired, but Comments at the time of Approval are not required.

Click [image: ]

You will receive a very quick message that the Payment Request has been approved.

Note that the number of Payment Requests to approve is reduced in the menu.

[bookmark: _Toc207108097]Approving a Payment Request via the Approvals tile
[image: ]
After logging into PeopleSoft, select the Approvals tile from your Homepage.

[image: ]
Once the Approvals tile is open, you can see everything that has your name on it to approve.

Click the "Payment Request" option in the menu.
[image: ]
Select a Payment Request to review/approve.
[image: ]
You can now do the following:

1. Review Summary
Confirm that the Summary information is correct.

2. Review Line Details.
Click the line to see the Chart-field distribution and confirm its accuracy.
[image: ]
		Click the [image: ] to close the Distributions page.

3. Attachments
Click [image: ]

[image: ]
Once you are done with reviewing the attachments, click the [image: ] to close the View Attachments page.

4. Approval Chain
To review who the approvers are, click the [image: ] link.
[image: ]
	You can also click the [image: ] link to view the PR’s history if desired.

[image: ]

5. Approve 
If all information is accurate, you can approve the Payment Request by clicking the [image: ] link
[image: ]
You can add comments if desired, but Comments at the time of Approval are not required.

Click [image: ]

You will receive a very quick message that the Payment Request has been approved.

Note that the number of Payment Requests to approve is reduced in the menu Payment Request list.

[bookmark: _Toc207108098]Placing a Payment Request on Hold
Comments are REQUIRED for Hold’s.

[image: ]
Click the [image: ] link.

[image: ]
Select the [image: ] option.

[image: ]
Enter your comments in the [image: ] text box.

[image: ]
Click [image: ].  
	
You will get a quick message: “You have put the request on hold.”

An email will be sent to the Administrators notifying them that the Payment Request has been placed on Hold.

Administrator HOLD Email sample

[image: ]

To see Comments and approvers, click the [image: ] link.
[image: ]

Note that the Payment Request is still available for approval and can be approved without taking the Payment Request off Hold.

When you are ready, you can click the [image: ] link to approve the Payment Request.




[bookmark: _Toc207108099]Denying a Payment Request
Comments are REQUIRED when denying a Payment Request.

[image: ]

If a Payment Request needs to be denied click [image: ] link.

[image: ]
	Enter comments.

[image: ]
Click [image: ]

You will get a quick message: “You have denied the request.”

The Payment Request will no longer appear in your list of items to approve.

An email will be sent to the Requester and ADMIN notifying them that the Payment Request has been denied. 

Sample Denied email
[image: ]


[bookmark: _Toc207108100]Adding Ad Hoc Approvers
Ad Hoc approvers work like a chain – you are not adding a new step with two approvers in it, you are adding two new steps with one approver each.  In general, the basic approval step process is: 

Department Approver > Purchasing Approver
    (Business Manager)

For instances where an additional approver or approvers are needed, either the Department Approver and/or the Purchasing Approver can add an Ad Hoc Approver.  

CAUTION:  If for some reason, someone added 10 people in a row, the approval would go to EACH of the 10 people.  EACH person will need to approve.

[bookmark: _Toc207108101]Department Approvers adding Ad Hoc Approvers
For this example, the Department Approver determines that an additional approver is needed.  At this point the Department Approver can add one or many additional approvers. 

	Samples of Ad Hoc Approver scenarios

1. The Department Approver adds the Department Chair as an Ad Hoc Approver. The new approval flow looks like this:
Department Approver > Department Chair > Purchasing Approver 
The Department Approver does the Ad Hoc step.  The Department Chair must approve the Payment Request before it goes to Purchasing.  Once Purchasing approves, the Payment Request is ready for voucher processing.
2. The Department Approver adds the Department Chair and the Dean as Ad Hoc Approvers. 
The new approval flow looks like this:
Department Approver > Department Chair > Dean > Purchasing Approver 
The Department Approver does the Ad Hoc step.  The Department Chair, then the Dean must approve the Payment Request before it goes to Purchasing.  Once Purchasing approves, the Payment Request is ready for voucher processing.
3. The Department Approver adds the Department Chair, the Dean and the Chancellor as Ad Hoc Approvers.  The new approval flow looks like this:
Department Approver > Department Chair > Dean > Chancellor > Purchasing Approver.
The Department Approver does the Ad Hoc step.  The Department Chair, then the Dean, then the Chancellor must all approve the Payment Request before it goes to Purchasing.  Once Purchasing approves, the Payment Request is ready for voucher processing.

To add an AD HOC Approver click the [image: ] on the Pending Approvals page for the desired Payment Request.
[image: ]
Click the [image: ] sign.

[image: ]
Enter the User ID (All CAPS)

[image: ]
Click [image: ]

NOTE:  The Ad Hoc Approver must already have approval rights/security.  If you assign a Payment Request to a user who does not have the appropriate security, that user will receive an email, but will not be able to approve.  When they attempt to approve the Payment Request, they will receive a message similar to the one below.

[image: ]
In this case ADMIN will need to assist in either obtaining the correct security for this user or re-assigning the Payment Request to a different approver.

[image: ]
Add a comment.

Click [image: ]

		The Ad-Hoc User will receive the below email.

[image: ]
Navigating back to Payment Request Approval page will show that the Payment Request is no longer in your list of Payment Requests to approve.

Click the [image: ] to close the page.
	
Click the [image: ] link again to review the new approval routing.

[image: ]
	The Ad Hoc Approver is now inserted.

NOTE: This Ad-Hoc step does not approve the Payment Request; rather it approves the new workflow to route to the Ad Hoc Approver.

[bookmark: _Toc207108102]Purchasing Approvers adding Ad Hoc Approvers

If the Purchasing Approver adds an Ad Hoc Approver, Purchasing must first add the Ad Hoc Approver then approve the Payment Request.  Since Purchasing has already approved, once the Ad Hoc Approver approves, the Payment Request is ready for voucher processing.

As the Purchasing Approver, to add the appropriate person as an Ad Hoc Approver, complete the same steps detailed above for the Department Approver adding Ad Hoc Approvers section. 






[bookmark: _Toc54597574][bookmark: _Toc207108103]Self Approvals
Payment Requests that are entered by an approver will have an approval status of “Skipped” and “Pending”. Approval for Payment Requests with this scenario will be “Skipped” as a Requester cannot self approve.  If a second approver is set up for the department, they must approve.  If no other approver exist for the department, the Payment Request will be routed to ADMIN.  ADMIN will get the correct approver set up and re-submit the request for approval. 

[image: ]


[bookmark: _Toc54597575]

[bookmark: _Toc207108104]Missing Department Approvers – (ADMIN Approvers only)
There may be instances where a department is missing an approver.  These Payment Requests are identified with an approval status of at Path 1 – Standard Approve - Skipped.    

This indicates that when workflow was initiated, there was no Department Approver found for that department.  

In this instance workflow pushes the Payment Request to the next approval level which is the ADMIN group, thus the Payment Request must be addressed by the ADMIN.  

ADMIN Action:  Admin will need to identify the correct user as the Department Approver, gain approval to add the new approver to PeopleSoft (if applicable) and add the correct role to the users’ security profile.  Once the Department Approver is added, ADMIN will “RESUBMIT” the Payment Request into workflow.  The new approver will approve.

[image: ]



[bookmark: _Toc207108105]Pushback
There may be some instances where the Payment Request is not necessarily wrong, but requires additional information before it can be approved.

For this situation, the Pushback functionality can be used.  This functionality is only available for Ad Hoc Approvers and Purchasing Approvers.

NOTE:  AFTER clicking the Pushback link be sure to add a comment detailing why the transaction is being pushed back.

Whether you are the Ad-Hoc approver OR the Purchasing Approver, the process is the same.  

[image: ]
Click the [image: ] link.

[image: ]
Select the [image: ] option.

[image: ]
Enter necessary comments.  

	Click [image: ]

The previous “Approved” status reverts to “Pending.”  If the previous approver is an Ad Hoc Approver, he or she can either Deny with comments, Approve again or do a Pushback to the Department Approver with comments.

The Department Approver, will receive the email below.

[image: ]

[bookmark: _Toc54597582][bookmark: _Toc207108106][bookmark: _Toc7513565][bookmark: _Toc50457049]Approval Timeouts
[bookmark: _Toc54597583][bookmark: _Toc207108107]Notification Escalation Process  
Notifications are dependent on NEM_VAF_ESCALATION job that runs each day at 5:10 am.  This job detects when a record has become ‘overdue’, it will notify the Requesters at that time.
[bookmark: _Toc54597584][bookmark: _Toc207108108]Timeout Schedule
The TIMEOUT notifications are set for ALL paths at 7, 14, 21 and 28 days intervals.  

Payment Requests that are not approved, denied, or placed on hold will be subject to email reminders on a 7, 14, and 21-day schedule. 

An email reminder, similar to the one shown below, will be sent to the assigned approver(s) based on the above timeline.

On the 28th day, an email is sent to the PR Administrators.

[image: ] 








[bookmark: _Toc53396832][bookmark: _Toc207108109]Payment Request Queries
[bookmark: _Toc207108110]PR_BY_DEPARTMENT – Payment Requests by Department
· List all Payment Requests for a given Department by date range regardless of status.  
[image: ] 
[image: ]

[bookmark: _Toc207108111]PR_BY_DEPARTMENT_PENDING - Payment Requests by Dept-Pending
· List all Payment Requests with a status of Pending for a given Department by date range.  
[image: ]
[image: ]


[bookmark: _Toc51656575][bookmark: _Toc53398892][bookmark: _Toc205544352][bookmark: _Toc207108112]FAQ – FREQUENTLY ASKED QUESTIONS 
[bookmark: _Toc49856359][bookmark: _Toc50457050][bookmark: _Toc51656576][bookmark: _Toc53398893][bookmark: _Toc205544353][bookmark: _Toc207108113]Scanning
1. What if scanner doesn’t have the correct driver?
· Contact your local campus IT Support department.

2. When more than one document needs to be attached, can they be scanned as one document?
· No.
i. W-9s must be scanned and attached separately. All other documents may be combined into a single file. 

3. Does the Payment Request have a template you can save?
· No.

4. Are attachments required?
· Yes.
[bookmark: _Toc49856360][bookmark: _Toc50457051][bookmark: _Toc51656577][bookmark: _Toc53398894][bookmark: _Toc205544354][bookmark: _Toc207108114]Creating Payment Requests
1. Who can create the Payment Request? 
· Anyone with the correct security role and route control.

2. What if the PR Requester doesn’t know which account code to use?  
· See the Policy – Types of Purchases Not Allowed section found at the beginning of this document.
· If you require additional assistance, contact Travel & Direct Pay at shvmstraveldirectpay@lsuhs.edu.

3. Can I create a credit Payment Request?  
· No.  The system is working as designed.  Payment Requests are not designed to work like a Regular Invoice.  Currently only payments with positive amounts can be created from the Payment Request Review Center.  Credits can be entered as regular vouchers.
[bookmark: _Toc49856361][bookmark: _Toc50457052][bookmark: _Toc51656578][bookmark: _Toc53398895][bookmark: _Toc205544355][bookmark: _Toc207108115]Reviewing Payment Requests
1. If DP needs more documentation in order to pay a Payment Request, how is the department notified?
· DP will create a Payment Message within the Payment Request record which will trigger an email to the PR Requester.   
[bookmark: _Toc49856362][bookmark: _Toc50457053][bookmark: _Toc51656579][bookmark: _Toc53398896][bookmark: _Toc205544356][bookmark: _Toc207108116]Approving Payment Requests
2. Why is workflow setup like that? Shouldn’t DP be at the end?
· Workflow is set up to flow from PR Requester > Direct Pay PR Reviewer > Department Approver > Purchasing Approver.  
Since Payment Requests produce a fiduciary responsibility, the DP staff are not allowed to act on behalf of another person to approve payments of any kind.  That responsibility falls to the Department Approvers and Purchasing Approvers.

3. Can the PR Requester approve his/her own Payment Request?
· No.

4. Can the PR Requester also be an approver?
· Yes, but not for Payment Requests they create.

5. If a Coordinator creates the Payment Request, is there a way for the Business Manager to electronically sign it showing they approve the Payment Request?
· Yes, via Payment Request workflow; if the Business Manager has been assigned Approval authorization for that department.
 
6. Will the Payment Request be sent to Purchasing for their approval before it goes to Direct Pay?
· No. The Payment Request must first go to the Direct Pay PR Reviewer for review, then to the Department Approver for approval.  Once approved by the Department Approver, Purchasing will do a final approval.

7. What happens if a Payment Request is denied?
· Payment Requests can only be denied by either the Department Approver or the Purchasing Approver.  If an Approver denies the request, an email will be sent to the PR Requester and the PR Administrators for follow-up.

8. When a PR Requester clicks on the look-up icon for approvers, who will show in the drop-down approver list?
· All authorized approvers for the Department ID will appear in the drop-down list and Purchasing Approvers. 
· If the individual submitting a Payment Request (PR Requester) also has authorization to approve Payment Requests, they will only see Payment Request’s drop-down list as an Approver. This upholds institutional policy for “separation of duties”, where Payment Request Requesters are not permitted to approve Payment Requests they create.

9. What if the approvers are incorrect?
· To add/delete or change approvers for a department, the Department Head must send, via email, authorization to Travel & Direct Pay at shvmstraveldirectpay@lsuhs.edu.
[bookmark: _Toc49856363][bookmark: _Toc50457054][bookmark: _Toc51656580][bookmark: _Toc53398897][bookmark: _Toc205544357][bookmark: _Toc207108117]Payment Request Vouchers
1. Once the PR Reviewer reviews a Payment Request, will a voucher number be created and sit there until the next check run? 
· No.  Once the Payment Request is reviewed, workflow is triggered and the Payment Request is sent to the Department Approver.  Once the Department Approver approves the Payment Request, workflow is triggered again and the Payment Request is sent to the Purchasing Approver.  Once Purchasing approves the Payment Request, it becomes available for the Voucher Build process, which is scheduled to run daily, to create the actual voucher.  At this point the voucher is available for the payment processing steps.

2. A Payment Request shows vouchered in the PR Center; however, it is not viewable in the AP lookup screens and has not been paid.
1. When the Voucher Build process was run there was an error with either Supplier ID, location, etc. The error was never corrected via Voucher Build Error Detail page.  The PR Reviewer must correct the problem.  The voucher will then show correctly in the Payment Request Center. 
[bookmark: _Toc49856364][bookmark: _Toc50457055][bookmark: _Toc51656581][bookmark: _Toc53398898][bookmark: _Toc205544358][bookmark: _Toc207108118]Payment Request Payment Confirmation
1. What will be sent back to the department as supporting documentation?
· A copy of the Payment Request Detail page summarizing the Payment Request information will be attached to the check.  
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Mon 9/14/20 9:02 AM

System Test - Please Ignore
Payment Request “0000009560" requires more detail

ToHolonay, Uander; Mot Steven; Dos, Barara A Garc, Lo,
@ You repliedtothis message on 914720905 AM.

‘The following Payment Request approval requires more information.

RequestiD: 0000009560
Business Uni LSUSE
Invoice ID:  GHE666-03

Invoice Date:  2020-08-17
Gross Amount: 105200

Supplier: KINGS TELEMESSAGING
EnteredBy:  Marshall Hines, Gillian V
UpdatedBy:  Garcia, Lori M.

You can navigate to the Payment Request Approval page by clicking the link below.

https://rcba.psfs.Isuhsc.edu/psp/fstst/EMPLOYEE/ERP/c/PAYMENT REQUEST.PR_APPROVAL.GBL?Page=PR_APPROVAL&Action=U&REQUEST ID=0000009560
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From: PeopleSoft_FS_Accounts_Payable@Isuhsc.edu <PeopleSoft_FS_Accounts_Payable@Isuhsc.edu>
Sent: Tuesday, September 27, 2022 5:10 AM

To: Powell, Bridget <bridget. powell@lsuhs.edu>; Chambers, Jacob <jacob.chambers@Isuhs.edu>; Rodriguez, Jeanie <jeanie.rodriguez@lsuhs.edu>; Simpson, Stacey <stacey.simpson@Isuhs.edu>; Samhan, Tisha <tisha.samhan@Isuhs.edu>
Subject: A payment request 0000025097 has been timed out by the escalation process.

A Payment Request is overdue and requires your attention.

Request ID: 0000025097

Business Unit:  LSUSE

Invoice ID: 7-848-09934.

Invoice Dats 2022-08-17

Gross Amount:  14.87

Supplier: FEDEX

Entered By: Lyle,Mary A.

Updated By: Marshall Hines, Gillian V

You can navigate to the Payment Request Approval page by clicking the link below.

https://prd.psfs.Isuhsc.edu/psp/fsprd/EMPLOYEE/ERP/c/PAYMENT_REQUEST.PR_APPROVAL.GBL?Page=PR_APPROVAL&Action=U&REQUEST_ID=0000025097

DO NOT REPLY
This is an automated system message.
For assistance please contact helpdesk@Isuhsc.edu
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PR_BY_DEPARTMENT - Payment Requests by Department

Dept
unit

Enere Fom: 10012020 |55
(1022020 |5

Entered To:

1309000

Download results in

View Al

Row  RequestiD

BN o

0000010735
0000010773
0000010865
0000010867

Excel SpreadSheet CSV Text File XWLFile (1kb)

Lsuse
Lsuse
Lsuse
Lsuse

Distribution Li

Merchandise Amt  Account  Dept  Product Fund Class

£400.000 535000
285.000 538200
332.000 539180
332.000 539180

1309000
1309000
1309000
1309000

113
13
113
13

35200
35200
35200
35200

Progam  Project

00034
00034
00034
00034

1309010054
1309010054
1309010054
1309010054

Entered
1010512020
1010612020
1010912020
1010912020

‘Suppier
0000000162
0000012891
9999999099
9999999099

Name
OUACHITAMEDICAL SOCIETY

AAFP

LSUSE DEFAULT VENDOR (Payment Request)
LSUSE DEFAULT VENDOR (Payment Request)

First 1-40f4 Last

Request Status  Voucher
Vouchered 00283649
‘Submitted
‘Submitted
‘Submitted




image78.png
PR_BY_DEPARTMENT_PENDING - Payment Requests by Dept-Pendi

S
N

B "
e —"

sulls





image79.png
PR_BY_DEPARTMENT_PENDING - Payment Requests by Dept-Pendi

oo
unit

“entered From: (051012079 |5
“emeredTo 06302023 |5

Download results in :  Excel SpreadSheet CSV TextFile XML File (1kb)
O W W 555 555 O 5 5 W s O O 5 O 5 s T

Pending




image5.png
Financials PRD @@ 4

Personalize Homepage

Refresh

10
New Window

My Preferences

L=

Help

Sign Out





image6.png
Personalize Homepage




image7.png
l B Homepsge

€ > C Y @& prdpsfsisuhsc.edu/psc/fsprd/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL? [CUNT- I SN s 3 I

Personalize Homepage ave

‘Add Homepage Common Settings

My Financials Home Show Notifications Panel No ) ©

= LSU Health Financials Selected Homepage Settings

= Asset Management Homepage |My Financials Home





image8.png
‘Add Tile




image9.png
Add Tile

Search a Tile

Tile name, tile category, or tile keyword

Choose an Existing Tile

FSCM Navigation Collections

PeopleSoft Applications

Update Manager

P,




image10.png
Search a Tile




image11.png
Add Tile

Search a Tile

Approval





image12.png




image13.png
Search a Tile
roproval PIEY

Approvals





image14.png
Approvals




image15.png
l B Homepage
& > C 0 @ prdpsfsisuhscedu/psc/fsprd/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL? Qe nw M N

Personalize Homepage

Add Homepage Homepage |My Financials Home

My Financials Home

System Notifications Approvals
= LSU Health Financials & PP

= Asset Management

= Projects & Receivables

= General Ledger





image16.png
Save





image17.png
My Financials Home ¥

PS9FSPRD Notice: This system is
the PS Financials Production
system. Contact the support team
with questions.

LSU Health PS Financials
Production (PS9FSPRD). 2023-06-
22

Approvals





image18.png
Wed 9/3/25 11:00 AM

System Test - Please Ignore

Approval is requested for Payment Request ID “0000043730"
o Doss, Barbara A.; Liu, Hao; Keegan, John; Gonzales, Michele S.; Dooley, Wanda G.

. e TheslesreuA Payment Request has been entered that requires your aftention.
Request ID: 0000043730

Business Unit:  LSUNE

Tnvoice ID: test new supplier link

Tnvoice Date: 2025-08-11

Gross Amount: 2

Supplier: JOHN KEEGAN

Entered By: Doss, Barbara A

Updated By: Burlison, Danielle R

You can navigate to the Payment Request Approval page by clicking the link below.

hittps://rcbb.psfs Isuhsc edw/psp/fspat/ EMPLOYEE/ERP/c/PAYMENT REQUEST PR APPROVAL GBL?Page=PR_APPROVAL&Action=U&REQUEST ID=0000043730
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< Pendi

Approvals

ayment Request

asPRD @ Q 4
460.00 USD

o A
U.S Department of Homeland Security P. O. Box 10825 Laguna Niguel, CA 92607

Summary |1 5
Request ID 0000030705 Business Unit LSUSE
Invoice Number H1B-PF-Twangjam Invoice Date 06/05/23
Supplier D 0000024678 Entered By Holloman, Theresa C
Supplier U.S. DEPARTMENT OF HOMELAND SECURITY Description HIB processing fee for Dr. Tamna Wangjam
Line Details
Line Item Description Quantity uom Unit Price Amount
1 2 H1B Processing Fee - Wangjam 1 EA 460.00 USD 460.00 USD >

v More Information

View Attachments (2) > 3

Approver Comments

Approval Chain >[4
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Distributions X

Fluid Approval Distribution

Line 1
Description H1B Processing Fee - Wangjam
Merchandise Amt 460.00 USD

Quantity 1.0000 EA

GL q Alternate Fund Class PC Source Fund
Distribution Quantity g o . Merchandise Currency “Account ,cc % Operating Code Department Program Field Product g s project Actwny Type Category Subcategory Af At
Line & S onto Amount & & < 5 Unit & PSR Code & 1 ¢ RO ¢ © ) 3

1 1.0000 LSUSH 460.00 USD 539180 113 1492300 03000 40700 LSUSH 5492303000 1
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View Attachments (2)
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View Attachments

RequestID 0000030705

v Attachments
Sequence Attached File Attachment Description  Entered By
1 w=a H-1B_Dr_Wangham.docx Marshall Hines, Gillian V'

2 wmm Extracted_pages_from_H1B_Application_-_Wangjam.pdf ~ Fee Schedule Holloman, Theresa C




image24.png




image25.png
Approval Chain





image26.png
Approval Chain @

Payment Request Approval

~REQUEST_ID=0000029446 Pending

Start New Path

Path 1 Standard Approval

5 Pending + ‘
Doss, Barbara A

Payment Request Approvers >
Not Routed + ‘

Multiple Approvers
Userlist - purchasing step 2 >

» Comment History
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Approval Chain

Payment Request Approval

~REQUEST_ID=0000029446 Pending

Start New Path

Path 1 Standard Approval

Z Pending +

Doss, Barbara A
Payment Request Approvers. >

Not Routed +

Multiple Approvers
Userlist - purchasing step 2 >

~ Comment History

Carlton, Jolinda K. at 06/13/23 - 3:11 PM
View History
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Approve

You are about to approve this request.

Approver Comments
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LSUNO / 0063079 Hawkins, Dylan Evers
/A Medium Priority

LSUNO / 0063268 Knispel, Cynthia H
/A Medium Priority

LSUNO / 0063305 Hamdan, Suleiman A
/A Medium Priority

LSUNO / 0063306 Hamdan, Suleiman A
/A Medium Priority

LSUNO / 0063307 Hamdan, Suleiman A
/A Medium Priority

Coffee Service FY24 - LSUNO / 00394060 Payton, Dionne Scieneaux
/A Medium Priority

0060788 - LSUNO / 0063593 Aucoin, Jerrie
A\ Medium Priority

LSUNO / 0063599 Aucoin, Jerrie
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5

Payment Request 4rows

[m]

O Payment Request 0000030705 / LSUSE / H1B-PF-TWangjam Holloman, Theresa C Routed N
460.00 USD 06/20/12023

O Payment Request 0000030711 / LSUSE / H1B-PPF-TWangjam Holloman, Theresa C Routed 5
2,500.00 USD 06/20/2023

O Payment Request 0000030404 / LSUSE / 052501 Bowers, Catherine Routed N
605.00 USD 06/20/12023

O Payment Request 0000030575 / LSUSE / Thakur 22a Antee, Lizbeth Routed N
1,895.99 USD 06/21/2023
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Distributions x

Fluid Approval Distribution

Line 1
Description H1B Processing Fee - Wangjam
Merchandise Amt 460.00 USD

Quantity 1.0000 EA

S o GL . N Alternate . Fund Class PC . Source Fund
Distribution Quantity g, Merchandise Currency “Account p TS Operating coqo Department Program [iifP Product piiio o project o Activity [l Category Subcategory Affliate pcrioco
Line < O RS Amount O O ¢ 5 Unit & Pl Code & ') ¢ R 3 7 ¢ < ¢ s

1 1.0000 LSUSH 460.00 USD 539180 113 1492300 03000 40700 LSUSH 5492303000 1
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Hold

You are about to put this request on hold

Approver Comments
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Hold
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PeopleSoft_FS_Accounts_Payable@Isuhscedu  Doss, Barbara A. 12:12P1

Approval for Payment Request “0000029446” has been put on hold . N

Approval for the following Payment Request has been put on hold

Request ID: 0000029446
Business Unit: ~ LSUSE

Tnvoice ID: 269

Tnvoice Date:  2023-04-18

Gross Amount: 576

Supplier: KELMAY, INC
Entered By: Carlton, Jolinda K.
Updated By: Keegan, John

You can navigate to the Payment Request Approval page by clicking the link below.

hittps://rcbb.psfs Isusc.edw/psp/fupg EMPLOYEE/ERP/c/PAYMENT REQUESTPR APPROVAL GB
L7Page=PR APPROVAL&Action=U&REQUEST ID=0000029446
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