PAYMENT REQUEST DOCUMENTATION FORMS AND ATTACHMENTS 
The new Payment Request form will maintain the documentation forms for most payment types within the form. There will no longer be a need to print and fax these documentations forms into WebIT/OptiWeb/OptiDoc. However, attachments (supporting receipts, invoices, order forms, etc.) will still be required to be faxed.
The documentation forms in the following table are an exception, in that they currently will remain outside of the new Payment Request form and will still require faxing into WebIT/OptiWeb/OptiDoc. These documentation forms can still be found on the Payment Request Supplemental Forms web page:
	Documentation Forms
	Documentation/Attachment Instructions

	Conference Registration
Electronic Payment Request - Wires

	· Complete and print documentation form on website

· Create and print barcode coversheet 

· Fax  barcode coversheet,  documentation form, and any attachments to OptiDoc

	Employee Intra State Travel
Employee Out of State Travel
(includes Foreign Travel)


	· Complete and print documentation form on website

· Create and print barcode coversheet 
· Have traveler to sign the travel documentation form

· Fax  barcode coversheet,  signed documentation form, and any attachments to OptiDoc


Note: Clicking on the active documentation form links will direct you to expenditure guidelines applicable to the payment.
The remaining documentation forms must be completed within the Payment Request Form:
	These documentation forms are maintained in Oracle, but require traveler signature

	Contractor Travel
Trainee Travel

	· Payment request total must equal total on documentation form

· Complete and print documentation form

· Create and print barcode coversheet 

· Have traveler to sign the travel documentation form
· Fax  barcode coversheet,  signed documentation form, and any attachments to OptiDoc


	These documentation forms are maintained in Oracle, but may not require attachments

	Access Services

Contractor Fees 
Employee Moving Expense
	Student Refunds

Subject Fees
	· Complete Oracle documentation form 

· Create and print barcode (if attachments are required)

· Fax  barcode coversheet and any attachments to OptiDoc (if required)

	These documentation forms are maintained in Oracle and usually require attachments

	Advertisements

Construction Contracts

Disbursement Request 
Other 

Entertainment or 
Incidental refreshments
Licenses

	Membership Fees
Other Refunds

Other Shipping

Patient Refunds

Petty Cash

Photocopy Services

Prizes Awards 


	Repairs Maintenance

Scholarships/
Fellowships
Subscriptions Books 

Supplies

Team/Student Group Advances

Vendor Services
	· Complete Oracle documentation form 

· Create and print barcode 

· Fax  barcode coversheet and any attachments to OptiDoc

	Subject Travel
Prospective (Recruit) Employee Travel
Volunteer Travel 
	· Payment request total must equal total on documentation form

· Complete Oracle documentation form 

· Create and print barcode 

· Fax  barcode coversheet and any attachments to OptiDoc


