Colleague

Payment Request Instructions
(These instructions are not for Purchase Orders.)

Log in to the Colleague Self-Service website.
Select Financial Management
Select Procurement
Click on the Create tab
Document Type – select Payment Request
The Request Date will default to today’s date (In July, when entering invoices that are to be recorded in the previous fiscal year, enter 06/30/20XX.  For example, it is July 5th, 2025, and you are entering a payment request for an invoice that should be recorded as an FY25 expense, enter 06/30/2025 as the request date.  This will make sure the expense is recorded in the correct fiscal year.)
Needed By Date – This is optional.  You may enter a date if you have an urgent payment or to pay this at a later date (due date for after services are completed).
Your email address should automatically be populated in the Confirmation Email Address box.  You can add more email addresses if you’d like, separated by a comma.  Please note, the next approvers will automatically be notified by email.
Internal Comments – Please include the business purpose of this expense or travel here.  This is also where you may add notes if needed, to pick up a check by a certain date, send check by campus mail, to add an enclosure with the check, etc.
If you are reimbursing yourself, you would check that box OR
Type the vendor’s name in the Vendor ID box and hit Enter.
A list of vendors may show up.  Click on the correct vendor.  If your vendor is not coming up, they are new, and will need to be created.  Please provide the vendor’s W-9 Form to Accounts Payable (accounts-payable@wiu.edu) to have the vendor created.
	If you are paying or reimbursing an individual, you will need to search by their last name.
Enter the Invoice Number
For travel vouchers and non-employee travel vouchers - enter the travel voucher number (You will still use TRAV through WIUP or use the non-employee travel voucher form.)
Contracts – enter contract number
Enter the Invoice Date
	Enter the ending date of travel for travel vouchers.
The AP Type will automatically default to APW University AP.  If you are paying only from a foundation account, you would change this to APF Foundation AP.  You may leave this at University AP when paying from both university and foundation accounts. 
Click on Add Item
Enter a brief Description of what was purchased, then quantity and then price.  This can be entered as the invoice total.  For travel, only enter the last name and destination (Smith/Des Moines, IA) to match the travel voucher).  The purpose of travel details should be put in the Internal Comments section.
	Choose your GL Account (only your accounts should be listed)
	Choose Project if it applies.
	Enter quantity or percent to charge that account.
	Click Add Item
Click Add GL Account if charging to more than one account.
Click Save & Attach
You will need to Upload the invoice and/or contract, travel voucher (signed by supervisor & traveler), itemized receipts, conference or event flyers, etc. and any other needed approvals to comply with university policies.  Supervisor approvals will need to be attached, if needed, since they will not route through this system.
You will receive a voucher confirmation by email.
This voucher will now be sent on to all the necessary approvers (Sponsored Projects, Foundation, Accounts Payable, fiscal agent, uTech, VP, Purchasing, etc.)  An email will go out to each approver.  Each approver will need to log in to Colleague to approve or return it.
Email:  Accounts-payable@wiu.edu or for Foundation: wiu-foundation-accounting@wiu.edu
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