Step 1: Accessing the E-Procurement site

» Log into MyPace Portal

university  MyPace Portal

Work toward greatness. D eiackboara ™ student Emai B staf / Facutly Email B8 Law Schaol Emai
Portal Login Quick Links Important Updates
Username: Login help Apps, Downloods and Account Management [ADAM)|
Mew User? ePorifclic
Forgot Username? IT System Stotus - [T Downtime, Mews and Updates
Password:
Forgot Password? Kronos

VPN .
CANCEL Web Helo Desk Academic Calendar
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Using MyPace pertal acknowledges that you have read and )
agree to the IT Appropriate Use Policy and Administrative Important Academic Dates

System User Statement, Events Calend
ven alendar Undergraduate DAY Study Day

Undergraduate DAY Study Day
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(914) 773-3333@ [pacehelpdesk@pace edu) or online of

http:ffhelp.pace.edu.

> Click on the Staff tab

university MyPace Portal
Waork toward greatness. :f Blackboard Student Email Staff f Faculty Email Law School Email
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» Page down and click on E-Procurement

OUESTIONS. TOg T 10 BIOCEDOOrO USITig TIe

of the benefit contributions that the University has made on the h i
icon at the top right of your screen.

employes's behalf.

. Schedule Explorer
Room Directory

Find cut where your closses will be held. The MNew Scheduler Explarer has
. . launched! The new systemn will
Faculty Annual Assignment (requires second logon) Undergraduate and Graduate Catalogs help Poce studsnts prepars for
Click here to access Pace’s Foculty Annual Assignmengou must be a registration by exploring course
valid FAA user in order to access this system. Avgmented Pace Action Plan Action Team offerings easily and collecting
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them

Use this link while inside the Poce

iStrategy Program Status and Plan MNetwark or through VPN

4 - I or
Internal site for Data Warehouse an siness Infeligence initiotives. . .
* Use this link to access the reports via Semester Course and Grade
Blackboard. [Login with your Pace Rosters

credenticls to enter the "Action Plan
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Documents’ Community*.) ookup facility that will allow an

instructer te download their
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Employee Information an

Pay Advice, Benefits,
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Faculty Annual Assignments - Adminisiralive Access Azzsmmment Process for Current Students
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valid FAA user in order to access this system. Ethies Reporiing Hotline students can use the above link to
IT Resources upgrade your meal plan for the
Organizational Learming and Development academic yeor. This link cannot
Pace Computer Learning Center be used fo cancel your housing
Liberty Net FMDP assignment or meal plan for the
Web-based document management portal that enables users to scan, Folicies and Procedures 2014 - 2015 ccadsmic year.

R25 Event 3cheduling
Stationery
Technolagy Troining

capture, index, manage and share infermation

» Log into E-Procurement

@ Back to | EE ﬁ

& _ e T - Login p
N e niversity Login Page

Work toward greatness.

The web site described to the right has asked you to log in and you have chosen solutions.sciquest.com

Pace University as your home institution. Please login with your Pace University : 5 .
credentials. You have asked to login to solutions.sciquest.com

Username:
Password




Step 2: Accessing the Independent Contractor Payment Form

~

e-Procurement Ma !'k(:"(},)fd( () Marji Nelson ¥ % Action Items Z“‘: Notifications Z] ® 000USD Q
UNIVERSITY

Work toward greatness.
n

—_

PurChI:ngo_:nJ‘tl_- 08 v IT/Computer/Peripherals/Photo/Office Supplies ?

ld ractt-« L A ) ) A
5 i - ==
- wyx T

Purchasing Resources: £ w/: m FROCUCTS Free shipping orders
B&H over $50!
« Tax Exemption Certificate Request Form

« PO Change Order Form
* Pace Purchasing Website .
v Ma /C
* Vendor Request Form vl A ?
» Contract Administration

)
« Pace Approved Supplier List
—
—emcrou Ve: ester Only
If you have any questions, contact the Purchasing office at Ext. 22642 SGranger
or email purchasing@pace.edu
odate m
¥ Medical/Science/Biological ?
2 2 a2
Choose Independent o CARGUNA | @ mae; e
Moore Medical Corp || <3"0'ina Biologica Fisher Scientific Snp thepuo n:

Supply . : Company

Contractor Payment e

Form — This form
e
should be used for ’
check requests Nl romei
associated with a —

oS 7
Independent S&ﬁc‘ial Payment

uest Form

current contract or

My Resources

for Honorarium purchasing@pace.edu

Site Map

Payment.




This is the Independent Contractor Payment Request Form — Follow the
instructions below to complete and create your request for payment

Instructions El

This form is to be utilized for payment of services provided by a non-Pace employee. Reimbursement of
business expenses for non-Pace employees is to be done through the Travel / Expense Reimbursement
Form. This form cannot be used for Pace employees.

Payments related to Contracts: Please provide Contract ID and Vendor invoice.

Payments related to Honorariums: Please provide the Honorarium Low Risk Speaking Engagement

letters.

Al other Independent Contractor Please provide Vendor invoice.

Special Instructions E

Flezse provide any necessany spedial instructions.

payments:
Al ion must be submitted as an
characters remaining sspand | clesr
Supplier Information = Remit Address E
Enter Supplier Remit To Address
or Contact Name
supplier search Serest1
Street 2
Strest 3
city
State
zZip
Counry [
Email
Phans
Toll Fres Phone
Fax
Payment Information Service Information z
— — -
mm/ad/yyyy
Contract? [Piease salect..[]
Contract ID Number 1
- I
Amount e E—
Iz this expense sssocisted with 3 Grant - 54 characters remaining expand | clear
Iz this expense relsted to 3 Restricted Gity - Dates of Service
Endowment To Date
= ]
mmvdd iy
Documentation ? AP Use Only H
Pleass sttach all required supperting documentation. Due Date o
Internal Attachments mmyddyy
Add Attachments
Discount Days  Net
Total 000

Please note the Payments related to Contracts:

criteria for Payments related to Honorariums:

requesting a check

All other Independent Contractor
payments:

using the

Independent

This form is to be utilized for payment of services provided by a non-Pace employee. Reimbursement of
business expenses for non-Pace employees is to be done through the Travel / Expense Reimbursement
Form. This form cannot be used for Pace employees.

Please provide Contract ID and Vendor invoice.

Please provide the Honorarium Low Risk Speaking Engagement
letters.

Please provide Vendor invoice.

All documentation must be submitted as an attachment.

Contractor Request
Form

m,




Step 3: Enter your supplier name

Supplier Information ?
— - — o
Enter Supplier g C -

ABC Systems Corp.
ABC Test Foreign

Choose from the

NOTE: your Supplier
must be entered into

ABC-Clio, Inc. i Clomn the Vendor
ABCO Refrigeration Supply Corp. Management System
Prior to Your request fOr
Payment
Supplier Information 2 Remit Address
Choose Supplier: ABC Systems Corp. moare info... Remit To Address
select different supplier Remit To Location List
Fulfillment Address Billing Address 1. (preferred) 333 Saw Mill River Rd
1280 SAW MILL RIVER ROAD Yonkers,
YONKERS, NY 10710 US NY
10710

Supplier (Vendor) Phone  +1 (914) 375-5550

Distribution

The system will distribute purchase orders using the method(s)
indicated below:

Manual

United States
Phone 1-914-3755550-

The Form auto-populates your vendor
remit to address once you choose your

vendor.




Available Actions: | Add and go to Cart IZ| m Close ‘ (=]

Special Instructions

If you have any special

PACE

3 instructions, enter them into
UNIYERSITY

Work toward greatness.

the free-form section

marked “Special
Instructions”. This could be

Please provide any necessary special instructions.

n an instruction on how you

need your check mailed, or if

you need it returned to you,
etc.

254 characters remaining expand | clear

Step 4: Fill out the Payment Information fields. Line items that
are “BOLDED” are required entries.

1. Enter your Invoice date 2. Contract-Related?
Answer “Yes” or “No”

Payment Information & Service Information ?

Invoice Date I:IE Service Provided -
mm/ddfyyyy
Contract? [resse st [o 3. Contract ID (if needed)
Contract ID Number l:l
Supplier Inv # | i
Amount Due 1 4. Enter your Invoice # |
Is this expense associated - 254 characters remaining expand | clear
with a Grant Dates of Service
Is this gxpznse?1 related-to—T From Date To Date
a Restricted Gitt,
oo | 5. Enter amountdue @ E—
mm/dd/yyyy mm/dd/yyyy

> If this expense is associated with a Grant, check the box.

> If this expense is related to a restricted gift/endowment, check the box.



[ Step 5: Complete the Service Information ]

Service Information

Service Provided -

-

234 characters remaining expand | clear

Dates of Service

From Date To Date

& &

mmy/ddAyyyy mm/dd/yyyy

N

Enter a detailed

Date of Service: Enter in the start date description of the
of the service and the end date of the service performed or
service. If the start and end date are the good acquired.

the same, enter the date in both fields.




Step 6: Your Independent Contractor Payment Request requires you to
attach your invoice, honorarium letters, or documentation

Please attach all required supporting documentation.
Internal Attachments
- [ s B i e [
¢ Add Attachments \’
D

Documentation ?

N 4 \
Click “Add Attachment”

I Attachment Type

/

File *

Choose your
attachment type
(Defaults to “File”)

Add Attachments

-y
- il S
( © Link '\

- - ] -y
7’ Select files... ,
‘- - —'

Maximum upload file size: 4.88 MB

* Required /

Save Changes Close

P

browsing window

Click “Select Files” — it brings up your

yA




Attachment Type

File *

* Required

Add Attachments

@ File

Select files...

Maximum upload fil

Organize »  New folder
't Favorites — Documents library Arrange by Folder ~
M Desktop Includes: 4 locations
& Downloads Name ’ Date modified Type  *]
%l Recent Places
4 My Documents (8)
4 Libraries CiUsers\aportal_tmp
=) Documents My Data Sources 11/13/20134:34 PM  File folde|=
o Music 3 My Received Files 9/4/201410:29 AM  File folde
&) Pictures Outlook Files 11/21/201410:40 ... File folde
H Videos ] Contracts Approved 24 - 2.5.xlsx 2/5/2014 442PM Microsofi—|
(=] Copy of Copy of Contracts Related Req U...  7/10/20143:58 PM  Microsoft
8 Computer (B Copy of Updated Spreadsheet 11.13xdsx  4/8/2014 11 PM  Microsoft
&, Local Disk (C3) T Dot pdf Adobe Ac
(#] Requests Approved 10.30.xdsx Microsoft
[ Z
W Network e = ‘ .

- | Files (-4 -

File name:

Save Changes  [RG1SES

Add Attachments

Attachment Type @ File

File ®

Select files...

Maximum upload

* Required

K)o B Desktop »

Search Desktop

Organize =

' Favorites
M Desktop
4 Downloads

%] Recent Places

4 Libraries
¥ Documents
& Music
& Pictures

EE Videos

1M Computer
&, Local Disk (C)

€ Netwark

New folder

=
&=

Search your files and
choose the
invoice/document you
have saved associated
with your request.

< I Contracts Related Req UPDATED
LS || 112800
0l

Microsoft Excel Worksheet

CW2274888 - R25 Training
Workspace .msg
Outlook Item

(5 1 Independent Contractor Form
Wi 51 Training.doex

Microsoft Word Document

24, Internet Explorer
N shorteut
AT 135k
[ || Inveice.pdf
Adobe Acrobat Decument
& 284K8

(0l Special Form Trainingdocx
Microsoft Word Document

293 MB

File name: Invoice pdf

Save Changes Close

Choose your file —
double click on your
file name, and it will

add it to your
request form




Attachment Type

File *

* Required

Add Attachments

@ File

="  Invoice.pdf

Maximum upload file size: 4.88 MB

o Link

Done (¥)

Select files...

100% X

’—--h

( Save Changes Close
LT 5

After documents have successfully attached to your request, they will show in

N—

Click on “Save Changes”

the Documentation box

A

Documentation

Please attach all required supporting d

Internal Attachments

Add Attachments
T

~
Invoice.pdf (28k) '\
T d

-~ o -

? AP Use Only

entation. Due Date

mm/dd/yyyy

Payment Terms
Remove -
Discount

]

Days

10




Step 7: At the top of your form, under Available Actions, from the drop
down menu choose the appropriate action

Available Actions:| Add and go to Cart . .
Add and qo to Cart Use this action for
Add to Cart and Return
Add to Cart

the approp
Add to Draft Cart or Pending PR/PO be submitted as ZBRY/= als (s 813 1s K {6 go to
Add to PO Revision

Add To Favorites )# = cart. Choose and
Save ] S ( 3 | ' )
UNIVERSITY click Go

‘Work toward greatness.

one entry, for one

Add and go to Cart E

Add and go to Cart Use this action for
Add to Cart and Return a a
Add to Cart . multiple entries for

Add to Draft Cart or Pending PR/PO the same vendor or
Add to PO Revision

Add To Favorites i a different vendor.

Save

Available Actions:

f
f

UNIVERSITY Choose and click Go

Work toward greatness.

Note: When you have multiple entries, and your actions are complete, your final
action would be “Add and go to Cart”.

» This brings your check request into the E-Procurement system and creates
your shopping cart.

11



> If there are additional items that need to be added, then click “Continue

e-Procurement Marketplace Marji Nelson ¥ | ¥ | Action Items [26]/ Notifications [2] | ™ 625.00 USD | O

(Test Site) Work toward greatness.

Shop | My Carts and Orders = Open My Active Shopping Cart — Cart - 1252414 - Future Requisition
- -y,

( ¢ Continue Shopping ’ 1 Item(s) for a total of 625.00 uso

'JJ % Shoppmg Cart for Marji Melson

o S -
J oo thiscart: 20141121 mlson o1 (“Proceed to Checkout JEgl Aesion Cart |

—fl Have you made changes? = | & Help | Perform an action on (0 items se\ectec\]...‘v select all ™

ABC Systems Corp. mor= info..

[
.
Product Description Unit Price  Quantity Total [
& frem 353z on Library books  open form.. 625.00 usD 1 25.00us0 I
Mov 21, 2014
j

o]
| More Actions |~ |

See configuration for this requisition
view caris
view cart history

> If there are items you want to remove from your cart, select the items to
be removed by checking the box located to the far right of the line item.
Click on the “Remove” button.

'™ Shop | My Carts and Orders | Open My Active Jhopping Cart = Cart - 1252414 - Future Requisition

ntinue Shopping 2 Item(s) for a total of 650.00 uso

e s

an action on (0 items se\ectecl).”|v Select All I

Name this cart: |2014-11-21 mnelson 01

Have you made changes? & | & Help |

ABC Systems Corp. mor= iffo.
Product Description

Quantity Total [

625.00 UsD 1 625.00Us0 |

Item added on
Nov 21, 2014

Add to Favorites

[_More Actions | -|

Item added on
Nov 21, 2024

Library books  open form...

e

Library Books open form.. 25.00 UsD 1 25.00U!e ™|y
-—I

'~

{ )

~ f’
| More Actans] <

Have you made changes? 2 Item(s) for a total of 650,00 uso

e - e

12



[ Step 8: Proceed to Checkout ]

» Once all desired items are in your cart, click Proceed to Checkout

WIOTE FCIOTTS

ltem added on ] Library Books  open form.. 25.00 usp 1 2500us0 |
Mov 21, 2014

Add to Favorites

| More Actions | - |

Have you made changes? 2 Item(s) for a total of 650.00 u=o

~--_—

{

Final Review - Verify all the information (Ship To, Bill To, FOAPAL Values, etc.)
is correct before sending the information to Accounts Payable. In this section,
the user has the ability to edit the entire document, or each line item
individually

—

™ Shop My Carts and Orders | Open My Active Shopping Cart = Summary - 1252414 - Future Requisition

P Internal Info | @ Supplier Info > Ship To 2 cill To | @ FoOAPAL Values W

bL

ign Cart




» To adjust the Summary information, click Edit (located in the upper right
of the corresponding box) for the particular section which needs
adjusting. After changes have been made, click Save.

'™ Shop | My Carts and Orders | Open My Active Shopping Cart = Summary - 1252414 - Future Re

@ Internal Info | @ supgplier Info | & ship To | @ Eill To | @ FoAPAL Values | @ Final Review 2

it

4) Return to shopping cart (4) Continue Shopping

& All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition pR Approvals PO Preview Comments Attachments (1) History

Summary Ship To Bill To FOAPAL Values Supplier Info & 2

Hide header Hide value descriptions

General ~7 Internal Info -7 Supplier Info
Cart Name 2014-11-21 mnelson 01 m ’ntemal Mote |m ,Note to all Suppliers

Priority Normal m | Internal Attachments = | Accounting Date
Description

\E;d

Add Attachments attachments for all suppliers

Prepared by Marji Nelson Add Attachments
Prepared for Marji MNelson

Check Request Information - AP Use Only
Payment Type

Ship To - Bill To

2
Ship To pinTe
ATTN TO: m nelson - | P2Ce University

2 Accounts Payable Department

DOW HALL PO Box 2500

235 ELM ROAD Eriarcliff Manor, NY 10510-0352

Dow United States
BRIARCLIFF MANCOR, NY 10510

United States

View/edit by line item..

Delivery Options edit e

» To adjust any FOAPAL Value information, click Edit (located in the upper

right of the corresponding box) to modify any values listed. After changes
have been made, click Save.

FOAPAL Values E
FOAPAL Values —
Index Account Commedity Code Chart (
FAS26 E19602 615 1 ]
Purchasing & Contracts Supplies General Office Office Supplies, General Pace University

View/edit by line item..

14



If your requisition has multiple lines and you need to adjust your FOAPAL
value information for each line, follow these instructions

1. To edit carts with multiple lines, each line having different FOAPAL values,

click View/edit by line item...

For selected line items | Add To Favorites

b Supplier / Line Item Details

Hide line details

ABC Systems Corp. mor=info..

Product Description

1 Library books|s| morsinfo..
Internal Note

Requisition Type

Internal Attachments

Add Attachments

PO Number
Customer Account #
Pricing/Discount Code

Catalog No

Hosted/Punchout/Non-Catalog Item
Hosted/Punchout/Nen-Catalog Item

Size / Packaging

To Be Assigned

L View/edit by line itemn.

4
o - il
Ext. Price

625.00UsD

Quantity

Unit Price
625.00 1
Supplier Attn To:
External Note
Attachments for supplier

Add Attachments

Supplier subtotal 625.00USD
Subtotal 625.00
Total 625.00 USD

2. Click on the FOAPAL Values tab

Requisition PR Approvals | PO Preview Comments hments (1) | History

— - —

Summary Ship To Bi\c: FOAPAL Values .ﬁpph’erlnfo
4

e =

FOAPAL Values
Inclex Account
FA326 E19602
Supplies General Office

Purchasing & Contracts

more info...

ABC Systems Corp.
Product Description

< Library books [Z| more info..

1
FOAPAL Values (same as header)

FOAPAL Values

hese values apply to all lines unless specified by line

Commedity Code
15

tem

B} oo

Available Actions: | Add Comment
& 2

Hide value descriptions

B

Chart

1
Pace University

Office Supplies, General

Catalog No

8] -

For selected line items | Change Supplier

Ext. Price [

625.00 USD

-
C T
—

Unit Price  Quantity
625.00 1

Size / Packaging

Supplier subtotal 625.00USD
Subtotal 625.00
625.00 USD

Total
See configuration for this requisition

3. Click on the edit button in the Product Description to open the FOAPAL

Values screen, allowing you to edit the value for either index or account

codes.

15



4. Make the appropriate edits to the index or account code, and hit Save

FOAPAL Values

Index Account Commodity Code Chart add split
FAS26 E19602 613
Select from profile values... Select from profile values... Select from profile v Select from profile values...
Select from all values... Select from all values... ues... Select from all values...

Step 9: The final step is placing your order

» From the Requisition tab or Summary tab, click on Place Order

-~

e-Procurement Marketplace Marji Nelson ¥ | 9 | Action Items [26]+, Notifications [2] | ™ 625.00 USD | Q.
UNITYER SJI TV Work toward greatness.

W Shop | My Carts and Orders | Open My Active Shopping Cart & Summary - 1252414 - Future Requisition

@ Internal Info | Supplier Info k4 Ship To @ Bill To | ¥ FOAPAL Values W

4) Return to shopping cart _ 4) Continue Shopping

If done correctly, you will get the message below assigning you a requisition
number.

Requisition Information

G Congratulations! You have successfully submitted your request. If you need to view or print a copy, click
Quick View =\ or view its status on the Approvals Tab.

Here is a summary of the requisition. You can also retrieve this requisition at any time via the document history search

page.
Requisition number 1252414 view
Requisition status Pending
Cart name 2014-11-21 mnelson 01
Requisition date 11/21/2014
Requisition total 625.00 USD
Number of line items 1

What would you like to do next? Here are links to some common actions.

+ Search for another item

+ View order history

» Check the status of an order
« Return to your home page 16
+ Create new draft cart




To check the status of your requisition

1. Click on the magnifying glass

e-Procurement Market, Marii Nelson ¥ ¥ | Action Items [26] = Notifications [7] ™ 0.00USL | Q

UNIVERSITY (T Work toward greatness.

A N = snop

Quick Search Alt+Q

Shopping Dashboard Shopping Home

All [+] 1252414

1 Enter your requisition number in the
m field provided and click on the N
magnifying glass. ,

m

categories | chemicals

[ T

Wal al

E-procurement Marketplace! o1 anl | | . B

2. Click on the PR Approvals tab
—_~

@ Orders & Documents ~ Document Sear Search Documents <= Approvals - Requisition 1252414

Available Actions: | Add Comment E| m
-y
Requw’si‘tion,PR Appnwals\PO Preview Comments Attachments (1) History
N — a 2
Show skipped steps ™
Orientation Horizontal |Z|
- Banner Budget Check Non-PO Payments AP Review Create PO /@
Submitted Completed v Active Future =+ Future =+
Marji Nelson v - . 3 Finish
11;21;2{]14 o System view approvers view approvers Expedite —
’ Expedite pedite
. .
3. Click on the History tab
-
Requisition PR Approvals | PO Preview | Comments Aﬁachmer{(l) History \
- 2 2
[#] Click to filter history ? Export CSV
Results Per Page 20 |z| Records found: 6 4|Pagelofl|k| ?
LS g Date/Time~ User -~ Step(s) Action o Field Name =~ From Te Note
11/21/2014  System Banner Budget Check Requisition approved
344 PM
11/21/2014  Marji Nelson Requisition submitted
343 PM
11/21/2014  Marji Nelson Line removed
333 PM
11/21/2014  Marji Nelson New Line added Form empty Item removed
330 PM
Line 1 11/21/2014  Marji Nelson Requisition modified Requisition Type empty  Hosted/Punchout/Non-Catalog Item
12:22 PM
Line 1 11/21/2014  Marji Nelson New Line added Form empty
12:05 PM

Results Per Page 20 |z| 4|Page1of1|k



To check the status of your Invoice and its Payment activity

Use the search tool on the E-Procurement Home Page to do a Document Search

> Click on the document icon, which can be found on the left toolbar under

your shopping cart

-scurement Marketplace Marji Nelson v | ¥ | Action Items |£| Naotifications |Z| W™ 000USD | Q
(Test Site) Work toward greatness. |

Shopping Home

Dowshen®Suarcly,

Document Search

wse: suppliers | categories | chemicals
Search Documents

Viev o SR

Approvals

[Manage Showcases]

?
Download ExporjfiNles :
) [E]
I L,
e &% FP - Change
. UsBank Purchasing & Vendor Management Order Request
n(ﬁThe Purchasing department has recently added a new Contract System
v Showcase Services ?
- E , G . [E] E - 533'_ [E]
4 — = 225 e
e | o= | e | 2| @
- Chartwells Dining Florist Order Form - Sole Source Order

> Click on Search Documents.

18



» Choose “Invoices” for your search

» Page down, check the Paig box under Payment Status and click Go

-—

Searchanoices B

Invoice Identification

Invoice Mumber(s) |
Invoice Name

Supplier Invoice Mumber(s)

Invoice Information
Participant(s)
Invoiced By
Invoice Owner

Approved By

Date Invoice Creation Date (System) |Z| All Dates
Total Amount |Z|
Supplier

Supplier Account Number

Department

Item/Product Information

simple search

" o oo

Invaice Type

[ PO Invoice
| MNon-PO Invoice

O Cradit Memo
MNon-PC Credit Memo

Payment Sty
L ArpProgfts | Payable

[ Cancelled

(7 paid !

—

Status ﬁags

[ with Errors

[ Has Substitute Items
[ Pending Auto-Match
[ With Retainage

I with Forced Matches
[ Has Mon-PO Lines
I with Attachments

19




Invoice Type

Pay Status

Invoice Number
Supplier Invoice Ne.
Supplier Name

Tranaction Date
Invoice Date
Discount Date
Due Date

Terms
Terms Discount
Invoice Name

Match Status
Invoice Source
Export Date

Contains substituted item
(s)

General

Invoice
Paid
EO000135
FG2-8

Staples g more info...

11/13/2014
11/13/2014

11/20/2014
& s overridden

0, Net 30
Q.00 UsD

Unmatched
Electronic
11/20/2014 10:36 AM
X

?

Addresses

Remit To

7910 Kentucky Drive
Florence,

KY

41042

United States
Address Id Remittance 1

Bill To

Pace University

Accounts Payable Department
PO Box 2300

Briarcliff Manor, NY 10510-0352
United States

Payment Information

Payment Type 50
Check

Check Number 00191877
Payment Amount 400.00
Check Date 11/20/2014

Note/Attachments
External MNote
Internal Note
External Attachments
Add Attachments
Internal Attachments
Add Attachments
? Discount, Tax, Shipping & Handling
Discount, tax, shipping & handling
Allocation Weighted
Header-level
Terms Discount  0.00 USD
Discount 0.00 USD
Tax 1 0.00 USD
Tax 2 0.00 UsD
Shipping 0.00 USD
Handling 0.00 USD
Total 400,00 UsSD

m

Your payment information is

listed here
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