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 Log into MyPace Portal 

 

 Click on the Staff tab 

Step 1: Accessing the E-Procurement site 
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 Page down and click on E-Procurement 

 

 Log into E-Procurement  
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Choose Special 
Payment Request 
Form - This form 
should be used 
for check requests 
meeting the 
criteria as noted 
in the categories 

    
   

Step 2: Accessing the Special Payment Request Form  



4 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This is the Special Payment Request Form – Follow the 
instructions below to complete and create your request for 

payment 
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Choose from the 
drop down 

menu. 

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

Step 3: Enter your supplier name 
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Step 4: Check the appropriate box which matches the type of service you 
are requesting payment for.  

Note: You can choose more than one box 
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 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: Fill out the Payment Information fields. Line items that 
are “BOLDED” are required entries.   

1. Enter your Invoice # 

2. Enter the date on 
the invoice 

3. Enter a product/service 
description 

4. Enter the total of your 
invoice. 
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Step 6: Your Special Payment Request requires you to attach your 
invoice or documentation.   

Click “Add Attachment” 

Choose your 
attachment type 

(Defaults to “File”) 

Click “Select Files” – it 
brings up your 

browsing window 
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Search your files and 
choose the 

invoice/document you 
have saved associated 

with your request. 

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

add it to your 
request form 
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Click on “Save Changes” 

If you have any special instructions, enter them into the 
free-form section marked “Special Instructions”. This 
could be an instruction on how you need your check 

mailed, or if you need it returned to you, etc. 

Step 7: Enter special instructions if necessary 
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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. 

Step 8: At the top of your form, under Available Actions, from the drop 
down menu choose the appropriate action  

Use this action for 
multiple entries for 
the same vendor or 
a different vendor. 
Choose and click Go 

Use this action for 
one entry, for one 

vendor and to go to 
cart. Choose and 

click Go 

Use this action for 
multiple entries for 
the same vendor. 

Choose and click Go 



12 
 

 If there are additional items that need to be added, then click “Continue 
Shopping” 

 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.  

 
 



13 
 

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

 

 
 
 
 
 

 

 

.  

Step 9: Proceed to Checkout 

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 
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 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.  

 

 

 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. 
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1. To edit carts with multiple lines, each line having different FOAPAL values, 
click View/edit by line item… 

 
2. Click on the FOAPAL Values tab 

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. 

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



16 
 

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

 

 

 

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

 

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

 

 

 

 

 

 

 

Step 10: The final step is placing your order 
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1. Click on the magnifying glass 
 

2. Click on the PR Approvals tab 

3. Click on the History tab  

To check the status of your requisition 

Enter your requisition number in the 
field provided and click on the 

magnifying glass. 
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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  

 

 

 Click on Search Documents. 

 

 

 

 

 

 

 

To check the status of your Invoice and its Payment activity 
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 Choose “Invoices” for your search 

 

 

 Page down, check the Paid box under Payment Status and click Go 
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Your payment information is 
listed here 


