Check Request Form

All invoices without a corresponding purchase order will require a check
request.

All supporting documents (receipts, invoices etc)should be scanned prior to
starting this form. We recommend saving the documents on your desktop
until payment is received.

Turn off pop-up blockers for DocFinity
Use IE (Internet Explorer)

Login to myNichols

Under Administration choose eForms

Choose Check Request

. DocFinity Login

Lsername;

Password:

Login

Password Reset

Enter your Nichols username and Password
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ESELa
Edit Check Request

CHECK REQU EST * Check Request Number R1

Invoice #

Requester Search
Reguester ID
Inwvoice Date

Reguester L vJ
MAKE CHECK PAYABLE TO:
Wendor Search
vendor ID Type of Chack Request
Vendor Name l vJ L Salect... 'J
Address 1 * Approver
Select... v]
Address 2 [ |
City State __ Zip

Description (#F-F-#-FFFEFF-FEEFFE) Project Code Amount

0.00

0.00

0.00

0.00

0.00

0.00

Total 0.00

After you have submitted this request, you'll be prompted to upload all supporting documentstion

Requester Search: Enter last name of person making request. A list of all matches will appear in the
Requester drop down. Select the correct person.

Check Request Number is automatically created by the system.
Invoice #: Enter the invoice number (only one invoice)
Invoice Date: Enter invoice date

Vendor Search: Enter a portion of the vendor name. Whatever you enter must match exactly.
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Address will populate automatically. The system is pulling the check address, so if there is no address
showing, this is the reason. You can change the address if the check is to be mailed to a different one
than is listed. Those changes will not be made to Colleague. Notify Kay Young with a change of address
for a vendor.

Type of Check Request: Select Goods or Services
Approver: Select from dropdown.

Enter the information for each line item.
Description

GL Account: must match exactly 1-0-0-XXXXXX-XXXXX

Project Code (if one is available): This is validate against the Colleague database so must be enter
exactly.

Amount

Once all required fields have been populated, the submit and Upload Docs button at the bottom of the
form will become active, it will no longer be gray.

Click “Submit and Upload Docs”

Upload Files

Add files (up to 30 at once) by brovwsing and then upload them. Uploaded files
are added to your My Uploads batch. Close when you are finished.

File nama Size [(KB) | Status

Click on the + to upload an electronic document.
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(=3 Select file(s) to upload by docfinity.nichols.

L

=

Recent Places

Look in: |l Desktop

Libraries

| Systemn Folder
FL 1 || EL

Baker, Jackie A
Systern Folder

'.A" Computer
| -
=SS System Foldes

) Metwork
| System Folder

‘g | Excel 2010
%~ chortcut
f "4 2.5 KB

FileZilla Client

~ @%@

File name: |

Files of type:

| Al Files (*)

*

o, |

L

Browse your desktop to select the supporting documentation.

Upload Files

Add files (up to 30 at once) by browsing and then upload them. Uploaded files
are added to your My Uploads batch. Close when you are finished.

File name

Size (KBE)

Status

alphaphonelist.pdf

112

Click on the icon to upload the document.
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Upload Files

Add files [up to 30 at once) by browsing and then upload them. Uploaded files
are added to your My Uploads batch. Close when you are finished.

File name Size (KB} Status

alphaphonelist.pdf iiz *

A green star will appear in the status column once the upload has been successful. If you have more
than one document, follow the same steps to upload the remainder of the documents. Click close once
all of the documents have been successfully uploaded.

DocFinity Waorkspace Panals Businass Processes Help B admin Logout
Document Previewer - alphaphonelist.pdf - page 1 [ read only ] > @
Imcolala |2 |2 o e (k| @
o : * Category: | Seleck... -
= J Document Type: v
= . .
3 Alphabetical Phone List-Staff and Faculty ‘
- Alderman, Cheryl 2482 A Giynn, Thomas 2357 Olmsted, Dale 2362
I Algier, Robart 2287 Gaobiel, Eric 2351 Onofrio, Rosalba 134
T Armstrong, John 2124 Gancaives, Marcus 2429 Pathak, Dr. Anu 2238 P
+ Baker, Jackie 2304 B Goodrich Pelletier, Monica 2108 Pelto, Mauri 2168
I Balut, Matthew 2317 Gorgievski, Nicholas 2269 Pendieton, Cynthia 2150
= Barnes, Nicholas 2169 Graham, Beth 2141 Peny, Paul 2424
9 Beall, Kathryn TBA Grist, Nathan 2218 Pesa, Damir 2354
Beaupre, Jean 2443 Griswold, Peany 2440 Pieczynski, Bill 2162 ]
< [ TR, |_
[ Thumbnails
Batches > B
L D EEEEF R

Checked-out Batch: My Uploads

in this batch. Chack in the batch to return it and save progress. Commit the batch so that fully indexed documents will ba managed.

alphaphoneli...

You will now need to index each document that you have uploaded.

Select the first document to index under the Batches Panel.
In the Index Panel:

Category: AP/Purchasing

Document Type: Invoice — Non-PO
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¥ Category:
* Document Type:

* Vendor ID #:
First Name:

* Last Name:

* Invoice #:

* Date:

Due Date:

* Amount:
Department Name:
Check #:

Check Request #:
ravel Reimbursement #:
Special Processing:

" Voucher #:

F |7 6o @

l AP fPurchasing

v

l Invoice - Non-PO

v

00897735

0. MASON PAVING, INC.

123124
— H
— B
£1.00
l Select... A J
l Select... A J

You MUST tab through each field for the system to accept and save the data.

Special Processing: Normal
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* Category:

* Document Type:

* Vendor ID #:
First Mame:

* Last Mame:
* Invoice #:

* Date:

o

— Due Date:

* Amount:

Department Name:

Check #:
Check Request #:
ravel Reimbursement #:

Special Processing:

”l Voucher #:

Once all of the required fields have been populated, click on the save icon.

A7 b e (k|2

AP fPurchasing b

| J
l Invoice - Non-PO v J
0089773

O. MASON PAVING, INC.

123124

— &

[

£1.00

l Select... v J
l Salect... - J

You can then repeat the process for the remaining documents.

Once all documents have been indexed, you will commit the batch.
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* Category:

* Document Type:
* Vendor ID #:
First Mame:

* Last Mamea:

* Invoice #:

* Date:

Cue Date:

* Armount:
Department Name:
Check: #:

Check Request #:
ravel Reimbursement #:

Special Processing:

| Voucher #:

B &0 (%] 2

l AP/ Purchasing

l Invoice - Non-PO

o097 7s

0. MASON PAVING, INC.

123124
— E

&

$1.00

l Select... v J
l Select... v J

Click on the Commit batch icon.
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