fa C tg eShop How-To Sheets

FINANCIAL ADMINISTRATION

COMMUNITY TRAINING & SOLUTIONS Cheq ue Req UiSitiOn Fo rms

This how-to sheet outlines the steps required to:
e Fill out a cheque requisition form to request payment to vendors or independent contractors.

e The information to fill out this form comes from an invoice received from a vendor or an independent
contractor.

eShop’s cheque requisition form should be used to ...
e Request payment to anindividual or vendor when the following criteria have been met:
o apurchase order has not been processed in eShop for the invoice received,
o invoice is not from an Internal Service Provider (ISP) (e.g. FMP, The Print Shop), and
o the payment is not for personal reimbursement of business expenses. Travel, non-travel, and

professional expense reimbursement must be submitted through the SAP Concur Travel and
Expense Reimbursement system.

Important Note:
e One cheque requisition form is required for each invoice.

THESE INSTRUCTIONS ASSUME YOU ARE WORKING FROM A DESKTOP COMPUTER/ LAPTOP

1.  OnceloggedintoeShop, scroll
down to the ‘Forms’ box on the Forms
landing page.

Purchase Requisition Form

Click on the blue ‘Cheque
Requisition’ text.

Cheque Requisition
General Internal Request

ndependent Contractor Questionnaire



https://carleton.ca/facts/travel/
https://carleton.ca/facts/travel/
https://carleton.ca/facts/travel/

Thefirst section onthe formtells
you what the formis for and any
importantinformation about
fillingitout.

IMPORTANT! NEVERinclude a
Social Insurance Numberon this
form.

Tip: If at any pointyouwantto
close the form, without savingit
or addingittoa cart, clickon the
grey ‘Close’ buttoninthe upper
right-hand cornerof the screen.

This form can be used 1o request payment to an Individusl o vendor when the met.
+ APurchase Order has not been processed in eShop for the invoice feceived, and
w « The payment is not for personal reimbursement of business expenses (Travel and non-travel claims as well as professional expense rembursement must be done using the
~
Carleton this form. If required, Accounts Payable will contact the Requestor for this information.
University Required fields have their tles shown with an asterisk (*)

The ‘Paymentsto Individuals and
Sole Proprietorships for Services’
and the ‘Services Performed
Outside Canada’ sections are
ONLY used to request payment
to an individual (e.g. an
independent contractor).

Tip: If payinganindependent
contractor, please ensure you
have already followed the steps
outlined on the “Establishing
eShop Contracts for Independent
Contractors” How-To Sheet.

“This form 64 be used 16 request payment 10 an individual of wengor when the following crteria have been met
« APurchase Order has not been processed in eShop for the invaice received, and

g + The payment s not for per

Carleton

University

Payments to Individuals and Sole Proprietorships for Services ©

The determination of an individual or sole proprietor's status as an independent
contractor must be documented. To check if this wendor has been documented 2s
an independent contractor for this type of work, search for contracts In the
Catalags and Contracts menu.
18 this vendor has not been documented as an Independent contractor for this type
af wark, the Independent Contractor Questionnaire and an indemmification Form
must be prios to submitt isition. The
Independent Contractor Guestionnaire (which contains a ink 10 the
Indemaification Formj can be found In the General Purchasing and Payment

Hl Forms”

Shopping page.

Once ct number has

It inthe field below.

independent Contractor
Contract #

of (Travel and non-t well must be done using the Trav

Social Insurance Numbers should not ba included on this form. If required, Accounts Payable will contact the Requestor for this information
Required fields have their tites shown with an asterisk (%)

Services Performed Outside Canada o

Was this work performed outside Canada?

O Mo
O Yes
s werk for € be subject to 10 be helg and remitted by Carteton on
behalf of the non-resident, Withholding tax will ba deducted in the amount of 15% of the earnings and the payment total will e reduced by this amount.

Should 3 Geparment choose 1o ensure that e

e full amount aftes o must assume the .
Daes the department wish 10 (ncur the asditional cost of the withholding tax 50 that the individual will receive the full amount?

D Mo

O Yes




In the ‘Vendor Information’ box,

begintypingthe name of the Vendor Information @
vendorinthe ‘Enter Vendor’
field. Please enter or search for the vendor. If the vendor name cannot be found,

select Manual Entry and enter the vendor details.

Existing Vendor Enter Manually

Select Vendor

Enter Vendor ™

currency CAD v

Addrass (if entering a new vendor, please provide the full address)

Contact Name

Address 1

If the name of the vendorcomes

up, click onit. Theinformation
re | ated to that ve ndor WI | | fl | | I n Please enter or search for the vendor. If the vendor name cannot be found, select Manual

automatical Iy Entry and enter the vendor details.

Vendor Information e

Existing Vendor Enter Manually

Enter Vendor * hype| X Q

HyperTec Systems Inc. [

Currencv




4b. Ifnoresultarereturned... Vendor Information 0

Fleaze enter ar zearch far the vendor. If the vendar name cannot be found, s=lect Manual Entry and enter the vendar details.

Existing Vender Enter Manua

Enter Vendor * unknawn company) X Q
Try searching again
Currency CAD hd
Click the ‘Enter Manually’ tab. Vendor Information o

Fleasze enter ar zearch for the vendor. If the vendar name cannot be found, szlect Manual Entry and enter the vendar details.

Existing Vender Enter Manua

Enter Vendor * unknown compan ¥ 0

Enter the vendor’s details,
inCI Uding Vendor Information ®

Fleaz= enter ar search for the vendor. Ifthe vendor name cannot be found, z2lect Manual Entry and enter the vendar details.

e Typethevendor'sname,
as it appearsonthe
invoice, inthe ‘Vendor
Name’ field.

e Vendor'saddress

e Choosethevendor’s
preferred method of
communication by Vender Fhone
clickingonthe radio box
beside eitherthe ‘Fax’ or o o
‘Email’ field AND enter (Cauntry. Arsa, Phane)
the information.

g Vendc Enter Manually

Vendor Mame *

Unknown Company

Vendor Website

(Country, Area, Phone, Ext)

Vendor Email

Currency CAD W

./ Chocse the preferred method (Required)

Fax

Email (HTML Body) O




5a.

Fillin the followingfieldsin the
‘Payment Information’ box ...

Choose the ‘Commodity Code’
thatisthe bestfitforyour
purchase fromthe drop-down list.

Tip: Commodity codes allow
eShoptoroute documentsand
compare like items. If needed,
thereisa complete list of
commodity codes and associated
account codes available.

Enter the amount of the invoice
BEFORE taxesinthe ‘Payment
Amount Before Taxes’ field.

If taxes appearon the invoice,
clickthe ‘Is there tax on this
invoice’ radio box.

Enter the date found onthe
invoice by clicking on the ‘Invoice
Date’ field and choosingthe date
fromthe calendar.

Payment Information

Required Pay Infor

Commodity Code ™

Payment Amount Before Taxes *

Is there tax on this invoice? (check box for D
yes)

Invoice Date *

5b.

If the vendorrequires paymentin
a currency otherthan Canadian or
US, complete the fieldsin the
‘Optional Payment Information’
box.

Reach outto eshop@carleton.caif
you have questions.

Optional Payment Information

Wendor Account Number

Vendor Inv #

Due Date

Requested Payment Method ~

Payment Instructions

If the vendor requires a payment in a currency other than Canadian ar US, please download the Electranic Fayment Form

information. To ensura the security of this data, completed forme should be hand deliversd 1o Accounts Payab
them.

2, 201 Rab:

This form contains persanal banking
ertson Hall, rather than mailing or emailing



https://carleton.ca/facts/eshop/eshop-frequently-asked-questions/commodity-codes/
https://carleton.ca/facts/eshop/eshop-frequently-asked-questions/commodity-codes/
https://carleton.ca/facts/eshop/eshop-frequently-asked-questions/commodity-codes/
https://carleton.ca/facts/eshop/eshop-frequently-asked-questions/commodity-codes/
mailto:eshop@carleton.ca

5c.  You mustattach all relevant
supporting documentation (e.g. an Meachments

Attach all relevant supporting documentation, including a copy of the original invoice. The documents will be used by Accounts Paysbls to verify the eligibiliy of the

invoice). pamene
Clickon the blue ‘Add’ textand

follow the promptsto attach a

digital copy of the invoice.

6.  Onceyou have completedthe ssocep w oo (D a4 g
form, click on the red arrow

button beside the red ‘Add And el (L Close “

Go To Cart’ button. Choose an

option from drop-down menuto Add to Cart and Return

add the formto a cart (e.g. ‘Add to Add to Cart

Cart’). e
Tip: Cheque Requisition forms Add to new Cart

should notbe added to a cart with
anythingelse.

What next?
e Visitcarleton.ca/facts/eshop tofind more how-to sheets.
e (Questionsaboutthe system? Email eshop@carleton.ca orcall 613-520-2600 ext.3311.



mailto:eshop@carleton.ca

