fa C tg eShop How-To Sheets

FINANCIAL ADMINISTRATION

COMMUNITY TRAINING & SOLUTIONS Cheque ReqUiSition Forms

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 an individual or vendor when the following criteria have been met:
o a purchase 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.

Last updated June 2, 2025.

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

1.  Once logged into eShop, scroll
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/

The first section on the form tells
you what the form is for and any
important information about
filling it out.

IMPORTANT! NEVER include a
Social Insurance Number on this
form.

TIP: If at any point you want to
close the form, without saving it
or adding it to a cart, click on the
‘Close’ button in the upper right-
hand corner of the screen.

-
Carleton
‘University

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

TIP: If paying an independent
contractor, please ensure you
have already followed the steps
outlined on the “Establishing
eShop Contracts for Independent
Contractors” how-to sheet.

Services Performed Outside Cansds




Next, move to the ‘Vendor
Information” box. Vendor Information Q@)

In the ‘Vendor Information’ bOX, Please enter or search for the vendor. If the vendor name cannot be found,

begin typing the name of the select Manual Entry and enter the vendor details.

vendor in the ‘Enter Vendor’
field. Existing Wendor Enter Manually

Select Vendor Q,

Enter Vendor ™

currency CAD v

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

Contact Name

Address 1

Vendor Information @

Please enter or search for the vendor. If the vendor name cannot be found, select Manual Entry
and enter the vendor details.

If the name of the vendor comes
up, click on it. The information Existing Vendor Enter Manually
related to that vendor will fill in I
automatically.
Enter Vendor W Grand
Grand And Toy Limited
.

Doing Business As G'E':L':_,_uul i

Currency




4b. If no result are returned ... 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) A

Try searching again

Currency CAD ~

Click the ‘Enter Manua"y' tab. Vendor Information (1]

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 X

Enter the vendor’s details,
including Vendor Information ]
Fleaz= enter ar search for the vendor. Ifthe vendor name cannot be found, z2lect Manual Entry and enter the vendar details.

e Type the vendor’'s name, _
as it appears on the
invoice, in the ‘Vendor
Name’ field.

e Choose the vendor’s
preferred method of
communication by
clicking on the radio box VenderProne
beside either the ‘Fax’ or
‘Email’ field AND enter S
the information. (Caurtry Area, Phans)

e Vendor’s address

g Vendc Enter Manually

Vendor MName * Unknown Company

Vendor Website

(Country, Area, Phone, Ext)

Vendor Email

Currency CAD W

./ Chocse the preferred method (Required)

Fax

Email (HTML Body) O




Fill in the fields in the ‘Building
Ontario Businesses Initiatives Act

(BOBIA)’ bOX Additional information on the Building Ontario Initiative Act (BOBIA) can be found on Procurement Services website

Building Ontario Businesses Initiative Act (BOBIA)

Is this an Ontario Business, as defined by

.. . ) the Building Ontario Businesses Initiative : es
TIP: Visit Procurement Services act * O Mo
website for additional information
on the Building Ontario Initiative How didyou consider Ontario Businesses < efet.. v

in making your purchase decision? *

Act (BOBIA).

TIP: The answer to the ‘Is this an
Ontario Business, as defined by
the Building Ontario Businesses

Building Ontario Businesses Initiative Act (BOBIA)

Additional information on the Building Ontario Initiative Act (BOBIA) can be found on Procurement Services website

Initiative Act?’ questlon may be Is this an Ontario Business, as defined by~ .o
. the Building Ontario Businesses Initiative -
found in step 4a. Look for the e ® O o

trillium symbol (@).

How did you consider Ontario Businesses
. X o Please select.. ~
in making your purchase decision?

Additional information on the Building Ontario Initiative Act (BOBIA) can be found on Procurement Services website

TIP: When answering the second

I this an Ontario Business, as defined by

guestion, you can find a e kg Onato Bsesss ot -
Act?
breakdown of all the drop-down
. . Haow did you consider Ontario Businesses
menu options is on Procurement i oo s s & Peaseselct v
Services’ website. Iviec only Gntari Eusinesass o pronde (3 Quoatont)

10% preferential margin given to Ontario Businesses who provided quotations
Exception - goods or services not available from an Ontario Business
Exception - purchase from a Vendor of Record/Qualified Supplier List/Standing Offer

Vendor Informati=-- Exception - emergency, treasury, legal, commercial sale or resale
Not Applicable

T . . ¢
Fill in the fields in the ‘US U.S. Procurement Restriction Policy
P Restriction Policy’

rOCUfement estrICtlon o ICy Additional information on the U.S. Procurement Restriction Policy can be found on the Procurement Services website
bOX Is this a U.S. Business, as defined by the O Yes

° U.S. Procurement Restriction Policy? () No

How did you comply with the U.S.

TIP: Visit Procurement Services’ Procurment escon Pl kg v
WebSite for additional Informatlon If you selected "U.S. Business Justification form attached’, please attach a copy of the completed form in the Attachments and Supporting

Documentation section below

on the US Procurement Restriction
Policy.




6b.

To determine the answer to
guestion 1, select:

‘Yes’ if your Vendor
represented they are a U.S.
Business using the Business
Representation form.

‘No’ if the Vendor has a globe
icon (®) in eShop (e.g. step
4a), indicating they have
represented their status as a
non-US Business.

‘No’ if your vendor
represented they are not a
U.S. Business using the

Business Representation form.

U.S. Procurement Restriction Policy

Additional information on the U.S. Procurement Restriction Policy can be found on the Procurement Services website

Is this a U.S. Business, as defined by the O Yes
U.8. Procurement Restriction Policy? ) No

How did you comply with the U.S.
Procurement Restriction Policy in making v
your purchase decision?

If you selected "U.S. Business Justification form attached’, please attach a copy of the completed form in the Attachments and Supporting
Documentation section below

Ontario Businesses Initiative Act
(BOBIA) or required U.S.
Procurement Restriction Policy
documentation.

6c. To determine the answer to )
. U.S. Procurement Restriction Policy

question 2, select ...

e ‘Vendoris nota U.S. Business’ Additional information on the U.S. Procurement Restriction Policy can be found on the
. ( , Procurement Services website
if you answered ‘No’ to
question 1. Is this a U.S. Business, :ﬂS ldeflneq by the Yes
P . . . U.S. Procurernent Restriction Palicy? No

e ‘U.S. Business Justification
form attached’ if your How did you comply with the U.S.
procurement is a valid Procurement Reslrﬁictlion Palicy in making v

pti your purchase decision? .1
exemption, and you are _ .
ttachi lete U.S If you selected "U.S. Business Justification fo Vendor is not a U.S. Business

attaching a complete U.o. completed form in the Attachments and Supj U.S. Business Justification form attached
Business Justification form. Not Applicable

e ‘Not Applicable’ when the
cheque requisition is used for
payments not related to a
procurement.

7. Attach any required Building

Attachments and Supporting Documentation @]

Attach all relevant supporting documentation, including a copy of the original invoice AND your Building
Ontario Businesses Initiative Act (BOBIA) responses (ex: Invitation to Quote Cover Sheet) AND any
required U.S. Procurement Restriction Policy document.< in (ex: U.S. Business Justification Form).

Internal Attachments Add



https://carleton.ca/procurement/wp-content/uploads/Provincial-Policy-Business-Representation-Form.pdf
https://carleton.ca/procurement/wp-content/uploads/Provincial-Policy-Business-Representation-Form.pdf
https://carleton.ca/procurement/wp-content/uploads/Provincial-Policy-Business-Representation-Form.pdf
https://carleton.ca/procurement/wp-content/uploads/U.S.-Business-Justification-Form.pdf
https://carleton.ca/procurement/wp-content/uploads/U.S.-Business-Justification-Form.pdf
https://carleton.ca/procurement/us-procurement-restriction-policy/
https://carleton.ca/procurement/us-procurement-restriction-policy/

8a.

Fill in the following fields in the
‘Payment Information’ box ...

Choose the ‘Commodity Code’
that is the best fit for your
purchase from the drop-down list.

Tip: Commodity codes allow
eShop to route documents and
compare like items. If needed,
there is a complete list of
commodity codes and associated
account codes available.

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

If taxes appear on the invoice,
click the ‘Is there tax on this
invoice’ radio box.

Enter the date found on the
invoice by clicking on the ‘Invoice
Date’ field and choosing the date
from the 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 *

8b.

If the vendor requires payment in
a currency other than Canadian,
complete the fields in the
‘Optional Payment Information’
box.

Reach out to eshop@carleton.ca if
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

8c.  You must attach all relevant
supporting documentation (e.g.
an invoice).

Attachments and Supporting Documentation @

Attach all relevant supporting documentation, including a copy of the original invoice AND your Building
Ontario Businesses Initiative Act (BOBIA) responses (ex: 'nvitation to Quote Cover Sheet) AND any
required U.S. Procurement Restriction Policy documen’« ion (ex: U.S. Business Justification Form).

Click on the blue ‘Add’ text and
follow the prompts to attach a
digital copy of the invoice.

Internal Attachments Add

9.  Once you have completed the 4750CAD W o 0 a9
form, click on the red arrow

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

Go To Cart’ button. Choose an l’
option from drop-down menu to Add to Cart and Return

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

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

should not be added to a cart
with anything else.

10. Next, you must check out the cart. If you need help checking out the cart, refer to the ‘Checking out’ how-to sheet.

What next?
e Visit carleton.ca/facts/eshop to find more how-to sheets.
e Questions about the system? Email eshop@carleton.ca or call 613-520-2600 ext.3311.



https://carleton.ca/facts/wp-content/uploads/CheckingOut.pdf
mailto:eshop@carleton.ca

