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Introduction 
Fiscal Services welcomes you to this Payment Request instruction manual. 

The purpose of this document is to assist you in successfully submitting a 

request for payments under $1,000. Payment Requests are not meant for 

claiming Travel or Business Mileage Reimbursements.  

 

If you need to file a Travel or Business Mileage Reimbursement Claim Form, 

please navigate to the Fiscal Services website, expand the Forms & 

Documents section and select Travel. Complete the appropriate form and 

submit that to Fiscal Services. 

 

Prepare documents 
It is necessary and important to include all relevant information and that can 

vary depending on the type of payment request being submitted; this can 

include documents such as a W-9, Invoice, Agreement for Service of 

Independent Contractor (Honorarium Services), relevant emails, and 

contracts, etc. If you have any questions regarding documentation, please 

contact Accounts Payable (AP) prior to submitting your Payment Request. 

Merge Documents 

To facilitate your Payment Request, merge all relevant documents into 

one PDF.  

 
1. If necessary, convert your documents to PDF by using File > Print 

to PDF or File > Save as PDF. 
2. Open all PDFs to launch Adobe Acrobat. 

3. In Acrobat, select Tools, then the Combine Files tool. 
4. Select all relevant documents and click Combine.  

5. Rename the resulting file if desired. 
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Accessing the Payment Request Center 
1. Navigate to the Palomar College Single Sign-On Portal and logon using 

your network credentials. Once signed-in, find and click Financials 

(PALF9PRD). 

2. Navigate to Main Menu > Employee Self-Service > Payment Request 

Center. 

 

 

 

 

 

 

 

 

 

 

*If this menu item is missing but you require access, have an Administrator 

submit a User Access Request (change) form to helpdesk@palomar.edu. 
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Creating a Payment Request 
In the Payment Request Center, click Create to begin the process. 

 

Step 1 - Summary Information 

1. *Enter an Invoice Number (required) and date. Refer to Table 1 – 

Invoice Table 

2. *Enter a Check Memo to be printed onto the physical check. 

3. *Enter the Cost Sub-Total Amount. 

4. *Attach your merged documents.  

5.  Add notes that may assist with processing then click Next. 

 

*Items 1, 2, 3, and 4 are required. You cannot proceed without them. 
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Table 1 – Invoice Table 

 
 

Attaching documents 
1. Click the Attachments (0) link on the Summary Information screen. 
2. Click Add Attachment button. 

3. Click the Browse button. 
4. Navigate to your file and click Open. 
5. Click Upload. 

6. Enter a description and click OK. 
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Step 2 - Supplier Information 

 This step can include the use of an existing Supplier or can be used to 
request a new Vendor who is not yet in the system. Searching for an 

existing Supplier will return all addresses on file for that Supplier. If 
you need to update a Vendor’s address, or create a new Vendor, 

submit a Create or Update Vendor eForm.  
 

Existing Supplier 

1. Enter the Supplier ID or Supplier name and click Search. 
*Tip: use the magnifying glass to search using part of a Supplier ID or 
name, etc. Individuals should be searched by LASTNAME,FIRST. 

2. Select the Supplier ID/address by clicking the radial button. 

3. Click Next. 

 
 

New Vendor 

1. In the Supplier ID field, type NEW VENDR. 
2. Click Search. 

3. Click Save for Later, to save your progress. 

4. Click Request New Supplier. This will launch a new web browser 
tab, opening a Create or Update Vendor eForm. 

5. When the Supplier is created, you will receive an email with the 
new ID; return to this Payment Request and enter the new 

Supplier ID by using the Edit feature. Refer to the instructions 
for an Existing Supplier, if needed. 
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Step 3 - Invoice Details 

1. Click Add Lines as required, per the invoice. 

2. Enter a Line Description, Line Amount, Account String and click OK. 
*Tip: Click the + or – symbol to add or remove lines for split 
disbursements or multiple line items 

3. Click Next. 
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Step 4 - Review and Submit 

 Complete and accurate data, along with merged attachments can help 
expedite payment and reduces the workload on all those involved in 

this process. Take this opportunity to review your Payment Request 
and Save for Later if needed. Submitting the Payment Request will 

advance it to the Approval Workflow, which routes based on the 
Department ID used in the Account String(s). 

 
1. Click Review to review your Payment Request 

2. Click Return to exit the Review Page 
3. Click Submit when ready 

4. Click OK to confirm 
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Payment Request Center 
Upon successfully submitting a Payment Request, you will be sent back to 

the Payment Request Center. Here you will find your requests along with the 

ability to review, view approval status, edit or cancel a request.  

 

*In order to edit or cancel a request that has already been submitted for 

approval, it must first be denied by an approver or the Fiscal Services BSA. 

 

 

Review request 

 

 

View Approval Workflow status 
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