
WhoWe Pay

Employees Students Non
Employees Vendors



WhoWe Pay (con’t)

Employees

Students

Non Employees

• Payroll
• Service In Excess
• TEM Reimbursement

• Research/TeachingAssistantships
• Undergrad/Grad Hourly
• Financial Aid/Student Account

• Estimate/Invoice
• Honorarium (up to $5,000)
• Participant Support Costs (federal grants)



Vendors

Individuals
Corporation

or
Non Profit

Government
Entity



Vendor Information Form

This form is required
to be completed to
process any type of
payment to aVendor.



HowWe Pay

Purchasing
Card

(P Card)

Requisitions

&

Purchase
Orders

Contracts



Purchasing Card (P Card)

Most
purchases up
to $4,999

Restricted
Purchases



Purchasing Card (P Card)

Most
purchase up
to $4,999

Books

Supplies

Small Equipment



Purchasing Card (P Card)

Restricted
Purchases

Conference Fees

Memberships

Electronic Services

Software Purchases



Software Purchased by P Card &
Electronic Services Purchased by P Card

These forms
must be

completed and
approved PRIOR
to the purchase.



P Card Exception Request

To request PRIOR
approval to use a card for
a justified expense that is
prohibited by policy or

exceeds cardholder limits.

UPAY Card services requests at least 10 business days to process and/or 
route the exception to the appropriate unit for review



Receipts must include:

Date of
purchase

Vendor
Information

Description
of purchase Total



General
Purchasing
Reminders

Submit timely receipts for P Card
purchases

Submit timely receipts for
reimbursements (not to exceed
$500).

All purchases with University Funds
MUST have a justification on how
the purchase benefits the University.


