

3 MAIN TYPES OF PAYMENTS
	Employee Reimbursement
	PO for Goods/Services
	Direct Payment Request

	
	
	DPR
	Visitor T & E/Student T & E
	Contract Service Form for Residents

	Examples:

T & E

Non - T & E Expenses

Cash Advances
	Examples: INVOICES $1500.00 AND OVER
Computer Orders

Case Packets

Office Supplies
	Examples:

Subscriptions

Utilities

Memb. Dues
	Examples:

T & E

Non - T & E Expenses


	Examples:
Case Editing Work

Yoga Instructor

	Backup Documents Needed

	· T & E Signature Page

· Receipts
	· None (unless requested)
	· DPR Form

· Invoice
	· Visitor T & E
· Receipts
	· Contract Service Form

· Invoice

	Path To Take

	1. Login to NU Portal
2. Select the Staff Tab

3. Select the Purchasing and Payment Tab

4. Under Common Links Click the Login To NUFinancials
5. PeopleSoft Window Opens

6. Click on Employee Self Service
7. Click on Travel and Expense Center
8. Under Expense Report click on Create
9. Enter EmplID or search by clicking on the magnifying glass
10. Select Employee by clicking their name or ID

11. Enter Expenses

12. Print/Sign T & E and attach receipts

13. Bring  to Administration
	1. Login to NU Portal

2. Select the Staff Tab

3. Select the Purchasing and Payment tab

4. Under Common Links Click the Login To NUFinancials
5. Click on eProcuerment
6. Click on Create Requisition
OR
7. In the NU Portal, under Buying at Northwestern click on  Requestor,  
8. Enter your Catalog or Non Catalog order
9. Submit order for approval

10. Track you order to make sure it gets approved and converted to a PO.


	1. Login to NU Portal

2. Select the Staff Tab

3. Select the Purchasing and Payment Tab
4. Under Resource Forms click the Payment, Reimbursement, and Refund forms link
5. Select appropriate form

6. Fill out the form, attach Invoice and get an approval signature
7. Bring down to Administration for final approval
	1. Login to NU Portal

2. Select the Staff Tab

3. Select the Purchasing and Payment Tab

4. Under Resource Forms click the Payment, Reimbursement, and Refund forms link
11. Select appropriate form

12. Fill out the form, attach Invoice and get an approval signature

13. Bring down to Administration for final approval
	1. Login to NU Portal

2. Select the Staff Tab

3. Select the Purchasing and Payment Tab

4. Under Resource Forms click the Payment, Reimbursement, and Refund forms link
5. Select appropriate form

6. Fill out the form, attach Invoice and get an approval signature

7. Bring down to Administration  for final approval





USE ONLY ONE





ALL T&E’s should be brought down for review.


Make sure to write down ID# on all backup documents


ANY Invoices $1500.00 and Over should be entered as a Non-Catalog Requisition











