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Small Item Payment Process (sipp)

A Purchasing / Payments 4 Approval

A Inquiry A Miscellaneous

Payment Options
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vendor Payment

mployee/Parent Reimburseme

i Herme | @ Help | §% Logoff

Restart

Screen 1.. This is the MAIN screen which will appear when user Xarts the

SIPP application. Two (2) options are ‘available: Vendor Payment @or
Employee/Parent Reimbursement®.
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Small Item Payment Process (sipp)

A Purchasing / Payments A Approval

A Inquiry A Miscallaneous,

Vendor Information

Please enter the Vendor Number

e s
'

vendor Name:
Attention:
Address:

State /Province:

SuFfix:

4 Home | @ Help | §7% Logoff

Restart

Screen 2-1.. This screen will app#ar if Vendor Paymeni ®is clicked on

Screen 1 above. To start, a vafid FAMIS Vendor NumbetP © is required.
Once entered, click Retrieve
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e
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Small Item Payment Process (sipp)

A Purchasing / Payments A Approval A Inquiry A Miscellanaous i Home | @ Help | §% Logoff

Employee /Parent Reimbursement Restart

a
= \J
blease enter the Dhmaigg S

Employee Name: I — Country:

Employes 10: T ee—
Address: [ ) § N ] city: [ ]
State/Province: [rer ]| =1

Screen 2-2.. This screen will appea if Employee)?{arent Reimbursement
@is clicked on Screen 1 above. Click on Employee ©. You will be prompted
to enter the Employee ID Number @. A Search Function @ (see Screen

2-3 below)) is available to search for the employee by either first and/or last
name or employee ID number.
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Small Item Payment Process (sipp)

# Purchasing / Payments A Approval A Ingquiry ~ Miscellaneous (o Home | g Help | §% Logoff

Erployee Information Rrestart

Please enter the Employee Mumber: # [

Employee Name: [ ] Country: | United States ~
Employee ID: Telephone:| ]|
Address: [ ] city: [ |
Stata /Provinca: [wr ™| zip: =]

Employee

Enter Employee Info:
(First Name / Last Name / ID #)

A Y
Screen 2-3.. This screen shows the Search Function @ alluded to in
Screen 2-2 above.
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Small Item Payment Process (sipp)

A Purchasing ; Payments

A Approval

A Tnquiry 4 Miscellaneous

(o Home | @ H=lp | §% Logeff
Employee /Parent Reimbursement

Restart

S
Parent Reference Number :

Parent Kame: 1 Country: [United tataz [
Parent ID: Telephone:
Address:

State /Provi

9

Screen 2-4.. This screen will appear if Employe

@is clicked on Screen 1 above. [Click on Parent
enter the Parent Information

/Parent Reimbursement
. You will be prompted to
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Small Item Payment Process (sipp)

A Purchasing / Payments “ Approval A Inquiry A Miscellanecus

@ Home | @ Help | @ Logoff
Invoice Information

Restart

Invoice Number(s)
2bc123

Add Tnwoice # or Remark: [ Add Invoice

B Remove Invoice

Invoice Date: |01/01/2007 El
Brief Dascription of Items / Servicas Purchasad: Reason /Justification for Purchasa:
|test |test

Screen 3.. This screen remains the SAME as before. User may enter
Invoice Number, Invoice Date, Descriptions, etc.

&) Done
—
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Small Item Payment Process (sipp)

A Purchasing / Paymants A Approval A Inquiry A Miscallanaous

Accounting Information

Fiscal Year: 2007 %

sfx Dst Qck® 0Obj® loen Act® Amount

150 [moa1] [sg0o] | 1f

Balanca

o1 [o1 ) [0ez

4 997,185.99

£ Recalculate
Total Accounting Amount
4 1.00
[ & Next |

[ Back |

Add Detail Line |

Complats SIPR

7 Home | @ Help | 8% Logoff

Restart

Screen 4.. This screen

remains the SAME as before.
Account Codes.

User may enter
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Small Item Payment Process (sipp)

 Purchasing / Payments ~ Approval A Inguiry A Hiscellaneous

Summary

¥endor Information
Vendor Nama: STAPLES, INCORPORATED
Phone: 200350-1257
City: HARTFORD

Edit Vendor Information
Attention: SERGIO PLENTES

Address: P,O, BOK 30851, DEPT, HNI

State: CT Zip: 06150
Invoice Information
01/01/2007
abcl23

edit Invaice Information
Invoice Date:

Invoice Numbers:

prief iption of Items /Services
test

Reason /Justification for Purchase
test

Accounting Information Edit Accounting Information

Fiscal Year: 2007

Distict Quick Code  Dbject Code Location Code Activity Code Amount
1. 01 004245 0130 ro0L o000 4100
Total Accounting Amount

4100

|¢q Back | ‘Q[Inmplete SIPP

@ Home | @ Help | 8 Logoff

Restart

Screen 5. This screen remains the
Page.

SAME as before — Confirmation
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Small Item Payment Process (sipp)

 Purchasing / Payments

~ Approval A Inguiry A Hiscellaneous

Confirmation

@ Home | @ Help | 8 Logoff

Restart
Click to view In & printable farmat; &

The Small Item Payment Process has successfully been transmitted,
Here is your SIPR Confirmation#: VPO70000005

Screen 6.. This screen remains the SAME as before — Posting
Confirmation.
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