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• W9 Process​
• Disclosure Statement
• Open Purchase Orders
• Requisitions and required documents​
• Purchase Orders​
• Partial Payments​

Procurement and Fixed Assets Overview



New Vendors & Vendor Maintenance (Businesses)​
If a business does not have employees in Alabama an email stating so will suffice

W-9 Beason – Hammon Certificate of 
Compliance



New Vendors and Vendor Maintenance (Individuals)​
W9 and Driver’s License​

• W9’s must be filled out 
completely, signed and dated​

• Only 1 box can be checked in 
Section 3a.​

• If LLC box is checked a C, S, or P 
must be added to the line​

• Send all W9’s and required 
documents to 
purchasing@jsu.edu​



Purchases $25k and Up
Purchases over $25,000 must be covered by one of the following:
• From a Bid let by Jax State Procurement
• Alabama State Bid List
• From the Approved Consortium List
• Sole Source (determination made by Legal Counsel)
• Exemption that falls under Alabama Code 41-4-126

All of these must be referenced in the Public Comment section of 
your requisition.



Disclosure Statement
Needed for any purchase $25,000 or more​

Must be dated within 30 days prior to the PO, 
Notary no longer required on form.



Disclosure Statements for Purchases $25,000 and Over

Notable Changes in Requirements for the Disclosure Statement

• Threshold was changed from $5,000 up to $25,000

• No longer has to be notarized

• The disclosure would be valid ONLY for the same period as the bid, grant, contract 
(including purchase orders). Notary expirations have no bearing on the validity of 
the statement.



Changes to Open 
Purchase Order Policy



Open Purchase Orders may be established for recurring 
purchases when quantities and timing cannot be reasonably 
determined in advance and when the use of individual purchase 
orders would create an unnecessary administrative burden. Open 
Purchase Orders shall be limited to a specific vendor, a defined 
fiscal year period not to exceed twelve (12) months, and an 
approved dollar amount. 
Must be approved for an Open Purchase Order prior to 
entering a requisition.

Open Purchase Orders



• Appropriate Use of Open Purchase Orders Open Purchase 
Orders should only be permitted when all of the following 
conditions apply: 

1. Quantities cannot be reasonably estimated in advance. 
2. Purchases are recurring and operationally necessary. 
3. Processing individual purchase orders would create a significant 

administrative burden. 
4. The procurement need cannot be effectively managed through a 

standard purchase order. 

Open Purchase Order Policy



• Utilities and utility-related services.
• Emergency maintenance and repair services. 
• Contracted services with variable usage or consumption. 
• Routine operational supplies purchased throughout the fiscal 
year. 
• Certain facility and fleet maintenance requirements where 
usage cannot be accurately predicted. 

Examples of Appropriate Open Purchase Orders Examples 
include, but are not limited to:



Open Purchase Orders shall not be used for: 
• General departmental spending or discretionary purchases. 
• Purchases intended to circumvent University procurement 
requirements. 
• Project-specific purchases with known quantities, specifications, 
and costs. 
• Equipment purchases. 
• One-time purchases that can be identified, quoted, and procured 
through a standard purchase order process. (i.e. Staples)

Examples of Inappropriate Open Purchase 
Orders



• Make sure to attach any documents needed for a PO before 
submitting your requisition. The documents should be complete with 
all signatures required before attaching.​

• Missing required documents slows down the process of receiving 
your PO and can require the requisition to be cancelled and the 
process started all over.​

• Examples of required forms:​
• Meal request form​
• Request to purchase IT form​
• Disclosure Statement​
• Quotes ​
• Bid and signed contracts​

Creating a Requisition​



• For approved promotional vendors, the bid number must be on 
the requisition in the Public comment section and attach the 
quote showing Jax State’s discount ​

• For an awarded bid, the bid number must be on the requisition 
and all signed contract information attached (don’t forget the 
Disclosure Statement if needed)​

• For a consortium, the consortium name and number must be on 
the requisition and the name and number needs to be 
referenced on the attached quote to ensure discounted pricing.​

Creating a Requisition (cont)



Purchase Order 
Examples

• PO with no issues
• PO with invoice over total within limit
• PO with invoice less than PO total
• PO requiring Amendment
• Prepaid POs

Receiving copies must be signed and dated by the Budget 
Manager and sent to AP for payment



PO ready for payment (no issues)



PO ready for payment and invoice within the 
$50.00 or 10% overage allowance 
(Based on the lesser of the two)​



PO ready for payment with invoice less 
than PO ​



PO requiring an amendment​



Prepaid POs
• Some types of purchases by 

their nature must be prepaid
• An original invoice must be 

attached to the requisition 
before submitting for approval 
to process this type of 
purchase

• Examples: 
• Subscriptions
• some conference registrations
• maintenance contracts

• For these types of payments, 
“Please Pre-pay” should be 
entered into the public 
comments section of the 
requisition.

IV.03.01 7 Requests for prepayment exemptions, with a detailed justification documenting procurement 
due diligence, must be made via email to the Director of Procurement and Fixed Assets for approval review 
by the CFO. Exemptions will be granted on an extremely limited basis. A prepayment cannot be processed 
without an invoice. Prepaid purchase orders are discouraged and should be placed only when necessary. 
Purchases of supplies, equipment, and services cannot be prepaid.



Encumbrances and Direct Vouchers
Encumbrance  Invoice  Payment

• The preferred method of payment is via Purchase Order, initiated by entering a requisition.  Direct Voucher 
encumbrances should be the exception, not the rule, and only when circumstances do not allow processing of a 
purchase order. Exceptions include utility payments, professional service contracts, petty cash requests, and travel 
reimbursements not applicable to Emburse Enterprise.

• Please ensure all professional service contracts have approval from the budget manager before sending to the 
Controller's office (controller@jsu.edu).  The Controller’s office verifies the contract, then forwards to AP for 
payment processing.

• All direct voucher encumbrances < $5,000 must be sent to Procurement (purchasing@jsu.edu) for approval.

• All encumbrances > $5,000 must be submitted to AP for payment either physically or via email.  Banner does not 
automatically route them.

• Please email documents to accounts payable at accountspayable@jsu.edu for processing.

https://www.jsu.edu/controller/docs/Entering-Encumbrances-Admin-Banner.pdf
https://www.jsu.edu/controller/docs/My-Requisitions-Banner-Finance-9-SSB.pdf
mailto:controller@jsu.edu
mailto:purchasing@jsu.edu
mailto:accountspayable@jsu.edu


Partial Payments
Keep your Receiving Copy until final payment and then 
send to Accounts Payable with final invoice.​



• Fill out Partial Shipment and send to AP with invoice. ​
• Some vendors have DBA’s and this can cause confusion as to which name to use on the Partial. Please make sure to 

check the vendor name using FGIENCD and add the name exactly as it appears.​
• For example, Landers Automotive would need to be entered as Scott Landers Dba Landers Automotive​

• For final payment - send signed Receiving Copy and invoice to AP and…
• If paying less than PO amount cross out original total and write new amount on the PO and state to cancel remaining balance.​
• If paying up to $50.00 more, an amendment is not required but the total needs to be crossed out and new total written in.​
• Always write “Cancel Remainder or Close PO” on the final invoice payment.​

Partial Payments



Partial Payment Form Example



Partial Payment
One Invoice/Multiple FOAPs Multiple Invoices/One FOAP



Partial Payment
PO with Partial Payments Ready for Closing



• Send all W9’s to purchasing@jsu.edu
• Send all Encumbrances to purchasing@jsu.edu and 

accountspayable@jsu.edu 
• Please email encumbrances instead of sending through Campus mail​
• Send all invoices to be paid to accountspayable@jsu.edu
• Please email invoices instead of sending through Campus Mail 
• Open POs must be approved by Procurement
• When cancelling a PO…​

• If no payment has been made send signed receiving copy with “Cancel PO” wording 
to purchasing@jsu.edu

• If a payment has been made send signed receiving copy with​ “Cancel Remainder” to 
accountspayable@jsu.edu 

Things to Remember



Accounts Payable
Darby Davis, Senior Accountant
Char Bagley, Account Payable Specialist
Kristin Martin, Accounts Payable Specialist



• Check funds left on a PO
• Send POs and Invoices
• Verify funds
• Using multiple FOAPs on a PO
• When to send amended POs
• When to send documents for payment
• Notating changed amounts on Receiving Copies

Accounts Payable Overview



FGIENCD 
• Go to Administrative Banner
• Enter the FGIENCD Screen
• Enter your Encumbrance or 

Purchase Order Number

• Once in the screen you 
will see the following:

• PORD – Purchase 
Order Established

• INEI – Invoice paid 
against the purchase 
order

• Balance – Amount 
left on the PO



Encumbrance Query

• An encumbrance query can 
be used to view open 
purchase orders by 
budget/FOAP, payments 
processed against a purchase 
order and other encumbrance 
activity. A periodic review can 
assist with monitoring open 
encumbrance documents and 
identifying available funds. 

1. Login to your MyJaxState 
account 

2. Select the Finance Self 
Service tile 

3. Select My Finance Query
4. Select New Query
5. The Create New Query 

Box will appear



Encumbrance Query (cont)
6. Select Query Type - 

Encumbrance Query. 
7. Select the Fund, 

Organization, Account (enter 
7% for all operating accts or 
enter a specific acct #) and 
Program. 

8. Commitment Type “All”
9. Encumbrance Status-  

“Open” to see current or “All” 
for all expenses in that 
FOAP.



Encumbrance Query - Review
10.  Query results reflect the following:

• Document Codes – E# or PO#
• Description
• Original Commitment
• Encumbrance Adjustments
• Encumbrance Liquidations – each time that E# or PO# was used for payment
• Year to Date – how much has been paid on that E# or PO# in that fiscal year
• Current Commitments – shows amount available on that document



Please do not send invoices straight from a scanner. Send invoices from 
your JSU email with the subject line “Vendor name” and “PO number”​

Wrong way to send POs Right way to send POs

How to send Receiving Copies and Invoices



Who do I send Receiving Copies and 
Partial Pay Forms to?
• Please send all inquiries, purchase orders, partials, etc. to 

accountspayable@jsu.edu rather than the individual’s 
email. This will ensure your email being received in a 
timely manner, even if someone is out of the office.​



How do I verify funds 
in my FOAP?
Completing a Budget Query in Banner Finance 



Budget Query
• Query Type – “Budget Status 

by Account”
• Chart - “J”
• Fund, Org, and Program for 

department
• Account - “7%”
• Enter the corresponding 

Fiscal Year
• Fiscal Period “14”



Check your desired line item

For example, if you had a $40.00 order in 72010, it would be 
allowable. However, if it was in 72201 it would not be.



Entering Requisitions- Using Multiple FOAPs
• When Requisition items need to be allocated to multiple 

FOAPs - Click ‘Add Accounting’ at bottom of the form

• The Accounting detail screen appears - update FOAP as 
required



Entering Requisitions- Using Multiple FOAPs
• Enter the corresponding dollar amount to be charged to the 

new FOAP in the “Distribution Amount”

• The ‘Distribution Percent’ will auto adjust.

• The ‘Split Accounting’ option appears - Click on it or Click 
Save in the bottom right then Click “Add Accounting” again 
to add an additional FOAP

• Requisition amount remaining to be distributed is displayed

• Update FOAP as required – Update ‘Distribution Amount’ if 
needed 

• If the ‘Distribution Amount’ is updated, the ‘Split Accounting’ 
option will again appear for selection 

• Repeat above steps until all required accounting information 
and amounts are correct 

• Select ‘Save’ 

• Confirm that the Grand Total amounts equal requisition items 
and funding is 100% 

• Select ‘View as PDF’ to view and confirm all information 
appears correct on requisition



When to send amended POs

• A Purchase Order needs 
amendment when the invoice 
amount is $50.00/10% or 
more over the Purchase 
Order amount. 

• Enter the PO Amendment 
Dynamic Form to adjust this 
amount.

For Payment
• Wait until your amendment 

has made it ALL THE WAY 
through approvals

• Once approved - Send the 
signed Receiving Copy, a 
copy of your approved 
amendment, and all other 
supporting documents to 
Accounts Payable



When to send documents for Payment

• All Encumbrances and Purchase Orders should 
be sent to Accounts Payable by 12:00 Noon on 
Wednesday to be paid out that week.

• If this deadline is not met, that document will not 
be paid out until the following week.



• Send all payment information to accountspayable@jsu.edu with 
the subject line “Vendor Name” “PO#”

• Verify funds are available in your FOAP before sending for 
payment

• Check FGIENCD or an Encumbrance Query to check balances 
of POs and Encumbrances

• Wait for amendments to be approved before sending to AP

Things to Remember



Thank you!

For questions regarding Requisitions and PO processing:

purchasing@jsu.edu

For questions regarding vendor payment and partials:

accountspayable@jsu.edu
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