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FISD has implemented the use of check requests for payments less than $100 that do not require 
a purchase order and for Travel expenses (Hotel checks, meals, and incidental reimbursements). 

Check Requests take the place of Payment Requests. 
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The check request groups are different than the Purchase Order groups.  
Your check request group will be a group number in the 400's and the 
description will be Check Request Westwood, Check Request Cline, etc.... 
Be sure to choose the appropriate Check Request Group. 

Select your Check Request Group:

Enter an invoice number: 
   If there is no formal invoice or invoice number, use the date of the check request. 
Enter the vendor: 
   If the vendor is not in the system, you will need to request the vendor and wait  
   for it to be approved.  If you are entering a name, remember to enter the last name first since 
   that is how names are set up in the vendor system,  example Jill Smith, you would enter 
   Smith in the vendor area.

Description: The description entered here will appear on the check. 

Detail Line Description:  This description will appear on the general ledger reports.

Select a
Check Request Group
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All checks processed through the check request system will be returned to the Campus Bookkeeper or Department 
Secretary for distribution.  Please enter your department and initials as part of the description so we know who to return 
the check to.  If the initials are not entered the check request will be denied. 
  
 Detail line description is the verbiage that will appear on the general ledger and reports. 

If a check needs to be split between more than one account, click on "more" and a new account line will be 
available to enter the next number. 

If the account does not have enough funds to cover the request a box will appear with an alert that says "There are not 
enough funds available to write this check from this account.  At this point you must do a transfer to move the funds. 
Please save and finish later until the transfer has been entered into the system. The system will let you continue on without 
the funds in place, but the request will be denied due to lack of funds. 

DO NOT CHECK THE "DO NOT
MAIL" BOX. All check request
checks will be returned to the campus

Be sure to include your 
department and initials 
in the description.
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At this point attachments will need to be added so the budget managers and approvers can see the back up of 
what is being requested for payment.  Attachments will be the invoice, receipt copy, etc......

Attachment instructions: 
Click the attach button on the right hand side of screen.  Click on add file. Click the arrow to drop down the list to choose 
from for types of attachments and choose the type.  Enter a brief description of your attachment.  Click on browse and 
choose the file you wish to attach. 



Submit Check Requests Monday, July 16, 2012 

 

Page 7 of 9 

Slide 7 - Slide 7 

 



Submit Check Requests Monday, July 16, 2012 

 

Page 8 of 9 

Slide 8 - Slide 8 

 



Submit Check Requests Monday, July 16, 2012 

 

Page 9 of 9 

Slide 9 - Slide 9 

 
 


