


Our Mission

Our Mission: To process vendor payments

in a timely manner while maintaining a high

level of accuracy.

Remember, transactions using state money demand the 
highest degree of scrutiny and accountability.



Purchase Card or Check? 

If an invoice can be paid on your MU Purchase Card, 
please use it rather than creating a Requisition 

(Purchase Order) or Encumbrance.  It there are terms 
and conditions or labor associated with the invoice, you 

must have a requisition. If promotional, do not use 
your Pcard for payment, and contact the University 
Communications office for approval of your items. 



Invoices Paid on Purchase Orders or 
Encumbrances

Please forward invoices to be paid on a purchase 
order or encumbrance to the Office of Accounts 
Payable (203 Old Main) within 24 – 48 hours of 
receipt.  All invoices need dates of service if a 
service or a receiver for goods received, and 

must be notated with your approval to pay and 
initials.



Encumbrances approved by Accounts Payable:
-Institutional memberships (70310), 
-Interlibrary loans (70375), 
-Employee reimbursements, and 
-Promotional (70351) 
-Stipends
-Utility-related encumbrances

All other encumbrances, including Honorariums, will go to the 
Office of Purchasing for approval.  

Purchasing will approve and complete all requisitions.

Encumbrance Approvals



Receipt of Merchandise 
for Purchase Orders

•Receipt of merchandise ordered on a Purchase 
Order is entered in Banner by the Receiving 
Department.  

•Please contact Receiving if any Purchase Order 
items are sent directly to your office so the Receiver 
may be entered in Banner.  David Arigan is the 
contact for Receiving.



Vendor Registration Required

All vendors must be registered in Banner and in the 
State Payment System (wvOasis).  A vendor cannot be 
added to wvOasis until an invoice has been received in 

our A/P office for payment.

This includes employees for reimbursements and 
students.



Vendor Registration Required

•Forms and instructions for Vendor Registration are 
located in the Accounts Payable Section of the 
Finance website. 

• Completed W-9 forms must be faxed to 304-696-
3289 or delivered directly to the A/P office in 
OM203

•http://www.marshall.edu/wpmu/finance

•Click on the Forms Tab

•Kim Fry is responsible for vendor registration.  A W-
9 form is required for any new vendor.

http://www.marshall.edu/wpmu/finance


Employee Reimbursement Requests

Out-of-pocket purchases are NOT the

preferred method of payment and should

only be used if the vendor does not accept

VISA (Purchase Card).  If you are unsure if an expense 
will be eligible for reimbursement, please contact 

our A/P office before making the purchase.



Employee Reimbursement 
Requests

Out-of-pocket purchases are defined as: 

1. The purchase of commodities that are to 
become ownership of the state. 

2. Payment for hospitality expenses.

3. NO reimbursement requests for computers, 
laptops, tablets, or any type of membership.



Employee Reimbursement Requests

The Employee Reimbursement Request is available 
on our website 
http://www.marshall.edu/wpmu/finance

Click on the Forms Tab

http://www.marshall.edu/wpmu/finance


Employee Reimbursement Request 
Requirements

The form must include:

 Encumbrance Number 

 Vendor’s Name and Address 

 901 # 

 Quantity and Description of Items Purchased 

 Unit Price and Total Amount

 Purpose of the Expenditure

 Date and Signature of Employee and Supervisor



Newest Reimbursement form



Employee Reimbursement Request 
Requirements

Purpose of Expenditure must state how the

services or merchandise purchased benefit

the University.



Employee Reimbursement Requests

Original Itemized Receipts which show a zero 
balance must be attached to the Reimbursement 
Request



QUIZ CONTINUED



QUIZ CONTINUED



Employee Reimbursement Request and 
certifying you have received the goods

When Employees sign the Employee 
Reimbursement form, they are certifying  
they have received the itemized items 
listed on the Reimbursement form, and 
when the Supervisor signs the form, 
he/she is also certifying that the items 
have been received within the 
department.



Employee Reimbursement Requests 
for Hospitality

Account code 70420
•Expenses include food, nonalcoholic beverages, 

facility rental, entertainment and other expenses 
relating to conducting state business

•Includes snacks/refreshments served during 
training classes and/or student activities



Employee Reimbursement Requests

The total amount spent by employee on

items purchased for University business can

be reimbursed, including taxes and tips.



Employee Reimbursement Requests 
for Hospitality

•Payment for alcoholic beverages is

prohibited 

• Itemized receipt required

•Completed Hospitality Form (MUBOG3)

must be attached

•The form can be accessed at the link below 
http://www.marshall.edu/wpmu/purchasing/files/2
012/03/MUB0G3_7.11.pdf

http://www.marshall.edu/wpmu/purchasing/files/2012/03/MUB0G3_7.11.pdf


Employee Reimbursement Request

You may submit an Employee

Reimbursement Request for event-related

materials including printing, shipping, books,

and/or DVDs.



Account Codes
•Account Codes for different expenditures are 

located on the Accounting Section of the Finance 
website.

http://www.marshall.edu/finance/account-codes/

Account codes often change from one fiscal year to the next, 
so please check the above link for the accurate codes.

• A quick and easy way to find an account code is to visit our 

finance website and go to the “A-Z of Finance” tab.  Click 

on “Account Codes – Expenditure Only”  and scroll down 

until you find the correct account code.

http://www.marshall.edu/finance/account-codes/


Payment Due Dates

•Service invoices cannot be paid in advance of 
performance of service

•Exceptions include these account codes which may 
be paid 2/3 through the date of coverage

70290 – Vehicle Rental
70300 – Machine and Miscellaneous Rental



Payment Due Dates
Additional Exceptions include these account

codes which may be paid 1 year in advance:

•Subscriptions - 70207 
•Software Support Services - 70274
•Association Dues - 70310  
•Warranties - 70380
•Computer Software Licenses:

• 70543 if less than $5000
• 71710 if greater than $5000



Shipping Charges

The account code for shipping charges that involves 
freight or

fuel surcharges is 70534.  

This applies only to non-asset items.



Invoices for Advertising 

•All Advertising and all Promotional materials must 
be preapproved by the University Communications 
Office before you can proceed with an 
encumbrance or requisition.  We must have their 
approval in writing before we will process any 
payments.

•Do not pay for any Advertising or Promotional items 
on your Pcard.  It is now considered a restricted 
item.



Payment of Association Dues

•Can only be paid at the level of the institution 
(individual memberships are not payable or 
reimbursable)

•Association Dues are not payable by P-Card

•Payment can be made to each institution only once 
per fiscal year



Association/Membership Dues

An Application Form must be submitted to the Office 
of Accounts Payable (203OM) if it is a new 
organizational membership.



Need More Information?

Additional information is available on our website at  

http://www.marshall.edu/finance

Questions?  Email us at

acctspayable@marshall.edu

Or call the following individuals:
304-696-2221  Melody Freeman Accounts Payable Manager
304-696-2237  Kim Fry Vendor Registration
304-696-6520  Juanita Parsons Director Accounts Payable/Payroll

http://www.marshall.edu/finance
mailto:travel@marshall.edu


THANK YOU!

Before you leave, please complete the Evaluation Form 

and leave it at the end of your row. Have a great day!


