
Request for Payment – to create a new RFP 

 

1. Go to Employee Portal 
2. Log in  
3. Select Request for Payment 

Create a new RFP 

 

4. Select a Purpose, then click on the Continue button to Continue or the Cancel button to Cancel 
the request.  
 
 

 



Approved Purposes: 
• Advertising Refund 
• Application Fee 
• Athletic Facility Rental 
• Athletic Gate Receipt 
• Bank Fee 
• Board Travel 
• Bond Fees 
• CBI Reimbursement 
• Central Office Fund Account 
• Change Funds 
• Company 810 only - Scholarships 
• Earnest Money 
• Facility Rental Refund 
• Grant Reimbursement 
• Institutional Membership Fee/Employee Certification 
• Judges Fee 
• Late Fee 
• License Fee 
• MAC/SHARS 
• NEISD Credit Card Fee 
• Online Auction Refund 
• Petty Cash Account Reimbursement 
• Postal and Postage Fee 
• Print Shop Refund 
• Project Graduation 
• Property Tax 
• Refund Health Premium 
• Registrations 
• SAF/CAF Funds Only – Employee Reimbursement 
• SAF/CAF Reimbursement 
• Scholarships 
• Sports Official Association 
• State & Municipal Permit Fee 
• Student and Parent’s Fee 
• Student Meal Account Refund 
• Student Travel 
• Subscriptions 
• Teacher Resource Center(over $25) 
• Tuition Refund 
• Unclaimed Property 
• Unemployment Benefit 
• Vehicle Registrations 



If a Purchase Order was required but did not get processed prior to purchase select that box following with an 
explanation why the District purchasing procedures were not followed.  Selecting this option will route to 
Executive Director of Procurement.  They will review it for final approval.  Please note:  a record of the number of 
times this selection is chosen is viewed by the Executive Director.  

5. To select a vendor type in the name of the vendor and click on search 
To select an employee, type in the employee id and click on search 

 

If there is an exact match to the vendor information on your documentation (remit address must match 
exactly), then click on the Select option by the vendor number.  If not, go to AP Vendor Request App in 
the Employee Portal to set up a new vendor or make changes to an existing vendor.  

 



 

 

 

6. Review the vendor you have selected 
• Select your org code  
• If needed, provide any special instructions for Accounts Payable, for example, check 

needs to be pulled.  If you are late in submitting the RFP, you will need to call the AP 
Specialist for them to be able to review it. 

• Select the AP Specialist by Alpha letter of vendor 
• Employee Registrations and SAF/CAF Funds Only – Employee Reimbursements go to the 

AP Compliance Technician 
• Input the dollar amount for the total RFP 
• Either click on Continue or Cancel RFP 

 

7. Input the budget code and amount  
• Description  
• Click on Add/Update  this RFP 
• If you have an additional line add another budget code and amount, the total must 

agree to the total  
 

 



 

 

 

 

8.  For registrations, you should have a Travel ID 

 

 

 



9. The final information before it is submitted, will list the approvals based on the org code you 
selected – Click on submit, edit, or cancel

 

 

 
 

10.  Print the RFP cover page by clicking on the printer icon 
 

 



 

Use this page as the cover page with your documentation and fax to the number on the cover page 

 

 

 

If you forget to print the cover page go to the main menu 

If you need to edit, you can click on edit 



 

 

 

 

 

 

 


