TCNJ ey

STEPS TO PAY A VENDOR:
ACCOUNTS PAYABLE
Requisitions Receipts

Requisitions must be Create Receipts against

entered in Oracle Cloud to the Purchase Order

process an invoice through (approved Req) for the
Accounts Payable total amount of the PO or

the invoice amount
Attach supporting

documents to the
Requisition, i.e. signed
contracts from iContracts

iContracts

If your steps for
purchasing includes an

agreement &/or contract, Payment
you must enter it in

. Accounts Payable will
IContracts process the payment

Check payment status
through P2P Panorama or

6 the PO

Vendor W-9s

All vendors must be entered Job Aids for each of these steps are located on the Treasurer's
into the Supplier Database Training and Job Aids page.

Email W-9s & ACH forms to Whgn procuring G’oods and.Serwcgs, please refer to Finance &
. Business Services' Purchasing Policy.
purchase@tcnj.edu

For training opportunities, refer to the Training Calendar and/or reach
out to Devon Manfredo (dibella@tcnj.edu)
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https://treasurer.tcnj.edu/calendar/
https://finance.tcnj.edu/purchasing/purchasing-policy/
https://treasurer.tcnj.edu/calendar/
https://treasurer.tcnj.edu/wp-content/uploads/sites/90/2022/11/Direct-Deposit-Form-Fillable.pdf
https://ucm.icontracts.com/

