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[bookmark: _Toc245061312]About This Guide
This guide explains how to access and submit the SB – Payment Request form in Optimize. It also provides instructions for completing the form, submitting supporting documentation, approving requests, reviewing request status, and correcting and resubmitting requests that are returned.
The Payment Request form and navigation may change as Optimize is updated. 
[bookmark: _Toc245061313]Before You Begin
Review the Payment Request Matrix to confirm that the expense is eligible for submission through the Payment Request Form. The matrix also identifies the supporting documentation that may be required.
When allowable, use a Universal Card/ProCard as the first payment option.
Gather the required supporting documentation for the payment request type before beginning the form.
If the payment is for a new vendor, confirm that the vendor has submitted a properly completed Payee Data Record (Form 204) to Accounts Payable. Vendors should complete the Form 204 using the Adobe Sign link provided by Accounts Payable. Departments may also submit the completed form to Accounts Payable through MoveIT.
For hospitality expenses, select the applicable hospitality payment type. The former Hospitality Worksheet is no longer used; additional hospitality fields will appear in the Payment Request Form and must be completed when applicable.
[bookmark: _Toc245061314]1. Access the Payment Request Form
[bookmark: _Toc245061315]1.1 Direct Link from the Accounts Payable Website
Users may access the form using the direct link provided on the Accounts Payable Payment Request webpage.
 [image: The image depicts a computer screen displaying a payment request form with a figure standing next to it, surrounded by coins.

AI-generated content may be incorrect.]
Select the link and sign in to Optimize using your CSUSB credentials, if prompted. The form will open on the existing page or browser tab.
[bookmark: _Toc245061316]1.2 Alternate Navigation Through Optimize
Users may also access the form by navigating through MyCoyote.
1.	Go to the CSUSB MyCoyote login.
2.	Sign in using your CSUSB credentials, if prompted.
3.	Click on the Optimize – Technical Support tile found under the Faculty or Staff profile page.
[image: Technical Support,

AI-generated content may be incorrect.]
4.	Click on Show Menu in the upper right-hand corner of the webpage.
[image: The image depicts the search section of an interface, likely a web application, with a focus on case creation and various support topics.

AI-generated content may be incorrect.]
5.	Select Accounting from the menu. 
	[image: The image shows a screenshot of the Optimize Self-Service Portal dashboard, featuring various sections for different services and resources.

AI-generated content may be incorrect.]
6.	Locate the Payment Request Form in the Support Resources section.
5.	Select SB – Payment Request block to open the form.
	[image: The image displays a mobile interface with a payment request feature for a service, specifically requesting a non-purchase order and non-concur payments.

AI-generated content may be incorrect.]
6.	Optional: Select the heart icon to add the form to your favorites for easier access. 
[bookmark: _Toc245061317]2. Complete the Payment Request Form
Complete all required fields and provide enough information for the approver(s) and Accounts Payable to understand, approve, and process the request. Required fields may vary depending on the payment type selected.
[bookmark: _Toc245061318]2.1 General Form Instructions
1.	Complete the vendor and payment information.
2.	Select the payment type that best describes the expense.
3.	Provide a clear business purpose, explain the benefit to the University or auxiliary organization, and include any additional information necessary to support or clarify the expense.
4.	Complete the expense allocation information, including the applicable department, fund, account, class, and project fields, when applicable.
5.	Upload all required supporting documentation.
6.	Review the completed form for accuracy before submitting it.
[bookmark: _Toc245061319]2.2 Header Section – Business Unit
Business Unit: Select the business unit associated with the funding source for the payment request. The available options are:
· ASI - Associated Students Inc
· SMSU - Santos Manuel Student Union
· UEC - University Enterprises Corporation
· Stateside – CSUSB (Stateside) 
· PHIL - Philanthropic Foundation
UEC Corporate/Sponsored Programs: Sponsored Programs is part of University Enterprises Corporation (UEC). To ensure the request follows the correct approval route, select Sponsored Programs from the drop-down when the expense relates to Sponsored Programs. For all other UEC expenses, select UEC Corporate. 

[bookmark: _Toc245061320]2.3 Payee Information
Complete this section with accurate information about the individual or vendor receiving payment and how Accounts Payable should process and deliver the payment. Select the appropriate payee classification, provide the required identifying and contact information, and enter invoice details when applicable. Accurate information helps ensure the request is routed correctly and payment is issued without delay.
· Is Payee a Student or Employee?: Select the option that best describes the payee: 
· CSUSB State Employee - employed by CSUSB
· CSUSB Auxiliary employee - employed by ASI, UEC, or SMSU, at CSUSB
· CSUSB Student - currently or previously enrolled as a student at CSUSB
· Other CSU Employee - employed by one of the California State Universities or the CSU Chancellor’s Office
· Other CSU Student - currently or previously enrolled as a student at a California State University, but not CSUSB
· Not Applicable - use this option when paying a vendor, which includes payments between business units on campus
· Payee Coyote ID: This field appears when CSUSB State Employee, CSUSB Auxiliary Employee, or CSUSB Student is selected. Enter the nine-digit Coyote ID of the individual receiving the payment.
· CSUSB State Employees: Entering the payee’s Coyote ID will automatically populate the payee’s name and Reports To Manager. If the correct manager or supervisor does not populate, manually enter the appropriate individual in the Payee Reports To field. The individual listed in this field will automatically be added to the approval workflow.
· CSUSB Auxiliary Employees: Manually enter the payee’s first and last name in the appropriate payee fields. You must also manually enter the Payee Reports To ID and Payee Reports To Name. The Payee Reports To field includes a lookup feature that allows you to search for and select the appropriate manager or supervisor by name or email address.
If the Payee Reports To manager is the sole approver for the request, add that individual again in the Approvals section to ensure the request is routed for approval.
· Disposition of Payment: Select how Accounts Payable should handle the payment. Options include:
· Standard Mail - USPS or Direct Deposit
· Standard Mail with Attached Documents - For payments with attached documents, attach the documents and include instructions in the payment justification field.
· Overnight Mail - For overnight mail, attach the required air bill or Request for Overnight Mail Delivery Service form.
· Overnight Mail with Attached Documents - For overnight mail, attach the required air bill or Request for Overnight Mail Delivery Service form. For payments with attached documents, attach the documents and include instructions in the payment justification field.
· Hold for Pickup - Select Hold for Pickup only in rare or extenuating circumstances.
· Wire Transfer - Select this option for an international wire transfer or for a domestic wire transfer when required for an auxiliary organization. Provide accurate banking information to the Accounts Payable Lead through MoveIT. Additional supporting documentation may be required.
· Payee First Name: Enter the individual’s first name, if applicable.
· Payee Last Name: Enter the individual’s last name, if applicable.
· Payee Business Name (if a company or vendor): Enter the company or vendor name when the payee is not an individual.
· Payee Phone: Enter the payee’s full phone number. Accounts Payable may use this information to communicate about payment issues.
· Payee Email: Enter the payee’s email address. Accounts Payable may use this information to communicate about payment issues.
· Vendor Invoice Number (if any): Enter the invoice number shown on the vendor invoice. Leave blank if there is no invoice.
· Invoice Date: Enter the invoice date shown on the vendor invoice. Leave blank if there is no invoice.
[bookmark: _Toc245061321]2.4 Payee Mailing
Enter the complete remitting address where the payment should be sent. Use the payee’s current and accurate address information, including the country, locality, street address, regional designation, and ZIP or postal code. Include additional address details, such as an apartment, suite, or department number, when applicable.
· Country: Select the country associated with the payee’s remitting address.
· City/Locality: Enter the city, town, or locality associated with the payee’s address.
· Address Line 1: Enter the payee’s primary street address, including the building or house number and street name.
· Address Line 2: Enter additional address information, such as an apartment, suite, unit, floor, building, or department number, when applicable.
· Address Line 3: Enter any additional address information required for delivery that does not fit on the first two address lines. Leave blank if not applicable.
· State/Province/Region: Enter the state, province, territory, or other regional designation associated with the payee’s address. If the country does not use this type of designation, leave the field blank if permitted.
· Zip/Postal Code: Enter the ZIP code, postal code, or other applicable postal designation for the payee’s address.
[bookmark: _Toc245061322]2.5 Applicable Payment Type and Justification
Complete this section to identify the allowable payment type, explain the business purpose of the expense, and determine the information and supporting documentation required to process the payment. Review the Payment Request Matrix and the system-generated payment description and documentation requirements before submitting the request. Incomplete or unclear information may result in the request being returned.
· Payment Type: Select an allowable payment type. The available payment types depend on the selected business unit. A description of the selected payment type may also appear. Review the Payment Request Matrix for eligibility before completing the request.
· Payment Justification: Provide a clear and detailed explanation of the expenditure, its business purpose, and how it benefits the University or auxiliary. Use this field to include special handling instructions or other information Accounts Payable needs to process the request. Incomplete or unclear explanations may result in the request being returned.
· Payment Description: This field automatically populates based on the selected payment type and describes the types of expenses that may be submitted under that payment type. Review the description to confirm that it applies to the expense being submitted.
· Documentation Required: This field automatically populates based on the selected payment type and identifies the supporting documentation that must be attached to the Payment Request Form. Review the requirements and attach all applicable documentation before submitting the request.



[bookmark: _Toc245061323]2.6 Expense Allocations
Expense allocations identify how the payment should be charged to the University’s chart field string. They specify the account, fund, department, class, and, when applicable, project associated with the expense. If the payment is funded by more than one chart field string, create a separate allocation for each funding source and enter the amount assigned to each one. The total of all allocations must equal the payment request amount.
· Add: Select this option to create a new expense allocation.
· Account: Enter the six-digit account number for the expense.
· Fund: Enter the five-digit fund number for the expense.
· Dept: Enter the five-digit department identification number for the expense.
· Class: Enter the five-digit class number for the expense.
· Project: Enter the five-digit project number for the expense, when applicable.
· Amount: Enter the amount assigned to the allocation. If multiple allocations are used, enter the exact amount assigned to each allocation. The allocation total must equal the amount requested.
· Comments: Enter any applicable comments or special instructions, including the requested voucher line description for the expense, when applicable.
· Remove All: Select this option to remove all expense allocations currently entered.
· Remove Row: Identify the expense allocation row you want to remove, then select Delete Row (X icon) on that row.
· Edit Row: Identify the expense allocation row you want to modify, then select Edit Row (pencil icon) on that row.
· Expense Allocation Total: This field automatically calculates and displays the combined total of all expense allocation lines entered. The total should equal the payment request amount.
For assistance selecting the appropriate chart field string, contact the budget approver in your department.
[bookmark: _Toc245061324]2.7 Approvals 
Use this section to identify the individuals who must review and approve the Payment Request Form before it can be processed. Add approvers in the required order and use the available options to modify or remove them as needed. Add individuals to the Watch List when they need visibility into the request but do not have approval authority.
· Add: Select Add to add an approver to the approval workflow. A lookup field will appear, allowing you to search for and select the approver by name or email address.
· Remove All: Select Remove All to remove all approvers currently listed.
· Remove Row: Identify the approver row you want to remove, then select Delete Row (X icon) on that row.
· Edit Row: Identify the approver row you want to modify, then select Edit Row (pencil icon) on that row.
· Watch List: Add individuals who need to view or monitor the request but are not required to approve it. Watch list users do not participate in the approval workflow and cannot approve or reject the request.
[bookmark: _Toc245061325]2.8 Add Attachments
Review the supporting documentation requirements for the selected payment type. Attach all required invoices, receipts, order forms, applications, agreements, and other supporting documentation using the Choose a file link, drag-and-drop feature, or copy-and-paste option provided on the form.
If a document must be mailed with the payment, attach it to the request and include a comment identifying the mailing requirement.

[bookmark: _Toc245061326]2.9 Hospitality Payment Requests 
(skip this section if your request does not involve hospitality expenses)
When a hospitality payment type is selected, additional hospitality-related fields will populate on the Payment Request Form. Complete all applicable fields and attach the supporting documentation required for the hospitality expense. A separate Hospitality Worksheet is not required.
· Hospitality Host Coyote ID: Enter the nine-digit Coyote ID of the CSUSB State or Auxiliary employee hosting the meeting, conference, reception, activity, or event. If you do not know the host’s Coyote ID, enter the host’s name or CSUSB email address in the Event Host Name field.
· Event Host Name: Use the lookup feature to search for and select the event host by preferred name or CSUSB email address. Selecting the host will automatically populate the Hospitality Host Coyote ID. If the incorrect host information appears, verify that the correct name or email address was selected.
· Event Host’s Reports to: Entering the Hospitality Host Coyote ID will automatically populate the event host’s manager or supervisor. If the correct manager or supervisor does not appear, use the lookup feature to search for and select the appropriate individual by name or email address.
· The individual listed in this field will automatically be added to the approval workflow. If the event host’s manager or supervisor is the sole required approver, add that individual again in the Approvals section to ensure the request is routed for approval.
· Type of Event: Select the option that most closely corresponds to the event type.
· Type of Hospitality: Select the option that most closely corresponds to the type of hospitality being provided.
· Event Date: Enter the date the event begins. For a single-day event, enter the event date. For a multi-day event, enter the first day of the event.
· Event End Date: For a multi-day event, enter the date the event ends. This field is not required for a single-day event.
· Name of Event: Enter the official name or title of the event.
· Is the event being held on campus?: Select the option that identifies where the event will take place:
· Yes, San Bernardino Campus
· Yes, Palm Desert Campus
· No – Select this option if the event will be held off campus.
· Campus Special Event Reservation ID: Before completing this field, submit the prerequisite reservation form through Campus Special Events and Guest Services.
After submitting the reservation form, enter the assigned Reservation ID in this field. If a Campus Special Event Reservation ID is not required, enter N/A or Not Applicable.
Please contact Special Events and Guest Services if you have questions about whether a reservation is required for an on-campus event.
· Large-Scale Event: If more than 20 people are invited or it is administratively difficult to collect an attendee list, describe the invited attendees or groups and explain why an attendee list was not collected. Attach an event invitation or flyer when required.
· Does the request include the use of an approved campus or CSU name, logo, or brand?: If you select Yes, attach the completed CSUSB Logo Approval Form. For more information, visit the Logo Approvals webpage.
· EH&S Food Event Notification Form Attached?: Select Yes if food will be served on campus by an outside caterer or food provider other than Chartwells (Yotie Eats) and the required Food Event Notification (FEN) form is attached. Otherwise, select Not Applicable. For more information, visit the Food Event Notification webpage.
· Location of Event: Enter the campus location when the event is on campus, such as the building and room number. For an off-campus event, enter the venue name and complete address.
· Event Description/Business Purpose: Provide a complete description of the event, including the purpose of the expenditure and how it benefits the University or its auxiliary. If this information is already included in the Payment Justification section, copy and paste it into this field. Incomplete information may result in the request being returned.
· Chartwells/Yotie Eats Catering Waiver Form Attached?: Select Yes if the meal cost exceeds $250, food is served on campus by an outside caterer or food provider, and the required waiver is attached. Otherwise, select Not Applicable. Complete the Chartwells/Yotie Eats Catering Waiver Form.
[bookmark: _Toc245061327]Hospitality Meal Details
When Alcohol, Catering, or Meals and Refreshments is selected from the Type of Hospitality drop-down list, complete all required fields in the Hospitality Meal Details section. If Other is selected and the hospitality transaction includes a meal, drink, or alcohol, complete the Hospitality Meal Details section as well.
This section helps ensure that the applicable maximum per-person meal rate established by the Hospitality Policy is not exceeded without the required Vice President or President approval.
Enter each meal separately, including the meal date, meal type, number of attendees, and amount per person.
Meal Rate Approval: If the amount per person exceeds the maximum allowable rate for the selected Business Unit and meal type, approval from the appropriate division Vice President or the President is required. Please add the appropriate approver to the Approvals section.
Changing the Business Unit or Payment Type will clear existing meal details so the appropriate meal rates can be applied.
· Add: Select Add to enter a new meal.
· Meal Date: Enter the date of the meal. Add a separate meal row for each meal date.
· Meal Type: Select the meal type for the specific request. If multiple meal types apply, multiple meal rows will need to be added.
· Number of Attendees: Enter the number of attendees or invited guests for the meal date and meal type entered.
· Amount Per Person: Enter the amount spent per person. Calculate this amount by dividing the total meal cost—including food, beverages, tax, gratuity, service charges, and delivery fees—by the number of attendees or invited guests.
· Remove All: Select Remove All to remove all meal rows currently listed.
· Remove Row: Identify the meal row you want to remove, then select Delete Row (X icon) on that row.
· Edit Row: Identify the meal row you want to modify, then select Edit Row (pencil icon) on that row.
For additional hospitality requirements, refer to the Hospitality webpage and policy.





[bookmark: _Toc245061328]3. Submit the Payment Request Form
1.	Review the form and confirm that all required fields are complete.
2.	Confirm that all required supporting documentation is attached.
3.	Review the approver information. 
4.	Select Submit.
After submission, the request will route through the required approval workflow. Accounts Payable will review the request after the required approvals are completed.
[bookmark: _Toc245061329]4. Approve a Payment Request
Approvers are responsible for reviewing the request and supporting documentation to confirm that the expense is appropriate, allowable, adequately supported, and charged to the correct accounting information.
1.	Open the Payment Request assigned to you for approval.
You may open the request using either of the following methods:
a. Select the PR request ID in the approval email you received. The PR request ID is the unique number assigned to the Payment Request.; or
b. Navigate to My Tasks in Optimize:
a. Go to the Optimize Employee Center.
b. Sign in using your CSUSB credentials, if prompted.
c. Select My Tasks in the upper-right corner of the webpage.
d. Review the open tasks associated with Payment Requests. These requests begin with PR.
2.	Review the Payment Request
Review the request details, supporting documentation, expense allocations, and business purpose. To view the complete request, select the blue, hyperlinked PR request ID. The request page includes the form, expense allocations, hospitality meal details, if applicable, approvers, request activity, and attachments.
3. 		Return the Payment Request for correction, if necessary
If the request is missing information, supporting documentation, or corrections, select Reject. In the comments, clearly explain what the submitter must correct or provide. Selecting Reject returns the request to the submitter for correction; it does not permanently deny or cancel the request.
Examples include:
· A required receipt or form is missing.
· The business purpose is incomplete.
· The chartfield string is incorrect.
· The request requires an additional approver.
· The payment information needs to be corrected.
4. 		Approve the Payment Request
If the request is complete, appropriate, adequately supported, and accurately coded, select Approve. To add a comment before approving, enter it in the Activity tab of the form.
Approvers should not approve a request when the expense is incomplete, unsupported, outside the scope of the Payment Request Form, or charged to incorrect accounting information.
[bookmark: _Toc245061330]5. Review Request Status
Requestors and users listed on the watchlist may review the status and available details of a Payment Request in Optimize.
1. Go to the Optimize Employee Center.
2. Sign in using your CSUSB credentials, if prompted.
3. Select My Requests in the upper-right corner of the webpage.
4. Under Submitted Requests, search for and open the applicable Payment Request.
5. Review the request status, approval history, comments, attachments, and other available information. 
Payment Requests may display one of the following statuses:
a. Pending Approvals: The request is awaiting review and approval by one or more designated approvers.
b. Approver Rejected: An approver returned the request for corrections or additional information.
c.  Accounts Payable Rejected: Accounts Payable returned the request for corrections or additional information.
d. Pending Accounts Payable Review: All required approvals have been completed, and the request is awaiting Accounts Payable review.
e. Accounts Payable Approved – Awaiting Payment: Accounts Payable processed the request, and payment is pending.
f. Payment Issued: Payment has been processed and issued.
[image: The image displays a user interface with a form for reviewing a payment request, including fields for request number, status, priority, and attachments.]

[bookmark: _Toc245061331]6. Correct and Resubmit a Returned Request
A request may be returned (rejected) when an approver or Accounts Payable needs corrections, additional information, or revised supporting documentation.
1. Open the returned Payment Request from the applicable request list. It is indicated by the state. Open indicates that the request was returned/rejected. Pending indicates that it is still moving through the workflow.
a. Go to the Optimize Employee Center.
b. Sign in using your CSUSB credentials, if prompted.
c. Select My Requests in the upper-right corner of the webpage.
d. Under Submitted Requests, search for and open the applicable Payment Request.
2. Review the Activity tab to view the comments from the approver or Accounts Payable explaining what must be corrected or provided.
3. Update the form, expense allocations, approvers, or attachments as needed.
4. Save the changes. 
5. Select Resubmit Form.
Resubmitting the request restarts the applicable approval process. Confirm that the Payment Request Status changes to Pending Approvals after resubmission.
[bookmark: _Toc245061332]7. Additional Submission Requirements
Invoices, order forms, and applications must identify the University or its auxiliaries as the billing party and include the University address or its satellite locations as the delivery address.
Invoices, order forms, and applications should identify the contact name and department responsible for placing the order.
The requesting department is responsible for providing the vendor with information necessary for proper delivery and for resolving order-related issues.
Unapproved, non-qualifying, or incomplete Payment Requests may be returned to the originating department with an explanation of why the request could not be processed.
[bookmark: _Toc245061333]8. Helpful Tools and Resources
	Resource
	Purpose

	Payment Request webpage
	Access the direct link to the form, training information, open session schedule, and related resources.

	Payment Request Matrix
	Identifies the types of expenses that may be submitted using the Payment Request Form.

	Hospitality webpage
	Provides hospitality requirements and links to the Hospitality Policy.

	Payee Data Record (Form 204)
	Provides vendor information required for new vendors.




[bookmark: _Toc245061334]9. Questions and Technical Issues
For questions about the Payment Request process, eligibility, required documentation, hospitality requirements, or technical issues with Optimize, contact Accounts Payable:
· Email: payables@csusb.edu
· Phone: (909) 537-5155
· Location: SH-105
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