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Payment Request 
Form



Purpose
� The Payment Request 

Form is the main form for 
requesting payment for 
non-BearBuy PO invoices 
effective September 1, 
2013

� Check Request Forms will 
no longer be accepted 

� Payment Request Form 
can be used for the 
following:
� Cell Phone/Phone Lines/ 

Data Services
� Donation/Contribution

� Government Fees/Visas

� Guest Lodging
� Honararium
� Memberships/Subscriptio

ns
� Refund

� Registration Fee
� Relocation
� Student Summer 

Programs
� Suppliers who will not 

accept a PO
� Utilities



Access to Payment Request 
Form

� The Payment Request Form is located on the 
BearBuy homepage under Frequently Used Forms







� Search by Voucher No.

� Under the Summary tab, check the following 
sections:
� Payment Information: Pay Status, Payment Method, 

Record No. (payment reference or check number), and 
Record Date

� Notes/Attachments: External Note à Payment 
Amount and PeopleSoft Payment Status

Check Payment Status



Check Payment Status



Helpful Tips
� Do not include any confidential information (i.e. 

SSN, bank account numbers, etc.)

� Make sure to redact any confidential information 
from attachments (invoices, documents, etc.)

� Submit only one invoice per Payment Request Form 
and cart

� Do not mix a Payment Request Form with a catalog 
order or another form

� The form will be assigned a requisition number then 
a PO number and voucher number (similar to a 
BearBuy order)



Resources
� Controller’s Office Solution Center

� Phone: (415) 476-2126
� Email: COSolutionCenter@ucsf.edu

� Anesthesia Business Office wiki page:
� Website: http://wiki.library.ucsf.edu/display/ABO

� Payment Request Form Guideline:
� Refer to: ABO wiki page à Policies & Procedures à BearBuy 

Payment Request Form Outline

� Payment Request Forms
� Link: http://controller.ucsf.edu/buying_paying/invoice_crp.asp
� BearBuy Email: BearBuy@ucsf.edu
� Training Materials: http://supplychain.ucsf.edu/training


