
This is an interactive module  

Click the squares icon at top right to return to the home page from any slide

Click on any form image to link to the online fillable pdf

The gold folder links to a secured upload folder where sensitive information can be 
safely delivered.  This is a good option for W9s containing personal SSNs.  Copy the 
link into email or messages to share it with the payee.

Click menu options to move directly to the information you need. 

https://www.andrews.edu/services/finrec/doc/check-request-form.pdf
https://liveandrews-my.sharepoint.com/:f:/g/personal/rhoda_andrews_edu/ElzUpZEl495EhR-jqTYpZgkBtpdjx4HIpEtjMIy-zLlDsw


Student Guest

Business Faculty/Staff

Who needs to be paid?



Reimbursement

Services, not employed on campus

Services, employed on campus

Student

Note:  even if a student doesn’t work for 
YOUR department, if they are employed 

anywhere on campus you will select 
“employed on campus”. 



Reimbursement

Student

Receipts must include:
• Vendor name
• Date
• Payment Method
• Amount
• Items Purchased

Check Request must be 
signed by department head

W9s are NOT needed for 
reimbursement

Submit Check Request and Receipts to ap@andrews.edu

https://www.andrews.edu/services/finrec/doc/check-request-form.pdf
mailto:ap@andrews.edu


Services, not employed on campus

W9s are REQUIRED
for payment for services

Check Request must be 
signed by department head

1 Name

3 Check “individual/sole prop.”

5 and 6 Address

Sign and Date

SSN

Submit Check Request to ap@andrews.edu

Student

Link to secure upload folder

https://www.andrews.edu/services/finrec/doc/check-request-form.pdf
https://www.irs.gov/pub/irs-pdf/fw9.pdf
mailto:ap@andrews.edu
https://liveandrews-my.sharepoint.com/:f:/g/personal/rhoda_andrews_edu/ElzUpZEl495EhR-jqTYpZgkBtpdjx4HIpEtjMIy-zLlDsw


One Time Pay Request 
PAYROLL DEPARTMENT
payroll@andrews.edu 

Services, employed on campus

Student

mailto:payroll@andrews.edu
http://www.andrews.edu/services/hr/documents/payroll/otprequest.pdf


Services
Faculty/Staff

Reimbursement



Faculty/Staff
Reimbursement

Click link

https://app.ca1.chromeriver.com/login/sso/saml?CompanyID=andrews.edu


Faculty/Staff

One Time Pay Request 
PAYROLL DEPARTMENT
payroll@andrews.edu 

Services

mailto:payroll@andrews.edu
https://www.google.com/url?client=internal-element-cse&cx=4458afea938ed48cb&q=https://www.andrews.edu/services/hr/documents/payroll/otprequest.pdf&sa=U&ved=2ahUKEwjX3qGnloSRAxVolYkEHR9pC6IQFnoECAYQAQ&usg=AOvVaw1mHNG2GkO-a2J4bTK9f3wH


Invoice For Goods

Invoice For Services

Statements

Quotes and Deposits

Business



Invoice For Goods

Business

John Doe
11-0000-9510-90
Submitted 11/21/25

1. Authorization Signature
by Department Head

2. FOAPAL

3. Date submitted 
to Accounts Payable
ap@andrews.edu

REQUIRED for payment
Add directly to invoice:

mailto:ap@andrews.edu


Invoice For Services
Business

1. Authorization Signature
by Department Head

2. FOAPAL

3. Date submitted 
to Accounts Payable
ap@andrews.edu

REQUIRED for payment
Add directly to invoice:

1 Name

3 Check “individual/sole prop.”

5 and 6 Address

Sign and Date

SSN

All Vendors must have a current 
W9 on file at Accounts Payable.  
ap@andrews.edu

11-0000-9510-80-000023
John Doe
Submitted 3/14/26

mailto:ap@andrews.edu
https://www.irs.gov/pub/irs-pdf/fw9.pdf
mailto:ap@andrews.edu


Statements
Business

Statements are summaries of account activity.

They will list purchases, payments, credits and current balances.
They are generally NOT acceptable for payment request but 
sometimes are needed to pay late fees and to take credits.

If you receive a statement showing outstanding balances, you need 
to find or request copies of the invoices or credit memos to submit.

Email Accounts Payable if you are unsure. ap@andrews.edu

mailto:ap@andrews.edu


Quotes and Deposits

Business

W9s are REQUIRED
for payment for rentals, logo 

printing on clothing, 
speakers and performances

Check Request must be 
signed by department head

Submit Check Request to ap@andrews.edu

Click here for W9 instructions

The Vendor must supply a quote for 
prepayment and deposits. 

https://www.andrews.edu/services/finrec/doc/check-request-form.pdf
mailto:ap@andrews.edu
https://www.irs.gov/pub/irs-pdf/fw9.pdf


Services
Guest

Reimbursement



Receipts must include:
• Vendor name
• Date
• Payment Method
• Amount
• Items Purchased

Check Request must be 
signed by department head

W9s are NOT needed for 
reimbursement

Submit Check Request and Receipts to ap@andrews.edu

Guest
Reimbursement

https://www.andrews.edu/services/finrec/doc/check-request-form.pdf
mailto:ap@andrews.edu


W9s are REQUIRED
for payment for services

Check Request must be 
signed by department head

1 Name

3 Check “individual/sole prop.”

5/6 Address

Sign and Date

SSN

Submit Check Request to ap@andrews.edu
Services

Guest

Link to Secure Upload Folder

https://www.andrews.edu/services/finrec/doc/check-request-form.pdf
https://www.irs.gov/pub/irs-pdf/fw9.pdf
mailto:ap@andrews.edu
https://liveandrews-my.sharepoint.com/:f:/g/personal/rhoda_andrews_edu/ElzUpZEl495EhR-jqTYpZgkBtpdjx4HIpEtjMIy-zLlDsw


Terminology



Receipts – what qualifies?

A receipt may take many forms (i.e. cash register receipt, 
copy of an order form, web receipt or confirmation). 

A receipt must identify: 

• date of purchase
• vendor name 
• item(s) purchased
• price of each purchased item(s) 
• total amount of bill
• method of payment 



Sales Documentation

•RECEIPT = Proof you PAID (use for reimbursement)  
•INVOICE = Request for payment (submit to AP, never pay yourself) 
•ORDER CONFIRMATION = Just placed order (tracking only) 
•ACCOUNT STATEMENT = Summary (reconciliation only) 



IRS Regulations



Policies

Business Meal and Business Entertainment Policy

Gift Policy (Employee and Non-employee)  

Travel Expense Policy (eff. 2/15/22)

https://www.andrews.edu/services/finrec/policies/business-meal-and-business-entertainment-policy.pdf
https://www.andrews.edu/services/finrec/policies/employee-and-nonemployee-gifts.pdf
https://www.andrews.edu/services/finrec/policies/employee-and-nonemployee-gifts.pdf
https://www.andrews.edu/services/finrec/policies/employee-and-nonemployee-gifts.pdf
https://www.andrews.edu/services/finrec/policies/au-travel-policy.pdf


Payee
Service/

Honorarium
Reimbursement/
Goods Purchased

Student,
Employed 

on Campus

One-time Pay
PAYROLL

Check Request
Receipts

Accounts Payable

Student,
NOT Employed 

on Campus

Check Request
W9

Accounts Payable

Check Request
Receipts

Accounts Payable

Faculty/Staff One-time Pay
PAYROLL Chrome River

Guest
Check Request

W9
Accounts Payable

Check Request
Receipts

Accounts Payable

Business
Invoice

W9
Accounts Payable

Invoice
W9

Accounts Payable

Foreign 
Non-employee

Check Request
W8-BEN

Accounts Payable

Check Request
Receipts

Accounts Payable

Note: paying for services to a 
foreigner has complicated tax 
implications.  Please contact the 
Financial Records office for 
instructions ap@andrews.edu

Which Forms do you need?

We know this can be complicated – 
Tax Laws require different forms 
and processing depending on what 
payment if for and employment 
status.
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