Check Request Self-Service Process

Good accounting practices and our cyber insurance carrier require
HCCC to record Check Request authorizations within Colleague. This

Please note that all Procurement Procedures, including backup and

is accomplished through the Self Service Payment Request process. ii\ N/ /

approvals required must be followed. If you have questions, please HUDSON [ r\',
contact the Accounts Payable Officer. For technical support, please COUNTY /
reach out to the Ellucian Enterprise Applications team. COMMUNITY COLLEGE

Access Self-Service

1. Access Self Service via MyHudson, links are
in the Ellucian area:
https://myhudson.hccc.edu/ellucian.

2. Choose Daily Work, Financial Management,

and then Procurement
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Procurement
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3. Choose the Create tab

Procurement

View Create

Warning: 4/22/2022 fallsin a {

4. From the drop-down, choose Payment Request

View Create

Warning: 4/22/2022 falls in a fu
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https://myhudson.hccc.edu/ellucian

5. The most important information to complete on this form are the following: Vendor (with
correct address), Line Items from the invoice, and Approvers. Complete the information as
necessary, similar to the below:

Payment Request Number 40268400 Request Date ~

Approvers Approval Date

Status Date  3/7/2022

Invoice Date  317/2022 Next Approvers

Needed By Date R s Laatoh Q

1112022
Internal Comments

AP Type

st~ (

vendor Part Quantity Unit Price Extended Price

Add ltem

6. Forthe vendor field, type the Vendor Name and click Search, and you will be presented with
relevant choices. Click to choose the correct name and address combination. The name and ID
number will the appear with the address following.

Vendor ID

ellucian Q

Ellucian Inc 0242254
Bank of America 100 West 33rd St New York NY 1001
(CK-Check Address)

Ellucian Inc 0242254 x

Address

Bank of America 100 West 33rd St New York NY 10001
(CK-Check Address)



7. Inthe approvers field, type the name(s) of your approver(s) and click the Search icon or press
enter, then select the appropriate person(s).

Approvers Approval Date

Next Approvers

geoffrey sims

Geoffrey Sims ‘

GSIMS 0304691

O]

Approvers Approval Date
Geoffrey Sims Awaiting Approval e
Veronica Zeichner Awaiting Approval °

8. For Line Items, click the Add Item button.

Items

Line Items Description
( Add Item \I
\\__ /’

9. Enter the information from the invoice for each line item. You may search for authorized GL
numbers by name or number. When finished with the line item, click the blue Add Item button.

New [tem

Description *

Paper towels @

Quantity * Price * Extended Price
1000 0.0500 $50.00

GL Account * Project Amount *
11-253025-525925 ® None v| | 5000

11-253025-525925 OFFICE OF INF.TECH : MISCELLANEQUS/OTHER

Lf Add GL Account
N

f/'ir'\\
| Cancel ) Add Item
N o



10. When all line items are entered, click the Save and Attach blue button at the bottom of the screen.

/ Cancel \ Save and Attach
L ¥

11. The system will prompt you to upload attachment(s) to backup the Check Request transaction.
Documents should be an image (JPG, PNG) or a PDF. Word and Excel files are not accepted. Click
Choose File to select a file from your computer, and then click Upload. Upload as many files as necessary

to process your transaction. When all documents appear in the list, click the Close button.

Attachments X

Upload new attachment

Choose File | No file chosen

Accepted File Types: ( .pdf..jpg..png )

Maximum File Size: ( 20 MB )

Attachments X

Upload new attachment

Choose File: No file chosen

Accepted File Types: ( .pdf.jpg,.png )

Maximum File Size: (20 MB )

Name Uploaded On Actions

omni-hudson-county-community-college-email- 4/22/2022 05:19:30 PM &
obfuscation signed pmc.pdf

Close



12. Your Check Request has now been entered, and the transaction will be processed after it is approved,
and then selected for payment. You can review the status of your Check Requests in the View tab of

Self Service Procurement.

Procurement

View Create

Payment Request

Voucher Date Voucher Total Approvers/Next Approvers
31812022 V0269401 [ InProgress | 0057080 Sandra Y. Aviles $70.00
3/7/2022 V0269400 [ InProgress | 0242292 Educause $77.00
4/22/2022 V0269420 [ NotApproved | 0242254 Ellucian Inc $50.00 Geoffrey Sims E,
42042022 V0269419 [ NotApproved | 0323174 Howard Computers $38.036.86 Sharon Wilson-Harriott Z
412012022 V0269418 [ NotApproved | 0323174 Howard Computers $2.960.65 Geoffrey Sims

3/8/2022 V0269405 | Outstanding | 0057080 Sandra Y. Aviles 57000 @ Geofirey Sims




