User Guide for Initiating a Payment Outside of
Payroll

Payment to a Company Using a Purchase Order
Use the Create Requisition business process in Workday to create a purchase order

for goods or service provider (Company). Please refer to the create purchase order
user guide. (1099 Eligible)

Payment to a Company or Individual (Non-Employee) for Goods or
Services (formerly known as RFP)

Select - Supplier Invoice. Complete the form and attach all supporting
documentation. Please see Supplier Invoice user guide. (1099 eligible)

Payment to an Individual as a Reimbursement for Mercer Employee
Select — Expense Reports. Complete the form and attach all supporting
documentation. Please see Expense Report user guide. (Not 1099 reportable)

Payment to an Employment Candidate as a Reimbursement
Select — Expense Reports for a non-worker. Select “candidate”. Complete the form

and attach all supporting documentation. Please see Expense Report user guide.
(Not 1099 reportable)

Payment to a Student as a Reimbursement
Select — Expense Reports for a non-worker. Select “student”. Complete the form

and attach all supporting documentation. Please see Expense Report user guide.
(Not 1099 reportable)

Payment/Reconciliation of Purchasing Card Charges
Select - Expense Reports. Please refer to Purchasing Card User Guide.

Payment to an Individual for an Award or Honorarium
Miscellaneous Payment Request. The requestee will be responsible for obtaining
and providing the payee data and attaching the matching W-9. Payment types
include one-time services, awards, reimbursement, stipend, other, and Trio. Please
send request and information to Bourassa_sd@mercer.edu (1099 Eligible)




Other Payments to Non-Mercer Individuals

Miscellaneous Payment Request. The requestee will be responsible for obtaining
and providing the payee data and attaching the matching W-9. Payment types
include one-time services, awards, reimbursement, stipend, other, and Trio. Please
send request and information to Bourassa_sd@mercer.edu. Payment types include
reimbursement, one-time payments, and Trio. (1099 Eligible or reimbursement)




