Service
Center of Submitting a Pay Invoice

Excellence

SCE Finance uses ServiceNowto track and route service requests to the properfulfillers. Financeemployees will now
process and communicate on requests entered into the ServiceNow system. To access the service cataloggo to
https://help.unc.edu orthe SCE Finance website. Forany questions contact SCE Finance.

Accessing ServiceNow

To submit a Pay Invoice request in ServiceNow
open an internet browser and go to the SCE
Finance website. https://fo.unc.edu/sce/finance/

e (Click Pay Invoice.
e Review the Pay Invoice Checklist.

* Click Request Service. You will be taken to
ServiceNow.

* Log in with your ONYEN and Password.

e Complete Duo Authentication. You will be
taken to the Pay Invoice request form.

Submitting a Pay Invoice

Before submitting a Pay Invoice Request, review
the requirements and checklist to be sure to
submit all your documentation with your request.
https://fo.unc.edu/files/2019/09/departmental-
invoice-checklist. pdf

All Finance Requests for F&O are now entered and tracked within
ServiceNow.

* Complete the required fields marked by a red
asterisk listed on the screen.

* Confirm thatthe Requested for and Requested
for departmentfields are populated.

* For a quick reference of Chartfield Strings,
select/review the CBM Favorites under the
Accountinformation field. For assistance on
adding/updating CBM Favorites go to the CBM

Help Document.

* Inthe Departmental Reference field, include
the MR#, PR# and/or work order number is
applicable (Facilities Only).

* |nthe Additional Information field include the
priority (only if urgent).

* Inthe Request Reminder field, include
information to help remind you of what you
have requested, such as Vendor and Invoice
Number.

The Add attachments option gives you the ability to upload required files like
the Invoiceand other supporting documents.

* Click Request to submit your Pay Invoice.

l Continuous Improvement, Staff Development and Engagement @ the Service Center of Excellence, UNC Division of Finance and Opefations

v.6/3/2022


https://help.unc.edu/
https://fo.unc.edu/sce/finance/
https://fo.unc.edu/files/2019/09/departmental-invoice-checklist.pdf
https://billing.itsapps.unc.edu/myaccounts/secure/Setting%20Favorites%2005_28_15.pdf

Communicating on Requests

ServiceNow enables youtotrackand Home > Reavests
communicate onyourrequests submitted.

To send a message to yourfulfiller/processor My Reqests
go to https://help.unc.edu View Open o | Sewrn open requests a
* Loginwithyour ONYEN and password. p— o © st hourage
* Complete Duo Authentication.
H H H ome rder Status Search Q
* Inthetop navigation menu, click My fome 3 Ouersiatis
Requests.
Submitted : 06/03/2022 12:09 PM
. . RequestNumber - REQ0D245344
* Clickontherequestyouwould like to Estimated Dalivery -
view. You will seeits statusinthe ) ) )
Item Delivery Date Stage Price (ea.) Quantity Total
approval process.
. . . Paylnvoice - ¥ Fulfillment — -
* Click on Pay Invoice toview the Request
Screen. Total: $0.00

On the Requestscreenyou willsee the
details of your Pay Invoice includingwhois

Home » My Request

workingyourinvoice, whenitwaslast - ot s 300t ot 300 Open
accessed and any messages your processor
. Pay Invoice Process
has senttoyou. Whenyour requestis
updated an email will direct you to this S Q@ oo
screen.

Stage

. . » Fulfiliment

* To communicate with your
fulfiller/processor, type your messagein fctity  Atachmems  Additionsl Detais

the commentbox at the top of the screen.
Type your message here... P

* To add an attachmenttoyourrequest,

click the paperclipiconin at the top of o Michael Krier Dsboutanhourago
the screen. invoice xisx 1
8.1KB
* Toviewthe attachmentsincludedinthis
. . . Michael Krier ® about an hour ago
requestclick onthe file nameinthe @ RITHO248524 Created
attachmentslisted in the bottom right of @
the screen.
When the fulfiller/processor updates your request you will receivean email
Reviewing Requests notification to directyou to the request screen. Communicate with your
processor/fulfiller within ServiceNow on the Request Screen rather than
To view the status of all of your requests through email.

click the My Requests link at the top of the
ServiceNow screen. You canview all your
openor closed requestsin ServiceNow.

Knowledge Articles Services My Requests ™ Cart Tours @

Home ¥» Requests

Search your requests by status, type or
keywords within the request such asthe My Requests
Invoice Number.

View Open v Search open requests Q
Requests can have one of fourstatuses. ﬁ:'a":“':i Oren @ aboutan hourago
Open (not processed/accepted), Workin Michast i
Progress (processingatthe SCE), Pending
(processing outside of SCE), and Closed Select Closed inthe drop down to view all of your closed requests.
’
Complete Otherwise select the request you wish to view. The additional statuses will
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