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Vendor Onboarding



What Is Vendor Onboarding?
Vendor onboarding is the process of registering a new or an inactive supplier in our system. We need to collect information 
required such as legal name, tax identification, address, remittance, contact information, tax status, banking information as
well as other information required. This information is all validated prior to entering as an approved vendor in our system. 
Start this process as earliest as possible. Additional review and documents are required if individual is a US Non-Resident.

Vendor Onboarding

What is SmartSheet?
SmartSheet is a project management software. It’s flexible, it’s in real time and allows Accounts Payable to manage all 
vendor add or update requests.

What is PaymentWorks?
PaymentWorks is a third-party platform, it is a cloud-based application we use for vendor onboarding. However, we will 
transition from using PaymentWorks back to the traditional Vendor Data Record (204) form. We expect this transition to 
happen in 2024.

Key to Onboarding your Vendor
Submit the request to onboard the vendor ASAP
Inform your vendor of the process and what to expect
Provide the correct contact information, a valid email and phone number so we can contact the potential vendor

https://app.smartsheet.com/b/form/277451bd666542aeb8e0d8b394114645


Vendor Onboarding
SmartSheet Request

https://app.smartsheet.com/b/form/277451bd666542aeb8e0d8b394114645?confirm=true


ACCOUNTS PAYABLE

https://financialservices.fullerton.edu/controller/ap_travel/

VENDOR SET UP

https://financialservices.fullerton.edu/controller/ap_travel/services/payments/NewVe
ndorRequest.php

SMARTSHEET

https://app.smartsheet.com/b/form/277451bd666542aeb8e0d8b394114645

PAYMENTWORKS FAQ

https://financialservices.fullerton.edu/controller/ap_travel/documents/ap_documents/
PaymentWorks%20FAQ.pdf

Links

https://financialservices.fullerton.edu/controller/ap_travel/
https://financialservices.fullerton.edu/controller/ap_travel/services/payments/NewVendorRequest.php
https://app.smartsheet.com/b/form/277451bd666542aeb8e0d8b394114645
https://financialservices.fullerton.edu/controller/ap_travel/documents/ap_documents/PaymentWorks%20FAQ.pdf
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Requisitions
Overview

• A requisition is a formal request to purchase goods or services and one of 
many payment vehicles available

• Detailed guides covering many requisition topics are available on the CSUF IT 
website linked below

• The trainings available are:
• Creating a Purchase Requisition, Requisition Checklist, Modifying a 

Requisition, Canceling a Requisition, and much more

• If you're unsure about anything while entering your requisition just call one of 
us or email DL-C_and_P@fullerton.edu and we'll help you out

Helpful Links
• Creating a Purchase Requisition
• What Information Do You Need for a Purchase Requisition?

mailto:DL-C_and_P@fullerton.edu
https://csuf-erp.screenstepslive.com/m/70022/l/471798-creating-a-purchase-requisition
https://csuf-erp.screenstepslive.com/m/70022/l/1160444-what-information-do-you-need-for-a-purchase-requisition


Requisition Checklist

• Proof of Insurance
• Hospitality Directive 11 Form (D11)
• IT Purchasing Authorization
• CPFM Approval (For Furniture/Office Renovations)
• Strategic Communications (If Branding is Involved)
• Vendor Onboarding (For New Vendors)
• Bidding Thresholds (Over $50,000 Call Us)
• Contractual Documents (Negotiating Terms and Conditions)

Please Note:
• Missing documents and approvals will lead to procurement delays
• Could lead to us returning the requisition

https://financialservices.fullerton.edu/cp/documents/policies/CSUF%20Insurance%20Requirements%20for%20Services.pdf
https://foundation.fullerton.edu/_resources/pdfs/Directive%2011.pdf
https://titans.service-now.com/service_desk/order_services.do
https://facilities.fullerton.edu/services/


Samples

Proof of Insurance Hospitality Directive 11 (D11) IT Purchase Authorization



Requisitions
Tips

• Include all pertinent information in the header comments.
• The Requisition to Purchase Order process takes time, so start early!

• Ex: working with new vendors, IT review, project deadlines

• Again, please contact us if you have any questions
• Resources: C&P website, Inquiry Page, and US!

https://financialservices.fullerton.edu/cp/
https://app.smartsheet.com/b/form/af91b1177f7f472e9e05ec9e544f68b0
mailto:DL-C_and_P@fullerton.edu?subject=


Purchase Orders

• We will send the Purchase Order to the Vendor via email and CC the contacts 
included on the requisition.

• All invoices are to be sent to the Billing Address on the Purchase Order or via 
the Accounts Payable E-Submission Process

• E-Submission will be covered in the following slides.

• Need signed PO

Helpful Links
• C&P Forms
• C&P Services

https://financialservices.fullerton.edu/controller/ap_travel/services/payments/ESubmit.php
https://financialservices.fullerton.edu/cp/forms/
https://financialservices.fullerton.edu/cp/services/


Solicitation Thresholds

Helpful Links
• Checking the Status of a Purchase Order
• Printing a Purchase Order

https://csuf-erp.screenstepslive.com/m/70022/l/1092749-checking-the-status-of-a-purchase-order
https://csuf-erp.screenstepslive.com/m/70022/l/1094103-printing-a-purchase-order
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Delays in Processing Invoices
The wrong PO is on the invoice
Departments should verify the correct PO is indicated on the invoice before submitting to AP.

The invoice is submitted with an amount that exceeds the PO
Departments verify there is enough funds on the PO, if not submit a change order for the additional amount to increase the 
funds on the PO

The PO is closed, it’s from last fiscal year
Departments should contact C&P if the PO is closed

The invoice requires receiving from Shipping and Receiving
Departments should contact Shipping and Receive to receive the invoice before submitting to AP

The document submitted is not an invoice
Be sure document is an invoice addressed to CSUF, the following are not invoices: Statement, Quote, Purchase Order, 
Proforma

The invoice was submitted by vendor and department was copied
Submission by vendor does not mean approval, departments must still approve the invoice

Submit invoice using E-Submission to AP within the Payment Terms of the PO



Make sure your document for payment is an invoice Do not approve your own expense

This is not an Invoice



When submitting an AP Check Request

• Verify your expense qualifies for an AP Check Request

• If new vendor, submit the request to onboard your vendor, be sure to inform your vendor

• Attach required forms and receipts (Honorarium form, D11, Copy of Ad, Justification form, Receipts)

• Do not submit multiple expense/invoices or multiple vendors on one check request

• Submit to your department approver for approval (Make sure your approver is the authorized approver)

• Do not approve your own expense

• Approval does not = Submission. After your check request is approved, make sure all required documents are attached, 
download your check request and audit trail and submit by e-submission to Accounts Payable

Ck Requests

Check Request Process
https://financialservices.fullerton.edu/controller/ap_travel/services/payments/CheckRequest.php
Qualifying Items for Check Request
https://financialservices.fullerton.edu/controller/ap_travel/documents/ap_documents/QualifyingItemsForCheckRequests.pdf
AP Check Request Guide
https://financialservices.fullerton.edu/controller/ap_travel/documents/ap_documents/APCheckRequestGuide.pdf
E-Submission
https://financialservices.fullerton.edu/controller/ap_travel/services/payments/ESubmit.php
DOA – Delegation of Authority
https://csuf-erp.screenstepslive.com/m/70023/l/1675106-completing-a-finance-delegation-of-authority-request-form

http://Chhttps:/financialservices.fullerton.edu/controller/ap_travel/services/payments/CheckRequest.php
https://financialservices.fullerton.edu/controller/ap_travel/documents/ap_documents/QualifyingItemsForCheckRequests.pdf
https://financialservices.fullerton.edu/controller/ap_travel/documents/ap_documents/APCheckRequestGuide.pdf
https://financialservices.fullerton.edu/controller/ap_travel/services/payments/ESubmit.php
https://csuf-erp.screenstepslive.com/m/70023/l/1675106-completing-a-finance-delegation-of-authority-request-form


Memberships
Submit Memberships through the AP Check Request process.
• All purchased memberships must use a CSUF address. Payments related to an employee’s job-requirement licensing 

may use their personal home address

• Memberships should not extend beyond 12 months unless significant cost savings can be document

• Institutional memberships shall be in the name of the University and shall designate the name of the individual who will 
represent the University. This promotes the transferability of the membership. If an organization requires that the 
membership be in the name of an individual, said membership will need to be justified as to its appropriateness in relation 
to the individual’s position.

• A Membership Form or Invoice as well as a Justification Form must be included

E-Submission
https://financialservices.fullerton.edu/controller/ap_travel/services/payments/ESubmit.php
Membership Guidelines
https://financialservices.fullerton.edu/controller/ap_travel/documents/ap_documents/MembershipGuidelines.pdf
Membership Listing: Membership Listing

Approval does not = submission Once approved by your department approver, download the approved Check 
Request as well as the Audit Trail

Make sure your Membership Form/Invoice as well as Justification Form is attached and submit through E-Submission 
process

https://financialservices.fullerton.edu/controller/ap_travel/services/payments/ESubmit.php
https://financialservices.fullerton.edu/controller/ap_travel/documents/ap_documents/MembershipGuidelines.pdf
https://financialservices.fullerton.edu/controller/ap_travel/documents/ap_documents/Membership%20List%20082023.pdf


Invoices

 Don't forget to attach your Invoice, 
Check Request and Approval Audit 
Trail! 

 Add the DP number or Invoice 
number if submitting an invoice 
and Vendor Name on subject line.

Invoice E-Submission Web Page



Invoices
 Check lost in the Mail?

Submit a Stop Payment application

 Avoid dealing with lost checks and sign up for Direct 
Deposit

 Employees can sign up for Direct Deposit through AP 
Website

 Vendors can enroll through PaymentWorks

https://financialservices.fullerton.edu/controller/ap_travel/services/payments/StopPayment.php

https://financialservices.fullerton.edu/controller/ap_travel/
https://financialservices.fullerton.edu/controller/ap_travel/services/payments/StopPayment.php
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Contracts
Setting Up A Contract
• All contracts must meet the CSU's requirements to ensure procurement and 

contracting activities are in compliance with applicable regulations. To begin the 
contract request process, follow these steps:

1. Gather all information (i.e. proposal, IT Authorization #) that will assist in the 
processing of the contract request

2. Submit the contract request through the Contract Request Application
• Once the request has been submitted in the CRA, a Buyer will be assigned and 

the requestor will be CC'd on all correspondence with the vendor/contractor

• If you are new to the CRA process, please complete the training below based on 
your role

Training for Requestors Training for Approvers

https://afapps.fullerton.edu/ContractRequest/Login.aspx?ReturnUrl=%2fContractRequest%2f
https://csu.sumtotal.host/Core/pillarRedirect?relyingParty=LM&url=core%2Factivitydetails%2FViewActivityDetails%3FActivityId%3D65210%26UserMode%3D0%20
https://csu.sumtotal.host/Core/pillarRedirect?relyingParty=LM&url=core%2Factivitydetails%2FViewActivityDetails%3FActivityId%3D65211%26UserMode%3D0%20
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E-Business



Four (4) Types of Procurement Cards
1) One-Card
The One Card may be used to make purchases of all types of goods, supplies and/or allowed services, per the 
Procurement Card Policy.

2) Declining-Balance Card
There are two types of Declining Balance Cards; Short-Term and Vendor. The short-term declining balance card 
is issued with a credit limit set as the maximum amount for a specific event or short timeframe. The credit limit is 
reduced by the amount of each transaction and does not reset at the end of each billing cycle.

3) Instant Card (Virtual)
The Instant Card is a virtual credit card, similar to the One card. The Instant Cards main purpose is to purchase 
food and unplanned small incidentals needed by individuals that are traveling.

4) Voyager Card (Fleet Management)
The Voyager Card is a fleet management card that is issued to a University-owned vehicle rather than an 
individual person. The Voyager Cards main purpose is to purchase fuel and car washes.



How to Obtain a Procurement Card

3 Easy Steps

1) Fill out the Procurement Card Agreement and Application. Email the completed forms to 
ebusiness@fullerton.edu

2) Complete the Procurement Card Training assigned to you in Employee Training Center

3) Upon notification that your Procurement card is ready, visit the Contracts and 
Procurement Office to pick-up your card 

Card Pick-up Information:
Contracts & Procurement Office (Please check-in with reception-If no receptionist, dial ext. 2411)
2600 Nutwood Ave, 3rd Floor.
Fullerton, CA 92831
Office Hours: M-F 8:00 A.M.-4:00 P.M. (closed from 12-1 for lunch)

mailto:ebusiness@fullerton.edu


Procurement Card Information

 Billing Cycle Close Dates
25th of the month: One-Card, Declining Balance, Instant Card
24th of the month: Fleet/Voyager Card

 Lost Cards/Fraud: 877-595-6256 (US Bank Support)

 Forms: https://financialservices.fullerton.edu/cp/forms/

 Amazon Business Prime

https://financialservices.fullerton.edu/cp/forms/


Concur P-Card Expense Report

Reconciliation Process - Concur

 Type of Procurement Cards: One Card, Short-Term Declining Balance, and Vendor Declining Balance

 At the close of each monthly billing cycle, Cardholder/Delegate can view monthly transactions online through US Bank 
Access Online or Concur 

 Cardholder/Delegate is responsible for reviewing each transaction for accuracy and reconcile via Concur

 Expense Reports are submitted electronically and are processed through a workflow once submitted 

 Submittal of a monthly reconciliation is not complete until it is approved and in the eBusiness queue

 Responsibilities include:
 Assigning the appropriate CFS Chartfield entries (Account, Fund, Dept ID, Program, Class, & Project)
 Ensuring each expense is itemized
 Provides all supporting documentation:

 Business Purpose, Itemized Receipt, Expense Type, IT Authorization, Q#, EH&S Approval, Membership 
Justification Form, Directive 11 (D11)

E-Business



CSUF Travel Operations > Concur User Guides 

Reconciliation Process – Concur Helpful Guides

 Step-By-Step Instructions: Concur User Guides with Screen steps
 P-Card Goods & Services Expense Report
https://csuf-afit.screenstepslive.com/m/75002/l/1128298-p-card-goods-services-expense-report
 P-Card Expense Types Definition
https://csuf-afit.screenstepslive.com/m/75002/l/1184595-p-card-expense-types-definition

 Quick Tips: Concur Instructional Videos
Concur Video Channel

 Concur Online Training

 Open Labs
 Sign-Up: Concur Open Labs

E-Business

https://csuf-afit.screenstepslive.com/m/75002/l/1128298-p-card-goods-services-expense-report
https://csuf-afit.screenstepslive.com/m/75002/l/1184595-p-card-expense-types-definition
https://www.youtube.com/channel/UC66nxYQa6CB5X4VANMpRDxA/featured?view_as=public
https://calendly.com/csuf-concur/openlabs


Reconciliation Process - Manual
Manual Reconciliation Packet

Type of Procurement Cards: Fleet Voyager Card and Instant Card

A) At the end of each billing cycle two documents will be sent to the Approving Official via email:

1) Billing Cycle Reconciliation Report (excel spreadsheet) 

2) Approval of Procurement Transaction Form

B) Both documents must be reviewed and approved by the Approving Official and sent back signed to C&P

C) Itemized receipts are required for:

1) Fleet Voyager Card- non-fuel purchases (for example car washes)

2) Instant Card- all receipts for each transaction

E-Business



Office Supply Ordering System (Staples Advantage)

 The CSU has contracted with Staples to provide campuses a convenient method of purchasing office supplies and other 
items to support department operations 

 New users a must complete the Office Supply Program Application and submit via email to ebusiness@fullerton.edu
 Associate: Associates can place orders and change password
 Supervisor: Supervisors can approve orders and access selected administrative functions and reports.

 Existing users and approvers may place orders by going to staplesadvantage.com  

 To make a revision to an existing Office Supply (Staples Advantage) user account, the Office Supply Revision Request form 
must be submitted via email to ebusiness@fullerton.edu

E-Business

mailto:ebusiness@fullerton.edu
https://financialservices.fullerton.edu/cp/documents/forms/Office%20Supply%20Revision%20Request.pdf
mailto:ebusiness@fullerton.edu


Hospitality Policy D11

 The Hospitality Policy is meant for use of funds for activities, including hospitality and public 
relations, directed toward promoting the campus to the public, assisting the campus in garnering 
support for its mission, and enabling the campus to act as a member of the state and local 
communities. It is the policy of the California State University (CSU) that hospitality 
expenses may be paid to the extent that such expenses are necessary, appropriate to the 
occasion, reasonable in amount and serve a purpose consistent with the mission and fiduciary 
responsibilities of the CSU. This policy applies to activities that promote CSUF to the public and 
the provision of hospitality in connection with official CSUF business and specifies the university 
and auxiliary funds that may be used for such purposes.



HOSPITALITY D11



HOSPITALITY D11
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Observations

 In two instances, original travel claims were submitted lacking support for expenses over $75, submission 
was not itemized nor did it contain sufficient information to verify goods and services

 A travel claim was submitted for two trips, business purpose was not appropriately documented and was 
approved by the direct report

 Spouse of an executive that is appointed a volunteer of the university and routinely accompanies executive 
in an official capacity participated in an international trip, documentation of spouse's role was not clearly 
documented on 1 claim

 A traveler with a monthly auto allowance claimed and was reimbursed for mileage

 Claims were submitted more than 60 days after the end of travel occurred

Executive Travel Audit



Executive Travel Audit Continued

Reminders

When submitting travel claims, submission of itemized receipts is required. Itemized receipts are reviewed 
to ensure expenses are allowable. Meal reimbursements are up to $55 per day, this is not a per diem

 All travel requests should include documentation of business purpose for the trip

 Spousal/domestic partner travel is approved and paid by auxiliary organizations. In instances where 
spousal/domestic partner travel is necessary, clear documentation showing the need for the individuals 
presence must be included in submissions

 Auto allowances and mileage reimbursements cannot be paid to the same individual, if you receive an auto 
allowance you cannot claim mileage as the auto allowance serves to help cover those expenses

 Timely submission of travel claims (within 60 days after the end of the trip), claims submitted after this 
timeframe will have reimbursements included into the individuals gross wages and subject to tax



Honorariums
Honorarium Account changes effective 7/1/2023
Old: 613832 INACT Honorariums
New: 660832 Honorariums
Form:
https://financialservices.fullerton.edu/controller/ap_travel/documents/forms/ap/HonorariumPaymentForm.
pdf

When to hire an individual through an Honorarium?
An individual would meet the honorarium definition when amount to be given is NOT negotiated 
ahead of time. It is a gesture made to help offset travel costs and as a token of appreciation. 
Honorariums should not be repetitive should occur, once per semester. Foreign individuals have 
additional restrictions. Honorariums exceeding $5,000 should run through procurement If travel 
expenses to be reimbursed, itemized receipts must be provided, reimbursement will be for actual 
costs incurred.

Please allow 7-10 business days for check processing, additional time is 
needed if individual is US nonresident.

https://financialservices.fullerton.edu/controller/ap_travel/documents/forms/ap/HonorariumPaymentForm.pdf


Honorarium Sample

Not an honorarium
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Blanket Travel Policy

Blanket Travel Request

• Travel within California 

• Travel dates within a fiscal year (July 1st to June 30th)

• Mileage and parking

• Complete the driving requirements

Naming Convention for Blanket Request

Report Name:  Blanket Travel FY 2023 – 2024

Fiscal Year Start Date: 7/1/2023     Fiscal Year End Date: 6/30/24

A Travel Request for a specific trip is required if there will be any other types of travel expenses (e.g., registration 
fee, lodging, transportation, etc.) regardless of the form of payment



Must complete and submit the following:

• Submit one original INF 254 form to University Police (UPD)

• Original STD 261 form is retained with department supervisor
• Complete every fiscal year (July 1st to June 30th)

• Must be completed once every four years

Driving Requirements

Authorization to Obtain Driving Record Form (INF 254)

Authorization to Use Privately Owned Vehicle (STD 261)

University on-line Defensive Driver Training

https://police.fullerton.edu/documents/forms/Authorization%20to%20Obtain%20Driving%20Records%20from%20the%20Deparment%20of%20Motor%20Vehicles.pdf
https://adminfin.fullerton.edu/travel/documents/forms/AuthPrivateVehiclesStateBusiness.pdf


Blanket Travel Expense Report

Travel Expense Report is completed for each month and must be submitted on a monthly basis and ONLY for the travel 
dates for that month

Preferably blanket travel claims should be submitted within 15 days of the close of the month, and there should be only 
ONE report for each month

Travel dates for different months must be listed on a separate Travel Expense Report and not be combined to avoid 
duplicate payment

Naming Convention for Blanket Travel Expense Report

Report Name:  Blanket Travel APR 2023      

Month Start Date:  04/01/2023    Month End Date: 04/30/2023
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Reasons for Returned Travel Expense Report 
Itemizing Lodging for International Travel

Correct 

For International Travel enter the total amount for each day (room rate + tax and fees) without going over the 
Per Diem Rate

Incorrect



Itemizing Lodging for Domestic Travel

Correct 

Room rate should be separated from the Tax/Fees 
for each day.  You can combine the Tax/Fee 
including resort fees for each day under Lodging Tax



Parking expense type is available when itemizing the 
Lodging

Parking Included in Lodging Receipt

Do not include Meals on the itemization



Expense Type Claimed Expenses Approved on Travel Request

Expenses that are frequently missed: Parking, 
Airline Fees (e.g. Baggage, Wi-Fi), Incidentals, Rail and 
Bus

An amended travel request is required if an expense 
type is missing from the travel request

Expense Type Missing from Travel Request



Reasons for Returned Expense Report

• Lodging over $275 not approved on Travel Request (requires an amended request)

• Travel Request not Linked to the Expense Report

To Link: Open the Expense Report Report Details Manage Requests Add Button and select the Travel Request



Personal Travel Day(s) 

• Must be approved on the Travel Request

• Needs to be included as part of the trip date

• Dates and location of each destination is required

Meals

• Up to $55 per day limit, actual cost, not a per diem

• Non-reimbursable if travel is less than 24 hours without an overnight stay and within 25 of the traveler’s 
headquarters or residence

Itemized Payment Receipt

• Required for all expense $75 and over

• Required for all p-card charges used for travel



Amended Travel Request
An amended travel request is required if:

• Expense type is missing

• Travel date change

• Travel location change

• Personal Day (missing date and location)

• Lodging exceeding $275 not selected

An amended is not required if the amount on the travel request does not match the actual cost as it is an 
estimated amount.

Link both original travel request and amended travel request to the expense report

To Link: Open the Expense Report Report Details Manage Requests Add Button and select the Travel Request



Split Funding
Multiple Source Funded – State and ASC Funded or CSFPF Funded

Submit Travel Request on Concur

• Enter all travel expenses

• Select expense type (660899) AUX ORG Split Funding

Transaction Amount

Comment (provide the Auxiliary and account number)



• Forward a copy of the approved Concur Travel Request to Auxiliary for funds approval

• Retain approved copy to upload to the Expense Report

Travel Operations will forward a copy of the Expense Report to Auxiliary for approval and process the Request for Invoice

Split Funding



Submit Travel Request (TR), if traveling 
international submit insurance request 
first

Start Here

Send approved TR
to Auxiliary (AUX)

AUX to approve 
Auxiliary funds

Create a Travel Expense Report 
(TER) within 60 days from travel Travel occurs 

Copy of TR with AUX approval 
uploaded to Travel Claim

Travel Operations 
to review TER

Once TER approved by Travel Operations, 
approved TER forwarded to Aux for final 
approval of expenses

Reimbursement is 
processed to traveler

Finish Here

Request for
invoice is processed

Split Funding Process Flow



Helpful Resource
To verify Payment status



Helpful Resource
Concur - Company Notes



Concur User Guides

https://adminfin.fullerton.edu/travel/resources/Default.php

https://adminfin.fullerton.edu/travel/resources/Default.php


Reminders

Accounts Payable and Travel websites and policies will be updated, if something is not clear please reach out and ask

As of September 14, 2023 Travel Ban has been lifted, travel from 9/14/2023 and after all funds can be used, any 
travel before 9/14/2023 still needs adhere to travel ban

Field trips do not follow the same travel procedure, please follow up with Risk Management guide available here:
Field Trip Guides

Department/college should have the students sign the University Waiver of Liability and Student Code of Conduct form

Submit any international travel insurance requests before travel request, no need to wait for approval
Contact foreigntravel@fullerton.edu or (657) 278-7346

Match dates and destinations to requests for foreign travel insurance obtained through Risk Management

Confirm breakdown of travel that is on University business versus personal time

Be attentive and responsive to any and all communications (those from departments and from Concur)

Forms should be stored with department for three years

https://hr.fullerton.edu/documents/risk-management/AcademicFieldTrips.pdf
mailto:foreigntravel@fullerton.edu


Reminders

Prepare Travel Request 4-6 weeks prior to the departure date to allow sufficient time to obtain the required approvals, for 
travel to high hazard countries, submit Travel Request 6-8 weeks prior to the departure date sometimes additional 
approvals are needed

Travel requests and claims go through an approval workflow within the department before coming to Accounts Payable and 
Travel Operations, please work with your department to follow up on the status

A Travel Expense Report with all the required itemized receipts/documentation must be submitted within 60 days from the 
return date

Submit a zero-dollar Travel Request in Concur for any University Business travel even if you will not incur any expenses on 
your trip

Update any change to the traveler’s address in Concur, notify DL-AP when there is an update

Sign up for Direct Deposit through AP Website

https://financialservices.fullerton.edu/controller/ap_travel/


Tip #2

Ensure Vendor/Employee is 
Setup as a Vendor on Financial 
Systems with Correct Address

Tip #1

Plan Ahead- Allow for Additional 
Processing Times, Allow time to 
Process Unexpected Situations

Tip #3

Collect and Submit all the 
Correct Paperwork, Obtain the 

Correct Signatures

Tips for a Successful Submission

Tip #4

Ensure Invoices are 
Forwarded to Accounts 

Payable/Travel



Contacts

https://financialservices.fullerton.edu/cp/

https://financialservices.fullerton.edu/cp/


Contacts

https://financialservices.fullerton.edu/controller/ap_travel/

Accounts Payable Travel Operations
1099 Inquiries,
Vendor Setup & Maintenance, 
PaymentWorks

Kathleen Cariaga
kcariaga@fullerton.edu

Moving & Relocation, On-Campus 
Candidate
Travel Training, Travel Requests, 
Travel Expense Claims

Zarita Moore
zmoore@fullerton.edu

Invoices,
P-Card Use Tax Accruals

Susan Garofalo
sgarofalo@fullerton.edu

Blanket Travel Expense Claims, Pcard
Travel Expense Reports

Aundrea 
Hyde auhyde@fullerton.edu

Invoices ,
Fedex, Public, Works

Gabe Ibarra
gibarra@fullerton.edu

Travel Expense Claims Sarah Le 
sarahthile@fullerton.edu

Invoices, Memberships, Utilities Rachel Permejo
rpermejo@fullerton.edu

Student Travel, Travel Requests, 
Travel Expense Claims

Rachel Permejo
rpermejo@fullerton.edu

Invoices, Xerox, P-Card Use Tax 
Accruals

Jacqueline Villasenor
jacvillasenor@fullerton.edu

Property Clearance Zenith Newman 
zenewman@fullerton.edu

Check Processing, Stop 
Payment/Voids

Joseph Vu
jovu@fullerton.edu

IRA Alicia Espinoza 
aliciaespinoza@fullerton.edu

AP Check Requests Zenith Newman
zenewman@fullerton.edu

General Travel Travel@Exchange.fullerton.edu

General Accounts Payable AP@Exchange.fullerton.edu

https://financialservices.fullerton.edu/controller/ap_travel/
mailto:kcariaga@fullerton.edu
mailto:zmoore@fullerton.edu
mailto:sgarofalo@fullerton.edu
mailto:auhyde@Fullerton.edu
mailto:gibarra@fullerton.edu
mailto:sarahthile@fullerton.edu
mailto:rpermejo@fullerton.edu
mailto:rpermejo@fullerton.edu
mailto:jacvillasenor@fullerton.edu
mailto:zenewman@fullerton.edu
mailto:jovu@Fullerton.edu
mailto:aliciaespinoza@fullerton.edu
mailto:zenewman@Fullerton.edu
mailto:Travel@Exchange.fullerton.edu
mailto:AP@Exchange.FULLERTON.EDU
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