
REQ PO $$INVMenu

1. From the Shop menu, choose 
Shopping, View Forms.

2. Select AP Forms.

3. Select the Direct Payment 
(DP) Form or the Submit 
Request button.
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Quick Reference Guide

Roles: Requester
Scenario: Complete Direct Payment (DP)
Navigation: Shop > Shopping > View Forms
Notifications: Approver at Submit. Requester at 
DP approval.
Key Tips: Only available for Requesters. 
Shoppers should contact their respective 
Requester if a Direct Payment is needed.
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3. Review the instructions and select 
Next.

4. Add the Supplier name.

5. Review the Remit-To Address.

6. Select Next. 

Note: Save Progress can be used to 
save the form at any point during the 
process.
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7. Select appropriate Payment 
Information. 

If Other is selected, review the 
additional criteria and check the 
confirmation box.
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8. Enter Payee Invoice Number.

9. Enter Description.

10. Enter Amount.

11. Enter Invoice Date.

12. Select Commodity Code.
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13. Answer the Wire Transfer 
question.

Note: The wire payment will 
continue to be initiated offline, 
directly with the bank. However, 
the request to initiate a wire 
payment will be included in 
ShopUW+. The UW System 
Outgoing Wire Transfer  must be 
attached on the ShopUW+ form 
and can be found here: 
https://www.wisconsin.edu/sfs/dow
nload/UW-System-Outgoing-Wire-
Form-04.01.2021.pdf

14. Enter Business Purpose.

15. Upload Attachments.
a. Select Upload to browse and 
select attachments from computer.

16. Select Next.
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17. Select Edit to change funding, 
funding split or add required 
funding string elements.

NOTE: If splitting the funding by
‘amount of price’  the lines need to 
total the amount entered on the
Questions page. The amount will
appear below the funding lines as
the document subtotal.

Note: In this example, the default 
funding setup under Accounting 
Codes in the user profile 
automatically populated in the 
form.

18. Select Next.

19. No fields need to be completed on 
the Additional Information – AP 
Use Only.

20. Select Next.
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21. Confirm all Required Fields 
Complete.

NOTE: Select the Section Name
to return to add or edit information, 
if needed.

22. Optional: Select Add to Favorites
to save this form for regular use.

23. Once finalized, select Submit.

24. Select Yes to confirm.
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25. Refresh the browser window and a 
hyperlink will appear for the 
invoice.

26. Click the invoice number hyperlink.

27. Review the workflow step to verify 
the request has moved to the 
approval step.

What is next? 
The Direct Pay request is routed for 
approval, the approver is notified, and 
the payment is created. 

Once approved a notification is sent to 
the Requester.
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