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Entering a Payment Request for Travel: Hotel & Registration Fees 

 
If you selected Prepaid as your payment type for your Hotel and Registration Fees, follow these additional steps.  
 

1. Check to see if Hotel and/or conference organizer are Approved Suppliers in People Soft. If you do not have 
access to Suppliers, email the name of the vendor and mailing address to remit payment to cthibeau@sdccd.edu 
and cc Roxann Solis rsolis@sdccd.edu. 

2. If the payee is an approved supplier with the correct address on file, skip steps 3 & 4. 
3. If the payee is not an approved supplier, you will need to obtain a current Supplier Intake and W9 from them. 

https://sdcity.edu/about/leadership/administrative-services/business-forms.aspx 
4. When you receive the completed forms, email them to cthibeau@sdccd.edu and the vendor will be set up. Once 

approved, you will be notified and provided the Supplier ID #. 
5. To Enter the Payment Request, go to Finance Dashboard, Travel & Expenses, Request a Payment, Click Create 

 

 

STEP 1: Make sure the Business Unit is CIT01. If it is not, click the magnifying glass and select CIT01 
 

For the Invoice #, input TAxxxxx(What was generated from people soft), Enter a Description 
(Conference/Lodging Fee), Add the Attachment of Quote/Invoice for total amount due to vendor.  
 
Enter the subtotal cost & taxes. The system will calculate the total for you.  
 
In the Notes/Comments, enter the Supplier ID#/Address ID and address to be mailed to if the vendor has more 
than 1 address listed under the Supplier.  

 

mailto:cthibeau@sdccd.edu
mailto:rsolis@sdccd.edu
https://sdcity.edu/about/leadership/administrative-services/business-forms.aspx
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STEP 2: Selecting Supplier Information 
 

Enter the Supplier’s name, and then click Search. If there is more than one location, select the one that applies to you.  
Click Save for later and then click Next. 

 

As there are multiple address you will need to select an address. If your address needed is not shown, select the one 
that says MAIN. (The name and address is completely different than what is needed as to why the address ID and 
address were provided in step 1). 
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STEP 3: Click ADD LINES 

 
STEP 4: UPDATE LINE 

Enter description on line 1 
Line Amount = Sub-Total amount if you had a tax line. If not tax, enter total cost of invoice 
Accounting Details: enter the Amount and ONLY the Business Unit, Fund (first four of budget), and the Account code. NOTE: 9252 = Registration, 9254 = Hotel/Lodging 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
STEP 5: Review and Submit 

Click Review. Many any changes necessary. Click “Save for later” one last time. This will generate a Payment Request ID number. Click Submit.  

 
 

 
 


