
Direct Bill Payment

Procedures



Employees/
Prospective Employees 



1. First Date of Travel

2. Description of Travel 

3. Employee’s Vendor ID

4. Direct Bill’s Vendor ID

5. Last Date of Travel
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1

1. For receipts, documentation requirements, and coding questions refer to the local and state fund checklist.

2. If purpose and benefit along with itinerary are included with documentation there is no need to reenter here.  You can enter type of 

travel.

1
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1. Close the document by entering a “Y”.

2. Route the document by selecting PF7.

1
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1. Number located on the Invoice

2. Amount due stated on the invoice.

3. Date statement received in department.

4. Customer Number on the Invoice
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Non – Employees



1. First Date of Travel

2. Description of Travel 

3. Direct Bill’s Vendor ID

5. Last Date of Travel

1

2

3 4



1. For receipts, documentation requirements, and coding questions refer to the local and state fund checklist.

2. If purpose and benefit along with itinerary are included with documentation there is no need to reenter here.  You can enter type of 

travel.



1. Close the document by entering a “Y”.

2. Route the document by selecting PF7.



1. Number located on the Invoice

2. Amount due stated on the invoice.

3. Date statement received in department.

4. Customer Number on the Invoice

1

2
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