Paying Toastmasters Dues via Expense
Manager

If your membership is being paid for by your department, you will need to pay dues via Expense
Manager. Make sure to get your Dues Letter signed by your supervisor first to ensure that your
department approves of covering your membership fee. If you need a copy of the Dues Letter, contact
the Treasurer or VP of Membership.

1. Signin to Expense Manager using your NT username and password.

2. Onthe Welcome screen, click the Payment Request £ button.

The Payment Request screen appears.
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Payment Request PR00439724

Document Header

Enter the header information for this payment request and click Continue.

* Payment Request Title * Purpose

I |
* Invoice Date *\endor
~[&)®
* Invoice Number endor Temms
* Total Invoiced Amount * Cumrency
|us Daliar
Requested Payment Due Date * Payment Option
[
* Check Stock R.J Brokerage Account
| |
| Confinue || Cancel |

F100% ~

The vendor search screen appears.
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https://c251.extensity-hosting.com/jetspeed/login.jsp

Document Header “* Find Vendor

Enter search criteria fo find a vendor.

Vendor \endor ID
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Payment Request PR00439724

| R Toastmasters | |
‘Vendor Tax ID Vendor Terms Vendor 4
| | I . seles ,O ¥éASTMA5TERS
Is Taxable Tax Code
[ ¥ | |
Address Mame Address Line 1
| | | |
Address Line 2 City
| | | |
State/Province ZIP/Postal Code
I | |
Country Phone Number
| | |
Fax Mumber E-Mail
| | | |
URL
| |
| Search | | Clear | | Cancel
< >
#100% -

In the Vendor field, type RJ Toastmasters and click Search.
“RJ Toastmasters” should appear in the table on the right side of the screen.

Click Select next to RJ Toastmasters.
The Payment Request screen reappears with the Vendor field populated.
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Payment Request PR00439724

Document Header

Enter the header information for this payment request and click Continue.

* Payment Request Title * Purpose

| N ™
* Invoice Date *\endor
|:| RJ TOASTMASTERS - 100-001-RITOAD0001 |+ ! (©
* Invoice Number endor Terms
* Total Invoiced Amount *Cumrency
|US Doliar [~]

Requested Payment Due Date * Payment Option

] [ V]

* Check Stock R.J Brokerage Account

| v | |

I Continue I| Cancel |

#100% -

6. Inthe Payment Request Title field, type Toastmasters New Member Fee or Toastmasters
Renewal Fee (depending on whether you're a new member or renewing member).

7. Inthe Purpose field, select ALL ACCOUNTS.
8. Inthe Invoice Date field, enter the current date.

9. Inthe Invoice Number field, enter your last name followed by the date. For example, if your
name is John Smith and the date 04/01/2015, you would enter “Smith040115.”

10. In the Invoiced Amount field, enter the total membership or renewal fee.

11. In the Requested Payment Due Date field, enter the date your membership or renewal will
begin.

12. In the Payment Option field, select Pick up Check in St. Pete.

13. In the Check Stock field, select 100 — Raymond James & Associates.
Your screen should looks similar to this.
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Payment Request PR0O0439724

Document Header
Enter the header information for this payment request and click Continue.

* Payment Request Title * Purposs

Toastmasters Renswal F4 |ALL ACCOUNTS
* Invoice Date *Wendor

411115 RJ TOASTMASTERS - 100-001-RJTOADDODY |[q B DO
* Invoice Number Vendor Terms

Pillay040115 | Pay Upon Receipt |
*Total Invoiced Amount * Currency

Requested Payment Due Date * Payment Option
41115 F'i{:lr_ up Check in St Pete ~]

*Check Stock RJ Brokerage Account
|1DD - Raymond James & Associates | |

| Continug || Cancel |

#100% ~

14. Click Continue.
The Overview screen appears.
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Payment Request Toastmasters Renewal Fee

[ Reseipts w| | History | [ Print | [ Gloss | [ Submit |Request Total: $45.00 Items Total: $0.00 Due Date: Apr 1, 2015

. Overview BT | Items | Payment | Motes | Attach PBEDA |

Document Header
Tracking #: PRO0439724

Purpose:  ALL ACCOUNTS
+| Additional Information

- Use the Items tab to view your payment request items, or add a new item by clicking Add tem.

| and Memberships - D376-4D0 V][ add item

- After adding all items, click the Submit button to send your document for review.
View/Edit Header

Status/History
Status: Create

Owner: Kyle Pillay
Created By: Kyle Pillay
Status Details

#100% -
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15. In the Items drop-down box, select Dues and Memberships — 0876-400.

16. Click Add Item.
The screen refreshes so that you can add additional information about the item.
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Payment Request Toastmasters Renewal Fee
Receipts History Print Close Submit  Request Total: $45.00 Items Total: $0.00 Due Date: Apr 1, 2015

Overview GRS | ltems | Payment | Notes | Attach PBDA

Payment ltem Dues and Memberships - 0876-400
Enter all the required information for this payment item and click Save.

Summary of ltems =| Standard Information W

Payment Type 4 | Quantity... * Payment Type *Amount * 5L Description (Max 25 Characters)
O A 45.00 | Toastmasters Renswal Fﬁ

Dues and Memberships - 0376400 1 BT

+| Charge Code Allocations [100% DOC DEV & MGMT]
+| Additional Information

=| Notes

=| Attach PEDA
Browse... b

T

#100%

17. In the GL Description field, enter Toastmasters Renewal Fee or Toastmasters New Member Fee
(depending on whether you’re a new member or renewing member).

18. Click Save.
The Items screen appears.
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Payment Request Toastmasters Renewal Fee

| Receipts v| | History | | Print | | Close | | Submit | Request Total: $45.00 Items Total: $45.00 Due Date: Apr 1, 2015

UGl Payment | Notes | Attach PEDA |

Payment Type

| I Add Item I | Delete || Change Allocations |
[] | |Paymer|tTy|1e1 | Quanﬁty| Unitl'-‘rice| TotalPrine|&|[:]|@|@|Des:ﬁptm
ﬁ f Dues and Memberships - 0876-400 1 $45.00 345.00 Toastmasters Renewal Fee

H100% -
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19. Click Submit.
The Receipts Attach Reminder screen appears.

i
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Payment Request Toastmasters Renewal Fee
History Print Close Sulbmit

Iteme
Items [1]

[
PBDA

‘Z7 Receipts Attach Reminder

The Payment Request has now been submitied. Per IRS regulations, you must submit your
documentationfinvoice to Accountz Payable before it can be paid. If you have not done 2o
already, please do it now. If the PR is complete, please use the “Close Document” button.

To attach your documentationfinvoice, click on the “Attach Receiptz” button. You will be
directed to a new screen where you may attach a previously scanned and uploaded file
either from your PC or the “Receipt Store™.

Close Document |

#100%

20. Click Attach Receipts.
The Document Receipt Attach window appears.

Document Receipt Attach (]

The following file types are supported: pdf jpo.jpeg.png.

Browse...

Aftach I | Cancel

Or choose an image from the receipt store

No receipt images svailable to display.

21. Attach your New Member Application (if you’re a new member) and the Dues Letter.
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22. Click the Submit button.
Within a few days, you should get an email letting you know that your check is ready to be
picked up.

23. Print the email, and pick up your check from the Accounts Payable department on Floor 3 of
Tower 2.

24. You can either hand your check to one of the officers at the next Toastmasters meeting, you can
send your check to the Treasurer via interoffice mail.
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