e-Pro (E-Vouchers & PRegs) I'd Like Help Wizard

On the One Stop e-Procurement Homepage there is a link to a wizard/Questionnaire to assist with deciding which Online Tool to
complete for Purchasing or Payment. If you are not sure what form to use you can click on “I’d like help”.

Accessing the I'd Like Help Wizard

Sign In to Go to the Continue by clicking
Employee Self Service ADMINISTRATION tab >Systems box> I’d like help
https://hris.uiowa.edu/portal/ E-Pro(E-Vouchers & PReqs)
HawkID Login
Systems J

-) Cash Handling Audit Procedures =) =
HawkiD: Driver's License Review System
Password: [] E-Pro{E Vouchers & PReqs)

When you click on I'd like help link
the dialog box expands and
depending on your answer it will

display the next appropriate question System Messages:
tO help you naVIgate tO the System ::yj"zgtszl.:y 21, 2014, eVoucher change takes effect regarding Research Subject

you need.

m oy

The threshold for supplying the payee's S5SN has changed to greater
than £75.00 instead of $25.00 as its been in the past. You will now be allowed

to pay Research Subjects up to $75.00 without providing the SSN on the
eVoucher.

eVoucher PReqgs eBuy ProTrav
University Contracts An Low dollar Goods
Non-Services Services Catalog Orders eProcurement $5,000 or less
Memberships Award Goods a|_1d Services solution prm_ndmg Travel Related Expenses
Prepayments < Stipend Eguipment a connection
$3000 Royalties Request for Quotations to primary suppliers
Reimbursements Guest Speaker Maintenance
Utilities Transcription Vendor requires purchase order
Refunds Consultant Prepayments > $3000
Subscriptions Musician/Performer Subcontracts

Research Subjects Peer Reviewer

| Do I fill out a Requisition or an eVoucher? I'd like help.

Example Wizard Questions:

Do I fill out a Requisition or an eVoucher? I'd like help.

Is payment to an individual for a service? @ ves © No

Is payment on a valid 35M or ITIN for this service? @ vyes ) No

Is the individual a US Citizen? ) ves O Mo

Do I fill out a Requisition or an eVoucher? I'd like help.

For tax purposes, a8 worker is either an EMPLOYEE or an INDEPENDENT CONTRACTOR. This site provides
guidance to help you determine the most appropriate way to pay. See htto://www.uiowa.edu/hr/pavroll/contractors.html.

have reviewed the documentation on employees and independent contractors and determined that the
payee is an independent contractor.

Is the payment over $5,000 or part of an ongoing service by this individual for a total of $5,000 or more in the calendar year?
D yes Cno
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Do I fill out a Requisition

or an eVoucher? I'd like help.

Is this a payment for goods or servi
My order is: @ |ess than $3,000

I need a PO number? () VES

Is payment to an individual for a service?

Z'no

Do I fill out a Requisition or an eVoucher? I'd like help.

O Yes @ No
ces? ves @ o

53,000 or more My order is:

Is payment to an individual for a service?
Iz this @ payment for goods or services?
) less than $3,000 @ £3,000 or mare

Iz it a membership or subscription?

@ Yes @ no

Cves @ nNo

Dyes T no

You will be prompted a series of questions and depending on the answer you will be directed automatically to the correct form to
complete, either an Non-Services eVoucher, Services eVoucher or PReq.

I'd Like Help Wizard

Valid SSN or ITIN is Required
A valid SSN or ITIN is required for this
Lelectronie from for payment. 1f the person
does not have either number, create the
payment request using the paper farm Payroll

WVoucher, located on the UT Payroll website,

W8-BEN

Al a minuwmum, the W8-BEN(link 1o TRS publicationlink 1
RS instructions) is required as an attachment when paying a
motresident. For Immigration Status B1, B2, VWDB or VWT,
a Compliance Statement form is required as well. Please see
requirements and Policies regarding these payments on the UL

Pavroll website

>*az—r

T

Mo

Payroll Guidelines

For tax purposes, a worker
is either an EMPLOYEE or

Requisition, eBuy

Decide on if a Purchase

I'd Like Help fndividual o™, alid SSN of
ClickonLink [ "™~_ Service? s"‘\l‘rm?

T .

No
Create Preq l 2,

N
/

Y US Citizen? Y@s——#iyn INDEPENDENT
CONTRACTOR. See
hittpwww niowa.eduhr/

" edu/
payrollcontractars. himl

l

Paper Payroll
Form Required

Payments totaling
$5.000 or more

embe%

X Ads or / annually continue to
Bhopping Cart or —Y as— Services T o— Over 3K? #—Y s Subscription? T ————" ;Y a5 —— Over 5K7 =
PeopleSoft Calalog P P "
Order s required for No aper Fayro |
Purchase - Woucher at this time
found at LT Payroll
website.
No Yes No
/ \ Create Create
Need PO? »—No—pg | Non-Service Service
\ / eVoucher eVoucher

I’d Like Help Wizard
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