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No

Is this a
(check

the Participation info)

participant payment? ]

Is there an invoice ]

available for this payment?

Yes

(check the Supplier List)

[ Is the supplier listed in T17? ]

M Yes
4 )
Is this a one-off Create and receipt a
payment? purchase order
(see purchase order guides)
\ 4
Does the supplier accept Request supplier ﬁi';:f:: vg:/Lijfip’rl;weg ;%S:S:w:)r:
. PP ,F: isadded to T1 )
credit card payments? . . . onit as a pdf to
(see University Suppliers) ) .
L invoices@exeter.ac.uk )

\

Is it for 5 or more

individuals?

Use the relevant
staff/student/external GBP or
International Payment Request
Formin T1’s Forms function

Ask Procurement Operations or any
colleague with a purchasing card to
make the payment on your behalf
(see Purchasing Cards)

No

Yes

Use Participant

Payment Request
Formin T1's Forms

function

Use the bulk upload
excel/email form

\ 4

Once the PO has been
receipted, the invoice will be
automatically included in the
relevant payment run - this is
usually 30 days from date on

the invoice

J



https://exe.t1cloud.com/T1Default/CiAnywhere/Web/EXE/Analytics/DashboardLayout?f=BHD_SUPP_DASHBOARD&h=rzniCN1WLE&t=128BCBC4&suite=CES&pagekey=20220113102020
https://www.exeter.ac.uk/departments/finance/training/keytopics/requisitionspurchaseordersreceipts/
http://www.exeter.ac.uk/staff/employment/payandconditions/participationpaymentstoresearchvolunteers/
https://www.exeter.ac.uk/departments/finance/buying/suppliers/
https://exe.t1cloud.com/T1Default/CiAnywhere/Web/EXE/Forms/MyFormsDefinitionEnquiry?f=%24TB.FRM.MYFRMDEF.ENQ&h=v4jofMZ3QE&t=14D66877&suite=CES&pagekey=20230403092041
https://www.exeter.ac.uk/departments/finance/buying/purchasingcards/
https://exe.t1cloud.com/T1Default/CiAnywhere/Web/EXE/Forms/MyFormsDefinitionEnquiry?f=%24TB.FRM.MYFRMDEF.ENQ&h=v4jofMZ3QE&t=14D66877&suite=CES&pagekey=20230403092041
https://exe.t1cloud.com/T1Default/CiAnywhere/Web/EXE/Forms/MyFormsDefinitionEnquiry?f=%24TB.FRM.MYFRMDEF.ENQ&h=v4jofMZ3QE&t=14D66877&suite=CES&pagekey=20230403092041
https://www.exeter.ac.uk/media/universityofexeter/financeservices/forms/Bulk_Upload_Spreadsheet.xlsx
https://www.exeter.ac.uk/media/universityofexeter/financeservices/forms/Bulk_Upload_Spreadsheet.xlsx
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