
 

 

Select the FSC technician that supports your department. This 
assures that your submission is routed correctly and without delay. 

Be sure to u:lize these Marketplace links if you are unfamiliar 
with the purchase order process! These resources come directly 
from the Procurement Service Center (PSC), the unit within CU 
Systems that manages the university’s procurement systems.  

Select only one department/program name from these three menus. Mul:ple 
selec:ons can delay the correct technician receiving your submission. 

Payment Voucher is used commonly for the following items: 
• Scope of Work (SOW) 
• Honorarium (HNR) 
• Dues and Memberships 
• Immigra:on/Visa 
• U:li:es 

SOW and HNR payments require the applicable approved forms (see blue buSon 
links at the top of the form) to be aSached. Other types require quotes or invoices. 

Purchase Order (PO) is used to purchase goods/services from non-catalog suppliers in Marketplace. Standing Purchase Orders 
(SPO) are included under POs. These are set up when you an:cipate repeated purchases over :me and expect the total amount 
to be greater than $10,000.  
 
A PO should be set up in Marketplace before doing business with a vendor. A quote or contract needs to be submiSed with this 
form. It is possible (though not recommended) to submit an invoice instead if the total purchase is less than $10,000. However, if 
you request payment for invoices greater than $10,000 before a PO is issued, it will need to be processed as an A8er the Fact 
(ATF) PO, which is highly scru:nized by the PSC, a plan needs to be created by your department to avoid future ATFs, and the 
payment process with almost certainly be delayed. 
 

Enter the full 8-digit speedtype that you would like the expense to be charged to. Answer yes if 
payment needs to be allocated between mul:ple speedtypes, and addi:onal fields will populate. 



 

 

Keep your answer in this field simple. No need to include details, just summarize what payment will be issued for.  

Explain how the purchase relates to university business and what the benefit is to CU. The more explana:on and 
detail you can provide here, the less likely your FSC technician will need to follow-up for more informa:on.  

Use this field to explain any addi:onal details that 
you think may be helpful to your technician.  

If you are a department administrator and would like to be 
automa:cally copied on all submissions made in your unit, 
contact your FSC technician and we will set it up. 

Vendor name and address is required to set up a PO. Your 
FSC technician will check the address against the supplier 
records and update it if needed. 

Note that the vendor ID is not a required field. It will help 
if you have that informa:on, but your technician can look 
it up if not. 


