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1.) FROM THE HOME SCREEN CHOOSE FINANCIAL MANAGEMENT. 

 

2.) CLICK ON ACCOUNTS PAYABLE TAB. 
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3.) CLICK ON SUBMIT UNDER CHECK REQUEST DROP DOWN BOX. 

 

3. 
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4.) CLICK ON ADD. 
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5.) BEGIN TO ENTER YOUR CHECK REQUEST INFORMATION: 

• PO GROUP SHOULD READ ACCORDING TO THE CAMPUS/DEPT YOU ARE IN. 

• ENTER INVOICE NUMBER & INVOICE DATE 

• BEGIN TYPING IN YOUR VENDOR. THE MORE LETTERS YOU PUT IT THE NARROWER YOUR 
CHOICE OF VENDORS WILL BECOME. 

• UNDER DESCRIPTION YOU WILL GIVE A BRIEF SUMMARY OF WHAT THIS CHECK IS FOR. 
THIS WILL PRINT ON THE CHECK STUB. 

• DUE DATE WILL DEFAULT IN. 

• NOW YOU ARE READY FOR DETAIL INVOICE ENTRY. UNDER DETAIL LINE DESCRIPTION YOU 
WILL ENTER A VERY DETAILED DESCRIPTION OF WHAT THIS CHECK IS FOR. 

• IN THE INVOICE AMOUNT FIELD ENTER THE TOTAL AMOUNT OF THE CHECK. 

• ENTER YOUR ACCOUNT DISTRIBUTION- START TYPING IN THE NUMBERS AND THE MORE 
YOU TYPE THE NARROWER THE CHOICES OF ACCOUNTS BECOME. 
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6.) CLICK ON SAVE AND FINISH LATER. 
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7.) ADD ANY NOTES OR ATTACHMENTS. 
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ADDING NOTES: 

 

8.) CLICK ON ADD. 

 

9.) ENTER YOUR NOTE CATEGORY (CLICK DROP DOWN BOX). THEN 
ENTER YOUR NOTE. 

10.) CLICK SAVE. 

 

8. 

9. 
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ADDING ATTACHMENTS- 

AFTER CLICKING ON THE ATTACH BUTTON THIS IS WHAT YOU WILL SEE. 

11.)CLICK ON ADD FILE. 

 

12.) ENTER YOUR TYPE AND DESCRIPTION. CLICK ON BROWSE TO FIND 
THE FILE ON YOUR COMPUTER. 

13.) CLICK ON THE SAVE BUTTON. 

 

 

11. 

12. 
13. 



    HOW TO ENTER A CHECK REQUEST IN SKYWARD WEB  

 

 

 

 

14.) YOU WILL BE TAKEN BACK TO THE FIRST SCREEN. HIT SUBMIT. 
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15.) THEN SUBMIT FOR APPROVAL. 

 

 

 

THIS CONCLUDES THE TUTORIAL ON HOW TO ENTER A CHECK REQUEST IN 
SKYWARD WEB. 

15. 


