Getting POs Entered, Received, Paid – Info Sheet
Below you will find a step-by-step guide for getting POs paid starting with entering your Requisition in SciQuest and ending with your approved PO being paid and closed.

1. Create a Requisition in SciQuest by selecting either a “Punch-Out Vendor” button or the           “Non-Catalog Item” option, both of which are located on the Home Page. (If using the Non-Catalog option, please enter the lines of your requisition based on the vendor’s quote or web page). For questions or additional guidance, email Purchasing@nscc.edu 

2. Per State Audit requirements, all invoices must be sent directly from the vendor to AccountsPayable@nscc.edu.  This is the official and required method of invoice submission.          If you receive an invoice directly from a vendor and upload it to your requisition in SciQuest as part of your payment request, you must ALSO forward the invoice immediately to AccountsPayable@nscc.edu.  Uploading an invoice in SciQuest does NOT notify Accounts Payable and will delay processing unless AP receives the invoice through the correct channel.

3. [bookmark: _Hlk219103773]When Accounts Payable receives an invoice directly from the vendor and uploads the invoice to your PO in SciQuest, you should receive an automated email generated by SciQuest stating “This invoice has been filed on the PO and is ready to be paid once the line items have been received. Thank you.”  When you receive this notification, please do one of the following:

a.  If your goods or services have been delivered or provided to you, immediately send an email to CentralReceiving@nscc.edu requesting that they please make the receiving entries on the appropriate lines of your PO……OR….
b. Send an email to AccountsPayable@nscc.edu and CentralReceiving@nscc.edu stating which lines on the invoice have not really been delivered to you….as well as any information regarding issues with any lines of your PO (i.e. returned items, discontinued items that will not be shipped, backordered items with backordered ETAs, etc.)

4.  When your items or services are delivered to you - whether by Central Receiving or any other method -  please have the “receiver” in your department email  CentralReceiving@nscc.edu immediately to request that they make the receiving entries on the appropriate lines of your PO.  In the email, request that your items be marked as “received” in Banner.   Accounts Payable cannot issue payment to the vendor for your items/services until Central Receiving completes the receiving entries in Banner.  (For reference: Purchase Orders are created and approved in SciQuest, but receiving and payment processing occur in Banner.)

Please Note: Timely payment to our vendors is critical. Many vendors will suspend our account if current purchases are not paid promptly. To avoid delays, once your items or services have been provided, please email CentralReceiving@nscc.edu. This ensures receiving entries are posted to your PO, which then allows Accounts Payable to process payment for your items or services without delay.
