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Prepaid Travel, Conference or Program Fees Payment 
 

Sometimes a payment must be made to a supplier to prepay travel expenses.  Examples of 

these payments include conference registration payments for suppliers that do not accept 

credit cards or a payment to a supplier for student group travel expenses. In these cases, you 

will want to include a payment to the supplier along with the Purchase Order. This is 

accomplished by completing a form in BUY.IU called ‘Prepaid Travel, Conference or Program 

Fees Payment’. 

 

1. Go to ‘Shop’ at BUY.IU and select ‘Forms’.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

2. Be sure to select ‘Check Requests’. Once selected, it will be highlighted in blue.  
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3. Select either the title link ‘Prepaid Travel, Conference or Program Fees Payment’ or ‘Submit 
Report. 
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4. The following screen appears with instructions on the Object Codes that are appropriate for 
this Form.  Click ‘Next’.  

 
 

5. Enter a supplier name (or partial name) and then click ‘Search’. If the Search Registered 
Supplier produced no results, you can select ‘Manually Add Suppliers’. Contact the Suppler 
Workgroup at supplier@iu.edu for assistance with manually adding suppliers. 
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6. ‘Select’ the correct Supplier. 
 

 
 

7. You will notice the Supplier name and address is populated at the top and the ‘Selected’ 
indicator checkmark is now green. Click ‘Next’ to proceed. 
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8. You will notice that the Progress for both Form Fields is incomplete. Either select the field 

name or ‘Next’ to complete the process. You will need to do this for both fields.  

 
9. Enter all of the required fields (*) and the Amount. Click ‘Next’ to continue or ‘Save 

Progress’ to complete at a later time.  
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The next screen is asking for Substantiation Documentation. Pay attention to the ‘Instructions’ 
which describes critical data. If you select ‘yes’ you will be taken to a screen where you can 
upload your file. Note that supporting documentation (such as a conference registration form 
or supplier invoice) is always required for travel payments in order to substantiate the payment 
request. 

 
 
 
 
 
 
 
 
 
 

11.10. Select ‘yes’ and then ‘Upload’. 
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12.11. Enter a Title and then select ‘Choose File’.  
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

13.12. Select the correct file….either double click or click ‘open’ and the file will upload to 
the form.  
 

 
14.13. Click ‘Save Changes’  
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15.14. The file has now uploaded. The title that you chose for your file (Conference 
information) will display noting that your upload was successful. Click ‘Next’. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: If you had clicked no, you will need to note where the information will be stored rather 
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than uploaded. 
 

16.15. The last thing to do before you are able to add the order to your cart is to select ‘Review and 
Submit’. The system will not allow you to submit without this last step! 

 

 
 

17.16. You are now ready to ‘Add and go to Cart’. 
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18.17. There is one more alert that needs fixing. In this case, there is an invalid Commodity 
Code. Click the looking glass. 

 
 

19.18. This will take you to the Commodity Code Search where you can enter key words in 
the Description field. Then click ‘Search’ to display the results.  
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20.19. ‘Select’ the correct code. 
 

 
21.20. The code is populated and now you can ‘Proceed to Checkout’. 
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22.21. Almost ready to go! The Object code must be entered. Click ‘Required Field. Refer to 
Step 3 to view the list of object codes associated with this form. Select the correct one from 
that list 
 

 
23.22. Refer to Step 4 to view the list of object codes associated with this form. Select the 

correct one from that list and click ‘save’.  
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24.23. You are now ready to click ‘Final Review’, which is required prior to placing the 
order.  
 

25.24. After a thorough review, click ‘Place Order’. Remember to click ‘Review and Submit’ even 
though it may be green. The system will not allow you to place order until this step is completed. 
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Your Requisition has now submitted. You can select any of the Steps in the green box. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
26.25. Once the REQ has gone through workflow, you can search for it and click ‘View 

Related Documents’ to view the Purchase Order and the Invoice. 
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We suggest, rather than printing the PO, you can save it as a pdf or other document type to 
be stored in a secured location. Select ‘Print.  
 

 
 
 
 
 
 
 
 
 
 
 
 

 
Right click your mouse on the Summary page. Select either ‘Save as’ or ‘Adobe Acrobat’. 
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This is the Purchase Order (note: only a partial screen shot). 
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Please let us know if you have questions. You can write: askbuyiu@iu.edu. 
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