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HOW TO FILL OUT THE PAYMENT REQUEST FORM @

You can find the Payment Request Form at www.oaklandedfund.org/forms.

STEP |

) _ (I) Enter your name and email under the
PowerForm Signer Information “Preparer” section.

Please enter your name and email (2) Then enter the name and email of the
to begin the signing process.

person approving your order under the “Project

. ) Administrator”. This can be your principal, project
Preparer (Person preparing the form) lead or department head.
Your Name:

Bridget Daly @D (3) Next, press the “Begin Signing” button.
=\

Your Email:

bridget@oaklandedfund.org

Your Role:

Please provide information for any other
signers needed for this document.

Role:

Project Administrator (Approver) *

Name:

David Korsak @D
T

Email:

david @oaklandedfund.org|

STEP 2

Please Review & Act on These Documents

W,
:‘."’ps OAKLAND

Zachary Hennessy 3
Oakland Public Education Fund Powered by DocuSign,

PRIVATE MESSAGE: To expedite processing of your request be sure to attach any copies of documentation required in the

form. Pl N ire the imaged documents can be read. Please make sure to select the appropriate codes for the expense
@) | )
p—
‘F¥ase read the Electronic Records and Signature Disclosure.
B -~ . : CONTINUE OTHER ACTIONS ~
|__| I'agree to use electronic records and signatures. e\ -

On the next page, (1) check the box which says you agree to use DocuSign, then (2) press the “Continue”
button. Note: you will not be able to fill out this form with out agreeing to use DocuSign and pressing
“Continue.”
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STEP 3

TYPE OF PAYMENT

—— (2
R
FUND NAME

Use the dropdown to identify the fund where this expense should be connected.
If you don’t see your fund identified, please select other and write it in the text field.

( other 3]
Name of Fund: a 4
N’ |Oakland Public Education Fund H

WHO ARE WE PAYING?

G@'«mez [Neofunds by Neopost |  Email: [info@neopost.com |  Phone: [800-636-7678 |

- 3 ? Looking for the "Pay by credit card” option?

\_/_I Address: IPO Eow J0155 ey L I Distribution Method: Mail to Payee 4 Plnsontisit oaklandedfund.org/forms and
complete the Requisition form.

Note: The EdFundwillreleasechecksby 3pm on Fridaysforallcompletedformsapprovedby | 2:00pm on Mondays.

Next, (1) indicate whether you would like to have an invoice paid or be reimbursed for a payment. Then (2)
choose the name of your school or program from the drop down menu. If you do not see your school or
program, select “Other” then type in the correct name in the text box that appears below. Finally, (3) fill in
the next section with the contact and mailing information of the person or organization to be paid.

STEP 4

WHAT EXPENSES ARE WE PAYING FOR?

Date: The date on which the expense line item was incurred

Account: Select the appropriate expense type from the drop down menu

Funder: The grant that is funding this expense. If unrestricted funding, please write “Other". «
Project: Input the name of the project, if known. If not applicable, please write N/A. . y
Business Purpose: A brief description of the business purpose of the expense. A 4

Date Account Funder I Project I Business Purpose lText ount
1/255 || Postage & shipping

| -- select - |Postage machine, | I
— =Esem - | - select -
.

On the next page, (1) enter the date of the invoice or the day the purchase took place. Then (2) select from
the drop down what category this expense generally falls under. (3) If a particular funder is supporting this
expense you may indicate it under “Funder”. (4) If this expense is for a specific project you may indicate that

in the next drop down list (optional). (5) Under “Business Purpose” indicate in more details what this expense
is for. Finally, (6) enter the amount to be paid.
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STEP 5

Attachments
ATTACH YOUR DOCUMENTATION:
How would you like to add your attachments?
- e OCESS YOUr payment
your scanned docul g@ 9 e
— Pcumentation not me N O Fax
N
«@ ‘ | CONTINUE ‘ CANCEL

Upload Attachment Upload Attachment

1.29.16 Neopost.pdf

4 pages
a® UPLOAD A FILE
o ——r UPLOAD A FILE
=y | 4D

On the final page, (I) click the paperclip icon to attach a PDF copy of the invoice or receipts for
reimbursement. In the pop-up box that appears, (2) select the upload option and (3) press “Continue.” Then
(4) select the “Upload a File” box and select the appropriate file. If you would like to upload multiple PDF’s,
select “Upload a File” again until you have uploaded all required documents. When you are done, (6) press
“Done.”

STEP 6

ATTACH YOUR DOCUMENTATION: Next, click the “Sign” button to approve the form.

To properly process your payment, you need to attach a copy of the docur

Please make sure your scanned documentation is clear and shows the name of th i
expenditure. Dmyl:enuuon not meeting these standards cannot be 5 Take a moment to review )’O ur fO rm.

Sl e powme b R, If everything is correct and completely filled out, press

o the “Finish” button which appears at the bottom right
Signatame £ ' corner of the screen. If the “Finish” button does not
Date by e BIETAAS e appear there, review your document again for any

missing information.

If you have any questions about this process, please

i contact Zack at zachary@oaklandedfund.org, or call
N—t
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