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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 1  

(1)  Enter your name and email under the 
“Preparer” section.  

(2)  Then enter the name and email of the 
person approving your order under the “Project 
Administrator”. This can be your principal, project 
lead or department head.  

(3)  Next, press the “Begin Signing” button.  

 

 

 

 

 

 

 

 

 

STEP 2 

 

 
 
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 

 

 
 
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 

 

 
 
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. 
 



  
 

3	   HOW	  TO	  FILL	  OUT	  THE	  PAYMENT	  REQUEST	  FORM	  
 

STEP 5 

 
 

  
On the final page, (1) 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 

 
 Next, click the “Sign” button to approve the form. 
 
Take a moment to review your form.  
 
If everything is correct and completely filled out, press 
the “Finish” button which appears at the bottom right 
corner of the screen. If the “Finish” button does not 
appear there, review your document again for any 
missing information. 
 
If you have any questions about this process, please 
contact Zack at zachary@oaklandedfund.org, or call 
(510) 221-6968 ext. 707 


