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Manual entry of a Payment Request 
The Payment Requests feature allows user to manually generate formal request for payment. 

 

Inventory> Payment Request>Click Add Payment Request to log an invoice and generate a formal 

request for payment. 

 

Start by entering the Vendor information and clicking save. You will then see the Invoice section 

generate.   

Complete the invoice section (Note: Following the table below will keep consistence with what ST 

does automatically for you when a Payment Request is created through an application), and click 

on the floppy Disco disc icon to save information. 

Field Information to Enter 

Invoice Date Certification Date 

Vendor Invoice Number Application ID 



\\FERGANA\ServTraq\Training\Manual entry of a Payment Request.docx        1/27/2017 

  

 

The Invoice Line Items section will then generate, complete the section and click on the floppy 
disc icon to save information. 

 

(Note: Following the table below will keep consistence with what ServTraq does automatically for you when a 

Payment Request is created through an application.) 
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Next, click Save and Close. 

 

To pay an invoice, go back to the Payment Request/Outstanding Invoices screen set your Current View to: 

Outstanding Invoices, then select the invoice to pay, finish by clicking on the Pay Selected Invoice button 

to pay and print.

 

 

 

Field Name Information to Enter 

Item Description Last, First Name – Account Number (If Applicable) 

Amount Cost of Item 

Fund ID Contract Billed to (as provided by Accounting) 

Account ID Specific part of contract being billed 


