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Presenter
Presentation Notes
CALS Business Services      Service Now Forms TrainingIn this training we will review and provide guidance on the updated forms available for financial submissions within our document management system called Service Now.



SERVICENOW FORMS 
The CALS Business Operations (CBO) utilizes 
ServiceNow to process a variety of transactions: 
• Vouchers/Invoices, 
• Personal Reimbursements, 
• WEX Requests,  
• Travel Requests for Non-Employees, 
• Journal Vouchers (JVs) & Interdepartmental 

Journals (IDJs), 
• Billing Requests (IDB/IDS), and 
• Requisitions.
This training guide provides guidance on how to 
fill out these forms and attach required 
documentation. 
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To access ServiceNow through the CBO 
webpage: 
• Navigate to go.ncsu.edu/cbo
• Scroll to the green banner for System Access, 

and 
• Select the red “Access ServiceNow” button. 

Presenter
Presentation Notes
Service Now acts as a submission portal for financial transactions within the College of Agriculture and Life Sciences (CALS). The types of transactions include: Payment of vouchers/ invoices, WEX requests, non-employee travel requests, Journal Vouchers, Interdepartmental Journals, Billing request, and requisitions. The Service Now portal can be accessed by visiting the CBO’s webpage: go.ncsu.edu/ cbo. Once on the webpage you will see a green banner labeled “System Access” toward the middle of the page. This area houses the various systems that pertain to financial information and transactions. Click the red button labeled “Access Service Now” to open the Service Now PortalNow lets review some of the updated Service Now forms that you will use when submitting your financial transactions.



Provide a valid project phase 
(XXXXXX-XXXXX).

Enter the amount of the 
voucher/invoice. 

If you wish to split the amount 
between two or more projects, 
check the box.

If you have a Purchase 
Authorization number, enter it 
here. 

Enter the Vendor’s name. 

Enter the date payment is due to 
the Vendor. Please note, the 
University follows NET30 
payment terms.

If the request is for a utility bill, 
select yes. 

Select whether or not you’ve 
received the full order or just a 
part of the order. If a partial 
order, detail which parts of the 
order have been received. 

If a new Vendor, a W9 form and 
ACH form should be completed 
by the Vendor and faxed in. 
Check the box if these forms 
have been submitted recently. 

Enter a detailed business 
purpose. 

Documentation needed depends 
upon the voucher type. Please 
see the table on page 5 for 
additional guidance. 
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Presenter
Presentation Notes
The first form we will review is the form to submit vouchers/invoices to the CBO.  This form is necessary if you have an invoice or voucher that needs payment.Explanations for each field on this form are provided to briefly describe what is required but we will review some specific fields and newly added fields on this form. All the fields required for submission are denoted with a red asterisk.  Supporting documentation can be attached by clicking on the yellow button at the top of the page that is labeled “Click here to attach documents” On each form your name and home department OUC will populate automatically. If you are submitting on someone’s behalf you are able to change this information if necessary. This contact should be the individual who can answer questions and supply needed information about the specific transactionA new feature on this form is that you now have the ability to split the total payment amount between two or more projects. If you wish to do so, please check the box labeled “add another Project-phase” this will open new fields where you can enter the projects that you will be paying from and amounts that should be charged to each project. The University operates on paying vouchers and invoices based on net30 payment terms. If the payment is due in a different time frame please note that date in the “date payment is due to the vendor field”. Also, if you have placed an order for goods it is important to indicate if you have received the full order or only a partial amount of the order. If only a partial amount has been received we will ask that you please detail which parts of the order have been received.Another new feature of this form is the box asking if the W9 and ACH forms have been submitted. If this is the first time we have used a new vendor it is necessary to set them up as a supplier in the University’s Supplier Center. To do this we will need to have a W9 form completed for tax purposes and an ACH form for electronic payment transmission. Once the vendor has completed these forms and sent them to you please fax them to the CBO at: 919-513-4797. Please do not email these forms as they can only be accepted via fax due to sensitive information that must be safeguarded.The last important field on this form is the box that asks you to describe a detailed business purpose. In this box please provide the business purpose for the goods/ services purchased. There is a “Help” feature that provides a brief description of what a business purpose is above the text box for your reference. An example of a business purpose would be that you purchased “X” for the purpose of “Y”. State what was purchased and what the intended use was or will be.   



Provide a valid project phase 
(XXXXXX-XXXXX).

Enter the amount to be 
reimbursed. 

If you wish to split the amount 
between two or more projects, 
check the box.

If a new Vendor, a W9 form and 
ACH form should be completed 
by the Vendor and faxed in. 
Check the box if these forms 
have been submitted recently. 

Enter a detailed business 
purpose. 

Select yes if there is an 
accompanying TA or TR. 
Select no if not. 
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Please see the table on page 5 for 
additional guidance on 
documentation required. 

Presenter
Presentation Notes
The next form we will review is the form to submit personal reimbursement documents to the CBO.  This form is necessary if you need to be reimbursed personally for an expenditure. It is important to note that if you have paid an expenditure with your NCSU Pcard it would NOT be a personal reimbursement. A reimbursement would be considered personal if the payment was made independently of Pcard or NCSU systems and with your own personal funds.Explanations for each field on the form are provided here and briefly explain what is required but we will review some specific fields and newly added fields on this form. Please notice that to assist you in navigating this form we have provided brief descriptions of a personal reimbursement, Travel Authorization, and Travel Reimbursement at the top of the form. An new feature on this form is that you now have the ability to split the total payment amount between two or more projects. If you wish to do so, please check the box labeled “add another Project-phase” this will open new fields where you can enter the projects that you will be paying from and amounts that should be charged to each project. Another new feature on this form is that it asks if there is an accompanying Travel Authorization or TA or Travel Reimbursement or TR. If you select yes, a new box will populate requesting that information.Please remember that all fields with a red asterisk are required and without those fields filled in you will not be able to submit this form. 
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Voucher Type Documentation Required
Honorariums • Signed and dated request from the Department on University letterhead

Independent 
Contractor

• Invoice
• Contract for goods/services rendered
• Contract Control No.

Invoices • Invoice

Memberships (can 
only be for one year)

• If reimbursement: Personal Reimbursement Form and a detailed receipt
• If voucher: Invoice
• Funding source: either state appropriate funds if discounted registration or discretionary funds if not

(need to show proof of discounted registration) 

Moving Expenses • Non-Salary and Deferred Compensation Form

Personal 
Reimbursements

• Itemized receipts including date of purchase and proof of payment
• Specific business purpose for the reimbursed goods/services
• A Personal Reimbursement Form for non-travel reimbursements
• An AP 107 form if the purchase includes food or beverage
• An AP 104 form if traveling with a non-employee

Stipends • REU: Payment Request Memo 
• Other Stipends: Payment Request Memo and an invoice or receipt 

Subawards • Bill from University
• Written correspondence from the lead Principal Investigator approving the charge
• A funding source to bill

Utilities • Invoice
• If late fee, approval from the Department in writing
• If includes a past due amount, invoice for the past due amount (if not already paid on previous voucher)

Presenter
Presentation Notes
This chart has been created to list what documentation is required based on financial submission type. On each form these documents can be submitted by clicking on the yellow button at the top of each page labeled “Click here to attach documents”.Forms can be found on the CBO webpage: go.ncsu. Edu/cbo. Once on the page click “Business Operations” located in the top tool bar, and then select “documents and forms” from the dropdown menu.



Provide a valid project phase 
(XXXXXX-XXXXX).

Enter the Cardholder’s name. 

Enter the license plate number 
of the vehicle. 

Enter the amount on the receipt.

Attach the receipt as 
documentation. 
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Please note, each WEX card 
has a default project-phase 
associated. Fill out this form if 
you’d rather the charge hit a 
different project-phase.

Presenter
Presentation Notes
The next form we will review is the WEX Requests form. Each WEX Card has a default project and phase that is associated with it. This form is necessary if you would prefer that the charge be placed on a project- phase other than the default account.Explanations for each field on the form are provided and briefly explain what is required. Again, please recall that all required fields are denoted with a red asterisk and the form cannot be submitted without supplying this information. 



Enter the Traveler’s contact 
information.

Enter the Traveler’s name.

If a new Vendor, a W9 form and 
ACH form should be completed 
by the Vendor and faxed in. 
Check the box if these forms 
have been submitted recently. 

Enter the Traveler’s mailing 
address. 

Select the Traveler’s 
citizenship.
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Presenter
Presentation Notes
The next form we will review is the form to submit vendor supplier requests for non-employee travelers. Please note that the first step with this submission is to fax the W9 form and ACH forms to 919-513-4797 PRIOR to the completion and submission of this form. This will allow the CBO to submit a request to set up this traveler as a supplier in the University Supplier Center. Again, the W9 and ACH forms cannot be accepted via email only fax, so please fax these forms to the CBO prior to completion of this form. Explanations for each field on the form are provided here to assist you in the completion of this form.



Provide a screenshot of WRS 
showing where the charge has 
hit.

Select either IDJ or JV.

Provide a valid project phase 
(XXXXXX-XXXXX).

Enter the amount of the 
transaction.

Provide a valid project phase 
(XXXXXX-XXXXX).

Enter the amount of the 
transaction.

Enter the customer’s contact 
information. This should be the 
person most knowledgeable 
about the transaction.

Enter the department’s OUC. 

Enter the department’s OUC. 

Explain why you want the 
expense or revenue moved.

Presenter
Presentation Notes
The next form we will review is the form to submit Journal Voucher or referred to here as JVs and Interdepartmental Journals or referred to here as IDJs to the CBO.  This form is necessary for journal entries between two separate departments or to move expenditures to or from projects that have been identified as being on the incorrect project- phase.Explanations for each field on the form are provided here and briefly explain what is required but we will review some specific fields and newly added fields on this form. Please notice that to assist you in navigating this form we have provided brief descriptions of IDJs and JVs at the top of the page. Please note that a copy of your Wolf Report referred to here as the WRS showing where the charge current resides will be required for either an IDJ or JV submission. A copy of the WRS can be attached by clicking on the yellow button at the top of the page labeled “Click here to upload your WRS Report”.Please select the type of transaction that you are submitting: either an IDJ or JV. If you need assistance determining which type of transaction you have please click the “HELP” button located above the “type of document” field. This will provide you with a description. When you make the transaction selection the relevant fields will populate for you.Please note that under the field for “Customer Contact” this should be populated with the person that can answer questions or supply information about this specific transaction.



Enter the amount to be billed. 

Enter a description of the 
goods/services being billed. 
Once entered, a box for 
additional good/services will 
appear.  

Provide a valid project phase 
(XXXXXX-XXXXX).

Select whether the customer is 
internal or external to the 
University.

If you have a Purchase Order 
number, enter it here. 

Please provide the associated 
invoice or work order. 

You also have the option to use 
the CBO Billing/ 
Interdepartmental Sales Request 
(IDS/IDB) Form if preferred. If 
so, attach the form and enter N/A 
for the fields. 

Presenter
Presentation Notes
The next form we will review is necessary for Billing requests.  This form is necessary for all Interdepartmental Transfers or referred to here as IDTs, Interdepartmental Sales or referred to here as IDS and Interdepartmental Billing or referred to here as IDB. You may also use the CBO Billing Interdepartmental Sales Request form found on the CBO’s homepage if you prefer. If you elect to use this form please attach it at the top of the page and enter N/A in all the required fields. Should you have more than one service or item, you have to input a description in the first item’s field before a second field will populate. Please notice that to assist you in navigating this form we have provided brief descriptions of a types of Billing requests at the top of the page. 



Provide a valid project phase 
(XXXXXX-XXXXX).

Enter the Vendor’s name. 

If the request is for a utility bill, 
select yes. 

Select a requisition type. Please 
note, the requisition types are 
described above. 

If a new Vendor, a W9 form and 
ACH form should be completed 
by the Vendor and faxed in. 
Check the box if these forms 
have been submitted recently. 

Provide a shipping address. 

Select whether or not you’ve 
received the full order or just a 
part of the order. If a partial 
order, detail which parts of the 
order have been received. 

If using an independent 
contractor, provide the contract 
control number. 
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Presenter
Presentation Notes
The last form we will review is used for all requisition requests.  This form is necessary when requesting to purchase goods from an outside vendor.Explanations for each field on the form are provided here and briefly explain what is required for requisitions, including sole source , out for bid, blanket requisitions, confirming orders, and non-marketplace requisitions. Please notice that to assist you in navigating this form we have provided brief descriptions of a types of requisitions at the top of the page. Another new feature of this form, is the box asking if the W9 and ACH forms have been submitted. If this is the first time we have used the vendor, it is necessary to set them up as a supplier in the University’s Supplier Center. To do this we will need to have a W9 form completed for tax purposes and an ACH form for electronic payment transmission. Once the vendor has completed these forms and returned them to you, please fax them to the CBO at: 919-513-4797. Please do not email these forms as they contain sensitive information.



N E E D  H E L P ?
P L E A S E  C O N TA C T  T H E  C B O  H E L P L I N E  
W I T H  A N Y  Q U E S T I O N S  O R  C O N C E R N S :  
9 1 9 - 5 1 5 - 4 C B O .  
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Presenter
Presentation Notes
Service Now can be accessed by visiting the CBO’s webpage: go.ncsu.edu/ cbo. Definitions of the various types of submissions that each form is used for are now located on the top of each submission page. Please utilize the “help” option on the forms for more information about a specific field…Also, please remember that the CBO will not accept supplier forms such as the W9 and ACH forms via email. Please fax those forms to the CBO at: 919-513-4797 to protect the vendor’s information.We appreciate your time and attention during this training of Service Now Forms.If you still have questions or need assistance when submitting a transaction please contact the CBO Helpline at: 919-515-4CBO that number is 919-515-4226.
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