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Timer allows 45 minutes 
before timing out 

Prefilled Requestor data 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select a Payment Type from drop down.  
See list below 

Selecting Standard Services Agreement requires 
additional information and attaching contract 

Selecting  Other requires additional justification 



 

 

 

 

 

 

 

 

Financial Manager approvers are 
determined by ORG(s) entered.  

An error message will display if an ORG is entered 
that does not have a Financial Manager 

Progress may be saved if 
form is not complete Submit Form when all information has 

been entered, and all required 
documentation has been attached 



Approvals 

Purchase Vouchers require approval by the *Financial Manager for each ORG entered on the form.   
(*Run WebFocus report fpr0085 ORG Hierarchy Reporting Structure in Finance - General for the current list of Financial Managers) 
 
See example further below of email that will be sent to Financial Managers. 
 
Return for Revision: Once the form has been reviewed, Return for Revision may be selected instead of 
Submit, if needed.  Returning a form will clear the form of any other signatures after the participant the form 
is returned to. 
 

**Form information may only be revised by the requestor** 

An email will pop-up that must be completed with information from the form being returned. 
• To:  The Requestor’s name and email will be prefilled 

o Only the form owner (requestor) can revise information on a form 
• Subject: (blank) add Returned for Correction - Payee Name  
• Body: (blank) add reason for return, expected correction, and contact information   

 

 
 

 

 

 

Requestor Name and email 

Enter a subject 

Include the reason for the return, reference the Payee, 
and provide your name and contact information 

Select the appropriate action 



Emails 

See test email examples of submitted and completed form, and email for forms returned for revision.   

Submitted 

 

Invoice Created 

Subject:  Purchase Voucher – Invoice Created – Payee:  Susan Anthony 

 

Check is Available 

Subject:  Purchase Voucher – Check is available for pickup – Payee:  Susan Anthony 

 

 

 



Financial Manager 

Subject:  Purchase Voucher – Approval Needed – Payee:  Susan Anthony 

 

 

Dynamic Forms User Portal 

Located in mySFA – Finance – Budget & Finance 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select a form to begin a request.       
New forms coming soon!   

Pending forms (forms in progress)    

Forms awaiting your action 
will be displayed here.   

2 locations for Form History (completed forms) 
and Pending/Draft forms (forms in progress) 

Forms History (completed forms)    

Click here 


