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ACCOUNTS PAYABLE 
  

Q: How do I find out whether an invoice that I’ve submitted a requisi-

tion for has been paid? 

 

A: The first thing you’ll want to do is look up your requisition via the Manage 

Requisitions feature in MyCWU (let us know if you need help navigating there.)  

Once you have pulled up your requisition, click on the gray arrow (triangle) to 

the left of the requisition number.  You will then be able to see the “train tracks” 

of the requisition lifecycle.  If the Invoice and Payment icons are active (not 

gray), then you can click on them to obtain additional information.  Click on the 

Invoice icon to get the voucher number and dollar amount.  Click on the     

Payment icon for information on the payment date (check date, or the ACH or 

VCC date), as well as the voucher number included in the payment.  Feel free 

to contact Accounts Payable if you have questions about this or are still having 

trouble accessing the payment information through this process (and as a tip, if 

you have the voucher number on hand when you call or email us, that will be 

helpful to us in getting you your requested information right away.)  
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CONTRACTS 
 

If you administer contracts, are authorized to sign contracts, or are otherwise involved with the contracting process 

at CWU, you may have noticed that more and more contracts are being signed electronically these days via 

DocuSign.  However, it’s important to note that not all contracts are approved to be signed this way (the Contracts 

Office personnel is happy to answer any questions you may have about which contracts will or will not be        

approved to be signed electronically.)  Many contracts still need to be processed the traditional way, signed by 

each party with a pen-on-paper signature.  Again, the Contracts Office makes that call, based on a variety of   

factors.  If your contract is approved for electronic signatures, then typically the Contracts Office will create the 

DocuSign envelope for the contract when it is ready to be signed.  (Although individual departments may have 

DocuSign access for the processing of other documents, only the Contracts Office can coordinate the DocuSign 

process for the signing of contracts.)  And remember, regardless of whether a contract is to be signed               

electronically or pen-on-paper, the Contracts Office must first review and approve the contract before it is signed 

on behalf of CWU. 
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CONTRACTS CONT. 

3. If you have any questions, just ask!  The friendly Contracts staff is available to help you with 

all of your contracting needs.  Contracting can be a complicated process and you may have 

many questions along the way.  If ever in doubt about what you should or shouldn’t be  

doing when it comes to your department’s contracts, please don’t hesitate to get in touch 

with us!  We enjoy educating the campus community on correct contracting procedures and 

would be happy to answer any questions you may have. 

 

 

 

 
  

PURCHASING 

Submitting a requisition that relates to a CWU contract?  Unless otherwise instructed by the CWU Purchasing 

Office, it’s usually best to wait to submit the requisition until the contract has been fully signed. Then, when you 

go to submit the requisition, be sure to either include a reference to the CWU contract number (found on the top 

right-hand corner of the first page of the contract), or attach the actual signed contract to the requisition.  This will 

help the Purchasing Office quickly match up requisition to contract, so that the entire process can be expedited 

along as smoothly and quickly as possible. 

 

SURPLUS AND ASSET MANAGEMENT 

Did you take any CWU equipment home during the COVID-19 pandemic?  Perhaps a desktop computer, laptop, 

printer, scanner, furniture item(s), or something else?  Many folks did, in order to facilitate working from home.  

But now, as remote-working employees transition back to working on campus again, they’ll need to be sure to 

return any of their CWU-borrowed equipment back to campus and make sure it’s properly accounted for, unless 

they’ve been approved for continued telework (and if you’re bringing a computer back to campus, you will also 

need to make sure it is reconnected to the network.)  Remember, even though these items may have been living 

in your home for the past year or more, they remain the legal property of CWU and must be returned at any time 

requested by CWU. 

If you are returning CWU-owned equipment to campus, please complete and submit the “Equipment Return 

Form”, an eform you can find within MyCWU by navigating as follows: Main Menu > Financial Management > 

Employee Self-Service > Assets > Equipment_Return_Form (from there, click “Add a New Value”, and then you 

will see an “Instructions” tab you can click on for further details.)  Each department is responsible for tracking its 

CWU assets, and it’s important that all forms and inventory records remain up-to-date.  And if you had borrowed 

any equipment that ends up unaccounted for, you will be held financially responsible for it, so be sure that all 

equipment you borrowed from CWU returns to campus when you do! 

For more information on this and other related topics, visit the helpful CWU Asset Management Information 

webpage. 

 

TRAVEL 

Here are a couple tips/reminders from the CWU Travel Desk: 

• To be reimbursed for non-overnight (same day) meal expenses, a traveler must have been in travel status for at 

least eleven hours on that day, as well as during the entire university-defined meal period(s) for which meal 

expense reimbursement is requested.  The meal periods are as follows: 

 Breakfast: 7:00 to 8:00 a.m. 

 Lunch: 12:00 to 1:00 p.m. 

 Dinner: 6:00 to 7:00 p.m. 

• Trying to fill out your Travel Authorization, but unable to find in the system the location you’re travelling to?  Email 

TravelDesk@cwu.edu, and the friendly Travel staff will check to see if the specific location can be added to the 

system for you.  If it can’t be added, then you can instead use the County that your specific travel location is in. 
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