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When to pay by invoice 
 vs Claim Voucher: 

• INVOICE PAYMENTS: 
 

• Vendor Invoice payments that are on 
purchase orders. 
 

• Invoice payments coming directly from the 
vendors to depts or AP. 
 
 

• ACCTPAY@UIDAHO.EDU 
New Vendor Setups 
New Addresses 
Responses to CV questions. 
St101/Credit applications 
 

• APDOCS@UIDAHO.EDU 
For Vendors only to email invoices directly to 
Accounts Payable. 

• Claim Vouchers 
 

• Payments to Individuals –  
 Consultants and contractors 
 Services/ Honoraria 
 Non Employee Payments 
 Reimbursement for Expenses 
 

• Entertainment & Business Expenses 
• Memberships & Dues/ Subscriptions 
• Non Procurement such as: 

Utilities/Freight Charges/ Postage 
• Registration Fees paid to vendor 
• Emergency Repairs 
• Various Fees 
• Recurring Communication Stipends 
• Rents  etc. 

 

mailto:ACCTPAY@UIDAHO.EDU
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Non Procurement Commodity Codes 



Commodity Codes Partial List 

 



Commodity 
Codes  



Approvals 

When can I disapprove a web document – (CV & 
pcard documents, Travel Claims)?    
 
What happens when I unsubmit the CV? 
 
What does “S” on FOIDOCH mean?  What to do? 



The university recognizes the need 
for official entertainment.  
 
Promotional Expenses for official entertainment, community relations, or public 
relations may be reimbursed by the university only when such activities are directly 
related to the objectives and mission of the university.  
 
An official guest is: 
 
 (1) a person, not otherwise employed or compensated by the university, who is 
present on campus to render a service, at the invitation of the university, or as a guest 
of the university, 
 
(2) for unique situations, whereby an employee is hosted by the University in a non-
employment capacity.)  



Food & Refreshments 

• When is it Allowed for Employees? APM 70.20 



70.21 - University Entertainment Reimbursement 

C-1. Entertainment Approval Form. Documentation submitted for payment: 
properly authorized Entertainment Expense Approval Form.  
 Subject to approval by the next level of authority, e.g. 
 Authorizing such expenses certifies that the event or activity was an  
  “official function” 
The University will not pay for entertainment costs without an authorized 
Entertainment Expense Approval Form with an approved Claim Voucher [See 
60.31]. 
C-2. Supporting Documentation. Supporting documentation is required for all 
entertainment, including home entertainment.  Includes: 
 Entertainment Expense Approval Form, date, names of attendees, 
 location and official purpose of function.  
 Actual receipts or invoices from the vendor. Credit card receipts are 
 accepted if accompanied by a receipt from the vendor. 
C-3. Funding Sources. Limited to foundation (“N” gift accounts) and local funds (“Y, 
6” local service accounts), per SBE Governing Policies and Procedures, Section V. V. 
C-4. Alcoholic Beverages. Subject to approval by the next level of authority, e.g., 
Use of alcohol must be identified on the Entertainment Expense Approval Form.  



Summary 
1: Why do we use a claim voucher? 
 
2. commodity codes on cv only default 
the expense code.  You can change the 
ecodes on the forms. 
 
3. You can disapprove web documents 
in the web forms, but not in Banner for 
changes. – History already exists. 
 
 4.Food & Refreshments – 
Remember the entertainment form, 
and the backup documentation to 
show that it is an official function of 
the UI and if Alcohol was provided. 
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