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Processing a Direct Pay Request to Make Contract Payment

This tip sheet will provide an overview of the Direct Pay Request process to make a contract

payment.

o From the home page navigate to the ‘Forms’ section and select ‘Direct Pay’'.
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To view the list of state contracts please visit https:/www.dfa.ms.gov/contracts

If a preferred supplier is unable to be used, use the non-catalog item found here. All required quotes and justification can be

If the item value is over $50,000 and only one source can be identified, a Sole Source Justification s required and can be
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o Select the vendor under the ‘Vendor Information’ section.
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o Add the invoice number, date, and attachment. Click ‘Add and go to cart’.
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Enclosure Instructions (include any special
instruction on attachments to be mailed
with check)
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If your direct payment request doesn't include an invoice date, please use the submission date as the invoice date.

If your direct payment request doesn' include a Vendor Invoice number, please use a format including the date and amount of payment

Use the attachment section below to attach the invoice and any supporting documentation or attachments to be mailed with the check.
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3/7/2024

Total 10,000.00 USD

o The Application will take you to the cart page to complete your request.
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o Click ‘Select price or contract’
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Direct Pay

Contract Select price or contract...

o Select the appropriate contract and click ‘Save’

Select a Price and Contract Here No Contract

FM-GS-000071 (Script 4.2)
Step 1: Select a Price

(® 1,500.00 USD No Contract
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