srerarey; | MISSISSIPPI STATE

UNIVERSITY.

Processing a Direct Pay Request

This tip sheet will provide an overview of the Direct Pay Request process.

o From the home page navigate to the ‘Forms’ section and select ‘Direct Pay’'.
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Guided Buying Showcases

Use the Shop widget above to search for your goods/services. If the item cannot be found, use the icons below to find the
preferred suppliers for our most commonly procured commodities.

Forms v
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
attached in this form,
Direct Pay IT Purchase Request

If the item value is over $50,000 and only one source can be identified, a Sole Source Justification is required and can be
found here.

o Select the vendor under the ‘Vendor Information’ section.
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Vendor Information ®

Existing Vendor Enter Manually

New Supplier Testing. X Q

Vendor % New Supplier Testing, X

Fulfillment Center 1 @
Fulfilment Address one
Texas, Nebraska 12121 United States

+91 83692 09048
Vendor Phone

Distribution Method *

ystem will distr hase orders using d(s)

[[] Check this box to customize order distribution information.

Manual

o Scroll down to and add Quantity and Amount.
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Quantity ® 10
Amount * 100
Description ® ¥
%
and | ¢
Rate of Pay
Special Handling .
Hold for Pickup Name

Hold for Pickup Phone Number

Hold for Pickup MSU ID

Hold for Pickup Reason

Total 0.00 USD
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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)

Invoice Information @

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

Vendor Inv #

If your direct payment request doesn' include an invoice date, please use the submission date as the invoice date.

Invoice Date 3

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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Total 10,000.00 USD

o The Application will take you to the cart page to complete your request.
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- Assign Cart Proceed To Checkout
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Jennifer Mayfield
Pearl River County - 2 Items - 2,000.00 USD O Name
VENDOR DETAILS 2024-02-09 ssimunla 0
ftem Catalog No. Size/Packaging Unit Price Quantity Ext. Price
Total (2,000.00 USD) v
Direct Pay 1,000.00 aty:1 1,000.00 -] N
ITEM DETAILS - .
Total. 2,000.00
2 Direct Pay 1,000.00 Qty: 1 1,000.00 D

ITEM DETAILS




