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Direct Payment Form Quick Reference Guide 
 

 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 

 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 

Step 1: Enter Payee information (Name, Address, City, State, and Zip). 

Step 2: Enter the UA ID of the employee or student receiving the 
payment (if applicable).  Otherwise, enter the Vendor’s Employer 
Identification # OR hand-write in the vendor’s Social Security 
Number after printing the form. 

Step 3: Enter the following information for each line item: 
Description, Speedtype, Account (optional), and Amount.  

Step 4: Enter any comments.   

Step 6: Print the form.  Have the approver sign and date the 
bottom of the form.  When completed, send the form to Accounts 
Payable for processing. 

 Step 5: Enter the Requester information (Department, Zip, 
Requester’s Name and Extension, and who the goods or services 
were ordered for). 



  

 

 


