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University of Richmond Online Check Request 
 
 
 
Introduction 

 
The Online Check Request system will allow you to create a check request and submit it from within 
BannerWeb for non-travel related expenditures or payments. Using this online system will guarantee 
more efficient processing of your requests. 

 
Before You Begin                                                                                

 
Before you begin an Online Check Request, you should assemble all necessary documentation supporting 
your expenses, such as letters, agreements, contracts, invoices, etc.  
 
Items Not Allowed on the Online Check Request 
 
Service Payments to Employees  
If payment is being requested for a University of Richmond employee (or an employee who is also a 
student) for a service type business purpose (e.g. service, honorarium) you will not be able to use this 
online system.  Please follow the instructions on the Human Resources website website and complete 
the appropriate form for payment.  Mail the completed form via campus mail to Human Resources or 
email to urhr@richmond.edu.  Contact Human Resources if you have questions. 
 
Service Payments to Students 
If payment is being requested for a University of Richmond student for a service type business purpose 
(e.g. service, honorarium) you will not be able to use this online system.  Please review the Student 
Employment Office website for assistance. 
 
Reimbursements or Refunds  
All reimbursement and refund requests are processed in the Chrome River travel and expense 
management system. 

 
Other restrictions are as follows:  
 
Payments to Independent Contractors 
If payment is being requested for an independent contractor who does not have the independent 
contractor’s checklist on file with the University, you will not be able to use this online system until the 
form has been completed, approved by HR, and sent to Accounts Payable (AP). The Independent 
Contractor policy is accessible on the Controller’s Office website.  The form is accessible here. 

 
Citizenship Requirement 
All requests for persons require that they have a valid citizenship code in Banner. If the code is not 
currently in Banner, you will not be able to use the online system until you provide this information to 
AP so that the record can be updated in Banner. 
 
 
 
 
 
 
 
 
  
 

  

mailto:urhr@richmond.edu
mailto:urhr@richmond.edu
https://studentjobs.richmond.edu/supervisors/index.html
http://chromeriver.richmond.edu/
https://controller.richmond.edu/payroll/contractors.html
https://controller.richmond.edu/common/pdf/accounts-payable/forms/ind-cont-checklist.pdf
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Starting a New Check Request 
 
Select the “Start a New Check Request” option from the Online Check Request Main Menu shown below.  
 
 

 
 
Enter the UR ID or FEIN (no hyphens) of the person or company to be paid and select the “Type of 
Payment” from the dropdown list. After hitting the submit button, you will be presented with the Online 
Check Request form.  The information for the person or company to be paid will be pre-populated on the 
check request form. 
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Fill out all required information which is indicated by an asterisk (*). In this section you will provide the 
details of your reimbursement or payment. The system will validate your information and prompt you if any 
information is missing or invalid.  
 
Payee’s Information 
You will notice that the payee’s name, department, contact phone number, and address is already pre-
populated on the data entry screen. You are required to provide the other details, such as approver’s name 
and title, contact email address, etc. 
 

 
 
 
Expenses Section 
Enter a date range for the expense. If all expenses were for the same date, then you may enter the same 
date in the “From Date” and the “To Date” fields.  
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Distribution Information 
Provide the index and select an account from the dropdown list. Please note: account codes are listed 
in the dropdown list in alphabetical order.  
 
If there are multiple indices from which this should be paid, please separate into multiple line items. The 
system will automatically calculate the total for you. You must also provide a business justification, or the 
reason why the purchase was made, which should include a University-related business purpose for the 
expense and must satisfy the University’s requirement that the expense must be reasonable, appropriate, 
and necessary.   
 

 
 
Confirm Your Information/Make Changes 

 
After clicking Submit, you will be presented with a confirmation screen where you will review the 
information you have entered. Please make sure all details are correct. At the bottom of the screen, 
you can either Submit Request, Edit Request or Save Request for later. 

 
Submit Request 
If everything is correct, select Submit Request and then click Process.  Your request will be forwarded 
to the Accounts Payable Office for processing. Even though you have submitted the information 
electronically, you must print out the report, provide it to your supervisor for approval, and mail 
the approved request and supporting documentation to AP.  

 
Edit Request 
If you need to make changes prior to finalizing submission, please select the Edit Request option, make 
any necessary changes, and click Submit. You will be presented with the confirmation screen again. 

 
Save Request 
If you would like to save your request for a later date, please select the Save Request option and click 
Submit. You will be presented with a screen indicating that your request has been saved.  In addition, you 
will receive an e-mail confirmation containing the details of your saved request. 
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Review Submitted Check Request 

 
If you select Review Submitted Check Request from the main menu, check request submitted, 
approved, or rejected within the last 12 months will be displayed. Any request that you created for yourself 
or on someone else’s behalf will be available for review. 
 
Any check request that was submitted for processing can be edited from this area, unless the 
“Status” of the request is “Approved”.  An “approved” status indicates the request has already 
been processed by AP and no changes can be made online. 

 
If you need to re-print a submitted request, you may do so from this area by clicking on the ID number 
of the request you wish to print. 
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Retrieve a Saved Check Request 
 
All requests that you have saved but not yet submitted will be displayed in this listing. There is 
NOT a limitation on the number of saved requests you can have nor will they expire. To continue 
with a saved request, click the link labeled “Request ID”. Once you have edited the request, you 
can either save it again or submit it to the AP Office for processing. 

 
Send Request to AP 
 
Once the report is complete and has been “electronically” submitted for processing to AP, 
remember to print out the report, provide it to your supervisor for approval, and mail the 
approved request and supporting documentation to AP.  The request cannot be processed until 
the documentation has been received by the Accounts Payable Office. 
 
Questions? 
 
If you have any questions regarding the Online Check Request, please contact the Accounts 
Payable Office at acctpay@richmond.edu . 

mailto:acctpay@richmond.edu

