
 

 

August 24, 2017 

Guidance: How To Make A Payment 
 
 
This guidance is intended to help members of the research community complete a payment request in 
an effort to streamline the process and avoid delays. Research Administration will review all payment 
submissions for completion and eligibility. If the payment request is complete and correct, the Research 
Executive Director will provide authorization as required (see table in step 1) and the payment will be 
processed. If payment requests are incomplete, lack documentation, or do not meet eligibility 
requirements, Research Administration will return the request for correction. 
 
 
Step 1: Use the Correct Form 
 
A form is not required if the payee has given you an invoice. To submit an invoice for payment:  

- Write down the cost centre on the invoice,  
- Obtain the appropriate authorization from the account holder or authorized delegate,  
- Attach any required back-up documentation (see step 3 below),  
- Submit to Research Administration  

 
If the payee has not submitted an invoice then there are three different forms, each of which are used 
for a certain category of payee: 

Payee Form Signing Authority Paid From 

SJHH or RSJH 

Employee 

Research Employee 

Expense 

Reimbursement 

Form 

1. Account holder or authorized delegate 

signature and, 

2. Executive Director signature 

Payroll – added to 

pay cheque 

A research study 

participant* 

Request For 

Research Patient 

Participation Funds 

1. Account holder or authorized delegate 

signature and, 

2. Executive Director signature 

Accounts Payable 

– cheque mailed 

to participant or 

PI/research 

coordinator   

Any payee 

external to SJHH 

or RSJH  

Research Request 

for Payment** 

1. Account holder or authorized delegate 

signature and, 

2. Executive Director signature 

Accounts Payable 

– direct deposit 

*See guidance on how to complete payment requests for research patient participation funds 

**Making a payment to an external payee involves setting up a “vendor” profile. Please see Appendix A 
on how to check if a payee is already a vendor in our system or if setup is required before submitting a 
payment request to Research Administration. 
 

http://research.stjoes.ca/research-administration/forms/Research%20Employee%20Expense%20Reimbursement%20Form.pdf
http://research.stjoes.ca/research-administration/forms/Research%20Employee%20Expense%20Reimbursement%20Form.pdf
http://research.stjoes.ca/research-administration/forms/Research%20Employee%20Expense%20Reimbursement%20Form.pdf
http://research.stjoes.ca/research-administration/forms/Research%20Employee%20Expense%20Reimbursement%20Form.pdf
http://research.stjoes.ca/research-administration/forms/Request%20For%20Research%20Patient%20Participation%20Fund%20Form_FILLABLE.pdf
http://research.stjoes.ca/research-administration/forms/Request%20For%20Research%20Patient%20Participation%20Fund%20Form_FILLABLE.pdf
http://research.stjoes.ca/research-administration/forms/Request%20For%20Research%20Patient%20Participation%20Fund%20Form_FILLABLE.pdf
http://research.stjoes.ca/research-administration/forms/research-request-for-payment.pdf
http://research.stjoes.ca/research-administration/forms/research-request-for-payment.pdf
http://research.stjoes.ca/research-administration/guidance-documents/Guidance%20-%20Research%20Patient%20Participation%20Funds.pdf
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Step 2: Fill in the Form Fields Correctly 
 
Filling out the form fields correctly will prevent delays in completing payment. Any missed information 
or mistakes can lead to a significantly prolonged time to complete the payment. Please note that you 
are not required to complete the sub-account fields; Research Administration will allocate expenditures 
to the appropriate sub-account upon processing of the payment request.  
 
Important information that should not be missed on each type of form is as follows: 
 

Research Employee Expense Reimbursement Form 
- Ensure the Employee ID is correct. This type of payment is made by the Payroll 

department and added to the employee’s pay cheque based on the ID 
- The account holder or authorized delegate’s signature. This authorizes the payment. 

 
Request For Research Patient Participation Funds 

- If paying the patient directly, ensure the research patient’s name and home address are 
accurately entered into the remittance field 

- If requesting disbursable funds, ensure the Principal Investigator or study 
coordinator/staff’s name and office address are entered into the remittance field  

- Create an invoice number  
o Your invoice number must be unique, alphanumeric and maximum 16 digits, 

dashes are not recognized. For example, the invoice number ABC123 will work, 
but ABC-123 will not. Submitting multiple requests for the same patient with 
the same invoice number will result in one of the invoices being deleted from 
the system 

- The cost centre number 
o It must begin either “06” before the 10-digit cost centre if it is a hospital account 

(i.e. starts with “173***”) or “07” before the 10-digit cost centre if it is a 
research account (i.e. starts with “773***”). There should be no dashes or 
spaces in the cost centre number 

- The account holder or authorized delegate’s signature. This authorizes the payment 
 

Research Request for Payment 
- Create an invoice number  

o Your invoice number must be unique, alphanumeric and maximum 16 digits, 
dashes are not recognized. For example, the invoice number ABC123 will work, 
but ABC-123 will not. Submitting multiple requests for the same patient with 
the same invoice number will result in one of the invoices being deleted from 
the system 

- The cost centre number  
o It must begin either “06” before the 10-digit cost centre if it is a hospital account 

(i.e. starts with “173***”) or “07” before the 10-digit cost centre if it is a 
research account (i.e. starts with “773***”). There should be no dashes or 
spaces in the cost centre number 

- Only one currency is allowed per request. If there is a combination of expenses in 
various currencies, please provide documentation of the exchange rate on the date the 
expense was incurred (e.g. A credit card statement, if used, will show the cost of the 
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expense in CAD, or a currency exchange website with the rate on the date of the 
expense) 

- The account holder or authorized delegate’s signature. This authorizes the payment 
 
 
Step 3: Documentation 
 
Please ensure that the expenses are eligible as per RSJH expense policies:  

- 011-RSJ-H Allowable & Non-Allowable Business Expenses 
- 012-RSJ-H Travel Expenses 

 
Each policy has an Appendix that shows the required documentation for commonly-expensed items. If 
there is any missing documentation or an item that you are unsure of, please contact Research 
Administration ahead of time for guidance. 

- All documentation must be attached to the completed form. 
 
Policies can be located at http://research.stjoes.ca/research-administration/policies 
 
 
Step 4: Submission and Processing 
 
Please submit the completed and authorized expenses package to Research Administration, Charlton 
Campus, H303.  
 
Upon receipt, Research Administration will review all expense packages for completion and eligibility. If 
the payment request is complete and correct, the Research Executive Director will provide authorization 
as required (see table in step 1) and the payment will be processed. If payment requests are incomplete, 
lack documentation, or do not meet eligibility requirements, Research Administration will return the 
request to you for correction. 
 
  

http://research.stjoes.ca/research-administration/policies
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Appendix A: Setting Up a Vendor 
 
 
If you are unsure if a vendor has previously been set up, please contact the Research Administrative 
Assistant in Research Administration. 
 
If a vendor needs to be set up the following two forms must be completed before the payment request 
is submitted for processing: 
 

1. Vendor Information Form  

 This form should be filled out by the person submitting the payment request. 

 This is a fillable PDF that will require the requestor to fill in the personal information for 
the vendor (name, address, etc.). At the end of this form, there is a “Submit by E-Mail” 
button that will send this form to the Procurement Department.  

 Procurement will e-mail the requestor once the vendor has been set up and will provide 
the vendor’s number. 

2. Electronic Fund Transfer Form 

 This form should be filled out and submitted by the vendor  

 This is a fillable PDF that will require the vendor to provide their banking information as 
well as a void cheque or confirmation of banking information from their financial 
institution. 

 There are instructions on the first page for the vendor to follow.  

 Once the form is complete, they will email the form and their void cheque/banking 
information to epayable@stjoes.ca  

 
Once these steps have been completed and the vendor successfully entered into the system, the 
payment requestor can submit request to Research Administration for processing. 
 

 

 

mailto:epayable@stjoes.ca

