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Getting Started  

Nonemployee travelers may incur out-of-pocket costs while traveling on behalf of UMB to 

support the mission of UMB.  Nonemployee travelers are individuals who are not active in the UMB 

payroll system and include, but are not limited to, affiliate employees, guests, and students.  Note that 

students who are active employees should be processed as employees.  These travel expenses must be 

pre-approved by the travel administrator and by the individual with fiscal authority over the UMB Funds 

used to cover the costs as described in the UMB Procedure on Business Travel for Nonemployees.   

Reimbursement requests must be entered into Quantum Financials within 60 days from the travel return 

date.  Reimbursement requests submitted more than six months after the travel return date will not be 

paid.   

A Nonemployee Travel REQUEST Form is required for any trip that meets at least one of the 

following criteria: 

1. Airfare booked through a UMB travel agency 

2. International travel 

3. Includes car rental 

 

• Nonemployee Travel REQUEST Forms are processed in the Travel and Business Expense 

(TBE) System 

• Nonemployee Travel Expense Reimbursement Forms are processed in Quantum Financials 

as NONPO State Check Requests 

 
 

TBE SYSTEM 

 

TBE System Roles and Access  

  

A. TBE Administrator (also referred to as a Travel Administrator) - is a UMB or Affiliate 

employee with access to enter Travel Request forms on behalf of the nonemployee. 

Access is granted via the CITS form.    

  

TBE Administrator responsibilities:  

  

1. Validate submissions comply with policies and procedures.   

2. Update and maintain department’s list of TBE Supervisors.  

3. Collect and store expense receipts.  

4. Approve, Recycle, Deny, Upload, or Comment on TBE Worklist items. 

  

B. TBE Approver (also referred to as a Travel Approver) - is a UMB or Affiliate 

employee with fiscal responsibilities over the funding source used in the Travel 

Request Form. Access is granted via the CITS form.  

  

TBE Approver responsibilities:  

https://www.umaryland.edu/media/umb/af/fs/policies/Business-Travel-for-Nonemployees.pdf
https://cf.umaryland.edu/eumb-forms/landingPage.cfm
https://cf.umaryland.edu/eumb-forms/landingPage.cfm
https://cf.umaryland.edu/eumb-forms/landingPage.cfm
https://cf.umaryland.edu/eumb-forms/landingPage.cfm
https://www.umaryland.edu/cits/forms/
https://cf.umaryland.edu/eumb-forms/landingPage.cfm
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1. Authorize expenditures on the funding source(s).  

2. Certify that the listed expenses adhere to policies and procedures.  

3. Approve, Recycle, Deny, or Comment on financial expenditures.  

  

C. TBE Viewer (also referred to as a Travel Viewer) - is a UMB or Affiliate employee 

with access to view forms. Access is granted via the CITS form.  

 

Entering TBE Request Form 

  

A. Log into the myUMB Portal:   

  
 

  

B. Click the Icon for Travel Business Expense Forms  

 
 

 

C. Select Start an eTravel Form:  

 
 

https://www.umaryland.edu/cits/forms/
https://cf.umaryland.edu/eumb-forms/landingPage.cfm
https://myumb.umaryland.edu/
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D. Select Add Travel Request Form:  

 

 
 

E. The eForm ID # and the Initiator’s Information will auto populate on the next screen. 

 

F. Select Traveler Type “Other” from the dropdown menu. Enter the Traveler’s 

Information. Select the Purpose Type from the dropdown menu. Explain in detail 

how the travel benefits UMB business. Select the travel agency that is being used to 

book the travel. If the traveler does not utilize the travel agency, please select “Not 

Applicable.”  

 

 

 

G. Enter the departure dates and destinations.  The departure and return trips should be 

listed.  

 
H. Enter the estimated expense information. Be sure to press “Enter” after each entry. 

 

Other 
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I. University Funding. Click “Find SOAPF/Proj.”  

 

   
 

 

J. Enter SOAPF information or Project number. The entire SOAPF is not needed, but the 

more values that are entered reduces the number of possible values.   

 

K. Select the desired funding: 

 
 

L. Click the “+” sign if additional funding rows are needed:  

 

 

M. The following example shows a transaction that is funded with a SOAPF and a 

Project. Notice the differences between the lines. The SOAPF is Line 1. The Project 

is Line 2. The blank fields on both lines do not indicate that information is missing. 

Do not be concerned with the blank fields.  

   

 

Note:  In this example notice the Object defaults to 3311, In-State Travel.  Please be sure to 

change the Object Code to the appropriate Object.   

 

N. Click the magnifier by the Object/Exp Type to select the appropriate expense Object 

code as shown in the search results.  
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O. Upload supporting documentation. justifying the purpose of the trip (e.g. agenda, 

conference brochure) and all required international supplemental documentation.  At 

a minimum, an agenda or schedule of activities should be included. 
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P. When multiple files are needed, the preferred method is to combine the files into one file and 

upload.  Alternatively, multiple files may be added by clicking “Add File Attachment”:  

    

 

 

Q. Enter any comments in the field to assist the approvers or to store with the form. 

Comments are not printed on the form. They are used for internal communications.  

Click “Submit” when finished.  

 

Note:  The initiator may choose “Save as Draft” to place the form on Hold.  

           

R. Next screen: Submission 

  

 

S. Next screen: Process Visualizer    
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The wavy arrow in the UMB_EF_Travel_Supervisor indicates that the Travel Supervisor is 

not applicable since these are nonemployees.  The workflow for nonemployee travelers is 

Travel Administrator > Travel Approver. 

Note:  Only the person who initiates the form can make changes to the actual fields. 

Subsequent approvers can only enter comments. If changes are needed, contact the next 

approver, and request the approver to Recycle the form.   

Click on “Who can work this form?” to see the next approver’s name and email address.  

<THIS ENDS THE SECTION ON ENTERING TRAVEL REQUEST FORMS INTO TBE>  

 

 

 Approving TBE Forms  

Approvers can navigate to forms awaiting approval through the UMB eTravel Alerts worklist 

or through the eTravel Home Page.  

  

A. Log into the myUMB Portal:  
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C. Click the “approval” hyperlink in the alert box.  

  

D. Next screen shows the forms that require approval:  

  

  
E. Click the Link shown in the Worklist Items to go to the form.  

  

  

This same approval page can be retrieved from the eTravel Home Page by clicking the 

“Evaluate an eTravel Form” menu option:  

  

  

B.   Jump to UMB eTravel Alerts: 
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F. After the desired form is displayed, review the form content and the attachments. 

Select “Approve” or “Recycle.”  Selecting “Approve” authorizes the travel.  Selecting 

“Recycle” sends the form back to the individual who entered the form. Recycling a 

form requires a comment in the comment box. Generally, include information that 

describes the error or correction needed. If the approver decides to not pay for the 

travel, the approver needs to recycle the form and request the individual who entered 

the form to withdraw the form.  

  

  

G. Beginning on the 10th calendar day after a form has been submitted, the system 

generates automatic reminder emails to the next approver in the workflow. Note that 

the approval reminder emails contain a link to the form. The Travel Administrator will 

receive an email notification when the Travel Request Form is fully approved. 

<THIS ENDS THE SECTION ON APPROVING TRAVEL REQUEST FORMS> 

 

 

 Viewing TBE Forms  

  

A. Log into the myUMB Portal:  

  
  

B. Click View an eTravel Form:  
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C. Search on any of the following criteria to retrieve the desired form(s):  

 
D. There is a Printer Friendly icon on the landing page of the form that can be used to 

print the form.  The UMB Travel Agencies requires a printed form. 
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E. Click “Next” at the bottom of the page to view the workflow visualizer. This is helpful 

for determining where the form is resting in the workflow.  Clicking the “Who can 

work this form?” link shows the list of individuals in the next approval role:  

                                               
  

<THIS ENDS THE SECTION ON VIEWING TRAVEL REQUEST FORMS> 

 

 

Making Corrections/Changes to TBE Forms  

Follow these steps to edit a form on Hold or a Recycled form. Only the initiator (person 

entering the form) can make changes to a form.  
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A. Log into the myUMB Portal:  

  
  

B. Select Resubmit, Change, or Withdraw an eTravel Form on the eTravel Home Page: 

  
C. Enter the search criteria to retrieve the desired form:  

   
D. After retrieving the desired form, make the changes and then select “Submit,” 

“Withdraw,” or “Save as Draft.”    

  

<THIS ENDS THE SECTION ON TRAVEL REQUEST FORMS> 
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QUANTUM FINANCIALS 

 

Quantum System Roles and Access  

 

A. NONPO Invoice Initiator PLUS – Submits supplier registration requests and NONPO check 

requests.  Suppliers are also referred to as vendors. The traveler is the supplier and the NONPO 

check request is the reimbursement request.   

 

B. Accounts Payable Department Approver PLUS – Approves NONPO check requests charged to 

the departments for which the Approver has requested for this role. 

 

C. Additional information on training, roles, and access is available here. 

 

D. Submit the CITS form to request access. 

 

 
 

Quantum Financials Suppliers and Supplier Registration Request 

 
Nonemployee travelers are referred to as “suppliers” in Quantum Financials.  Requests 

to reimburse suppliers are processed in Quantum Financials as NONPO State check requests. 

The NONPO Invoice creates a check request in Disbursements to pay a specific supplier from 

the State of Maryland.   

When a supplier does not exist in the system, the NONPO Invoice Initiator creates a 

supplier request. The request will be routed to the Supplier Manager in the Office of the 

Controller – Disbursements (OOTC-D). Suppliers are created with a 'Prospective' Business 

Relationship.  

If the supplier exists but a change is needed (e.g. address, name) an updated W-9 Form 

is needed. Do not upload a W-9 into Quantum Financials. W-9 Forms and supporting 

documentation are submitted to OOTC-D via the online submission forms: 

W-9 Submission Webform 

NONPO Invoice Supporting Documentation Submission Webform 

 

***Helpful Hint:  After the Travel Request is approved, the department can begin the process of creating 

the supplier if the supplier does not exist.  If the travel does not require a Travel Request form, the 

supplier can be registered at any time.  

 

 

 

 

 

 

 

 

 

https://www.umaryland.edu/quantum/training-and-support/
https://www.umaryland.edu/cits/forms/
https://www.umaryland.edu/controller/disbursements/
https://inweb.umaryland.edu:9083/imagenowforms/fs?form=FSDisbursementW9sEform
https://inweb.umaryland.edu:9083/imagenowforms/fs?form=FSDisbursementNONPOInvoiceEform
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Searching for a Supplier 

1.  Log into Quantum Financials 

2.  Click the Procurement icon.  

  

3.  Click the Suppliers icon.  

  

4.  Click the Tasks Pane button.  

  

5.  Click the Manage Suppliers link.  

  

6.  A search can be conducted on this screen by entering a few letters of a supplier 
name in the Keywords field and clicking Search.   
  
The most effective way to search is to use Advanced searching.  

  
Click the Advanced button.  

  

 

7.  There are several search options on this screen. You can enter a Supplier 
name, or Date(s) the supplier was created, for example.  
  
A supplier name for an individual should be searched using 

LastName,FirstName (in this format).  
  
You can also click the Add Fields button and select additional fields to the 
screen by which to search.  
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Creating a Supplier Registration Request   

Enter the desired information into the Supplier field. Enter a valid value e.g. 

"Howard".  

  
8.  Click the Search button.  

  

9.  Review the search results for the supplier you want to register. You can scroll 
right to view additional fields.  
  
If the supplier is listed, check the Business Relationship column. A status of 
Spend Authorized means that supplier can be used to create NONPO 
invoices.  
  

Note: You can easily add and remove columns using the View button. Simply 

click View, click Columns, and add columns by selecting them, and remove 

columns by deselecting them. Adding a column like Supplier Type helps you 

to know if the supplier you are searching for is a State Supplier or General 

Working Fund.  

 

1.  When the supplier record does not exist, access the slide out Task Pane to 
create a request (registration).  

  
Click the Task Pane button.  

  
2.  Enter the desired information into the Company field. Enter a valid value e.g. 

"John Smith".  
  
Important Note:  

 
When creating a new supplier who is an Individual (not a company), you 
must enter the Company name in this format: Smith,John  

  
3.  Click the dropdown arrow to the right of the Request Reason list.  

  
4.   

Click Check Request from the list.  
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Any reason other than "check request" routes this supplier request to 
Procurement, in error and the request will be rejected by the approver.  
 

5.  The Justification field is used to ensure that the payment will be a State 
payment.  
  
Enter "State Payment Required"e.g..  

  
6.  The Business Relationship defaults to Prospective until the Supplier is 

approved.  

7.  Click the dropdown arrow to the right of the Tax Organization Type list.  

  
8.  Click Individual, or an appropriate selection for the supplier, from the list 

and enter the individual’s Social Security Number (SSN) into the Taxpayer 

ID field.  The SSN will be hidden from view. 
 

9.  Click the dropdown arrow to the right of the Supplier Type list.  

 

10.  A common error is not selecting an entry here.   
Without an entry, the registration will be rejected by the approver.  

  
Click State from the list.  

  

  

11.  Note: No documentation containing Social Security numbers or other PII 
should be uploaded to Quantum.  
  
Do not upload a W-9 to Quantum.  

12.  Once you enter the Tax Country, the fields below open for editing, and you'll 
be able to enter the Taxpayer ID or Tax Registration number, as applicable.  

  
Start by entering a few letters of the Country name, and then press [Tab] on 
your keyboard.  
  
Enter the desired information into the Tax Country field. Enter a valid value 

e.g. "U".  
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13.  Click United States US from the list.  

  
14.  Create an internal contact for the supplier.  

  
This should be the contact at UMB.  

  
Click the Create button.  

  

15.  The Contact is required even though it will not be populated when suppliers 
are created by OOTC-D. Therefore, these fields are completed with the 
information of the person creating the supplier as the contact.  
  
Enter the desired information into the First name field. Enter a valid value 

e.g. "Laura".  

  

16.  Enter the desired information into the Last Name field. Enter a 
valid value e.g. "Pogliano".  

  
17.  Enter the desired information into the Job Title field. Enter a valid value e.g. 

"UMB".  

  

18.  Click the Administrative contact checkbox.  

  

19.  Enter the desired information into the Phone Country Code field. Enter a 

valid value e.g. "1".  

20.  Click the More... list item.  

  

21.  Click the Search button.  

  

22.  Click the United States option from the list.  

  

23.  Click the OK button.  

  

24.  Enter the supplier's phone number without dashes or spaces.  
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Enter the desired information into the Phone field. Enter a valid value e.g. 

"4105551212".  

25.  Enter the desired information into the Phone Extension field. Enter a valid 

value e.g. "100".  

26.  Enter the desired information into the Email field. Enter a valid value e.g.  
"lpogliano@umaryland.edu".  

  

27.  Click the OK button.  

  

28.  Scroll down to access the Addresses section of the screen.  

  
Click the Vertical Scrollbar box.  

29.  Create an Address for the supplier. This should be the supplier's data.  

  
Click the Create button.  

  

30.  Enter the desired information into the Address Name field. Enter a 
valid value e.g. "Primary".  
  
Note: Address name must be Primary. If not, the registration will be 
rejected by the Supplier Manager.  

  

31.  The country may default to United States.  

  
If not, select the United States by entering U in the field and Pressing 
Tab on your keyboard to generate the entry.  

32.  Enter the desired information into the Address Line 1 field. Enter a valid value 
e.g. "123 Main Street".  

  

33.  Enter the desired information into the City field. Enter a valid value e.g. 

"Baltimore".  

  

34.  Select the correct State Abbreviation from the list.  

  
Click the button to the right of the State field.  
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Notes:  

1. There is an approximate wait time of 3 business days to complete the supplier registration 

process in OOTC-D.  When approved or rejected, the system generates an email notification 

to the requester. 

2. To check on a pending registration, navigate to: Procurement > Suppliers > Manage Supplier 

Registration Requests and enter the supplier's data. This page defaults to display all suppliers 

with a "Pending approval" status. If rejected, scroll to the bottom of the screen, and read the 

comments. 

3. Rejected Supplier registration requests must be recreated. The functionality does not allow 

for reworking and resubmitting the registration. 

 

<THIS ENDS THE SECTION ON SEARCHING AND SUPPLIER REGISTRATION REQUEST > 

 

35.  Click the Vertical Scrollbar and scroll down the list.  

  

36.  Click the State Abbreviation.  

  

37.  Enter the desired information into the Postal Code field. Enter a valid value 

e.g. "21214".  

  

38.  Click the Remit to checkbox.  

  

39.  Click the OK button.  

  

40.  Click the Vertical Scrollbar box to scroll up the screen.  

41.  Click the Register button.  

  

42.  Click the OK button.  

  

43.  Click the Done button.  

  

44.  You have successfully completed Supplier Registration.  
The Office of the Controller-Disbursements (OOTC-D) will approve or reject 

the supplier registration request. Once approved, the OOTC-D will update the 

supplier's status, and the Department Supplier Requestor will receive 

notification that the supplier can be used for creating NONPO invoices.  
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NONPO State Invoices 

 

A NONPO invoice can be created to request a check from the state. The supplier used on the 
invoice must be indicated as a State supplier. The payment group and payment methods for the check 
must be State.  
  

An invoice can have cost distribution lines that are split between general ledger accounts or 
sponsored projects, or a combination of these. All lines of distribution must equal the total dollar amount 
on the invoice.  

  
Social security numbers or Tax Identification numbers should not be included in any of the 

information entered into the Quantum invoice fields, i.e. description field, line description, or in any 
backup that is uploaded into the system. All supporting documentation for state invoice requests must be 
sent must be submitted via the online webform. 
  

Once created, this NONPO invoice type routes to a department approver and then to OOTC-D for 

final approval. It can be approved, rejected, or returned to the initiator to be reworked and resubmitted. 

 

Remember to have the completed Nonemployee Travel Business Certification (NBTC) Form on hand 

to facilitate data entry.  The NBTC Form must be signed by the supplier (i.e. traveler receiving the funds) 

and by the department Travel Administrator. 
 

A. Creating a NONPO State Invoice 

 

1.  Log into Quantum Financials 

2.   Click the Invoices icon.  

  

3.   Click the slide out Task pane.  
  

  

4.  Click the Create Invoice link.  

  

5.  Click the button to the right of the Business Unit field.  

  

https://inweb.umaryland.edu:9083/imagenowforms/fs?form=FSDisbursementNONPOInvoiceEform
https://www.umaryland.edu/media/umb/af/fs/forms/NonemployeeBusinessCert.xlsx
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6.  Click the NONPO object.  

  

7.  Click in the Supplier field.  

  

8.  A search for the applicable supplier will indicate if the supplier record is in the 
system or not. If the supplier is not found, a request to create the supplier should be 
created first.   
  
Begin by entering the first few letters of the Supplier's name.  
  
Enter the desired information into the Supplier field. Enter a valid value e.g. 

"Smith".  

  

9.  Press [Tab] on your keyboard to activate a search on the field.  

10.  Click the Supplier name, in this case, John Smith  

  

11.  Click the OK button.  

  

12.  Verify the Supplier Site is correct. This is where the state payment will be sent. To 
verify the whole address, use the Show More link at the top of the screen.  
 

13.  Enter an Invoice Group identifier. The Invoice Group field allows you to group 
similar invoices together to assist with future searches.  The Invoice Group should be 
something that will allow your department to easily identify a travel expense.  
Examples include conference names or trip names.  

14.  The Invoice Number is unique to each supplier.  If applicable use the travel request 
form number as the invoice number.  If there is not a travel request form associated 
with the travel expense, use an invoice number that will have value to the traveler and 
the department.  The invoice number will print on the check that the traveler will 
receive. 

15.  Enter the desired information into the Number field. Enter a valid value.  For 

example, enter a Travel Request number:  “10215412” or the conference name 

followed by the traveler’s last name and date:  “AMA – Smith – 032322.”  
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16.  Enter the desired information into the Amount field. Enter a valid value e.g. "1200".  

 

Payment should always be in USD. 

17.  The invoice Type defaults to Standard. This should be the selection for all check 

requests. 

18.  The Description further explains what the payment request is for. This field is 
brought over into Quantum Analytics reports for project and general ledger charges, 
so add meaningful text for the check request.  
  
Enter the travel request form ID into the Description field:  e.g. “Travel Request 

10213870”.  If there is no corresponding travel request, “Non-Employee Travel 

Reimbursement for ______ (e.g., Conference and additional expenses, Conference 

Registration, Airfare, etc.).  

 

  

19.  Date defaults to the current date. Leave the default.  
Payment Terms should always be set to Immediate. 
Terms Date is based on Date and Payment Terms. Leave the default.  
 

  

Please be sure that all the information in the header is entered correctly before 

proceeding to the next section of the invoice. 

20.  Enter the lines for cost segments.  

  
Click the Expand Lines button.  

 

21.  Scroll down to view additional fields on the screen.  

  
Click the Vertical Scrollbar box.  

22.  Do not change the value in the Type field (Item).  

  
The Amounts entered for each line must equal the total for the invoice.  

  
Enter the desired information into the *Amount field. Enter a valid value e.g. "600".  
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23.  You can enter the chart string manually in the Distribution Combination field.  

  
Alternately, you can search for the account combo segments. This example displays a 
search.  
  
Click the Distribution Combination button.  

  
24.  As you complete the Segments for the chart of accounts, the fields will suggest 

entries to choose from. You can select an entry displayed by the system after you've 
entered a few digits.  

  
It is helpful to enter at a minimum the Object, Source and Org and then search.  

25.  Enter the desired information into the Object field. Enter a valid value e.g. "3321".  

26.  Enter the desired information into the Source field. Enter a valid value e.g. "205".  

27.  Enter the desired information into the Org field. Enter a valid value e.g. "12200000".  

28.  Enter the desired information into the Activity field. Enter a valid value e.g. 
"P90982".  

29.  Enter the desires information into the Function field. Enter a valid value e.g. “210”. 

30.  Click the Search button.  

  
 

31.  Click the line for the appropriate segments.   
  

32.  Click the OK button.  

  

33.  Add a second line to distribute the costs of the invoice to an additional funding unit if 
needed. 

  
Click the Vertical Scrollbar box to view more fields on the screen.  

34.  Click the OK button.  

  
35.  Click the Save button.  
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36.  The next step is to confirm this is a State Payment.  
  

Click the Invoice Actions menu.  

  

37.  Click the Manage Installments menu.  

  
38.  For state payments, the Pay Group and Payment Method must be updated. They must 

also match.  
  
Click the button to the right of the Pay Group field.  

  

39.  Click the STATE PAYMENT option.  

  

40.  Click the dropdown arrow to the right of 
the Payment Method field.  

  

41.  Click the State Payment object.  

  

42.  Click the Save and Close button.  

 

43.  Each invoice must be validated. 

  
Click the Invoice Actions menu.  

  

44.  Click the Validate option.  

  
45.  The validation was successful.  

  
Press [Enter].  

46.  Next, route the invoice for approval.  

  
Click the Actions menu.  

  
47.  Click the Approval object.  
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48.  Click the Initiate object.  

  

49.  The state requires the invoice header sheet be attached to each payment request.  

  
* It must be printed in Portrait format only  
* It must display the entire supplier address  

  
Click the Show More link, and then print the resulting screen displaying the entire 
supplier's address. The screen print should be saved in Word in portrait format only, 
using the Invoice Number for the File name.  
  
  

50.  Click the Save and Close button.  

  
51.  Click the Done button.  

  

52.  You have successfully completed Create a NONPO Invoice for a State Payment (for 

a Nonemployee Travel Reimbursement).  

 

 

Submit all supporting documentation in the following order to OOTC-D using the NONPO Invoice 

Supporting Documentation Submission Webform: 

1. Screenshot of the Invoice Header in Portrait Form. 

2. Completed and fully executed Nonemployee Business Travel Certification Form (NBTC) 

3. Travel Agenda (e.g. conference schedule) 

4. Receipts 

 

One combined file is preferable. 

 

Modifying a NONPO State Invoice  
 

If the invoice has been saved but not validated, the following can be edited: 

• Header information including the Supplier, the amount, attachments and Description 

• All fields in the line items for the chart of accounts cost accounting 

 

If the invoice has been validated, and/or routed for departmental approval, the following can be edited: 

• Header information including the Supplier, the amount, attachments and Description 

•  Line items cannot be edited after validation/routing for approval. The line must be 

canceled and re-entered. The invoice must be re-validated and Resubmitted (using the 

Resubmit option) for approval. 

 

https://inweb.umaryland.edu:9083/imagenowforms/fs?form=FSDisbursementNONPOInvoiceEform
https://inweb.umaryland.edu:9083/imagenowforms/fs?form=FSDisbursementNONPOInvoiceEform
https://www.umaryland.edu/media/umb/af/fs/forms/NonemployeeBusinessCert.xlsx


28  

  

1. Log into Quantum Financials 

2. Click the Invoices icon. 

 

3. If the invoice appears in the list, click the link to select it.  

 

If not, access the Manage Transactions link in the Task pane and search for the invoice. 

 

This example displays using the link from the Invoice Number list. 

4. Click the Invoice Number link from the list. 

 

5. The Invoice status is 'Not Validated,' as displayed at the top of the screen. 

 

Every field in this invoice is open for editing: 

• All header data can be edited, including the Supplier, Invoice Number, Amount, 

Description, and Attachments 

 

6. Click the Vertical Scrollbar and scroll down the page. 

7. As displayed the Distribution Combination fields 

 are open for editing. You can enter a new chart of accounts chart string: 

Object, Source, Org, Activity, Purpose, Function, as applicable. 

8. To edit Project data,  

click the Horizontal Scrollbar 

to view the Project fields. 

 

9. As shown, the Project fields are open for editing: 

• Project Number 

• Expenditure Type 

10. Click the Horizontal Scrollbar 

and scroll right to view more fields. 

 

11. Additionally, you can edit the  

Expenditure Organization and Funding Source. 

 

Note: Do not edit the Contract Number. 

12. When you're finished,  

click the Vertical Scrollbar and scroll back up the screen. 

13. Click the Save button. 
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14. If you have edited any line items, you must validate the invoice again to check the 

accounting. 

 

Click the Invoice Actions menu. 

 

15. Click the Validate option. 

 

16. Route the invoice to the departmental approver. 

 

Click the Invoice Actions menu. 

 

17. Click the Approval option. 

 

18.  

Click the Initiate option. 

 

19. Click the Save and Close button. 

 

20.  

 

NONPO Supporting Documentation (Required)  

 
Refer to the Procedure on UMB Business Travel for Nonemployees for details on required 

documentation.  The following list highlights common errors. 

 

1. Non-Employee Business Certificate Form (NBTC Form) 

a. Be sure that all information and amounts are correct and matches the 

total amount being requested.  

b. Traveler’s SSN is required 

c. Wet/Electronic signature with time stamp and date required 

2. W9 Form / W8 Form, if applicable 

3. Travel Agenda/Email/Purpose of Travel 

4. International Travel 

a. Essential International Travel Request and Witness Acknowledgment 

Form 

b. Airline Itinerary - Transportation - booked by one of UMB’s Travel 

Agencies. 

c. All necessary conversions/bank statements that support the traveler’s 

expenses. 

5. Mileage Reimbursement 

https://www.umaryland.edu/media/umb/af/fs/policies/Business-Travel-for-Nonemployees.pdf
https://www.umaryland.edu/media/umb/af/fs/forms/NonemployeeBusinessCert.xlsx
https://www.umaryland.edu/global/umb-international-travel/
https://www.umaryland.edu/global/umb-international-travel/
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a. Map/Directions of driven distance – that clearly shows the mileage and 

departure and arrival destinations. 

b. Ensure correct mileage rate is being used. Click here for the current rate. 

6. Lodging Expenses 

a. Itemized Receipt is required - Name of traveler, amount, payment 

method should be visible. 

a. Standard/economy room with affiliated fees and taxes only allowed – all 

other expenses must be removed from the total amount of the invoice 

7. Meals 

a. Use GSA Per Diem Rates  (print out from website) 

8. Transportation 

a. Receipts are required.  

b. Tips cannot exceed 20%. 

9. Late Submission – Reimbursement requests are required to be submitted within 

60 days after the travel return date.  Late submissions are taxable to the recipient. 

a. Late Submission Acknowledgement Form   - Use this form to 

acknowledge acceptance of taxable status. Taxable code is required.  

b.  Late Submission Exception Form - Use this form to request an 

exception to taxable status. If approved, regular travel code can be used.  

 

Cancel a Line and Rework for a NONPO Invoice. 
 

There are many reasons a NONPO Invoice can be rejected. It is the responsibility of the Invoice 

Initiator to rework the invoice when it is returned. If the invoice won't be reworked, the whole invoice 

must be canceled via the Actions menu. 

 

If a line in the invoice needs to be reworked because of a correction, the line must be canceled 

and re-entered. This is due to the validation process picking up the line to post to accounting. A change to 

the line item does not update the original data that is still stored for distribution to accounting ledgers. The 

only way to ensure the line becomes ineffective in Accounting is to cancel it and re-enter it. This way the 

system will recognize the new line item information in distributions. 

 

1. Click the number in the Notification bell icon. 

 

2. Click the Rejected: Approval of Invoice... link to access the invoice. 

 

3. Click the View Approvals button. 

 

4. Read the comments in the Approvals pop-up window.  

 

Click the OK button. 

 

https://www.umaryland.edu/controller/rates/
https://www.gsa.gov/travel/plan-book/per-diem-rates
https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=84132b01-0e6d-485d-8e18-023f2a74234f&env=na3&acct=f779d0ec-0798-4308-920b-6ee2bfff1782&v=2
https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=8db1fdd9-09c3-491f-92cd-4bf0cbb64c33&env=na3&acct=f779d0ec-0798-4308-920b-6ee2bfff1782&v=2
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5. Click the View Invoice button. 

 

6. Put the invoice in Edit mode. 

 

Click the Actions button. 

 

7. Click the Edit option. 

 

8. Click the Expand Lines button. 

 

9. Click the Empty cell to the left of the line item. 

 

The line should be highlighted. 

 

10. Click the Cancel Line button. 

 

11. Click the Create button to add a new line. 

 

12. Enter the desired information into the Amount field. Enter a valid value e.g. "300". 

13. Click the button to the right of the Distribution Combination field. 

 

14. Enter the desired information into the Object field. Enter a valid value e.g. "3321". 

15. Enter the desired information into the Source field. Enter a valid value e.g. "205". 

16. Enter the desired information into the Org field. Enter a valid value e.g. "13102000". 

17. Click the Search button. 

 

18. Click the appropriate Distribution Combination ID option from the search results. 

 

19. Click the OK button. 

 

20. Click the Save button. 
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21. Click the Invoice Actions button. 

 

22. Click the Validate option. 

 

23. Click the Invoice Actions button. 

 

24. Click the Approval menu. 

 

25. Click the Resubmit menu option. 

 

26. Click the Save and Close button. 

 

27. You have successfully completed Cancel a Line and Rework a NONPO Invoice. 

 

 

Correcting Other Validation Errors for a NONPO State Invoice  

 

A validation error stops an invoice from routing for approval and indicates there is an 

error in cost distribution for the invoice.  What is 'validated' on a NONPO invoice are the 

distribution values. A user will get a line variance error when lines do not equal zero, when lines 

do not match the Header Amount field, or when the line itself was not picked up in distributions. 

 

 

The line variance errors are typically: 

* total of invoice lines does not equal invoice amount 

* total of invoice distribution does not equal invoice amount 

 

The first error means that the invoice lines do not add up to the amount in the header 

section of the invoice. In a debit memo this means that the positive and negative amounts do not 

equal zero, or that the user has entered a value other than zero in the header Amount field. 

 

The second error means either that the total dollars in the Distribution area of the invoice 

do not match the header data, or that the line itself was not picked up for distribution. This is 

called a distribution variance. 
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View the Quantum tutorials to research errors.  Quantum tutorials are 

located here:  MyUMB> 

 
 

Select Quantum Financials> Using NONPO Invoices for Check Requests 

Then select the appropriate tutorial. 

 

 

Viewing Workflow Approval History on NONPO Invoices 
 

Step Action 

1. Click the Invoices button. 

 

2. First, search for your NONPO invoice  

 

Click the Tasks button. 

 

3. Click the Manage Invoices link. 

 

4. Click in the Invoice Number field. 

 

5. Enter part or all of the Invoice Number to search for it. 

 

Enter the desired information into the Invoice Number field. Enter a valid value.  

6. Click the Search button. 

 

7. Click the Invoice Number link. 

 

8. Click the Holds and Approvals link. 

 

9. Click the Vertical Scrollbar and scroll down the page to view the entire history. 
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Step Action 

10. In the Approval and Notification History section, the first action is always who 

Initiated workflow. 

11. The next line will show the Organization it was Assigned to, represented by 

UMB_WF_XXXXXXXX, where the X's are the Org's number.  

 

The Workflow assignment is derived from either the Project Owning Org field or the 

Organization in the Distribution Combination field. 

 

There is always more than one approver for an Org. Any approver can acquire it and 

review it for approval or rejection. 

12. A line indicating Acquired by means that an approver has opened and processed the 

invoice. The first Acquired by line will be the departmental approver. 

13. Click the Vertical scrollbar on the Approval section to see more lines. 

 

14. The next Assigned to lines listed are either approvers in OOTC-D. 

15. Click the Comments button. 

 

16. If all the text does not display, double-click it, or press the Right Cursor Arrow on 

your keypad. 

 

Click the Note Text cell. 

 

17. Click the OK button to close the window. 

 

18. When your review is complete, click the Cancel button. 

 

19. Click the Done button. 

 

20. You have successfully completed Viewing Workflow Approval History on NONPO 

Invoices. 
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Searching for NONPO Payments 
 

1. Starting from the Invoicing dashboard,  

click the Tasks button. 

 

2. Click the Manage Invoices link. 

 

3. Click the Advanced button. 

 

4. Select NONPO as the Business Unit to reduce the type of invoices displayed to only 

check requests. 

 

Click the Business Unit dropdown arrow. 

 

 

5. Click the NONPO list item. 

 

6. Click in the Supplier or Party field. 

 

7. Supplier names can be searched by LastName,FirstName format (typically, no space 

between the two.) 

 

Enter the desired information into the Supplier or Party field. Enter a valid value e.g. 

"Smith, John". 

8. Next add the field for Pay Group so you can enter which kind of check the NONPO 

Invoice was for. 

 

Click the Add Fields button. 

 

9. Scroll through the list of fields until you find Pay Group. 

 

Press [Enter]. 

 

10. Click the Pay Group list item. 

 

11. Pay Group field has been added to the screen. 

 

Click in the Pay Group field. 
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12. Enter the desired information into the Pay Group field. Enter a valid value  .

13. Click the Search button.

14. Click the Invoice Number link for the invoice payment you want to view.

15. Click the Installments tab.

16. The payment Amount and Method for this invoice are displayed.

Access the Details for this state payment to find the check number.

17. Click the Details button.

18. The Details screen contains both the State Check number, and the State Check Date.

19. Click the OK button.

20. Click the Done button.

21. When done reviewing the GWF payment,

click the Done button.

22. You have successfully completed Searching for Payments.

End of Procedure.

Questions? 

Contact travelhelp@umaryland.edu. 

Travel Training Information: 

https://www.umaryland.edu/controller/disbursements/travel/training/ 

Quantum Financials Training Information:   

https://www.umaryland.edu/quantum/training-and-support/ 

<THIS ENDS THE SECTION ON NONPO STATE INVOICES > 

<THIS CONCLUDES THE MANUAL> 

mailto:travelhelp@umaryland.edu
https://www.umaryland.edu/controller/disbursements/travel/training/
https://www.umaryland.edu/quantum/training-and-support/



