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Vendor Portal – Request Payment 

The step-by-step instructions below are provided for you to complete the process of a Requesting 
Payment on an authorization in the Vendor Portal. To display an authorization and Request Payment 
and review the requested information in the Vendor Portal, you will take the following path: 

1. Login to Vendor Portal
2. Display Eligible For Payment Page
3. Select Request Payment
4. Complete the New Vendor Requested Payment Page
5. Submit Payment Request

Activity Name Testing Procedure Notes 

Objective 1: Login to Vendor Portal 

1.01 Enter Email 
• Using a Chrome browser, navigate to the Vendor Portal and enter your

Email.

1.02 Enter Password 

• Enter your Password and click the Sign In button.

1.03   Terms and 
Conditions 

• The Terms and Conditions will display on the main page. Select Accept.
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Activity Name Testing Procedure Notes 

1.04 Verify Portal 
Page Displays 

• Verify that the Vendor Portal home page displays. Note: as NYSED 
continues to adapt fields and content, your page may not look exactly like 
the one shown. 

 
Objective 2: Requesting a Payment 

2.01 Display Eligible 
for Payment 
Page 

• From the main menu along the top of the Portal page, click the link for 
Authorizations to display Authorizations Navigation items. 

• Select Eligible for Payment to display the Authorization Details Eligible 
For Payment page and results grid. 

 
• Authorization Details Eligible For Payment page and results grid displays. 
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Activity Name Testing Procedure Notes 

2.02 Select Request 
Payment 

• Some authorizations may have more than one authorization item and this 
is indicated in the grid as a Detail Line Number. Select the Request 
Payment button for the Line Item to display the New Vendor Requested 
Payment page. 

 
• Note: You can also click the link for Authorization Number to display the 

Authorization Detail page which would have each line listed as well. 

 
• Example showing the Authorization Detail page with Request Payment 

buttons for each Line Number: 
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Activity Name Testing Procedure Notes 

2.03 Select Request 
Type Invoice 

• On the New Vendor Requested Payment page use the drop-down list to 
select the value “Invoice” for Request Type.  

 

2.04 Invoice Number 

• Note: Required Fields became marked in red text when the Request Type 
of “Invoice” was selected. 

 
• On the New Vendor Requested Payment page enter text into the field 

provided for Invoice Number 

 

2.05 Invoice Date 

• Use the calendar widget or enter a date in the field provided for Invoice 
Date. 
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Activity Name Testing Procedure Notes 

2.06 Service Start 
Date 

• Use the calendar widget or enter a date in the field provided for Service 
Start Date. 

 
• Note: the system will not allow you to enter a date that precedes the 

authorization begin date. 

 

2.07 Service End Date 

• Use the calendar widget or enter a date in the field provided for Service 
End Date. 

 
• Note: the system will not allow you to enter a date that precedes the 

authorization begin date. 

 

2.08 Amount 
Requested 

• Enter a dollar amount in the field provided for Amount Requested. 

 

2.09 Comments 

• Enter text in the field provided for Comments. 
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Activity Name Testing Procedure Notes 

2.10 Attachment 

• In the section for Attachment, you can use the SELECT FILES… button to
browse for and choose a file. However, for this test scenario we want to
verify that the drag and drop method is working.

• Open the File Explorer  on your computer and browse for a sample file
to test. Drag and drop your file from the location on your computer to the
spot provided in the Attachment section.

2.11 Verify 
Attachment 

• Verify that the Attachment is listed in that section.

2.12 Submit Payment 
Request 

• Select the SUBMIT button and then click OK on the message box at the
top of the screen showing indicating Vendor Requested Payment read
Submitted.




