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When is a Supplier Invoice Request (SIR) used? 
1. All payments to NRA individuals non-purchase order related including travel reimbursements, honoraria, 

external reviewers, and article referees. 
2. All wire payments to individuals to foreign bank accounts for travel reimbursements/honoraria, NRA, or 

US Citizens.  
3. Payments to US citizens for small dollar onetime services by individuals (external reviewers, referee 

payments, musicians, article reviewers) 
4. Dues and memberships when a PCard cannot be used. 
5. Conference Registration when a PCard cannot be used. 
6. Honoraria payments to US citizens when an existing active supplier ID is in Workday. 

How do I request a new supplier ID (SPL#)? 
Requesting a new supplier in Workday is processed concurrently with submitting the travel 
reimbursement/payment on a Supplier Invoice Request – Payment Request/Non-PO (SIR). 

­ Supplier forms and documentation must be attached.  Please refer to OSU Supplier Maintenance. 
­ All travel receipts must be attached to the SIR. 
­ Backup documentation for honoraria payments such as a flyer/announcement 
­ Invoice for article reviewers or equivalent. 

Please search in Workday to ensure there is not an existing supplier ID (SPL). If there is not an existing SPL, 
follow the below steps. 
1. For NRA individuals (non-resident alien), please refer to the NRA Checklist for additional forms that may be 

needed when they travel to the US: https://busfin.osu.edu/system/files/nra_checklist.pdf  
• The below are links to forms which may be needed depending on the scenario on the AP checklist: 

o OSU Supplier Maintenance Form: https://busfin.osu.edu/document/vendor-setup-form 
o Foreign Entity W-8BEN Form: https://www.irs.gov/pub/irs-pdf/fw8ben.pdf 
o If this is for a onetime small dollar service (referee payments/external evaluators, 

author reviews/royalty payments for an NRA only) the OPERS form is required: 
https://www.opers.org/forms-archive/PEDACKN-Non-Member-Acknowledgment.pdf  

• The OPERS form is NOT needed for NRA honoraria payments.  
• For Ohio State, the "employer code" is 1641, but the employer contact would be 

the name and phone number of the contact as set up with the vendor. 
• The OPERS form requires a wet signature. The others can be obtained via 

Docusign. 
2. A Cost Center Representative will create a Supplier Invoice Request in Workday (SIR) for the travel 

reimbursement and/or payment and attach all required supplier request forms. For the supplier in the SIR, 
SPL-0000012 “SIR new supplier request” will be used.  

3. A service center representative will complete the Supplier Request in Workday. 
4. Once a supplier number (SPL#) is created the service center fiscal associate update the supplier in the SIR 

with the SPL# and will proceed with the approvals. 

Changing/Updating an Active Supplier 
The unit will send an email with the changes (address etc.) to bf-prsm-webform@osu.edu  
 
 
 
 
 

https://admin.resources.osu.edu/workday/workday-for-core-users-supply-chain/invoice-create-supplier-invoice-request-payment
https://busfin.osu.edu/supplier-maintenance
https://busfin.osu.edu/system/files/nra_checklist.pdf
https://busfin.osu.edu/document/vendor-setup-form
https://www.irs.gov/pub/irs-pdf/fw8ben.pdf
https://www.opers.org/forms-archive/PEDACKN-Non-Member-Acknowledgment.pdf
mailto:bf-prsm-webform@osu.edu
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SIR Submission Example 
 
Refer to the job aid on the ARC for detailed instructions: https://admin.resources.osu.edu/workday/workday-
for-core-users-supply-chain/invoice-create-supplier-invoice-request-payment  
 

• If there is an approved supplier (SPL) you will enter/select that SPL# in the “Supplier”.   
• If there is no invoice number and is for travel, please list the SA# for the guest. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://admin.resources.osu.edu/workday
https://admin.resources.osu.edu/workday/workday-for-core-users-supply-chain/invoice-create-supplier-invoice-request-payment
https://admin.resources.osu.edu/workday/workday-for-core-users-supply-chain/invoice-create-supplier-invoice-request-payment
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SIR Line Entries 
 

• For travel reimbursements, please add an “Item Description” in conjunction with the spend categories.  
• Honoraria and travel expenses can be submitted together on one SIR as separate lines. 
• Please complete the “Memo” and “Internal Memo” sections.  
• Funding can be split on each line. 
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SIR “Additional Fields” Tab 
 

• Please add the SA# in the “Supporting Documentation Transaction Number (Example SA# for Wire)” 
field if the SIR is for a travel reimbursement.  Please add the SA# even if paying with a check. 

 
 
 
 
 
 
 
 
 
SIR “Attachments” Tab 
 

• All new supplier paperwork, travel receipts, bank information if paying via a wire, invoice or equivalent 
documentation must be attached. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SIR “Comments” Section 
 

• Please add all relevant information including if payment will be a wire in this section. 

 


