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Procuring Catholic’s Promise Together. 

 
 
 
 
 

1. From “My Homepage” in Cardinal Financials, click on the “Payment Request Center” button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2. Find the Payment Request then note the “Request Status” 

a. New – Payment Request has been created but not yet submitted 
b. Pending – Payment Request awaiting Approvals 
c. Approved – Payment Request is approved but not yet converted to a Voucher 
d. Vouchered – Approved Payment Requests converted to a Voucher for scheduled payment 
e. Cancelled – Payment Request not submitted, removed by end user 

 

 

 

3. “Vouchered” Payment Requests will include the “Scheduled to Pay” date, when the payment will be paid, or it 
list “Paid” indicating that the payment was made to the Supplier, and it will list the “Voucher ID”.  

a. IF the Payment Request is not “Paid” and scheduled for payment over seven (7) days ago, send an 
email to “AskProcurement@cua.edu requesting an payment update with the following information:  

i. Request ID  
ii. Voucher ID 

iii. Total Amount 
iv. Scheduled to Pay 
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4. Click on the specific Payment Request. Scroll to the bottom to find and click on the “Approval History” button to 
view all pending and completed approvals, and associated comments from the Approvers. 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  


