
 

 

1) When are checks/epayments released? 

Accounts Payable releases checks/epayments on Fridays weekly.  In order to have a check cut/epayment 
deposited for Friday, all the correct documentation must be in the Accounts Payable Office by the 
preceding Wednesday at 2:00 pm.  To ensure Accounts Payable receives the documentation by the 
deadline, be sure to turn in your reimbursements and check requests to your accountant by Tuesday at 
2:00pm. 

2) What is the Correct Documentation? 

For a conference fee payment, the following documentation must be attached: 

• Complete and signed (with appropriate signatures) Travel Request Form 
• Flight itinerary (if applicable) 
• Conference details and information (including price(s) for conference fee/conference activities, 

to whom the check should be cut, where the check should be mailed, and payment deadlines, 
conference itinerary, etc.)       

• Conference Registration Form (to mailed with check) 

For a cash advance payment, the following documentation must be attached: 

• Complete and signed (with appropriate signatures) Travel Request Form 
• Signed (with appropriate signatures) Payroll Deduction Agreement Form 
• Reason for cash advance 
• Documentation supporting amount of cash advance (roster of students going, dates of travel, 

rate per student) 
• Flight itinerary (if applicable) 
• Conference details and information (including price(s) for conference fee/conference activities, 

to whom the check should be cut, where the check should be mailed, and payment deadlines, 
conference itinerary, etc.)       

 
For reimbursements, the following documentation must be attached: 

• Complete and signed (with appropriate signatures) Employee Expense Reimbursement Form 
• Original, itemized receipts 
• Copy of Approved Travel Request Form (if applicable) 

 
For check request, the following documentation must be attached: 

• Invoices (including date of services, description of services provided or products received) 



• Documentation supporting amount of payable (prepaid accounts) (i.e. quote) 
• Original, itemized receipts 
• Conference details and information (including price(s) for conference fee/conference activities, 

to whom the check should be cut, where the check should be mailed, and payment deadlines, 
conference itinerary, etc.)     

• Conference Registration Form 
• Subscription Forms 

 
For purchase orders, the following documentation must be attached: 

• Invoices (including date of services, description of services provided or products received) 
• Documentation supporting amount of payable (prepaid accounts) (i.e. quote) 
• Original, itemized receipts 
• Copy of Signed Executed Contract 
• Conference details and information (including price(s) for conference fee/conference activities, 

to whom the check should be cut, where the check should be mailed, and payment deadlines, 
conference itinerary, etc.)     

• Conference Registration Form 
• Subscription Forms 

3) I need an out-of-cycle/emergency check.  What do I do? 

Out-of-Cycle/Emergency checks are cut on a case by case basis. These payments must be first discussed 
with and approved by the Controller/AVP of Business and Finance and/or CFO before Accounts Payable 
can cut a check.  If the request is approved, please complete a check request with the correct supporting 
documentation. 

4) I am waiting on a check.  Can I pick it up at the cashier’s window?  

All vendor checks are mailed out on Fridays.  Student checks related to stipend payments are place at 
the cashier’s window for the student only to pick up.  There are rare times when checks, other than 
student checks, are placed at the cashier’s window.  These checks are considered as special 
circumstances that are considered on a case by case basis.  You will be notified by email if there is a 
check available at the cashier’s window for you.  You must have proper identification (driver’s 
license/DU ID) in order to pick up a check at the cashier’s window.  

The cashier’s window is located in Rosenwald Hall Room 108-E (Cashier’s Window). 

Any checks left at the cashier’s window for more than 5 business days will be mailed to the 
vendor/person. 

Employee reimbursements/cash advances are paid by an epayment to your bank account. 

5) How do I know if I received an epayment? 

 You will be notified by email. 



6) I have issue with my check/epayment (i.e not cut, amount received is 
different from requested). What do I do? 

If there is an issue that results in a check/epayment not cut, paperwork not being received by the 
Accounts Payable Office, or in a different amount than originally requested, please speak with your 
accountant designated for your area first before contacting the Accounts Payable Office. 

7) Who signs my documentation? 

Please speak with your accountant designated for your area to find out? 

8) Where do I tell vendors to mail invoices? 

When vendors ask for the bill to address, please give them the following address listed below: 

Dillard University                                                                                                                                                   
Accounts Payable                                                                                                                                                                     
2601 Gentilly Blvd.                                                                                                                                                         
Rosenwald Hall Rm 101H                                                                                                                                                         
New Orleans, LA 70122 

Vendors can also email invoices to the email address: accountspayable@dillard.edu. 

9) Where do I send signed POs with invoices? 

Email all signed POs with invoices to the purchasing group at purchase@dillard.edu.  Signed POs with 
invoices can also be hand delivered to the Purchasing Office or Accounts Payable Office. 

10) I have a student inquiring about a refund check.  Where do I direct them? 

The Business and Finance Bursar’s Office provides Accounts Payable with information needed to cut 
refund checks.  Please have the student speak to one of the following people about student checks and 
account inquiries: 

Name:   Phone:   Email:    Room #: 
Alaina Berry  504-816-4218  aberry@dillard.edu  Rosenwald 106-C 
Gwen Britton (Bursar) 504-816-4398  gbritton@dillard.edu  Rosenwald 108-C 
Rhonda Creighton 504-816-4601  rcreighton@dillard.edu  Rosenwald 106-B 
Anitra Johnson  504-816-4654  aljohnson@dillard.edu  Rosenwald 108-E/                        
(Cashier)                                                                                                                                 (Cashier’s Window) 

11) I received a cash advance and I have funds left over.  Where do I return the 
funds I received? 

If you received a cash advance and have funds left over, return the funds to the Cashier at the Cashier’s 
window located in Rosenwald Room 108-E (Cashier’s Window). Once you received a receipt from the 
Cashier, attach the receipt to the completed Employee Expense Reimbursement Form with supporting 
documentation. 



12) I have a check that needs to be voided and/or reissued.  What do I do? 

If you need a check voided, please email Lynette Berry at lberry@dillard.edu with the following 
information: 

• Check number 
• Vendor name 
• Reason the check must voided (wrong vendor, wrong amount, check lost in mail, etc) 
• If the check must be reissued. 

 
13) My vendor is not setup in the system.  What do I do? 

If there is a vendor not in the system, have the vendor complete a W-9 and New Vendor Form and 
return to the Purchasing Office. Purchasing will contact you when the vendor is added to the system. 

14) I have a vendor who wants to setup epayments so that funds can be direct 
deposited to their account.  What do I do? 

Have the vendor complete the Vendor ACH Enrollment Form and return to Lynette Berry at 
lberry@dillard.edu.  You can get the form from Lynette Berry in Accounts Payable. 
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