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Prepayments

AP-Prepayment Notification is a feature that alerts the Accounts Payable department that
a check must be issued to a supplier prior to receipt of goods and/or services purchased
onaPO.

Although it is not a best practice of the university to prepay for goods and/or service, there
are times a supplier must be paid in advance, such as a partial deposit payment for
equipment that must be manufactured.

On the shopping cart, Requestors can select the Notify AP-Prepayment field to insert a
step in the requisition workflow of approvals to notify Accounts Payable of the prepayment.

Prepayments require cost receipts to be performed for payment to be issued. Requestors
must also select the Incremental Payments field to submit a requisition with prepayment.
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Prepayments can only be made on non-catalog requisitions and line items must be
entered with a quantity of one.

The HokieMart system will automatically generate an e-invoice for purchase orders that
require prepayment. Receivers should immediately perform a cost receipt on the purchase
order for the amount of the prepayment. This cost receipt is necessary for the
prepayment to be issued.

When the balance is due on the purchase order, the Receiver should send their invoice in
to Accounts Payable and complete the receiving action for the remaining payment.



