Script: Supplemental Video Payment Requests
	Script

	Welcome to the AmpliFund Training video focused on Payment Requests

	This video reviews the process for logging payment requests, part of the cash management features in AmpliFund.  Payment requests serve as a planning tool for your organization to gather up all needed materials for formally requesting payment from your funder. Payment requests within AmpliFund can be used to centralize the collection and submission of expense receipts, as well as document the back-and-forth process of acquiring payment or reimbursement from your funder. As you submit your payment request materials to your funder, you can update the payment request record within AmpliFund in real-time to reflect progress.  

	Before we dive into AmpliFund to generate a payment request, let’s review the payment request status options.  The options in a payment request record interact with the grant details page and update the financial amounts on the grant.  The payment status options are Not Submitted, Submitted, Approved, Rejected or Paid.  On the grant details page, the financials will update based on the status selected.  Some of the financial fields allow you to click on the dollar value and see more details.  If you click on Invoiced, Pending or Approved, you can see additional details about the payment request including the name, date submitted, status and amount requested.  The amount received is populated by the cash receipts records which are covered in a separate video.  Let’s review each status.

	First is the status of not submitted.  A payment requested with a status of not submitted will not change any of the grant financial details on the grant details page.

	The next status option is submitted.  A submitted payment request will update the invoiced to date amount and the pending invoices amount.  As a reminder you can click into this dollar value on the grant details page to see payment request information.

	The next status option is approved.  Approved payment requests can impact numerous fields on the grant details page.  On the payment request record you must fill in the field for the approved amount for the approved invoices field to update on the grant details page.  The invoiced to date and remaining amounts fields will also update with the amount included in your payment request.

	The next status option is rejected.  A payment request with a status of rejected will update the invoiced to date amount on the grant details page.

	Finally, the last status option is paid.  A payment request with a status of paid will update the invoiced to date amount and the remaining grant funded amount, match amount if applicable and the budget remaining amount.  Now let’s jump into AmpliFund and generate a payment request together.

	In AmpliFund click on Grant Management then Grants.

	From the list, select your applicable grant and click on the name.

	Click on Post Award then Cash Flow then Payment Requests

	From this screen you can begin entering payment requests by clicking on the plus icon in the upper right hand corner.

	In the payment request entry screen you have a number of required and optional fields. As you can see the payment request name and date created are auto populated with today’s date and the grant name. You can change those fields if you’d like or leave it as it.   If you’d like to associate this payment request with a reporting period use the drop down to select the applicable period.  If you want to pull expenses from a certain date range, add that range in the expenses from field. You can also select the payment type of either reimbursement or advance by using the drop down.  Finally, you can indicate the status of the payment request.   You can choose from Not Submitted, Submitted, Approved, Rejected and paid.

	Next, you can edit or enter the financial detail.  If you selected a reporting period or entered in a date range for the expenses from field, those expenses will auto populate.  You can also enter the payment request information manually.  With a reporting period, you can enter additional expenses. 

	To add a new expense manually, click create new expense. This will then lead to a popup where you can enter information for your expense entry. To complete the expense entry, you must fill out the required fields which are direct cost and expense date. The remaining fields are optional, but I highly suggest you also fill out the category and line item as you cannot save an expense without them. 

	When you create your expense, the financial detail section is going to update with information from the expense. It will tell your total expense amount, match amounts, and remaining grant balance.  If you click on the category name you can see the individual expense details. At the bottom of this section, you will need to type in the requested amount as confirmation of your total payment request. This requested amount is the amount requested from your funder. 

	Under additional information you may include comments or relevant files if you feel appropriate.

	Once you’ve finished entering information click on Create in the bottom right hand corner.

	This will take you back to the payment request details page.  You can edit the payment request at any point using the pencil icon.  We can click into this payment request and mark it as approved.  You will also notice at the bottom of the screen there is a section for the payment request history so you can easily and quickly keep track of changes and updates. Also you can link this to a cash receipt using the plus icon next to cash receipt.

	If you navigate back to your grant details page, you will notice the relevant financial details will update.  I marked this payment request as paid, so my approved invoices amount is now 10,000 and my remaining available balance is 490,000 to reflect the reduction in the 10,000 I’ve already received.

	Through this training video you’ve learned about payment requests.  Should you have any additional questions, please reference our support site.  Thank you!



