Reinventing
Reimbursements

An Overview of MIT’'s New Request for Payment (RFP) Tool
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New Request for Payment (RFP) Tool

 Modernizes
reimbursement and small-
dollar payment processes
using Atlas and B2P

e Streamlines submission
processes

* Optimizes approval
workflows
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Key Benefits of the New Tool

Reduces vulnerability to cyberattacks

Simplicity

Unified, streamlined experience within Atlas and B2P

Efficiency

Enables quick payment via direct deposit

Transparency

Full visibility into payment approval and transmission status
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Security and Compliance

* Allinternal supplier information stored
and maintained in Atlas (students and
employees)

« External supplier information (individuals,
incorporations, etc.) are stored within
Supplier Information Management (SIM)

* Allapprovers and approval chains visible
nBop PP

« SIM will streamline payments made by
direct deposit and decrease check
processing, including returns, stops and
reissues

» Payee and workinformationwill
determine appropriate tax withholdings
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Simplicity

Access Atlas app on desktop
(Windows/iOS) or mobile
(Android/iPhone)

Attach/upload photo of receipt or other
documentation

Assign cost object(s) and submit for
approval
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Work environment setup

MIT > Reimburse @ Bruce Mendez

Total $187.00
Amount (excl Tax;

Receipt

1524205, PHYSICS EDX

08/04/23 $187.00

=+ Add line item

Continue




Simplicity

* Find payees and
approvers by name, emalll,
or Kerberos account

» Type-ahead functionality
allows users to find cost
objects and GL accounts
by name or number

 Split billing can between
cost objects be
automatically added
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Efficiency

Payee designates preferred
payment/reimbursement
method

* Direct deposit

» Paper check

* International payments
made by wire

Payments deposited into
payee’s account or sent via
check
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Transparency

 Requesters can view
current RFP status

* InProgress (Draft & Aol
Pending Review)

* Processed within Last O PPPPPPPPP
Month (Submitted, -

Approved, Declined, and
Paid)

 Allapprovers and approval
chains visible in B2P
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Adding a Payee

1. Proceedto Coupato ®

Request a new entity in Coupa

[ ]
ad d a n eXte r n aI S u p p I I e r- Go to Coupa, select Forms on the top right and select the applicable "RFP New Supplier” link

i
]
@D Trovel&bxpenses  Reguests  Orders  Invoices  Community  Inventory  Sourcing  Suppliers  Items  Reports  Setup

| |
. y Good afternoon! :
]
RFP Supplier.

Recent Activity viw a1
3. Fillin required supplier e e
;‘—B % @ @ \ amazon (A S APTIN

L] n
I l Request New Find a Preferred ‘ Change a Purchase
CO taCt I I I O r I I I at I O I I n Supplier Supplier S Order (PO)

> = R
[ M = Lenovo B

HoUBELeCHTE: BEUNOEES:0v<0: <8501 8088 AB V- . T

7 Proceed to Coupa
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Submitting a Request

1. Isthisareimbursement
or payment? -

2. Istherequest being ey
made for yourself, -
someone else at MIT, or e
an external supplier?
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Request a low-dollar supplier payment, pa:
for an honorarium, guest spe.

Type of request
3 Reimbursemen t

ut of pocket expenses incurred on MIT's
behalf.

[ Payment

al orarium, guest spe
award, scholarship/fellowship or visa fees.

R 2
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Submitting a Request

1. Isthisapaymentora
reimbursement?

2. Istherequestbeing
made for yourself,
someone else at MIT, or
an external supplier?
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Submitting a Request - Services

3. Add payee information =

* |sthe payee acitizen of the :
United States? B o e

Onboarding (Web)

Tim Tickets (web) Payment Information Continue

Tuloyn G QzZiin ©
MIT ID DMCCOOL@MIT.EDU

° Was the Work /aCt|V|ty S A — No

. . (o Timesheet Entry
rform INnth Nit g
Eo Time Approval
If work was performed in multiple states or countries, please submit a
: ;t a t E s ? I n [B Visitors separate payment request for each location.
- [ Reimbursements

Was the service/activity performed online?

Tim Tickets Admi
M assa‘ | l l Isetts ; mlickats Acminnannnny Was the service/activity performed inside the U.S.?
L
T |
ravel Was the service/activity performed in Massachusetts?
Onboarding

Additional demographic in... ° Payment

» Select default payment

Supplier payment method is Direct Deposit based on their ®
Parking payment preference set up in MIT's Financial Systems

I I I et I lOd O r I I Iake al l > § Hold check for pickup at Accounts payable office O
& Profile If you need to make an exception to the current payment method for this RFP ONLY,
. provide an explanation for Accounts Payable to review and approve.
eXCept|O| | (hold check at et
1 Logout
| ]
Accounts Payable office)

DB 28 % 0
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Submitting a Request

4. Addalineitem

* Date QN
* Amount i et
* Business purpose Q s nachnn s1005%%
« Costobject e
« Generalledger (G/L) account - ——
€ TmeApproval 42026 - Materials and Serv ices 1444211 - MISCELLANEOUS -HQ 5000%  $
* Be sure to exclude state sales T T :
tax (MA + 29 Other States) ;Timﬂ CCCCCCCC —_ - Mater ials and Servi ices Liifg:-un/ LLLLLLL -HR 50.00% $500.00
0o Travel + Add a split
» Type-ahead functionality il
allows G/L and CO searches iy
by hame or number i
o

» Split across multiple
accounts/objects if needed

I I I mmm Office of the Vice President
" for Finance



Submitting a Request

5. Attachareceipt and/or
other documentation

Accepted file formats:

- PDF
- JPG
- PNG

« HEIF & HEIC (phone
image files)
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I)> Onboarding (Web)

SSSSSS

8% Event Scanner

Request Dec 4, 2024

@ Inf 4
-3 2 Account ts
8 Add documen t + Add aline item
+ Additional notes to AP
$1,000.00
12 Amount

$1,000.00
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Submitting a Request

6. Submit for approval

« Search for approver by
name, Kerberos account,
or emall

@ Send it for review

¢ S e n d tO a reVi eWe r fi rst fo r + “."Te o Search and ask any active MIT employee to help complete this

request.

(] %J Reimbursements
help completing the
im Ti i You are confident that the request has been completed correctly and
would like to submit.
t Travel
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Approving a Request

Access
Invoices under
Activity (top
right) or

To Do (right
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Good afternoon!

Recent Activity

Coupa on using their APTS

Pricing on Guote, l Vault by Pelican - V770 Mull Purpose Hard Case ...
ABBYY & NICE ““n.“ Foo (Yoar 1) NICE, Implomentation Cost (Yoar
1TRU REC.H Subject Notebooks, 8 x 10.5", College Ruled, 70 Sheets...

1 HP 950XL 951 Black High Yield, CyanMagentaYeliow Standard Yiel,

How Do |I...
Requ Find 3 Prefe
Supplier Supplier

[ Not sure? Let us guide you

1) ating as KATHLEEN

To Do v ‘

Invoice SRFP_test_1078 is rejecied

Invorce FREP_test_1077 15 rojected
Invoice SRFP_test_1075 is rejected
Invoice SRFP_test_1073 1t rejectod

Invoice SRFP_test_1070 is rejectod

Punchout Catalogs

—D
4imprn. abeam m AL g antylio =
Moesrt good" Camoction CORE p—— T
[GANGER] | oo [ERE i SR L e e

[

RANIN reoneeo oy (SRl WA Prref Thomss)

WsA

M 8 * ?

[ Y—

en
Ve

© Promege
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Approving a Request

2 V. - 7 7 fes Community Inventory sourcing Suppliers Items Reports @
: Iew INVOICe Via
Activity
Activity >
Cuvity ¢ w ol
nvo I ces > [ Invoice # Supplier Net Due Date Total Status Delivery Method
| [l 10 Kevin Lyons 12/04/24 1.23 Pending Approval Integration (API) ,f .
R = = M (] 12/01/24 500.00 Pending Approval Integration (API) ,/ %
eq u I rl ng y ] 12/01/24 110.00 Pending Approval Integration (AP!) ,/ L
1113024 110.00 Pending Approval Integration (API) ,/ A
A r V I 0] 12125124 19.50 Pending Approval Integration (AP1) r”'
pp o a 5] 11/23/24 500.00 Pending Approval Integration (API) ,f L (€
) 12/18/24 25,500.00 Pending Approval Integration (AP1) f"
O 12i15/24 8,250.00 Pending Approval Integration (AP1) 7 Q)
C 2 MIKE ACH 12115124 575.00 Pending Approval Integration (API) P
] Kevin Lyons 11/16/24 1.23 Pending Approval Integration (API) f" 1 N
Kevin Lyons 11/04/24 21.00 Pending Approval Integration (AP1) ‘f % N
-] 11/29/24 11,700.00 Pending Approval Integration (API) P N
5] 10/26/24 74.38 Pending Approval Integration (AP1) ,/ A
[ 10/26/24 500.00 Pending Approval Integration (AP1) /’ 2
] 10/22/24 25.00 Pending Approval Integration (API) ,/ . b
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Approving a Request

Status Pending Approval Invoice From

3. Reviewth "y
. eVIeW e Payment Due Date 12/01/24 Ship From No addre
Supplier Note N

. . . S lier Tax ID
InVOICe to edlt, Attachments lsgralion. Dala on e

approve, or

reject. oo i

Facilities Tracking
Code

If you reject, an s R

high risk

I " " SAP Fl Document # None
explanation s ——
req u i red ] *Comment | Required to reject ’
9 Edit Restart Approvals Withdraw Apply Tax Codes ey A ”J -

Bypass Approvals

500.00 USD

Invoice #RFP_test_1109 | Jefirey Francis Rosa (0070011293) | 11/26/24 Open next document
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Questions?

Contact MIT Accounts Payable

b2p@mit.edu
617-253-7000
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