
Disbursement Voucher (DV) 
Training



Things You’ll Need Before Starting a DV:

• Vendor ID
• If the vendor is not in the Kuali Financial System (KFS), you will need to obtain 

a complete W-9 from them and send it to the Office of Purchasing

• Verify the correct address is listed for your vendor
• Contact the Office of Purchasing with any questions or to update information

• KFS Account Number & Object Code
• Contact the Office of Accounts Payable with any questions

• Invoice, Contract, Receipts, Official Function form(s), Scanned & Saved

Save the Vendor ID, Account Number, and Object Code for your records



Heading & Document Review

In this box, you 
should title the 
document in this 
format:
“Who, What: XYZ 
Corp- What Was 
Paid For”



Payment Information

Click this 
Magnifying 
Glass to enter 
& select payee 
information 



Payment Information

Select your 
“Payment 
Reason 
Code” here

In this box, you’ll enter 
your “Vendor Number” 
and click search



Payment Information

After this 
screen 
appears, 
click 
“Return 
Value”



Payment Information

Click “Return 
Value” to 
import the 
information 
from the 
“Purchase 
Order” into 
the DV



Payment Information

Fill out the 
following 
areas 
accordingly

In this box, 
enter the 
“Invoice 
Number”. If 
there isn’t 
one, enter 
the “Account 
Number”In this box, enter the following: “CSU Pueblo Account Number, & Invoice Number”.

**If there is no Account/ Invoice Number, provide a description of what is being paid.
For example: “CSU Pueblo Membership Fees For Jane Smith”.



Payment Information

Fill out the 
following 
areas 
accordingly



Notes & Attachments

This is where 
you enter your 
“Notes & 
Attachments”. 
Type a 
description of 
the file being 
attached.

After you have your 
notes, click to select 
your respective files

When you’ve 
written your 
notes & 
attached your 
file(s), click 
“Add” to place 
this on the 
document



Ad- Hoc Recipients

Enter your 
recipients Net ID 
followed by 
@csupueblo.edu

After you’ve entered the proper 
Net ID, click “Add” to send the 
document to them for approval



Find Ad-Hoc Recipients Net ID- PART 1

If you need 
to locate 
your 
recipients 
Net ID, click 
the 
magnifying 
glass 



Find Ad-Hoc Recipients Net ID- PART 2

Enter your 
recipients 
first name 
with an * 
before and 
after the 
name and 
click 
search

Once your recipients 
name appears here, click 
“Return Value” to 
populate the Net ID into 
the document



Action Buttons

Always “Save” your 
document before 
submitting it.

“Submit” your 
document after you 
have gone through to 
check for accuracy.



What if my doc gets DISAPPROVED?

• If the document is disapproved, for starters, it will appear in your 
“Action List”. Then, is when you complete the following:
• Go to your “Action List” and open the document

• Read “Note” for the disapproval reason, click “Copy”

• Change or correct what is needed

• Submit and record new document number

• Go back to your “Action List” and open the disapproved document again

• Make a note in “Notes and Attachments” section to say the following:
• “Resubmitted on (ENTER NEW DOCUMENT NUMBER)”

• Click “Acknowledge”



Questions, Comments, and/or Concerns?

• Business Financial Services
• Juanita Pena, Director of BFS/Controller

• 719-549-2943/ Juanita.pena@csupueblo.edu

• Robin Arwood, Senior Accountant

• 719-549-2356/ robin.arwood@csupueblo.edu

• Nicole Lara, Accounts Payable Specialist

• 719-549-2238/ Nicole.lara@csupueblo.edu

• Carolina Gonzalez, Staff Accountant

• 719-549-2952/ carolina.Gonzalez@csupueblo.edu

• Ariana Cassio-Weldon, Staff Accountant

• 719-549-2937/ Ariana.cassioweldon@csupueblo.edu

• Vick Becker, Payroll Specialist

• 719-549-2801/ vicki.becker@csupueblo.edu

• Cashier’s Office

• 719-549-2107

• Purchasing
• Geraldine Trujillo-Martinez, Purchasing Agent V

• 719-549-2054/ g.trujillomartinez@csupueblo.edu

• Deirdre Gonzales, Procurement Compliance

• 719-549-2355/ Deirdre.Gonzales@csupueblo.edu
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