
FOAPAL job aids assume familiarity with current software and processes used on campus. 
They are designed to highlight changes brought about by the introduction of FOAPAL strings. 

USE 

Request payment for services or 
goods rendered. 

FOAPAL RELATED CHANGES 

Invoice Functions 

1. Split Payments

Option

FOAPAL Change 

.. - . . -

FOAPAL string input 

Differences between the old and new templates are largely cosmetic, although the Account/
FOAPAL sections at the bottom of the forms have changed. 

l UNIVERSITY OF DAYTON INVOICE 9-
JOO COLLEGE PARK 

DAYTON, OH 45469 

INVOICE TO 

I t I t 
DATE OF CHARGE 

PURCHASE 

ORDER NO 

COMPLETE ADDRESS MUST BE SHOWN FOR MAILING 

QUANTITY DESCRlf'TION 

PAYABLE UPON RECEIPT 

Make Credit Card Payment at: go.udayton.edu/invoice 
Please forward CHECK payment to: 
University of Dayton 

t Office of Student Accounts 

300 College Park 
Dayton, OH 45469-1600 
-Please include Invoice Number on all oavm4ints-

figure 1: Invoice overview (old) I 
��

t 

I 

UNrTPRICE 

PRICE EXTENSION 

0 University 
of Dayton 

Invoice #: 9-

Bill to: 

Daite: 

Invoice 

6/13/2019 

Unit 
Quantity Description Amount 

Price 

Total 

Figure 2: Invoice overview (new) 

For questions please contact Office of Student Accounts at 937-229-4111. 



SPLIT PAYMENTS OPTION 

The Account/FOAPAL sections reflect the Chart of Accounts changes. The old Invoice contained 
cells for '½.ccount No." input for both Charge and Credit options. 

DIP.iECT BILLING: M!ake Cred'it Card Payment at:: goJud!ayton,ed:unnvotoe 

M!ake Check Paya!Ite to the University of Dayton and maclto:: UNliV18RSlnr:t OF l)AYTON 

Pteas,e [notude ll'nvotoe Number on your Cr,ed'it Card andl Check Payment Off OF snmBNT AcCCTS 

QHARGE: 

AOO0U 

QP.iEDrT: ACCOU 

ACCOU 

ACCOUN 

ACCOUN 

300 COLLJEGE PARK 

s ____ _ l)AYTON, Oil 4546'9-1000 

s 
____ _ 

s ____ _ INVOICE 9-

s 
-----

-----

-----

s 
-----

s ____ _ 
s 
____ _ 

s ____ _ APPROVIED: 

(1) C•otomor; (1) Cootrollor •1662 (1) Doportmoot 

Figure 3: Invoice (old), account information input 

The new Invoice contains cells for FOAPAL input with a split payments option. Additional 
rows can be added if necessary. 

PII..EASE INCII..UDE INV,OICE NUMBER ON AU PAYMENTS 

For questions, pleas,e call the Office of Student Acoounts at 937-229'-4141 or email at fss@udayton.edu. 

Thank You For Your Business 

::1�;:;�� v;: :;-;-;.;�::::�-:- .''.CC011NTS USE ONLY 

' Flmd Organization Account Program Activity Location % Subtotal 

Figure 4: Invoice (new), FOAPAL information input 

For questions please contact Office of Student Accounts at 937-229-4111. 
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