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4-H Volunteer Management Organization (VMO) PAYMENT PROCESS 

Process as a refund using the refund supplier. 

1. Start to create an invoice as you would a “Non-PO invoice” and enter “REFUND” as the 

supplier. 

 

2. In the header, click “show more” and then “Additional Information.” Fill out the Payee Name 

and Address, then click on the “OnceSource Bypass” button. 

 

Write information needed in the remittance message area of the check if necessary. 

Click “save” and then click the “General” tab to go back to your invoice to enter line information and 

complete submission. 

Note: When you want to check on the status of your invoice or payment, this is how it will look: 
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Note: The address you entered in the “additional information” section might not show up here; this is 

normal and does not indicate a mistake on the form. 

 

How to Submit Payment Request: 

You will submit this as a WFA Check Request (see instructions below). You will need to attach the 

Invoice and all appropriate backups.  All University policies will apply. 

https://wfa.ucanr.edu/ 

 

https://wfa.ucanr.edu/
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