
CAS Administrative Support
Team: Payments and
Procurement

Guest Payments
and
Reimbursements
Swimlane
Workflow

As of October 2025

LEGEND

Information Gathering Approvals Payment Processing

Guest Payee

You (The
Department)

AST Payments
& Procurement

UW
Procurement 

Guest Payee
Requests Payment

Start

Receive Information 
and Submit the Guest

Payments and
Reimbursements Form

Provide Necessary
Clarification

Request Additional
Information from

Department/Guest

Contact Payee and 
Send Questionnaire via

Docusign

Submit Completed
Questionaire to AST via

Docusign

Create Miscellaneous
Payee and

Miscellaneous Payment
Transaction and Close

the Ticket

Approve as
Shared Environment
Requisition Specialist

Approve as Cost Center
Manager and/or Grant
Manager As Applicable

Approve as
Accounts Payable Data

Entry Specialist

Payment is
Mailed by Check

or Wire

If Requested,
a Check is Sent to the

Department

Receive Payment

Reconcile Expense in
Workday via R1300.5 or

R1234 for Grants

Is Information
Provided to

AST Complete?

Payment Sent
to Guest or

Department?

No

Yes

Guest

Department

End

If sent back, the
transaction returns to
AST and AST contacts
the department for

additional information.

If the guest does not receive their payment,
view the Missing Payment workflow for
detailed information about this process.
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Checks can only be
issued 10 days before

event.

Depending on what
information is needed
either the department

or payee provides
additional information. 

Depending on the guest’s
national status and payment

method additional
documentation and/or

information may be requested.
Visit the Foreign National

Payment & Reimbursement
Reference Guide for more

information.
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