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Payment Requests 

*Payment Requests come in 3 categories: Vendor Payment, Cash Advance & Reimbursement 

Request. Please see at the bottom of this document for a brief explanation of each.  

1. From nyfa.org click the blue Sign In button at the top right corner. Enter your user ID (e-
mail address) and password. *If you have forgotten your password, please click “Forgot 
Password?” If you have forgotten your User Id, please contact sponsorship@nyfa.org. 

 

2. Click the blue drop down box marked “hello (username)
i
” and select Fiscal Sponsorship. 

 

3. This is your Dashboard. From here you can navigate through and manage your FS 

account and requests. Click the Payment Requests button on the left of the screen. 
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4. On this page you can view all of your payment requests and their current status. Click the 

orange Create New button at the top right to make a new request. 

 

5. Your project name should automatically appear in the Project box. However, if you have 

multiple fiscally-sponsored projects you can find the appropriate project using the 

dropdown box. Click the blue Select button to confirm your choice. 

 

6. Next you will be prompted to select a Payment Type. Please choose the appropriate type 

in the dropdown box. Click the blue Select button to confirm your choice. You will also be 

presented with a field titled “Account:” this selection is for use by Emerging Organizations 

with specific payment request fields. This field should auto fill if you are an Artist Project. 

7. Next, you will be prompted to select a Vendor. Select the appropriate vendor, if none 

appear in the drop down box, select Add New. Follow all form prompts to add a vendor. 

You MUST upload a PDF of the W-9 in order to submit a new vendor. Click Submit Vendor. 

8. You will be redirected to another form page, this is the continuation of your payment 

request. It is very important that you allow the site time to repopulate the new information 

you have entered. Do NOT click submit multiple times or you will have duplicate entries. 
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9. Complete your payment request form. You MUST upload an invoice in order to submit a 

payment request. After entering all appropriate information, click the Submit button. Your 

payment request will NOT be submitted unless you click this button.  

10. You should now be able to see a record of the submitted payment request on your 

Payment Request page.  

 

*Types of payment request 

1. Vendor Payment: this category is used for issuing payment to an individual contractor or 

business providing service or goods for the project (ex: paying staff/artists, paying a contract 

worker, etc). Vendor payments require a bill/invoice AND W-9, however if you are submitting a 

vendor payment for a utility bill (phone bill, electric, etc.) You can submit a copy of your 

contract or duplicate copy of the bill in lieu of the W-9 for that vendor. 

2. Cash Advance: a cash advance should be used only if absolutely necessary (in the case of 

future travel expenses or emergencies). Cash Advances have several financial restrictions 

and reporting requirements, details on cash advances can be found in the Financial 

Procedures manual you received upon acceptance into the Fiscal Sponsorship program.  

3. Reimbursement Request: for use when you or someone else used personal funds to pay for 

a project expense. Receipts MUST be provided for all reimbursement requests, requests for a 

receipt over $250 must also be accompanied by a credit card / bank statement or a copy of the 

cancelled check.  

 

                                                           
i
 Please e-mail sponsorship@nyfa.org if your name does not appear here. The phrase “Site User” is default text and 
should be updated. 
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