





ACCOUNT PAYABLES
POLICY AND PROCEDURES














[bookmark: peralta-community-college-district][bookmark: _Toc520467311]

[bookmark: _Toc520469620]Peralta Community College District
[bookmark: accounts-payable-department][bookmark: _Toc520467312][bookmark: _Toc520469621]Accounts Payable Department
[bookmark: compilation-of-policies-and-procedures]
[bookmark: _Toc520467313][bookmark: _Toc520469622]Compilation of Policies and Procedures
[bookmark: based-on-the-board-policies-and-best][bookmark: _Toc520467314][bookmark: _Toc520469623][bookmark: for-use-by-accounts-payable-department]Based on the Board Policies 
and Best For Use by 
Accounts Payable Department
[bookmark: as-compiled-by-accounts-payable-staff]
[bookmark: _Toc520467315][bookmark: _Toc520469624]As Compiled by: Accounts Payable Staff
Adil Ahmed, Budget Director
[bookmark: nicholas-shere-ap-specialist-ii]Nicholas Shere, AP Specialist II
[bookmark: earvin-robinson-ap-specialist-i]Earvin Robinson, AP Specialist I
[bookmark: tina-du-ap-specialist-i]Tina Du, AP Specialist I
[bookmark: kemal-idrisov-ap-specialist-i]Kemal Idrisov, AP Specialist I
[bookmark: _GoBack]Amina Omer, AP Specialist I

[bookmark: table-of-contents]

[bookmark: _Toc520467316][bookmark: _Toc520469625]Table of Contents
[bookmark: staff]
Staff	4
AP Schedule	5
General AP Information	6
Invoice Requirements	7
Order Types	9
AP Table of Requirements	13
Job Aids	16
Invoice Review & Payment Procedure	17
AP Check Cycle & Disbursement	22
Following Up on Payments	24
Vendor Files	26
Contracts	27
Travel	28
Transportation Report	28
Fiscal Year Closing	29
AP Staff Contact Info	30
Additional Documentation	31


[bookmark: _Toc520469626]Staff
[bookmark: vice-chancellor-for-finance-and-administ]
[bookmark: director-of-fiscal-services-ahmed-ali]
[bookmark: _Toc520467319][bookmark: _Toc520469628]Budget Director
Adil Ahmed
[bookmark: ap-specialist-ii-nicholas-shere]

[bookmark: _Toc520467320][bookmark: _Toc520469629]AP Specialist II: Nicholas Shere
· DGS and Capital Projects
· Query Authoring
[bookmark: ap-specialist-i-earvin-robinson][bookmark: _Toc520467321][bookmark: _Toc520469630]AP Specialist I: Earvin Robinson
· Merritt College
· Staples
[bookmark: ap-specialist-i-tina-du][bookmark: _Toc520467322][bookmark: _Toc520469631]AP Specialist I: Tina Du
· Laney College
· Payroll
· Staledates/Escheatments
[bookmark: ap-specialist-i-kemal-adrisov][bookmark: _Toc520467323][bookmark: _Toc520469632]AP Specialist I: Kemal Idrisov
· College of Alameda
· District
AP Specialist I: Amina Omer
· Berkeley City College
· Benefits
[bookmark: ap-schedule]

[bookmark: _Toc520469633]AP Schedule
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[bookmark: _Toc520467325][bookmark: _Toc520469634]Check Runs
Checks are run every Tuesday and Thursday. The following day (Wednesday and Friday, respectively), checks are mailed, returned to the campus, or held for pickup at the district. Hold or campus delivery requests should be printed on the invoice near the PO number. Near holidays, at the end of the fiscal year, and at other times, the AP schedule may be adjusted to accommodate the District calendar, the payroll schedule, etc.
[bookmark: ap-cutoff][bookmark: _Toc520467326][bookmark: _Toc520469635]AP Cutoff
Every year, the Vice Chancellor for Finance and Administration will issue a memorandum detailing the deadlines and cutoffs related to fiscal year closing. The cutoff to submit invoices to accounts payable is typically in early July. Invoices must be submitted to AP by 5:00 on the day of the cutoff in a ready-to-pay state. (POs must be dispatched, all related documents must be correct, etc.)
[bookmark: staledatesescheatments][bookmark: _Toc520467327][bookmark: _Toc520469636]Staledates/Escheatments
The escheatment process on staledated checks is run monthly, based on statements provided by Alameda County.
[bookmark: sales-and-use-tax-reporting][bookmark: _Toc520467328][bookmark: _Toc520469637]Sales and Use Tax Reporting
AP staff are responsible for verifying sales and use tax when entering vouchers. The Budget Director or Director of Fiscal Services submits the Sales and Use Tax report to the State Board of Equalization.
[bookmark: reporting][bookmark: _Toc520467329][bookmark: _Toc520469638]1099 Reporting
AP staff review 1099 summary reports for accuracy and provide information on corrections to the Budget Director or Director of Fiscal Services, who transmits the 1099 data to the Internal Revenue Service. AP staff mail 1099 forms to vendors. AP staff assist the Purchasing Department in identifying vendor files which must be updated or corrected with regard to 1099 reporting settings.


[bookmark: general-ap-information][bookmark: _Toc520469639]General AP Information
[bookmark: payment-terms]
[bookmark: _Toc520467331][bookmark: _Toc520469640]Payment Terms
Peralta’s payment terms are Net 30. (This means payment is due within thirty days of the receipt of valid invoice and goods, or valid invoice and services performed.) This is contingent upon the invoice and/or related documentation being submitted in a timely fashion.
[bookmark: _Toc520467332][bookmark: _Toc520469641]Consistency and Completeness of Documentation
AP can only make payments based on complete and consistent documentation. The specific requirements vary from different types of payment. For more information on completeness and consistency, please see following sections on regular PO and open account invoices.
[bookmark: travel][bookmark: _Toc520467333][bookmark: _Toc520469642]Travel
Reimbursement of employee travel expenses must be in accordance with Board Policy and Administrative Procedure 7400—Travel as approved by the Peralta Board of Trustees. For more information, please see the section on travel payments.
[bookmark: food-and-refreshments][bookmark: _Toc520467334][bookmark: _Toc520469643]Food and Refreshments
Payments for food and refreshments served at meetings are governed by Administrative Procedure 6385.
[bookmark: invoice-requirements]

[bookmark: _Toc520467335][bookmark: _Toc520469644]Invoice Requirements
Invoices must provide the following information and meet the following criteria:
· Vendor Name
· Vendor Address
· Invoice Number
· Invoice Date
· Purchase Order Number (Vendors must have a dispatched PO before providing goods or services)
· Detailed Itemization
· Correct line prices, price per quantity, tax, and total
· Invoice must balance (add up)
· Invoice must be addressed to Peralta Community College District
· Invoice cannot be modified or fabricated by Peralta staff
· For services performed: invoice must show the dates of service
[bookmark: supporting-documentation][bookmark: _Toc520467336][bookmark: _Toc520469645]Supporting Documentation
For some types of transaction, there is required supporting documentation, including:
· Contract, where required for services as specified by District Administrative Procedure and Purchasing SOP. Also required may be:
· Notice to Proceed, where the NTP determines the start and end date of the contract
· Addenda or amendments to the contract, if any
· Cover memo specifying budget coding and requisition number, if these are not included in the body of the contract
· Measure A Form, for order of equipment/furniture/etc. using Measure A funds
· Meeting agenda and other documents related to meals purchases
These documents are to be attached electronically to the Purchase Order. The requester can attach them when creating the requisition, and the system will copy them to the PO when it is sourced, or the Buyer may attach them directly to the PO.
[bookmark: verbal-orders-pay-to-requisitions]

[bookmark: _Toc520467337][bookmark: _Toc520469646]Verbal Orders / Pay-To Requisitions

Effective April 9th, 2018, verbal orders are discontinued.
Any transactions that were previously handled using "pay-to" requisitions should now be processed on open account (blanket PO) or regular PO orders. These must be dispatched by Purchasing before the vendor begins work or delivers goods.
No vendor should perform work or deliver goods unless they have received a copy of the signed Purchase Order from Purchasing.
[bookmark: administrative-procedure-6330----purchas]
[bookmark: _Toc520467338][bookmark: _Toc520469647]Administrative Procedure 6330—Purchasing

I.A. The authority to contract for goods and/or services is vested in the Board of Trustees. Authority to purchase supplies, materials, apparatus, equipment and services is annually delegated by Board action to designated District officers. The purchase of goods and services shall be made through the Purchasing Department following authorized procedures in accordance with established policies and laws. Any purchase made by an employee without proper authorization will be considered an obligation and liability of the employee and not the Peralta Community College District.

I.C.1 Except for small purchases from petty cash, all purchases or commitments to buy are made through the use of a purchase order. Purchase orders will be issued by the Purchasing Department only upon receipt of a properly authorized purchase requisition.



[bookmark: order-types][bookmark: _Toc520469648][bookmark: origins]Order Types

There are two main types of orders: "Regular PO" orders and "Open Account" or blanket PO orders. Regular PO orders are itemized and paid based on warehouse receipts. Open Account orders encumber a lump sum in advance to order against based on approvals by the managers designated in the approval workflow for the cost center.

[bookmark: _Toc520467340][bookmark: _Toc520469649]Origins
Every requisition and purchase order should have a three-letter "origin" code. The first letter of the origin code indicates the location from which the order originated, and the other two letters indicate what kind of transaction the order is.
	Location
	Prefix
	Order Type
	Suffix

	District Office
	D
	Regular PO
	PO

	College of Alameda
	A
	Open Account
	OA

	Laney
	L
	Pay-To
	IN (Discontinued)

	Merritt
	M
	Travel
	TV

	Berkeley City College
	V or B
	Petty Cash
	PC


So, an open account from one of the departments at the District would have origin DOA, while a regular PO from Laney would have origin LPO. Because Berkeley City College's name was changed (from Vista) before the introduction of the open account suffix, a BCC travel is a VTV, but a BCC open account is a BOA.
The procurement process for each of the origin suffixes is different. The two main differences are the order of operations and whether we pay based on signatures or based on warehouse receipt status.
Equipment should be ordered on a regular PO. Supplies may be ordered on a regular PO (if the specific itemization is known in advance) or on an open account (if the specific items to be ordered have to be identified on short notice). Services should be ordered on Open Accounts.
[bookmark: regular-po-lifecycle]

[bookmark: _Toc520469651][bookmark: receiving-goods] (
Regular PO Lifecycle
The end-user creates a requisition for the items they wish to order
The requisition 
is approved by their manager(s)
The requisition is sourced to a purchase order automatically
The buyer reviews the PO, approves it, dispatches it, and submits it to the vendor
The vendor ships the order to the warehouse and sends an invoice with the PO number to AP
The warehouse marks received items in
AP reviews and vouchers the invoice in PeopleSoft, where it is matched against the PO and receipts
If voucher passes matching and budget checking, a payment is generated
)
[bookmark: _Toc520467342][bookmark: _Toc520469652]Receiving Goods
All goods should be delivered to the warehouse, with the exception of perishable or hazardous materials, or materials requiring installation by the vendor or a third-party installer.
Delivery of orders to the requested location must be approved in advance by Purchasing.
If goods have been delivered directly to the requested location, the requester MUST notify the warehouse promptly by email. The requester is responsible for following up on receiving issues related to their orders.
Otherwise, payment may be delayed, or it may be impossible to pay the order.
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[bookmark: _Toc520467343][bookmark: _Toc520469653]Discrepancies on Regular POs
If the invoice is inconsistent with the PO, AP staff will follow up with the vendor and/or the requester. The requester may need to take action to resolve the situation in order for the invoice to be paid.
If the invoice significantly differs from the PO, a Change Order may need to be submitted to the buyer, or the warehouse may need to be notified of the receipt of unmarked items.
If the requester asks the vendor to modify the order, or if he or she approves a modification proposed by the vendor, the requester must contact the buyer to determine whether a change order is required. If this is not done promptly, it may create significant delays in payment.
[bookmark: open-account-lifecycle]


 (
Open Account Lifecycle
The end-user creates a requisition to encumber a lump sum against which to place orders
The requisition is approved by their manager(s)
The requisition is sourced to a purchase order automatically
The buyer reviews the PO, approves it and dispatches it
The end-user orders their goods or services from the vendor on an ongoing basis, referencing the PO number. The end-user is responsible for verifying the available balance on the open account before ordering.
The vendor fulfills the orders and submits invoices with the PO number to AP
AP reviews and vouchers the invoice in PeopleSoft
The voucher is approved by managers designated for that cost center and location. If others need to review the invoice for accuracy, they can be added as "ad hoc" approvers, giving them the ability to approve or deny that invoice.
Once the voucher is approved and passes budget checking, a payment is generated
If the open account is about to be exhausted but more orders will need to be placed, the requester is responsible for submitting a Change Order form to the buyer.
After the last invoice for the fiscal year has been placed, the requester should notify AP to finalize the last payment made, liquidating the remaining balance to the budget.
)For either regular PO or Open Account invoices, if AP identifies missing or inconsistent documentation or issues with the transaction, they will contact the end user, the vendor, and/or Purchasing to resolve the situation.
[bookmark: open-account-setup][bookmark: _Toc520467345]

[bookmark: _Toc520469655]Open Account Setup

Each year, the requester and cost center manager should review past expenditures and plans for the coming year, then create open accounts as necessary to encumber funds for all contracts, as well as for copiers, water coolers, annual memberships, subscriptions, and other recurring costs.
To assist in reviewing past spending, AP has created a query to review expenses by vendor and budget year over year. The current version of this query is AP_DEPT_EXP_HIST_B. 
Please see How to Use the Department Expense History Query for more information.
An open account may be set up on one or multiple lines, as needed.
· If the invoices will contain both taxable and non-taxable items (e.g., parts and labor), then the PO should be set up with taxable and non-taxable lines
· If the PO is to be paid from multiple budget strings, then the PO may be set up on multiple lines or on a single line with multiple distributions
· If all transactions are equally shared between the different budgets, use one PO line with multiple distributions. The split should be the same for every payment
· If the budget split will vary from one invoice to the next (for example, when a consultant works multiple projects for varying hours every month), then the PO should be set up on multiple lines with one budget per line. The invoice and PO must be set up in such a way that the AP Specialist can identify what invoice line corresponds to what PO line
· For contract services, the open account and contract must be consistent in terms of budget and scope of work
[bookmark: document-flow-charts]
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[bookmark: _Toc520469658]Job Aids

For technical guidance on using PeopleSoft / ONEPeralta, see training and job aids at http://web.peralta.edu/oneperalta/training-materials/. There you will find detailed guidance on how to operate the screens related to Accounts Payable, Purchasing, and other Finance Module functions.
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[bookmark: invoice-review-and-payment-procedure][bookmark: _Toc520469659]Invoice Review & Payment Procedure
[bookmark: invoice-receipt]
[bookmark: _Toc520467350][bookmark: _Toc520469660]Invoice Receipt
Invoices are received electronically by email to accountspayable@peralta.edu or by mail to 333 East 8th St., Oakland, CA, 94606, Attn: Accounts Payable.
Paper invoices are scanned by AP. Scanned invoices and invoices received electronically are sorted into folders by origin under “W:\Departments\finbudg\AP\AP Incoming Invoices.” The AP Specialists will review and process invoices in the folders based on their assignments on a first-come, first-served basis.
The invoice is reviewed together with the Purchase Order and associated documentation attached to the Purchase Order, such as contract, Measure A form, etc.
Invoices to be paid must meet criteria including:
· Dispatched PO
· Valid budget coding
· Complete and consistent documentation
[bookmark: budget-coding]
[bookmark: _Toc520467351][bookmark: _Toc520469661]Budget Coding
Regardless of the type of the payment, all payments should have budget coding which correctly describes the expense, and which is consistent across all necessary documentation.
[bookmark: structure-of-the-budget-string][bookmark: _Toc520467352][bookmark: _Toc520469662]Structure of the Budget String
The budget string consists of 23 numbers:
	Field
	Digits
	Example
	Meaning

	Location
	1 (X)
	6
	Merritt

	Fund
	2 (XX)
	11
	Gen. Restricted Fund

	Cost Center
	3 (XXX)
	642
	Merritt Student Svcs.

	Object Code
	4 (XXXX)
	4304
	Non-Instructional Supplies

	Program
	1 (X)
	1
	General Operations

	Activity Suffix
	6 (XXXXXX)
	643000
	EOPS

	Project
	4 (XXXX)
	1010
	EOPS

	Accounting Line
	2 (XX)
	02
	N/A (Arbitrary)


Of these, AP is particularly concerned with the object code and project number.
[bookmark: object-code][bookmark: _Toc520467353][bookmark: _Toc520469663]Object Code
The object code defines the nature of the expense. For more information about how the codes are used, see:
· PCCD Object Code Guidelines
· The State Budget and Accounting Manual (BAM)
To see a listing of the codes and their descriptions as defined in the system, use query OBJECT_CODES or search within Budget Details using the magnifying glass.
Some common object code problems include:
· Confusing supplies and equipment
· Confusing software purchases and internet service subscriptions
· Using a catch-all miscellaneous category when a more specific code applies
[bookmark: project-number][bookmark: _Toc520467354][bookmark: _Toc520469664]Project Number
AP does not usually have to determine the validity of the project number, but the project number used to pay an invoice has to be checked against any contracts or Measure A forms to make sure they are consistent. If funding has been identified for a specific purpose, then those funds should not be used for a different purpose without a budget transfer.
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[bookmark: _Toc520467355][bookmark: _Toc520469665]Consistency & Completeness 
of Documentation
[bookmark: consistency]
[bookmark: _Toc520467356][bookmark: _Toc520469666]Consistency
Information must be consistent between all documents, including:
· Invoice
· Purchase Order and Requisition
· Contract
· Receiving
· Vendor File
If information is not consistent, the inconsistency must be resolved before payment can be made.
The types of information that must be consistent include:
· Vendor name, Peralta vendor number, and Tax ID/SSN
· Dollar amounts
· Items paid for
· Taxable and/or non-taxable line items
· Party billed (must be Peralta)
[bookmark: examples-of-inconsistent-documentation][bookmark: _Toc520467357][bookmark: _Toc520469667]Examples of Inconsistent Documentation
Here are some common types of inconsistent documentation:
· Invoiced price and PO price do not match
· Taxable lines are not marked taxable on req/PO
· The wrong vendor number is chosen when creating the requisition
· Invoice bills for goods which were not ordered
· Invoice bills for goods which have already been paid for on another invoice
· Vendor or Tax ID is different on contract and invoice
· Invoice is billed to an individual or a partner agency rather than to Peralta
· Invoice is for work in excess of the contract Not To Exceed amount
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[bookmark: _Toc520467358][bookmark: _Toc520469668]Completeness
The specific requirements which must be met in order for documentation to be consistent will vary depending on payment type and in some cases based on funding source.
[bookmark: regular-po][bookmark: _Toc520467359][bookmark: _Toc520469669]Regular PO
Documentation to pay an invoice based on a regular PO is typically:
· Dispatched PO
· Valid invoice
· Items received by the warehouse during the correct fiscal year
· Measure A Form (if applicable)
[bookmark: open-account][bookmark: _Toc520467360][bookmark: _Toc520469670]Open Account
Documentation to pay an invoice based on an open account is typically:
· Dispatched PO
· Valid invoice
· Contract (if applicable based on Administrative Procedure and Purchasing SOP)
· Statement of work (if separate from contract)
· Notice to Proceed (if required to determine start and end date)
· Addenda/Amendments to the contract (if required to extend dates, amounts, or to update budget)
· Measure A form (if applicable)
[bookmark: sales-and-use-tax]
[bookmark: item-and-amount-accuracy][bookmark: _Toc520467361][bookmark: _Toc520469671]Item and Amount Accuracy
Invoice lines must be compared to PO lines to ensure that the goods which we are paying for match what we ordered. Substitution of obviously equivalent items or small deviations in pricing can usually still be paid as is.
Significant changes or substitutions to the items ordered, as well as significant price increases, have to be recorded on the PO. In these cases, the requester must submit a change order to the buyer, so that the alterations are properly approved and documented. Requesters should initiate this process as soon as they are aware of substitutions or changes, and should not verbally authorize the vendor to make changes without also contacting Purchasing.


[bookmark: _Toc520467362][bookmark: _Toc520469672]Sales and Use Tax

It is important that our sales tax be correctly recorded on POs and vouchers, so that our reporting to the state will be accurate. The following should be true for all invoices:
· Lines which are taxable (goods) on the invoice are taxable on the PO
· Lines which are not taxable (labor) on the invoice are not taxable on the PO
· The same tax rate is used on the invoice and on the PO
· For all orders delivered to our campuses or the district, the vendor should invoice for our sales tax jurisdiction
· If we pick up an order from the vendor at their location, their tax jurisdiction will apply. If it differs, then the PO lines should be set to a corresponding Ship-To location code. Examples:
· SNL: San Leandro
· SFO: San Francisco
· ALB: Albany
· The invoice is prepared correctly in accordance with state regulations
When creating open accounts for service that may include both parts and labor, the requisition and PO must contain both taxable and non-taxable lines. The requester is responsible for separating those lines on the requisitions and marking them correctly. The tax amount must not be included as a line item, however. The system will calculate the tax automatically. If the system’s calculation is not correct, the AP technician will make the necessary adjustment at the voucher stage.
For orders shipped from out of state, the vendor may not collect sales tax in California. If that is the case, PO lines for tangible goods must still be marked taxable. We will record the tax as use tax on the voucher, and Peralta will remit the use tax to the state directly.
[bookmark: measure-a][bookmark: _Toc520467363][bookmark: _Toc520469673]Measure A
For Measure A orders, either a Measure A Form or a contract with Measure A coding must be attached to the Purchase Order. The AP Specialist can open the attached documents on the PO to review when vouchering the invoice.
The invoice must be consistent with the coding and amount limits on the Measure A form or contract, as well as with the scope of work on contracts.
[bookmark: ap-check-cycle-and-disbursement]

[bookmark: _Toc520469674]AP Check Cycle & Disbursement
[bookmark: check-cycle]
[bookmark: _Toc520467365][bookmark: _Toc520469675]Check Cycle
For each check run, one AP Specialist will run the check cycle process. The cycle must be approved by a designated approver other than the AP Specialists who have entered vouchers. The approver will upload the Positive Pay data file to Alameda County and forward the payment register PDF file.
[bookmark: disbursing-payments][bookmark: _Toc520467366][bookmark: _Toc520469676]Disbursing Payments
The day following the check run, checks will be disbursed. The checks are divided between the AP Specialists.
· Checks marked with handling code RE / "Regular Payment" are mailed
· Checks marked with handling code HL / "Hold for Pickup" are held at AP
· Checks marked with a numerical handling code are sent via district mail to the corresponding campus business office
[bookmark: hold-checks][bookmark: _Toc520467367][bookmark: _Toc520469677]Hold Checks

· If the check is made out to an individual, that individual can pick up their check
· If the check is made out to a company, then representatives from the vendor must be authorized in advance by Peralta Staff from the initiating department. Email authorized names to Nick Shere
· AP will maintain a list of names of authorized representatives for vendor check pickup
· [bookmark: direct-pays-and-express-checks]

[bookmark: _Toc520469678]Direct Pays and Express Checks
Note: Neither direct pays nor express checks are normally used for procurement purposes.
Direct pays and express checks are two methods of creating a payment that can be used in special circumstances. These two terms are not interchangeable. “Direct pay” refers to a voucher created by the AP technician without copying lines from a PO. “Express check” refers to a check which is run by itself and not as part of a regular check cycle. An express check may be a direct pay or it may be from a normal voucher. A direct pay may be run as an express check, or it may be run as part of a regular cycle.
Direct Pays
· Direct Pays should be used only when a requisition cannot be processed.
· Direct pays do not show up under document status. They are directly deducted from the budget.
· To determine whether a direct pay has been processed, check the “voucher inquiry” screen or review available budget.
· Direct Pays are normally used only for Payroll and Benefits transactions
Express Checks
· Express checks are checks which are not run as part of a regular AP weekly cycle.
· The approval process for express checks is no different from checks cut during the regular cycle. All the usual requirements remain in place.
· Express checks are virtually never required, since AP runs twice a week.
[bookmark: following-up-on-payments]

[bookmark: _Toc520469679]Following Up on Payments

Each requester is responsible for checking their orders to make sure they have been completed. If an order has been received but not paid after 30 days, the requester should follow up with the AP tech. This is especially critical when approaching the end of the fiscal year and for funds which are not carried over to the next year.
[bookmark: tracking-payments-in-peoplesoftoneperalt][bookmark: _Toc520467370][bookmark: _Toc520469680]Tracking Payments in PeopleSoft/ONEPeralta
In most cases, the document status page shows whether a payment has been made. However, if a direct pay has been used, document status will not show it. To track a direct payment, use Voucher Inquiry, check the budget directly, or look up payments by vendor.
If the requester does not have security access to these screens, they should contact the IT helpdesk.
Standardize on working from the PO number rather than the req number, because the req will not reflect change orders.
[bookmark: interpreting-document-status][bookmark: _Toc520467371][bookmark: _Toc520469681]Interpreting Document Status

· Payment: If there is a payment line, a check has been cut on the indicated date.
· Voucher: If there is a voucher line, but no payment line, the invoice has been keyed in. The voucher may be pending receipts or approvals. The "voucher date" which displays in Document Status screens is in the invoice date, not the date the voucher was keyed in.
· If neither voucher nor payment lines exist, the AP tech has not keyed in a payment based on the PO in question.
If the PO has not yet been dispatched, the vendor should not perform any work or deliver any goods. AP cannot process any invoices. Concerns regarding PO dispatch should be addressed to Purchasing.
If the requisition has been both approved and budget checked but is not sourced to a PO after a period of days, it has become “stuck in cyberspace” and the requester should contact the helpdesk.
[bookmark: interpreting-po-activity-summary]

[bookmark: _Toc520467372][bookmark: _Toc520469682]Interpreting PO Activity Summary
For POs with multiple lines which may be shipped in several shipments, billed on several invoices and paid with several checks over a period of time, the PO Activity Summary screen is the quickest way to tell what has been received and what has been paid.
To reach the screen, use the following navigation: Purchasing>Purchase Orders>Review PO Information>Activity Summary.
· The Receipt tab, Qty Received column shows how many of each item have been received.
· The Invoice tab, Quantity Invoiced column shows how many of each item we have paid for.
[bookmark: researching-with-queries][bookmark: _Toc520467373][bookmark: _Toc520469683]Researching with Queries
Some important queries that can assist in following up on invoices include:
· PCC_OPEN_ENC_NEW, the Open Encumbrance report. See How to Use the Open Encumbrance Query.
· IS_IT_PAID, query to review paid and unpaid vouchers. See Running the IS_IT_PAID query
[bookmark: vendor-files]


[bookmark: _Toc520469684]Vendor Files
The requester is responsible for selecting the correct vendor number when creating a requisition. This includes checking not only the vendor name but also the remittance address, and ensuring that if multiple vendor numbers exist for a given vendor name, the correct vendor number is chosen. In some cases, it may be necessary to create a new vendor file.
It is not sufficient merely to confirm that the vendor name is similar to the name on the invoice. Special care should be taken with vendors who have multiple files, such as Ricoh or Pitney Bowes, and vendors with similar names.
A mistake in vendor selection can easily lead to the wrong vendor being paid, lost checks, or payments credited incorrectly.
Vendor numbers beginning with SF must never be used to create requisitions. Those files are for students who receive refunds or financial aid awards. A separate file must be created if they are to be paid as a note-taker, art model, etc.
For questions regarding vendor files, please contact Purchasing.
[bookmark: payment-alternate-name][bookmark: _Toc520467375][bookmark: _Toc520469685]Payment Alternate Name
Please note that what prints on the check is not the "Vendor Name" field but the "Payment Alt Name" field. This may not be visible to requesters. To verify what name is used as the payment alternate name, contact Purchasing or your AP Specialist.
[bookmark: contracts]

[bookmark: _Toc520469686]Contracts
For contract thresholds and requirements, please see Administrative Procedure 6340 and Purchasing SOP 10. Questions regarding when a contract should be prepared should be addressed to John Hiebert at Purchasing.
Under current policy, only the following are allowed to execute contracts:
· Chancellor
· Vice Chancellor, Finance and Administration
· College Presidents, only for contracts up to $5,000. 
No other employees or managers are currently authorized to sign agreements on Peralta's behalf.
Contracts are routed through Purchasing, Finance, and Legal for review before execution.
No vendor may begin work until the contract has been executed and a Purchase Order has been dispatched. Once the contract is in place, work should be completed within the time period stated. Total payments for work under the contract should be within the Not to Exceed amount.
The requester and the manager approving the work are responsible for tracking total payments under each contract. If the vendor works beyond the coverage date of the contract, or amount billed exceeds the limit of the contract, an amendment is required.
Invoices for work performed within the terms of the contract can be paid in any fiscal period. For example, if a vendor completes work in June prior to the contract end date and within the terms of the contract, but does not invoice for that work until the next fiscal year, the invoice can be paid in the new fiscal year. Vendor invoices should contain sufficient detail to show when work was performed.
In such cases, the manager approving work on the contract is responsible for ensuring that the remaining balance of the prior-year PO is accrued as a liability.
[bookmark: travel-1]

[bookmark: _Toc520469687]Travel
All requisitions for expenditures relating to non-local travel must be accompanied by a Travel Authorization Form signed by the Chancellor.
Employees may request an advance up to 80% of their Not to Exceed amount (less registration or other costs payable directly to the conference, and less any payments made using district Cal Cards). Advance requests must be submitted no later than 15 days before the travel.
Registration should be paid separately to the conference. A new vendor file may be required in some cases. If so, the requester must arrange head of time for the vendor to complete the vendor applications.
Advances must be liquidated/finalized within 30 days of completion of travel. The traveler must submit the completed, signed travel form itemizing all expenses and attaching relevant receipts. Travelers who do not submit their final travel documentation within 30 days lose eligibility for future advances.
· Hotel receipts must be itemized
· No liquor expenses can be reimbursed
· Up to $50 in meals per day can be claimed without receipts
· Up to $25 in incidental costs per day can be claimed without receipts
· Only submit meal expenses incurred by the traveler themselves, not other diners
· If taking leave before/after a conference, only those days on which the employee is doing work for the district are reimbursable
· 60 miles round-trip is the threshold for differentiating local travel from non-local travel. All non-local travel requires a travel form.
For full information, please see Administrative Procedure 7400.
[bookmark: transportation-report][bookmark: _Toc520469688]Transportation Report
Employees authorized to use a personal vehicle in the performance of their assigned workday duties are eligible for reimbursement for mileage and parking fees incurred while on District business. All expense claims requested for reimbursement shall be substantiated and submitted on the District’s approved form. Employees receiving a monthly travel stipend shall not be eligible for mileage, tolls, and parking reimbursement of travel expenses for distances up to 30 miles one way or 60 miles round-trip
[bookmark: fiscal-year-closing]Transportation reports (mileage, bridge and parking expenses) are to be submitted to the AP Technician at the end of each calendar month. No accumulation. Reports should be submitted to AP for payment no later than the 15th day of the following month.
[bookmark: _Toc520469689]
Fiscal Year Closing

Prior to the end of the fiscal year, requesters should check outstanding orders, and managers should check their budgets, to make sure all transactions are complete. All requesters now have the ability to run the open encumbrance query PCC_OPEN_ENC_NEW. Do not use the older version of the open encumbrance query. Open encumbrances should be reviewed monthly or quarterly throughout the year, but are especially important as the end of the fiscal year approaches.
When researching open encumbrances, it is important to differentiate between funds left over after paying an order, and orders which have not been paid. It is equally important to differentiate between orders for which there is a valid liability in the closing fiscal year, and those which are not yet received, and which must be paid out of the fiscal year in which they are received.
It is imperative that all documents which are to be paid by AP out of the prior fiscal year’s budget period be received at Accounts Payable before the announced AP invoice cutoff.
[bookmark: ap-staff-contact-info]

[bookmark: _Toc520469690]AP Staff Contact Info


Nick Shere 
Phone: 10-466-7241 
Fax: 510-835-4078 
nshere@peralta.edu 

Earvin Robinson 
Phone: 510-466-7226 
Fax: 510-835-4078 
erobinson@peralta.edu 

Tina Du 
Phone: 510-587-7872 
Fax: 510-835-4078 
tdu@peralta.edu 

Kemal Idrisov 
Phone: 510-466-7253 
Fax: 510-835-4078 
kidrisov@peralta.edu

Amina Omer
Phone: 510-587-7853 
Fax: 510-835-4078 
aomer@peralta.edu 




[bookmark: _Toc520469691][bookmark: AdditionalDocumentation]Additional Documentation


How to Use the Open Encumbrance Query: 	

PCCD Object Code Guidelines:	 

Running the IS_IT_PAID query: 	

How to Use the Department Expense History Query: 	

[bookmark: _MON_1594211092]AP Process Overview for ONEPeralta: 	
PCCD Financial Management and Accounting Manual	Page 1  
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How to Use The Open Encumbrance Query


2018


What is an encumbrance?
Encumbrance refers to the funds from your budget which are encumbered
on each PO distribution line. The amount encumbered is the amount you
enter for that line on your requisition, plus the taxes for that line, if your
order is taxable. When Accounts Payable generates a voucher for that PO
line, it takes funds from the encumbrance. If you split-code, there may be
multiple distribution lines (budgets) on each PO line, as well as multiple PO
lines on each PO.
What does the open encumbrance query show?
The open encumbrance query shows those lines that have funds remaining
encumbered on them. This may mean that those lines have not been paid, or
that they have been paid but funds remain encumbered. There are several
reasons why this may happen.
Why is this important?
Because you don’t want to lose your funds at the end of the year, and you
don’t want to receive items after the end of the fiscal year and have to pay
for them with next year’s money.
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Some tips


• Always read email fromyourAPSpecialist! If we’ve been emailing
you about a problem on your PO since April, don’t be surprised if it’s
still encumbered in June.


• Be proactive. You want to be tracking your encumbrances throughout
the year, andmaintaining spreadsheets for all your open accounts. That
way, you won’t get nasty surprises at the end of the year.


• If you have questions, ask. Make sure to stay in communication
with your business office, your buyer, and your AP Specialist. If you’re
not sure, don’t assume. Even if we’re busy, it’s better to get folks the
right information than find out later that people didn’t know what they
needed to do.


• Make sure your items are received. Remember, if your items are
delivered (or services are performed) after 6/30, you will need to pay
for them on a new req with new fiscal year money.


• Be aware of deadlines. Purchasing sets PO cutoffs, campuses set
internal deadlines, and AP also has a last day to receive documents. If
you miss deadlines, you may end up having to pay for things with next
year’s money.


• Be careful when creating reqs during the fiscal year
changeover. You want to make sure that your accounting and
budget dates match, and that they are correct for the expense you’re
paying. Otherwise, your PO may have to be canceled and recreated.


• Remember that the open encumbrance only shows PO encum-
brances. If you have funds that are stuck on a req that hasn’t been
approved or sourced, they won’t show up on the open encumbrance
query.


• Beware double-payments. Just because an amount shows up on the
open encumbrance report, does not mean there’s a real liability. If the
req is a duplicate, goods were returned, etc., then we may not actually
owe that money to the vendor.
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Updates for ONEPeralta


What’s the same:


• The navigation for the Query Viewer should be the same: Reporting
Tools > Query > Query Viewer


• The information reported by the query will stay the same


What’s new:


Because of changes to the AP process, invoices will now be entered into the
system as vouchers before they are ready to be paid. This is a significant
change because it means that some vouchered items will come off of your open
encumbrance query and show as "expense" in your budget even though we
have not yet issued a payment to the vendor.
Here are the conditions under which items have been vouchered but we have
not yet issued a payment:


• Budget errors: Invoice exceeds funds encumbered on the PO
• Match exceptions: Warehouse has not marked in some items, or invoiced


quantity exceeds received quantity
• Pending approval: The approvers designated for the cost center have


not yet approved the voucher
• Payment is on "Hold" from processing: (Not hold for pickup.) The AP


Specialist has identified problems with the transaction and placed the
voucher on hold to prevent a check from cutting.


• Incomplete voucher: The AP Specialist was unable to save the voucher.
(Usually because there is no active PO.)
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New Query: IS_IT_PAID


Figure 1: Query IS_IT_PAID


We have set up a new query, IS_IT_PAID, to help end users search for
invoices in the system and determine where they are in the payment process.
This can be used to search for a specific payment, or to review vouchers
that are stuck in one of the statuses that will prevent a payment from being
generated.
Please run this query in conjunction with the open encumbrance query to
identify vouchers with some issues that need to be resolved.


Condition Search
Budget errors: Budget Status: Error in Budget Check
Match exceptions Match Status: Match Exceptions Exist
Approval status Approval Status: Pending
Payment on "Hold" Held from Process: Check the box
Incomplete voucher Incomplete Vouchers: Incomplete Voucher


Search for each criterion one at a time. If you combine the criteria,
you will only find vouchers that meet all the criteria. Any one of the
criteria will prevent a check from cutting.
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If your AP Specialist is aware of budget errors or missing documentation, they
will contact the requester to notify them. However, AP will not necessarily
know whether there are match exceptions because items simply have not
been delivered yet, or because the end user received the items directly from
the vendor and has not notified the warehouse yet.
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1 Running the open encumbrance query


Accessing Query Viewer in PROMT/PeopleSoft


Query Viewer is location under "Reporting Tools." If you can’t see the Re-
porting Tools or Query folders, you may need to request access.


Figure 2: Accessing the Query Viewer in PROMT/PeopleSoft
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Finding the open encumbrance query


The open encumbrance query is named PCC_OPEN_ENC_NEW. This version
should be used in place of the original PCC_OPEN_ENC, which will return
inaccurate results under some circumstances and does not provide as much
detail.
If you cannot locate the query by searching for it, you may not have access to
the tables used by the query. You can either request access, or you can ask
your business office to run the query. (Business offices should be running
and distributing the query throughout the year.)


Figure 3: Finding the open encumbrance query


You may want to add the query to your favorites list for later use.


Running the query


You can choose to run the query either "to HTML" or "to Excel." If you choose
"to HTML", the output will be displayed in your web browser, but you can
still choose to download an Excel or CSV file from there.
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Completing query prompts


The query will prompt you for certain values. In this case, I have filled out
the values to find all encumbrances for BCC. The query can also be run for
the whole district, or for one department.
The date range should always be from 7/1 to 6/30 of each fiscal year.


Figure 4: Completing query prompts
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Filtering in Excel


You may need to adjust the column sizing. I also suggest setting the header
column at a 90-degree angle, since some of the columns will have very narrow
data, often just one character. You will probably want to autofilter the first
row, so that you can narrow easily sort or narrow down the results.


Figure 5: Filtering in Excel
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2 Differences Between PCC_OPEN_ENC_NEW and
previous versions


Behind the Scenes


The old open encumbrance query was unreliable for some POs because it
linked PO distribution lines to commitment control transaction lines. This
worked in many cases, but there isn’t always a 1:1 relationship between PO
and commitment control transaction, so for some POs, wrong encumbrance
amounts would be returned.
IT was able to help us use other records in the system that can be joined
accurately, so results will be more reliable.


Column Order


The order of columns in _NEW is changed, mostly to make it easier to differen-
tiate different kinds of PO and surface information that will help give clues
as to how best to research them. For example, "Origin" is moved near the
beginning of the document for greater visibility, to help differentiate between
open accounts, pay-tos, and regular POs.
The columns are now grouped by scope, according to whether they pertain
to the whole PO, the line, or the distribution. This should make it easier to
interpret the data.


Added Columns


_NEW adds several columns, including:
• Schedule Number
• Distribution Line
• Orig. PO Line Amt
• Distributed Received Qty
• Distributed PO Quantity
• Max Recv Date


By including original vs. current encumbrance and ordered vs. received
quantity for each line, this version of the query should make it quicker and
easier to interpret your data.
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Budget Coding


_NEW displays columns for individual budget field, as well as a field that
combines the entire budget string into one field. The combined budget string
is more readable, and takes up less screen space in excel. I would recommend
hiding the other fields unless you need to filter or sort by them.


Figure 6: Budget Coding
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3 Interpreting the Data


PO vs. PO Lines


We normally talk about a given order in terms of "the req" or "the PO." But
PeopleSoft mostly thinks of it in terms of lines. POs are made up of PO
lines; PO lines are made up of schedule lines; schedule lines are made up of
distribution lines.
Some of the data returned by the open encumbrance query relates to the
whole PO, while some of it relates only to the specific PO line or distribution
line. It is important to understand the difference, because it changes how
you will research and follow up on open encumbrances.
Most POs in the district have just one budget per line, but some POs may
have two or three (or more) -- and they may not be the same for every line. If
your POs have multiple budget distributions per line, then the query will
return the current encumbered amount for each distribution on each line.


Quantity


Note that for both the ordered and received quantities, this query will return
the distributed amount. If your PO is only coded to one budget, this won’t
matter. But, if you split code, the quantity will be split as well.
For example, if you order a quantity of 3, but you have a 50/50 budget split,
each distribution line will show a quantity of 1.5 ordered and 1.5 received.
If you order 10 items with a 70%/30% split, then one distribution line will
show a quantity of seven, and the other will show a quantity of 3.
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Column definitions


Column Scope Description
PO No. Whole


PO
PO ID number


PO Date Whole
PO


PO Date (Note: field may be modified
by buyer)


Status Whole
PO


PO Status (Should be "Dispatched")


Vendor Whole
PO


Vendor ID Number


Name Whole
PO


Vendor Name (Name 1 in the vendor
file)


Buyer Whole
PO


Buyer (May be switched vs. req buyer
choice)


PO Origin Whole
PO


Origin (type) of the PO, e.g. DOA


Receipt Status Whole
PO


If the whole PO is fully/partially/not
rec’d


Line PO Line Line number
Line Description PO Line Item description entered by


requester/buyer
Schedule Number Sched.


Ln
Schedule line number (Should always
be 1)


Ship To Sched.
Ln


Ship-to location. Determines
tax/non-tax status


Distribution Line Dist. Ln Distribution line number
Open Encumbrance
Amount


Dist. Ln Amount still encumbered on the dist.
line


Original PO Line
Amt


Dist. Ln Initial amount on the dist. line


Budget Coding Dist. Ln The budget from which funds were
encumbered


Distributed Received
Qty


Dist. Ln Qty marked in by warehouse times
budget split


Distributed PO
Quantity


Dist. Ln Qty ordered times budget split


Max Recv Date Dist. Ln The date of the latest line receipt.
Req ID Whole


Req
Req ID number


Req Origin Whole
Req


Origin of the req. (May not match PO
origin)


Entered By Whole
Req


User name who entered req.
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Column Scope Description
Approved By Whole


Req
The second approver of the req


Entered on Whole
Req


The date the req was first saved


Date of Approval Whole
Req


The date the req received its second
approval
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Origin


In order to follow up effectively on your open encumbrances, you first need to
know what type of order each encumbrance belongs to. The origin should
convey this information, but it may not always be correct.
The first letter of the origin indicates the location: D(istrict), College of
(A)lameda, L(aney), M(erritt), and either V(ista) or B(erkeley City College).
Most of BCC’s origins start with a V, because they predate the name change
from Vista.
The second two letters of the origin indicate the type of order:
PO Regular PO. The req is itemized, and Purchasing faxes the order to the


vendor after it is approved.
OA Open Accounts. A certain amount is encumbered in advance for ongoing


services or goods orders.
IN Pay-tos/Verbal orders. The req is created after the invoice is received,


and pays specific invoice(s)
TV Travel
PC Petty Cash
Some examples: an APO is a regular PO order from Alameda, a DIN is a
pay-to from the district office, a VTV is a Berkeley City College travel and a
BOA is a Berkeley City College open account.
The origin field is not 100% reliable, because users do not always choose the
correct origin, and sometimes the system randomly re-assigns the origin for
unknown reasons.


Regular POs


Regular POs are paid based only on receipts. If the item is shipped through
the warehouse, it will be updated by warehouse staff. If the item is delivered
to the campus, the requesting department is responsible for notifying
the warehouse. Items not received by 6/30 cannot be paid from the prior
fiscal year.
Regular POs may have several lines. Each line is received, invoiced, and
paid separately. If some items have not been marked in, AP will not be able
to pay an invoice on which those items appear.


Open Accounts


Open accounts are paid based on signed invoices received from the business
office. The requester is responsible for tracking the remaining balance and
notifying Accounts Payable when the last payment can be finalized.
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Open accounts may have multiple lines -- for example, to divide taxable
and non-taxable invoice items, or to differentiate projects. The lines are
encumbered separately. You may have money remaining on one and not be
able to use it to cover expenses that belong to another.


Pay-Tos


Pay-tos are paid based on signed invoices received from the business office.
Normally, all pay-tos should be final payments.


Travels


Travels may behave like either pay-tos or open accounts, depending on the
order in which the req(s) were produced. If the traveler needs an advance,
then the whole not to exceed amount should be encumbered at the beginning,
so that both the advance and the final payments can be cut from the same
PO. If the traveler does not require an advance, then usually there is just
one, final payment. (However, you should always encumber the full amount
before the trip starts, even if the traveler will not be paid until their return.)
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Example: Regular PO, not received


This is a regular PO, with no receipts on the PO.
The items were not received (or not marked in) and cannot be paid.
If the items are not received, there are two likely causes:


• The vendor did not ship the item, or the warehouse has received it
recently but not yet marked it in


• The item was delivered to the campus, but campus staff did not notify
the warehouse


Remember that only perishable or hazardous materials, equipment requiring
installation, and orders on Just in Time open accounts should be shipped
to the campus. All normal goods on regular POs should be shipped to the
warehouse.


Figure 7: Example: Regular PO, not received


17







Example: Regular PO, partially received


The Receipt Status is "PO Partially received." This means that we have
received some, but not all, of the items we ordered. Every line will show "PO
Partially Received," even though some lines may be received in full.
To determine whether the line is fully received, compare the Distributed
Received Qty column to the Distributed PO Quantity column. If they
are the same, then that line has been fully received.
In this case, we can see five lines have been fully received. Of those, one has
already been almost totally paid -- the remaining encumbrance is probably
due to a minor pricing discrepancy. The others still need to be paid. Three
lines show no receipts, and cannot be paid. One line shows we have received
some but not all of the quantity ordered; we can pay for only the quantity
received.
When researching an order with partial receipts and partial payments, use
the PO Activity Summary screen to compare receipted with invoiced quantity
and determine whether all quantity have been invoiced or whether some
quantity on the line still need to be paid.
Note: Don’t forget that items received after 6/30 must be paid out of the new
fiscal year.


Figure 8: Example: Regular PO, partially received
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Example: Regular PO, fully received


This PO is fully received. Only lines 2 and 4 from the PO are returned in the
query, which means that any other lines on the PO have either been paid or
canceled, and no encumbrance remains on them.


Figure 9: Example: Regular PO, fully received


The first line shows that only $1.50 is still encumbered out of the original
$60.17, so most likely all quantity have been paid for already. If that is the
case, you can email your AP Specialist the PO and line number and request
that the last voucher be finalized to liquidate what’s remaining.
The second line shows no payments have been made, even though all quantity
is received. When researching this line, the main questions are:


• Does AP have the invoice?
• Are there any problems or discrepancies preventing payment?
• Was the order received after 6/30?
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Example: Open Account


With an open account, the requester is responsible for tracking ongoing
payments and notifying AP when each line of the open account can be paid
as a final or finalized after the fact.
When reviewing remaining open account encumbrances, you need to deter-
mine whether there are any pending payments that need to be forwarded to
AP before closing out the PO. If there are no more payments to be made in
the fiscal year, then email the AP Specialist the last voucher number paid on
the encumbered line and request that they finalize it.


Figure 10: Example: Open Account
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Example: Pay-To


Each pay-to line should be based on one or more actual invoice lines, so once
it is paid there should be no remaining encumbrance. However, sometimes
there is, due to a minor error on the requisition, a slight difference in how
the vendor calculated sales tax, etc.


Figure 11: Example: Pay-To


Partial payment status of a VIN almost always means that you can ask the
AP Specialist to finalize it. However, if the remaining encumbered amount
is significant, you may want to investigate further.
If no payments have been made, then it probably means the AP Specialist
did not receive the documentation. (Or else it is in progress.) To follow up,
determine when the paperwork was submitted from the business office
to AP. If more than a week or two has passed from that date and you haven’t
received any follow-up emails from the AP tech, there’s a good chance that
the paperwork did not arrive at AP, and you may have to resubmit it.
But make sure of this before resubmitting -- in most cases, the documentation
actually did not leave the campus as soon as you think.
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4 Researching in PROMT/PeopleSoft


The data provided by the open encumbrance query is just a starting point.
To know what the status of the order is and what next steps you need to take,
you will need to investigate further.
It is important to note that you should in most cases search by PO number,
not requisition number. There are two reasons for this:


• Some critical screens can only be searched with the PO.
• If any change orders or other modifications have been made, the requi-


sition will be out of date, and you’ll get bad information from it.
Additionally, this will make it easier to request information from your buyer,
your AP tech, and the vendor, all of whom work with the PO number rather
than the requisition number.
So, it’s a good idea to keep track of the PO numbers as well as the req numbers
in your filing system, spreadsheets, or notes.
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PO Activity Summary


PO Activity Summary is the most important screen to know for researching
open encumbrances. You can find it under Review PO Information.


Figure 12: PO Activity Summary


PO Activity Summary Details


When you first search PO Activity Summary, you will see the details tab.
this shows the short item description, quantity, and total dollar amount for
each line.
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Figure 13: PO Activity Summary Details


PO Activity Receipt


The receipt tab shows, for each line, what quantity have been received, and
quantity remain "open," meaning that they have not yet been marked in. It
also shows the corresponding "open" amount.
This screen is important for researching open encumbrances that show par-
tial receipt status. If the open amount is similar to the remaining encum-
brance, then the reason for the open encumbrance is probably that the items
are not marked in.
Note: all amounts that appear on the activity summary screen are pre-tax.
If the PO is non-taxable, the line encumbrance should equal the line "open"
amount. If the PO is taxable, than the total encumbrance for the line will
be the "open" amount plus the corresponding amount of tax. (e.g., in 2016,
multiply the open amount shown in PO Activity by 1.095 to get the total open
encumbrance.)


If a line is fully received, the quantity received will match the ordered quan-
tity from the previous tab, and "Open Quantity" will be zero. If some items
have not been received, the open quantity will reflect that. Depending on how
the vendor ships, lines may be received all at once or in several shipments.
Youmay need to determine whether certain items were received in the correct
fiscal year or not. To do this, first click on the scroll icon at the end of the
line.
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Figure 14: PO Activity Receipt


This will bring you to a screen which lists receipts on that line. There may
be several; in this case, there is just one. Click on the receipt number to
proceed to the receipt inquiry screen.


The receipt screen will show you the items that were delivered on this receipt.
To find out when they were received, click Header Details.
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PO Activity Summary Invoice


The invoice tab of the PO Activity Summary screen shows how much has
been vouchered by Accounts Payable for each of the lines.
If the amount AP paid is equal to or greater than the original order amount,
then the line will show 0.000 remaining on that line. If AP vouchered less
than the full amount, the unspent amount will be listed in the "Un-invoiced"
column. This amount does not change based on whether or not AP has
finalized the voucher, so an amount may show here that does not appear on
the open encumbrance query.
By comparing the Un-invoiced amount to the Un-invoiced quantity and to
the information on the other tabs, you can determine whether there are still
items yet to be paid for, and whether those items also still need to be received.
If items have been received for a long time, but they are not yet invoiced, you
may need to contact Accounts Payable to make sure they actually received
an invoice. Some vendors send their invoices to campus staff, and they are
not always forwarded to AP. There may also be problems preventing AP from
issuing payment on certain items.
You may need to find out what voucher numbers paid a given item -- for
example, you may want to ask the AP Specialist to finalize the last voucher
to liquidate the encumbrance. Or you may want to find out additional infor-
mation about the payment history.
To do this, click on the icon at the end of the line, showing a stylized check
and envelope.


Figure 15: PO Activity Summary Invoice


27







On the following screen, click the desired voucher number. There may be
several. For purposes of finalization, you want the latest voucher (the highest
number).


This will bring up the voucher inquiry screen. This is a very long screen
allowing searching by many conditions. I’m only going to reproduce the
results, which are at the bottom. (When clicking through from Activity
Summary, the results will populate automatically.)
On the first tab ("Voucher Details"), you will see the invoice number and
invoice date. If the AP tech paid multiple invoices together, they will usually
list some summary information about the invoices along with the earliest
invoice date.
To get information about the check, click the icon in the Payment Information
column.


You won’t normally need this info to research open encumbrances, but it
can be very helpful in cases where you’re trying to determine when certain
specific items on a complex PO were paid.
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Using PO Activity Summary with Open Accounts


The previous example was for a regular PO. The Activity Summary screen
is also extremely useful for checking the balance of open accounts. With
open accounts, the "Quantity Invoiced" will usually represent the number of
payments made, and the "Un-invoiced Amount" will represent what is left to
be spent.
Remember, if your open account includes taxable lines, only the base taxable
amount, and not the tax itself, will be shown as "Invoiced" here. Also, this
screen will not include miscellaneous or freight charges unless you itemized
them on the PO.


Figure 16: Using PO Activity Summary with Open Accounts
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PO Document Status


PO Document Status lists all documents related to the PO in the system.
You are probably already familiar with either this screen or the requisition
document status screen.
Document status screens are the most commonly used way of following up
on an order, but, for complex regular POs and open accounts, they are not as
effective as PO Activity Summary.
What document status screens are excellent for is quickly checking the dates
of receipts and the dates of payments. In the example below, you can see
that most of the receipts on this PO are in June, and thus belong to the same
fiscal year as this PO. However, you can see that there are also two receipts
in July and August. These receipts belong to the new fiscal year. The end
user will have to create a new requisition to pay them.
Note: The date that appears next to Voucher numbers is not the date the
voucher was created; it is the date of the invoice. The payment date, on the
other hand, is correct, but the number is not the actual check number. To find
the check number, you would need to click on the payment ID link and look
for the payment reference number, which is warrant number that prints on
the check itself.
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Figure 17: PO Document Status
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PO Accounting Entries


In some cases, you may find it useful to research using the PO Accounting
Entries screen. This screen is a little bit more esoteric, and throws a lot of
information at you, in the opposite of what would be the useful order. You
want to start on the right.


Figure 18: PO Accounting Entries


What these amounts show is the process of encumbering and disencumbering
the amounts on each of the lines. The positive amounts show the dollars
that are taken from the requisition pre-encumbrance and placed on the PO.
The negative amounts are the dollars that are taken from the PO and put on
the voucher, and which will show in your budget as expense.
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By taking the sum of all positive and negative amounts, you will get the
balance of the PO. This is useful if you need to check what is left on a single
PO without running the open encumbrance report.
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Purpose


The purpose of this document is to provide general guidance to users on
appropriate object code use for the procurement of goods or services. These
guidelines apply to all district funds and are intended to cover most common
purchases. It is not intended to be all-inclusive. Additionally, this is a
dynamic document to be updated, revised and reviewed continuously. Please
forward all comments, recommendations and suggestions to the Finance
Department.
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4000 – BOOKS, SUPPLIES AND SOFTWARE


4101 – Classroom Books


Classroom instructional textbooks for use by students and instructors.
Examples: Printed textbooks, manuals, and instructor editions.


4103 – Office Professional Reference/Dictionary


Informational reference books for use by faculty and staff.
Examples: Legal reference books, state reporting books, and other instruc-
tional books not directly used in the classroom.


4301 – Instructional Classroom Materials


Classroom instructional materials may be printed or appear in some other
form and may consist of technology-based materials and other educational
materials. The cost includes all consumable materials. Use 4301 only for
supplies and materials to be used directly for instructing students.
For instructional equipment use object code 6402. To distinguish between
supplies and equipment, refer to the California Community Colleges Budget
and Accounting Manual, 2012 Edition, Appendix D.


4303 – Subs Periodicals - Other


Individual prints or annual subscriptions of newspapers, magazines and
other print and non-print (electronic) periodicals used in connection with
district business. Titles and term dates of the subscription must be included
on the requisition. For Library Periodicals use object code 6303.
Examples: Magazines, newspapers, and newsletters.


4304 – Supplies


Items or supplies intended for use by faculty and staff which last less than a
year or which would be replaced rather than being repaired.
To distinguish between supplies and equipment, refer to the California Com-
munity Colleges Budget and Accounting Manual, 2012 Edition, Appendix
D.


2







Examples: Office and logistical-support supplies, calculators, most fax ma-
chines and most small printers, water, ink and toner, paper.


4305 – Fuel (Gasoline/Petroleum)


Gas purchases for district vehicles.


4306 – Computer Software/ Site License – Classroom


Computer programs to be stored and maintained by the campuses. Titles
must be listed on requisition. Intended use and technical language must be
described in Notes section of requisition.
Use this code when purchasing a software license. Not for fees paid to use
an online service or for a software maintenance agreement. See Appendix A.
If there are no physically deliverable items (and the order does not renew a
license for which there were previous physically delivered items), then the
order is non-taxable.
For a regular PO that includes items delivered electronically, the requester
or end user must notify the warehouse upon receipt.
Examples: Photo-editing, accounting, anti-virus software and instructional
software.


4307 – Computer Software/ Site License – Admin


Computer programs to be stored and maintained by the District. Titles
must be listed on requisition. Intended use and technical language must be
described in Notes section of requisition.
Use this code when purchasing a software license. Not for fees paid to use
an online service or for a software maintenance agreement. See Appendix A.
If there are no physically deliverable items (and the order does not renew a
license for which there were previous physically delivered items), then the
order is non-taxable.
For a regular PO that includes items delivered electronically, the requester
or end user must notify the warehouse upon receipt.
Examples: Photo-editing, accounting, anti-virus software and instructional
software.
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5000 – CONTRACTS, SERVICES AND UTILI-
TIES


5000-series object codes include most services, and services may
require contracts to be signed before the vendor is authorized to
work and before AP can issue payments. To determine if your
order requires a contract, see district contract procedures includ-
ing current Purchasing SOP10 and the pending Master Services
Agreement procedure documentation.


5102 – Guest Speakers, Lecturers


5105 – Consultant/Independent Contractor


An individual or firm contracted to perform services for which they possess
unique skills and qualifications but whose working conditions and methods
are not controlled by the district. Typically, services are rendered for a
specific job. Individual or employees of the firm are not employee(s) of the
district. Refer to district contract procedures.
In some cases, contractors may be paid under other object codes which are
descriptive of the work performed.
Examples: Developers, field specialists, evaluators and organizers.


5106 – Events/programs – Outside Product


General services for administrative or instructional purposes provided by an
outside vendor not already described under another object code.
Examples: Food, performers, balloons


5107 – Election Cost


Expenditures charged by the County Registrar of Voters for election costs
associated with the election of District Board of Trustee members.


5110 – Instructor events/personal services


Services provided for classroom instruction, such as art modeling.
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5202 – Travel Non-Local


Conference, related travel, meal, and refreshment expenses for district em-
ployees.
Non-local travel applies to any travel greater than 60 miles round trip. For
non-local employee travel, a travel form is always required.
The travel form (Form 7400) can be downloaded from the AP page:
http://web.peralta.edu/business/accounts-payable/
The District Administrative Procedure governing travel (AP 7400) can be
downloaded from the Board of Trustees page: http://web.peralta.edu/trustees/bps-
aps/
Examples: Conferences, refreshments for department meetings, and air
flights.


5203 – Travel Local


Mileage expenses incurred with personal vehicle while district employees
are on district business.
Local travel applies to mileage less than 60 miles round trip. Employees
receiving a travel stipend are not eligible for local mileage reimbursement.
If mileage, parking, and tolls are the only expenses, use the Mileage Re-
imbursement form instead of the travel form. The mileage form can be
downloaded from the AP page: http://web.peralta.edu/business/accounts-
payable/
A travel form (Form 7400) is required if attending a conference, etc. with
registration or other travel costs beyond mileage, even if the destination
within 60 miles round trip.
Examples: Mileage to district meetings, off-site meetings, and site-to-site
visits.


5204 – Student Transportation


Expenses incurred by the district for transporting student to and from a
district sponsored activity, other than athletics. For Athletic transportation
use object code 5708. Not for advances and reimbursements to students.
Contract may be required, depending on amount.
Examples: Charter bus rental
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5205 – Registration


Registration fees for employees attending conferences, trainings, etc.
Where possible, the registration should be paid directly to the conference
rather than as a reimbursement to the traveler.
Registration fees for webinars/training occurring at the employee’s job site
are coded to 5205, but a travel form is not required. If the registration or
training takes place elsewhere, then Part 1 of Form 7400 must be completed
and fully signed off.


5206 – Internal training/Staff development


Examples: On-site training materials and courses, Flex Day presenters, Flex
Day food vendors, tuition for staff attending classes at other institutions.


5207 – Student travel non-local (Tentative)


5208 – Student travel local (Tentative)


5209 – Student travel registration Tentative)


5301 – Dues and Memberships


Expenditures include fees for district membership in any authorized society,
association, or organization and for membership fees of the governing board,
its members, or its employees who are required to join a society, association,
or organization because of their position or employment responsibilities.
Examples: Institutional and individual memberships.


5501 – Garbage and Trash


Common non-hazardous solid waste disposal utility.
Example: Waste Management.


5502 – Gas


Natural gas utility.
Example: PG&E.
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5503 – Light and Power (Electricity)


Electric utility.
Example: PG&E.


5504 – Sewer Use


Sewer and wastewater charges.


5505 – Telephone Services


Landline and cellular utilities.
Examples: Telephone, cell phone, data, and fax lines.


5506 – Main Water System


Water utility charges. For Wastewater, use object code 5504.
Example: EBMUD.


5507 – Pest Control


Services for the inspection and control of pest and vermin. Contract may be
required, especially for specific jobs.
Examples: Mouse, bat, and insect control.


5602 – Facility/Building Leases – Annual


Annual lease agreements for any property. Terms of lease must be included
on requisition and in compliance with all appropriate Education Codes.
Contract required.


5603 – Facility/Building Leases - Monthly


Expenditures as payment for monthly lease of land, athletic fields, and
buildings. Amounts expended for lease purchase agreements are recorded
within object code ___.
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Lease agreements for property excluding vehicles. Terms of rental must be
in compliance with all appropriate Education Codes. Contract required.


5604 – Equipment Leases


Expenditures as payment for lease of equipment. Amounts expended for
lease purchase agreements are recorded within object code 6000. Lease
agreements for property excluding vehicles.


5605 – Equipment Rental – Month to Month


Expenditures as payment for monthly rental of equipment. Amounts ex-
pended for rental purchase agreements are recorded within object code 6000.
Rental agreements for property excluding vehicles.


5607 – Copier rental


Expenditures as payment for lease of equipment. Amounts expended for
lease purchase agreements are recorded within object code 6000. Lease
agreements copiers.


5701 – Athletic Meals and Lodging


Costs for employee and student athletic travel. Advanced to the employee
before trips at 100%.


5702 – Graduation expenses


Costs associated with graduation events. Exempt from the year-end cutoff
for new requisition creation.


5704 – Health Services


Nurses, expenses related to providing health services to students.


5865 – Publishing/Doc publications


Typically major print jobs, such as printing course schedules.
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5866 – Testing license and material


Testing materials and licenses to administer tests. May include software or
online testing platforms.


5867 – Postage


Expenditures for sorting, handling, shipping and postage of mail and docu-
ments.
Examples: USPS postage, UPS freight, and bulk mailings.


5881 – Building, Repairs Maintenance & Services –


Expenditures for payments to independent vendors for repairs and main-
tenance to buildings that do not extend the usefulness of the buildings.
Contract may be required.
May also be used for purchase of parts used for Peralta staff to perform
repairs.


5882 – Equipment Repairs Maintenance & Services -


Expenditures for payments to independent vendors for repairs and main-
tenance to equipment that do not extend the usefulness of the equipment.
Contract may be required.
May also be used for purchase of parts used for Peralta staff to perform
repairs.


5883 – Net Internet Fees and Subs.


Expenditures for payments to firms providing internet access and on-line
services.
Not for purchase of software licenses or for maintenance agreements for
purchased software. Compare with codes 4306, 4307, 5891, 6302, 6306, 6401
and use the most accurate and specific code.
Examples: Internet-based services, online databases.
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5884 – Laundry Services


Laundry and uniform cleaning services.
Examples: College police, custodial, maintenance, and food service uniform
cleaning.


5885 – Misc. Operational Exp.


Expenses and fees for services not encompassed under other object codes.
Includes food, travel costs for employment candidates; awards and non-
promotional giveaways; professional certification fees; license and permit
fees; and government fees.
Wherever possible, use a more specific object code instead of 5885.


5886 – Program TV License


Licensing expenses for district television and radio programs and stage
performances.


5887 – Advertising/Radio/TV


Radio or television promotion of the district or schools. Requisition should
specify what is being advertised. Some ad vendors may require payment in
advance.


5888 – Advertising Print/Ads


Print promotion of the district or schools. Requisition should specify what is
being advertised. Some ad vendors may require payment in advance.
Object code 5888 may also be used for advertising bids, etc. by Purchasing
or General Services.


5889 – Grounds maintenance


Expenditures for payments to independent vendors for repairs and mainte-
nance for grounds. Contract may be required.
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5890 – Service Contract – Equipment


Maintenance agreements for the inspection, monitoring, and repair of office
and logistical support equipment.
Examples: Copiers and printers.


5891 – Service Contract – Software – DP


Maintenance agreements for the inspection, monitoring, and repair of soft-
ware systems. See Appendix A.
Examples: Software, databases


5892 – Service Contract – Hardware – DP


Maintenance agreements for the inspection, monitoring, and maintenance
of IT hardware.
Examples: Servers, networking equipment


5895 – Indirect Cost


For all grants where indirect costs are applicable, those will be charged to
5895, based on the grant agreement language.


6000 – CAPITAL ASSETS


6110 – Land/Sites Purchase


Expenses associated with procurement of new site property through a lease-
to-purchase agreement.
Examples: Land leases-to-purchase.


6120 – Site Improvement


Expenses for the improvement of new sites or existing land, infrastructure,
sidewalks, and landscaping. Contract required. Bid threshold is $15,000.
Examples: Landscaping, grading, sidewalks, roadways, retaining walls,
sewers, and storm drains.
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6201 – New Building Construction


Expenses associated with the construction or acquisition of new buildings.
Costs of construction include, but are not limited to, advertising; architec-
tural and engineering fees; blueprinting and inspection services; demolition
work in connection with construction of new buildings; tests and examina-
tions; installation of plumbing, electrical, sprinkling, or warning devices;
and installation of built-in fixtures, such as heating and ventilating and their
attachments. Board approval must be included on requisition. Contract
required. Bid threshold is $15,000.
Examples: New building construction.


6206 – Building Improvement


Expenses for the improvement, remodel, or renovation of existing buildings.
Examples: Permanent changes and additions to buildings.


6301 – College Library Books


Books acquired for library collection.


6302 – Library Software


Software acquired for library collection. Not for subscriptions to web services
(object code 5883). See Appendix A.


6303 – College Library Periodicals


Periodicals acquired for library collection.


6304 – College Library Audio and Video


Audio and video media acquired for library collection.


6306 – Library Databases


Databases acquired for library collection. See Appendix A.
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6401 – Software


Purchase of higher-value or longer-term software licenses, compared to object
codes 4306 and 4307. See Appendix A.


6402 – Instructional Equipment and Furniture


Expenditures for the purchase of tangible instructional equipment or furni-
ture. The equipment or furniture must be used directly for instruction.
Maintenance and repairs should be coded to 5XXX.
Computer equipment should be coded to 6406 or 6407.
To distinguish supplies from equipment, refer to the California Community
Colleges Budget and Accounting Manual, 2012 Edition, Appendix D.


6403 – Non-Instructional Equipment and Furniture


Expenditures for the purchase of tangible non-instructional equipment or
furniture.
Maintenance and repairs should be coded to 5XXX.
Computer equipment should be coded to 6406 or 6407.
To distinguish supplies from equipment, refer to the California Community
Colleges Budget and Accounting Manual, 2012 Edition, Appendix D.


6406 – Laptop computers


Purchase of laptop computers and tablets.


6407 – Computers, printers, servers, other peripherals


Desktop computers and peripherals which are considered equipment rather
than supplies.
To distinguish supplies from equipment, refer to the California Community
Colleges Budget and Accounting Manual, 2012 Edition, Appendix D.
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7000 – OTHER OUTGOING


7610 – Bus Vouchers (Tickets)


Expenditures paid to/for students for non-cash assistance such as bus tickets.


7620 – Child Care Vouchers or Child Care


Expenditures paid to/for students for non-cash assistance such as child care.


7630 – Book Vouchers


Expenditures paid to/for students for non-cash assistance such as book vouch-
ers.
When purchasing specific books for students, we need an itemized invoice
including taxes. If students are being issued bookstore gift cards, the order
is treated as non-taxable.


7640 – Supply Vouchers (Surv Kits)


Expenditures paid to/for students for non-cash assistance such as supplies.


7650 – Meals for students


Meals, food, or grocery items purchased for students only. Cannot be used
for a catered event where staff and students both have meals, unless you
specifically identify what portion of the amount paid is for direct student aid.
This needs to be clear on the invoice from the vendor.


9000 – BALANCE SHEET


9510


9510 is used with prior-year liability invoices. Invoices are submitted for
finance and if approved, a journal entry is created to charge those amounts to
the respective prior budgets. Finance will advise the end users what coding
string to use with object code 9510 when creating requisitions in the new
fiscal year to process those invoices.
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9220


This object code is not used by requesters, but is used by accounts payable
to identify funds which are expended in the prior fiscal year for goods or
services to be delivered wholly or partly in coming fiscal years. Prepays
may be done on a prorated basis based on the portion of the payment which
belongs to each year.
When an invoice is identified as a prepay, AP will change the coding on the
voucher to prepay coding, and the prior year funds that were encumbered on
the PO will go back to the budget. The prepay will eventually be charged to
the new year budget.


9517


9517 is used to reissue staledated AP checks. If an AP check has gone stale
after 6 months, the funds are transfered to the escheatment account. They
can then be reissued from the escheatment account by AP.


Appendix A: Software and Hardware Object
Codes


Software


When identifying what code to use for software or internet/online services, it
is necessary to know whether Peralta will own a license to a piece of software
or whether we are paying to use/access a service. In the latter case, use 5883.


Object
Code Description Usage
4306 Computer


software/site
lic.-cl


For purchasing licenses to software which
Peralta will own (classroom)


4307 Computer
software/site
lic.-ad


For purchasing licenses to software which
Peralta will own (non-instructional/admin)


5883 Net Internet
Fees and Subs.


Fees paid for internet services, subscriptions,
and access to databases and websites


5891 Service
Contract-
Software-DP


Service contract to maintain or support
software Peralta owns
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Object
Code Description Usage
6302 Library


Software (CD
DVD etc)


For purchasing software which will be part of
a library collection


6306 Library
Databases


For purchasing databases which will be part
of a library collection


6401 Software For purchase of high-value software


Hardware


To distinguish between supplies and equipment, see Appendix B.


Object
Code Description Usage
4304 Supplies-office Use for inexpensive peripherals


considered supplies
5892 Service Contract-


Hardware-DP
Service contract to maintain or support
computer hardware / equip.


6406 Laptop Computers For purchasing laptops and tablets
6407 PC,SERV, Other


Comput,Peripher
For purchasing desktops, servers, and
peripherals which are equipment


Appendix B – Supplies vs. Equipment


The chart below is taken from the Budget and Accounting Manual, 2012
Edition, Appendix D.
If any of the criteria apply, the item is considered a supply.
So, if it will be used and discarded within a year, or if you would replace it
instead of repairing it when it breaks, or if it is a part or component of a
larger piece of equipment, or if it is too inexpensive to warrant tagging by
the warehouse, than it is considered a supply.
If you are not sure whether an item meets any of these criteria, you can
contact your AP Specialist and/or Buyer for guidance.
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Figure 1: BAM Appendix D


Appendix C – District-Only Codes and Rarely-
Used Codes


5103 – Legal


Legal and investigatory fees conducted by private counsel. Restricted for
District use only.
Examples: Attorney, court, and investigation fees.


5104 – Audit


Expenses associated with the annual financial audit of district books. Re-
stricted for District use only.
Examples: Annual audit by external auditors.


5108 – Liability Insurance Claims


Expenses for claims against district self-insurance. Restricted for district
use.
Examples: Worker’s Compensation claims and other self-insured claims.
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5402 – Property Insurance


Insurance coverage for claims to district property due to fire, smoke and soot.
Restricted for district use.
Examples: Arson, accidental, and brush fire insurance.


5405 – Liability Insurance


Insurance coverage for claims caused by district actions, errors, or omissions.
Restricted for district use.
Examples: General and professional liability insurance.


5406 – Other Insurance


Expenses for claims against district insurance. Restricted for district use.


5407 – Student Accident Insurance


Insurance coverage for student claims incurred on district property. Re-
stricted for district use.
Examples: Personal and property student insurance.


7510- Grants


Expenditures for student aid in the form of grants and fellowships.


7511 – FINAIDPELL


Expenditures for student aid in the form of grants and fellowships.


7512 – FINAIDSEOG


Expenditures for student aid in the form of grants and fellowships.


7513 – FINAIDCALB


Expenditures for student aid in the form of grants and fellowships.
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7514 – FINAIDCALC


Expenditures for student aid in the form of grants and fellowships.


7515 – FINAIDEOPG


Expenditures for student aid in the form of grants and fellowships.


7516 – FINAIDCARE


Expenditures for student aid in the form of grants and fellowships.


7517 – FINAIDAMERICORP


Expenditures for student aid in the form of grants and fellowships.
Expenditures for student aid in the form of grants and fellowships.


7518 – FINAIDACG


Expenditures for student aid in the form of grants and fellowships.


7519 – DLSUB-FED


7520 – Fellowships


Expenditures for student aid in the form of grants and fellowships.


7525 – DLUSU-FED


7530 – Tuition Reduction
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This query is intended to enable requesters to easily search for invoices that have been


keyed in as vouchers, both paid and unpaid.


Navigate to the Query Viewer


The Query Viewer is located under Reporting Tools in the Navigator.
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Search for "IS_IT_PAID"


Search for the query by name, then click on "HTML" to run the query in your web


browser. Queries can also be run directly to Excel spreadsheets, but you will usually


want to run IS_IT_PAID from your browser.
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Search Prompts


You must enter an invoice date range. You can use the date of the earliest invoice


you are interested in, or select a wide range such as the fiscal year.


The other fields are all optional. Usually you will want to search by 1-2 optional fields as


well as the invoice date range. Don't try to complete all the fields.


There are many different fields because this query is meant to be flexible, and allow you


to search in different ways. Probably the most common searches will be by Supplier


(Vendor Number), Invoice, or Cost Center.


Result Fields


Below is an example search retrieving all Staples invoices with dates between January


and July. We searched using the partial vendor name enclosed in "%" signs which act as


wildcards.
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Note that some of the columns return results that are blue. These are "Drilling" URLs


you can click to open screens in PeopleSoft.


1. Supplier/Vendor Name
2. Voucher Number. Click to open the Add/Update voucher screen, if you have access.
3. Date the voucher was keyed in by the AP Specialist
4. The Payment ID number. This is NOT the check number. However, you can click to open


the Payment Document Status screen, which will give you the check number. If this
column is blank, then the voucher has not produced a payment.


5. Handling code: RE checks will be mailed, HL checks will be held at the District, and a
number (2,5,6,8) indicates the check was sent to the corresponding campus.


6. Invoice number: In the new system, there should be one invoice per voucher. Click to
open the screen which shows voucher attachments, including the invoice.


7. Invoice Date
8. Origin: OA for Open Account, PO for Regular PO, DP for Direct Pay
9. AP Specialist
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10. Voucher Comment: Any comment entered by the AP Specialist. If a voucher isn't paid, the
reason may be here.


11. On Hold: This does NOT indicate a hold for pickup. It means the voucher has been held
from producing a check. Usually this is because there is some missing documentation or
a change order required, etc.


12. Incomplete: This means the AP Specialist was unable to fully save the voucher as a real
transaction. Usually this is because there is no PO in the system that can be used to pay
the invoice.


13. Match Status: If the order is a Regular PO, this column shows whether or not the voucher
was successfully matched against receipts. If the items have not been received by the
warehouse, the invoice cannot be paid.


14. Budget Checking Header Status: Whether or not the voucher has a valid budget check. If
the voucher exceeds your PO encumbrance, the system will be the balance from your
budget. If your budget does not have funds to cover the overage, the voucher will be in
budget error. A common example is when the PO has no line for freight, and the AP
Specialist has to enter the freight from the invoice separately, but your budget can't cover
the freight charge.


15. Approval Status: If the order is an Open Account, it must be approved by the managers
designated in the approval workflow. If it is "Pending" or "Denied" the invoice cannot be
paid.


16. Sequence: This is the approval step number. Normally this will be 1, 2, or 3, to indicate
the first, second, and third approval.


17. User: This is the User ID of the approver for the step
18. Step Status: If this is "Approved," then the approver for this step has approved the


transaction, but other approvers may still be pending.
19. Datetime: This is the date and time the approval step was last updated.
20. Budget: The budget string. If the voucher has multiple budgets, then multiple lines will be


returned, one for each budget.
21. Sum Amount: This is the total amount vouchered for the budget. Note that this query will


return multiple lines for different reasons, so please do not try to sum this column in
Excel.


22. PO No.: The PO number. Click to open the PO Activity Summary screen.
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Sample Search: Budget errors for a Cost Center


This search returns all vouchers for cost center 852 that have a budget error. In this


case, the AP Specialist has added a comment explaining that a budget transfer is in


progress.
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Sample Search: Match Exceptions for a Campus


This search returns all vouchers for BCC that have matching errors, meaning some


items on the invoice have not been received. The vouchers will not be paid until the


system is able to match the invoices against receipts.


In some cases, matching errors are false positives produced because of some minor


inconsistency between the invoice and the PO that may need to be overriden.


You can click on the PO Number to open the Activity Summary screen and use that to


review what lines may not have been received yet.
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Viewing Voucher Attachments


Click the invoice number to open the voucher attachment screen. All requesters should


now have access.


A new window will open listing the attachments on the voucher. Click the link to open the


file.
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An Approved Voucher


Here is an example of a voucher which has been fully approved. There are three lines


for one invoice, because there are three approvers. (If the PO was split between two


budgets, we would see six lines here.)


There are three approval levels for this cost center, and each level has been approved,


so the voucher is approved.


A Pending Voucher


Here is a voucher that has been approved at the first level (Sequence 1.00) and is


currently pending at the second level (Sequence 2.00). It will need to be approved at the


second level before it is routed to the third level. Once it has been approved at the third


level, the voucher will be able to produce a check.
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How to Use The Department Expense
History Query


2018


Purpose of The Expense History Query


The purpose of this query is to let you review past spending for your depart-
ment, broken down by both vendor and budget. This will hopefully enable
you to more easily plan for your spending in future years and set up your
budgets and purchase orders more effectively.
For any cost you can predict, you should plan to set up either a regular PO
or an open account (blanket PO). This will save labor over the course of the
fiscal year, help to get your vendors paid on time, and keep you in compliance
with administrative procedures.


Running the Query


The current version of the query is named AP_DEPT_EXP_HIST_B. You can
run it from the Query Viewer, which is located under Reporting Tools. The
query is public, so if you cannot see it, you may need to request access to the
records it searches.
It is much easier to work with this data in Excel. You can select the "Excel"
link in Query Viewer to download the output of the query a a .xlsx file.
Complete the prompts with the starting and ending fiscal year and the cost
center and/or location.
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Figure 1: Query Viewer


Figure 2: Prompts
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Creating a PivotTable


Figure 3: Selecting Data


It will be easiest to evaluate the data as a PivotTable. Begin by selecting all
the data. An easy way to do this is to click cell A2 ("Supplier"), then, holding
CTRL+SHIFT on the keyboard, first press the right arrow key, then the down
arrow key.
Then click the PivotTable button on the Insert tab.
A dialogue will appear. Click OK.
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Figure 4: Dialogue
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Figure 5: Example PivotTable


Drag the Supplier2 and Budget fields to the "Rows" box, the Year field to
the "Columns" box, and the Sum Amount field to the "Values" box.
This will show you the total payments to each vendor for each fiscal year, as
well as the breakdown by budget line. For vendors that you use every year,
this should help you get a sense of what amount you may need for your open
account for that vendor.
If you change the order of the fields in the "Rows" box to Budget first, then
Supplier2, you will see the total spending for each budget line, broken out
by supplier. This should help you when planning your budgets.
You may also want to drag some fields to the "Filters" box, which will allow
you to exclude some results. For example, you could exclude some chartfields
or vendors which are not relevant for the coming year.
If you want the amounts to be appear formatted as currency, click on the
field in the "Values" box, then click on "Value Field Settings", then "Number
Format."
When interpreting the data, bear in mind what past spending is associated
with specific projects or events that may not recur, versus what is represen-
tative of your routine operations.
Look for for patterns in spending with vendors you know you use frequently,
but for whom you may not already have in mind an estimated total cost, such
as caterers. Also keep an eye out for annual recurring costs that are easy to
lose track of, such as memberships or subscriptions.
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Overview of New AP Process

[bookmark: save-and-scan-invoices]Save and Scan Invoices

· Check AP email inbox and save invoices to AP incoming invoice folders by location and origin

· Do not print anything, but use query AP_PO_QUICKLOCFUND to identify the origin

· Scan paper invoices and save PDFs to AP incoming invoice folders based on location and origin

· Hold paper invoices temporarily before discarding

[bookmark: key-in-vouchers]Key in Vouchers

Process groups of regular PO and Open Account invoices separately, to avoid having to constantly re-set your session defaults.

		Action

		Regular PO

		Open Account

		Direct Pay



		Set Session Default for AP Origin

		PO

		OA

		DP



		Enter invoice information

		Yes

		Yes

		Yes



		Attach invoice as PDF /etc.

		Yes

		Yes

		Yes



		Copy PO Information

		Use PO Receipt

		Use PO Only

		N/A



		Verify Approval Setting

		Pre-Approved

		Approval Framework

		Approval Framework



		Verify Matching Setting

		To Be Matched

		Not Applicable

		Not Applicable





If there is a problem with the voucher and/or its supporting documentation, place it on Hold status to prevent a check from cutting, and notify the end user, vendor, etc. Also enter comments on the voucher describing what is wrong.

If there are problems with the PO which would prevent entering a valid voucher (e.g., PO lines are wrong or out of money), you can choose to "Save for Later" which will assign a voucher number without requiring the voucher to be valid and complete.

After you have keyed in the voucher, remove the file from the incoming invoice folder.

[bookmark: run-budget-check-process]Run Budget Check Process

Every voucher must pass budget checking in order to be paid.

[bookmark: run-matching-process]Run Matching Process

This will run matching for vouchers with PO origin/To Be Matched.

[bookmark: run-batch-approval-request]Run Batch Approval Request

This process will submit all Approval Framework vouchers (Open Account and Direct Pay) for approval. The approvers designated for that cost center will have to approve the voucher before it can be paid. The approver may deny the voucher with comments explaining why the invoice should not be paid. Forward info to requester, vendor, etc. if necessary.

[bookmark: run-voucher-posting]Run Voucher Posting

Voucher status will change from Postable to Posted.

[bookmark: check-query-voucher_prep]Check Query VOUCHER_PREP

This query will show all recent vouchers that have not produced checks yet. You should be able to tell at a glance what is preventing certain vouchers from producing payments.

[bookmark: run-pay-cycle]Run Pay Cycle

Update the Payment Selection Criteria and run the pay cycle.
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