RECEIVING ITEMS

When receiving items online, go to PURCHASING/PURCHASE ORDER
RECEIVING and click on RECEIVING.
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Then enter your PO # and click Enter on your keyboard

PO Line [tems @S2
Enter PO Number: | | Search by PO Search by Vendor
Views: [General v | Filters:[*Skyward Default v _ Back

Rev 08/10/2018



Then enter the Quantity Received for each item and click Save
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If you receive your items online, please remember to also send the OK
TO PAY to Accounts Payable. Simply receiving items on-line will not
generate an O.K to pay.

Rev 08/10/2018



OKs to PAY
(After you have received the invoice)

-You can submit OKs to pay in one of two formats:

-If you have a larger invoice, you may stamp on the invoice itself
with the OK to PAY stamp, completing all fields, and initialing.

s ALERT+SERVICES, INC. INVOICE

. ATHLETIC FIRST AID MEDICAL SUPPLIES Page:1
P.0. BOX 1008 « SAN MARCOS, TX 78667-1088 » (830) 3723333 « FAX {830) 3721447
wanw.2lerservices com Invoice Number: 5024886
PEMLNAT I8 Invoice Date: 08/07/18
8ill Ship
To: TEXAS CITY ISD To:  TEXAS CITY ISD
OFC OF THE BUSINESS MGR COACH HILL
P.O. BOX 1150 ATHLETIC STADIUM
Texas City, TX 77590 1501 9TH AVEN
Texas City, TX 77590
USA
Tax Ident. Type  Legal Entity Customer ID 6915
P.O. Number 040180539
Ship Via Our Order No. 129295
Terms Net 30 days SalesPerson 014
Item/Description Unit Order Qty Quantity Unit Price Total Price
D55042NTB-E1 Each 1.00 1.00 2,135.00 2,135.00
SPOT VITAL SIGNS W/ NIBP/TEMP/
$55047006 Each 1.00 1.00 32495 324.95
SPOT VITAL SIGNS MOBILE STAND
ox 10 PAY 9
012053
PO# 8 ) le
/522‘*/
WV # }\ﬁq/s
NV AMT $
\
DATE
OPEN
CLOSE
Amount Subject to Sales Tax 0.00 Subtotal: 2,459.95
Amount Exempt from Sales Tax ~ 2,459.95 Invoice Discount: 0.00
Total Sales Tax: 0.00
Total USD: 2,459.95
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-If you have a smaller receipt, or a multi-invoice PO, you may

stamp the PO with your OK to PAY stamp, and submit both items to
accounts payable.

PAGE 1 OF 1

PO DATE m PURCHASE ORDER NUMBER

08/03/2018 0030180350
(1] FISCAL YEAR 2017-2018
] ENTERED BY HOWARJUL00D

PRINTED  08/102018 ORIGINALREQ#  : 0000029075
*REPRINTED PO* %

VENDOR: SHIP TO:

GALVESTON CO DAILY NEWS TEXAS CITY ISD

PO BOX 628 1700 9TH AVE N

GALVESTON, TX 77553 TEXAS CITY, TX 77590

ATTN: JULIE-ANN HOWARD

QUANTITY | _UNIT

UNIT PRICE AMOUNT
1 700.00000 700.00]
AccouNs suMiARY (FoOR TuTERIAL USE)
ACCOUNT NUMBER ACCOUNT AMOUNT
199 E 41 6499 00 750 0 99 000 700.00
v/7/18 300585963 100,14
7/l F0038599 A6.1D

71l dooggLias  |52509

SHIP COMPLETE ORDERS. NO BACKORDE 0 % % Dq PAGE TOTAL 700.00
BILL TO: TEXAS CITY ISD, PO BOX 1150, TE. ¥ 0 155 TOTAL 700.00
W # S
W 4
\PPROVED BY:
STATE SALES TAXEXEMPTION CERTIFICATL. V&
claims an exemption from taxes under Chap

Revised Civil Statutes of Texas, for purchase o

property described in this numbered order, pu.

contactor andfor shipper listed above, as thispr .y is being
secured for the exclusive use of a political sub-division of the
State of Texas.

The Galveston County Daily News "

Advertising =

Galveston, TX 77553-0628

I n vo i ce Phone: (409) 683-5200

Fax:  (409) 744-6268
URL:  www.galvnews.com

Texas City ISD- Legals Cust #: 14102795

P.0. Box 1150 Phone: #:  (409)942-2610

Tonan Gy, TN T7 5021150 PostDate:  07/31/2018
Due Date:  08/27/2018
Invoice #: 300886125

Classification: 008 Legal Notices Acct Type: cr Salesperson: 021  Ad Taker: 021

-

|fd # Text Start Stop  Amount Prepaid Due
0457657 2018-2019 Dawn T. 07/31/2018  07/31/2018 525.09 0.00 525.09
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EITHER WAY, we ask that you submit your invoices and OKs to PAY via
email to either:

mcolasont@tcisd.org for vendors A-M

kelliott@tcisd.org for vendors (N-Z)

Audit requires that any in-person, cash register type invoices (receipts)
MUST have original receipt submitted. These receipts must be sent
inter-office, with the OK to PAY. Examples include: Kroger, Walmart,
Sam’s, Hobby Lobby.

Rev 08/10/2018



ACCOUNTS PAYABLE

Checks are cut twice a week (Tuesdays and Thursdays) during the
school year, once a week (Wednesday) during the summer. Cut-off for
Tuesday’s check run is close of day Friday. Cut-off for Thursday’s check
run is close of day Tuesday.

Invoices received in Accounts Payable will be forwarded to you,
requesting an OK to PAY. You need not return the invoice to us, as we
keep the original.

If you receive an invoice directly from vendor, forward it to accounts
payable, along with your OK to PAY.

Remember to submit OKs to PAY once you have received all items on an
invoice.

Do not hold on to invoices. If you have received an incomplete or
incorrect invoice, please let accounts payable know the reason for
delay in payment.

Invoices greater than 10% over the original PO amount must have a
Letter of Explanation from the budget director submitted for approval
and included with the OK to PAY.
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