
WELCOME  TO
ACCOUNTS  PAYABLE

2024-2025



Who to contact

Employee Title - Duties Extension

Lindsay White Senior Accountant – Accounts Payable Supervisor, Grant Drawdowns 
and Grant Reporting, PTO Financial Data Records, Employee 
Reimbursement Authorization, Credit Card Request Authorization & 
SHARS Cost Reporting

5404

Connie Hooks Accounts Payable – Employee & Student Travel, All  
Reimbursement Requests, POs for Travel, Registrations,  
Memberships & Dues (6411, 6412, 6495), Arbiter Pay,  
MasterCard

5622

Lorie Shaum Accounts Payable – PO Vendors Alpha (A-D), Amazon,  Utilities 5876

Victoria Hester Accounts Payable – PO Vendors Alpha (E-I), Local Vendor 
MasterCard Purchases, Jason’s Deli, Lowe’s, Office Depot (ODP),
& Sam’s

5452

Deanna Patterson Accounts Payable – PO Vendors Alpha (J-Z), Xerox 5406



Business Services Website LIVE LINK  

 Commonly Used Forms

 Procedures Manual

 Training guides

https://www.csisd.org/departments/business-services
https://www.csisd.org/departments/business_services/commonly_used_forms
https://docs.google.com/document/d/1pLICck7T720xsr2o9CCchzKTBQ4NYcl3mL24Z8O0TFY/edit
https://www.csisd.org/departments/business_services/training


Accounts Payable
Process

 Hours 8:00 – 4:30

 Checks are printed every 
Wednesday afternoon and
mailed on Thursday

 Items to be included in the 
weekly check run must be in 
the  business office by 4 pm 
the Friday before.



Accounts Payable Pertinent Items
Part 1

 We are required by state law to pay invoices within 30 
days, unless  disputed in writing within 21 days. 
Otherwise, we are obligated to pay  interest at the 
state rate.

 Record date of receipt of items on the “DATE REC’D” 
line on the PO.  Date signed is the actual date received 
— especially important at year end (8/31) as required 
by law which year the invoice is charged to.



Accounts Payable Pertinent Items
Part 2

 Send all POs or partials to the business office within  
2 days of receiving the order.

 Attach the packing slips to the green or partial on 
white paper.

 Only send original greens. Never make a copy of a 
PO onto green paper.

 Periodically follow-up with vendors on your 
outstanding orders, get an ETA and follow-up again as 
needed.  Stay on top of your orders.



PO Notes & Requisition 
Description Pointers:

 PO NOTES EXAMPLES:

 Mail check with attachment

 Send check to campus for hand delivery

 REQUISITION DESCRIPTION TIPS:

 Describe item 1st then put item number last

 EX: Blue Tempra Paint #4572493



Running Purchase Orders

 All RPOs must have “RPO” in the notes section ONLY

 When you have a charge on an RPO, make a white copy of the green 
PO,  write partial pay (PP), the date, and the amount you are paying 
in the body of the PO (don't use the  ''extension'' column on the right 
of the PO), sign and date the PO in the lower left section, attach 
receipt, and send to the Business Office for payment.

 Sign and date all pages of your white partial PO just like you do your 
green, in the lower  left, name, date received.



Running Purchase Orders

 The green copy should not be sent until everything has 
been received.  GREEN = FINAL PAY! As partial 
shipments are received, a white copy of  the green PO 
should be made, signed and dated, packing slips and/or  
invoices attached, and sent to the Business Office for
payment.

 Keep a running total on your YELLOW copy (NOT the 
Green), as we cannot pay over the  RPO amount. Do 
not send us your running balance with each partial --
this is for your records.



 EXAMPLE of  CORRECTLY Tracked Payments for your RPO 



 EXAMPLE of  a CORRECT Partial Pay PO



How to pull up a PO & check payment



 EXAMPLE of  a CORRECT Green PO



Cancelling PO’s
 Write in the body of the PO the reason it is being cancelled along 

with your signature and the date. Do not sign the lower left section.

 If the order was placed and then cancelled before anything was 

shipped, attach confirmation from the vendor that the order was

cancelled.

 We will not void a PO for items that have been shipped and  

returned/refunded - we will keep the PO open to pay the invoice  

and apply the credit memo to close out the PO.



EXAMPLE of  Closed PO

EXAMPLE of  Voided PO



Receiving

 Packing slips are required to be attached to your PO. If a packing slip  
was not received, please write on the green near your signature “No  
packing slip” and initial.

 Sign and date all pages of the PO before sending to the Business Office 
for payment.

 “Date Rec'd” on the PO is the date the items were received, not the 
date the PO is being signed. Very important at year-end because it  
determines which budget year to charge the invoice.

 There should always be something (packing slips, subscription  
renewal, registration, invoice, receipt or whatever you are paying)  
attached to the partial pays or green POs.



Receiving (continued)

 Do not send packing slips separately (Attach to PO)
 If you find a packing slip later that you have already sent in the green 

for,  write the PO number on the packing slip before submitting it

 If you receive a yellow copy of a PO that Technology entered, do  
NOT make a copy on green and send it to us. Technology will sign  
and date the green and send it to us.

 If you have only received part of an order, make a white copy of the  
green PO, write partial pay, and mark the items received or line out  
the items that were not received on that copy. Sign and date the  
white copy as received, attach packing slips, and send to the 
Business Office for partial payment.



Returns and Credits

 Shipped Returns: Include the following on the PO

 What items are being returned or exchanged

 Date of pickup

 Return authorization # (RA#)
 In store returns: Send the signed return receipt to the 

Business Office

 Attach any other documentation that you have



Catering

 If planning on making multiple purchases, add RUNNING PO in the Notes 
section of your requisition.  If you are not using an RPO, enter your PO 
from your quote the same day as your order.

 Description line should include what was ordered, the date and reason 
for order (staff meetings,  trainings, student snacks, etc.)

 What, When, Who, Why (e.g., lunch 8/15/24 staff development)

 An agenda must be attached that includes the name of the event, date 
and topics discussed.

 Receipt must be itemized and include the vendor’s name and address.

 ALWAYS give the vendor your name/campus/PO #. Ask they make sure to 
include this info on their invoice.



Catering (continued)

 IMPORTANT: If a tip is added, please be sure it is written 
on the  receipt (max tip 20%).

 Sign the receipt and attach the signed receipt to the green 
copy of  the purchase order.

 If using an RPO, attach the signed receipt to a white
partial PO copy. Write the event name, date, and amount
(incl tip) on the white copy of PO.

 Send to Business Services for processing.

 REMEMBER: You can tip BUT NOT w/ FEDERAL FUNDS!



Catering (continued)



Original Receipts Required for:

 All vendor payments

 Employee
reimbursements

 Travel

 Credit Cards

 Everything

 EXCEPT Amazon 



Travel

 Receipts need to be submitted immediately after charge is made.

 All hotel charges should be charged to the District Mastercard. DO 
NOT RESERVE with a personal credit card. DO NOT USE travel
websites to reserve hotel rooms, such as Expedia, Travelocity, etc.

 Max allowable tip 20%

 No tips allowed from federal funds (2xxx) or general funds with
Program Intent Code (PIC) (21-25) (199Y-fnc-so-org-pic-prj)



Travel (continued)

 Reminder to secretaries: Documentation needs to be 
attached to  the travel reimbursement form documenting the  
event/conference/workshop attended by the employee. Also 
need  to remember to attach the mileage chart and lodging  
rates with the correct city/county circled/marked.

 We require that the employee vendor code be added prior to  
submitting the paperwork to the Business Office. This is the  
employee's vendor code, not the employee ID. Search the 
vendor  list for the employee's name. 



Registration

 Conference/Event Registration should be paid with a PO (PREFERRED).   

No employee reimbursements. 

 On your requisition:

 Who is going, where to, date of event, cost.

 Please note if it needs to be paid in advance. If not, it will be paid after invoice is

received.

 Scan PO with registration forms to vendor.

 If the vendor does not accept registration by purchase order, submit  

registration form, brochure or entry form with credit card request.



Employee
Reimbursement

 Employee Reimbursements are for emergency only 
NOT to  circumvent the Purchasing procedures

 Emergency purchases are those issued verbally, or 
“walked  through” when a situation arises that justifies 
immediate purchase  authority

 Employee reimbursements less than $50 will be returned 
to be paid  from petty cash

 Original detailed ACTUAL receipts only (No cart pics or 
hotel confirmations)



Employee Reimbursement

 Gift cards are not allowed and will never be approved or 
reimbursed!

 Receipts should not have personal items on them

 NO written receipts!

 Please use check or card NOT CASH as a form of 
payment when requesting employee reimbursement.



Amazon

 Send in partial pay and CHECK OFF WHAT ITEMS YOU HAVE 
RECEIVED and WHAT YOU WANT PAID.

 ADD your shipping!!
 DO NOT send in your small packing slips. Please go to the Amazon 

website and print out the packing slip form there.
 Check your Green PO against your Invoice. If it doesn’t match up; 

you may have forgotten to add shipping, an item was cancelled 
etc.

 DO NOT HOLD GREENS waiting for a credit! Invoices must be paid 
within 30 days and we will apply the credit to your account once it 
is received.



Amazon (continued) 

 Check your Amazon orders WEEKLY! It shouldn’t take a month to get 
your shipment, you should be provided a date of delivery. If it is 
prolonged or you don’t see a delivery date, CANCEL & REORDER.

 Ensure you have an email to back up your canceled orders. When an 
item isn’t received, Amazon doesn’t automatically issue a credit, often 
you will need to reach out to them to ask for it.

 When refusing an order, please reach out to Amazon customer service 
website, chat or call them  to ensure you receive your credit for the 
order. 



EXAMPLE of  a CORRECT Amazon Partial Pay PO (Page 1)



EXAMPLE of  a CORRECT Amazon Partial Pay PO (Page 2)



Lowe’s

 Send in ALL receipts (including return receipts) ASAP so invoices 
can be paid accurately and timely.

 Let staff know to use the PO number and tell the Lowe’s
employee.

 Let staff know to verify they have not been charged sales tax 
prior  to leaving the store.

 Please let your staff know you need their receipts daily to 
ensure  our account is not locked to due lack of payment.

 Be sure to track the balance on the PO and request a new one 
when  the balance is low.



Local Vendor Credit Cards

 Make sure the person signing the Principal/Director Approval  line 

is an approved signer on theVendor Credit Card Check-Out  

approval form that was submitted at the beginning of the year

 Completed forms should be hand-carried to the business office

 A tax-exempt card will be provided (NOTAX)

 Original receipts must be signed and returned with card to  

business office within 2 business days.

 If 2 or more budget codes are on the form or PO, then the  

budget code must be written on the receipt.



Local Vendor Credit Cards
(Continued)

 Do not send credit cards through interoffice mail

 Vendor cards cannot be given to another employee for use
 The person who checks out the credit card will be responsible for 

returning the card and receipts within two (2) days.

 A PO must be entered prior to purchase.
 For any Sam’s online orders, a cart confirmation must be  

attached to the PO and sent to the Business Office. 
IMMEDIATELY!



Drawing: HEB Basket!



Questions, Comments, Concerns

 Thanks for taking the time to come to 
our training!
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