Current Purchasing Process - Purchase Orders - 1

Department

Determine
correct Object
code and

ensure available
funds

v

If not, execute
budget transfer

Obtain

A 4

price/quote

v

Create PR in

Fin2000

______ 2

I
I Auto-route to |

' approvers !
L |

E-mail
P approvers "It's
coming”
o Update shadow
>

system (Excel)

E-mail quote to |

Purchasing

Fill order

| Vendor

Send or deliver
goods

(o]

Department | Approvers | | Purchasing ‘ Fiscal Purchasing
(cont.) Services (cont.)
Check funds
Identify funds Dean signs and acct #s
and Obj codes *
Type form reviews and
(triplicate) signs
President signs ‘
Enter in
X Reflections
Send to Fiscal
Services (=i
v
Supervisor
reviews and
posts (batch)
Review - e.g.
spelling,
™ available l
DR SO0 budget, etc. Print 3 copies of
PO
a[:)‘;rigi\z‘s If NSF, contact
dept - change |
or reject PR —b| Send PO to AP (cont.)
VP approves
= T al Mail PO to |
i new vendor, |4 i Vendor
President add to Fin2000 [
approves
Route to File PO
purchasing
agent to review <

Business Mgr
reviews and
approves

i
! Auto-route to N

| Purchasing '

for: allowability,
legality, bid
req'd, etc.

' Auto-route to |
i BusinessMgr !

Convert PR to

PO

[ ]
(o],
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Current Purchasing Process — Purchase Orders - 2

Accounts
Payable

Open box(es)

Identify dept

Receive in

Fin2000

v

Attach packing

—» slipto PO and

file

!

Match Invoice
to PO and
packing slip

Accounts
Payable
(cont.)

Access
Reflections PO

v

Scan packing
slip into
ImageNow

v

Send paper

Enter details

packing slipto —
AP

If no packing
slip, copy
Invoice and
send to Dept w/
colored slip

Sign sl|p to
onfirm receipt

v

If partial, note
on paper PO

Return fo AP |

4

by PO - enter
pmt, Inv#,
dates, etc.

Fiscal
Services

A

v

Verify PO
balance against
trail sheet

L4

Repeat for each
item in batch

Y

v

list

Deliver goods

Dept signs

\ 4

delivery list

into Delivery Update “trail

List shadow sheet” w/ all PO
system (Access) info (Excel)

Print delivery If all 3 match,

stamp invoice
and write PO#,

When done w/

batch, run tape

!

Run pre-list to
check data
entry

2

Compare

vendor#, amt,
flag for tax, etc.

v

Check all
addresses,
assign detail in
Reflections

Validate acct#

Assign batch #

Write batch #

on every

mvorce

A 4

balance to tape

v

Staple tape to

pre-list, write

OK, initial and
date

v

Close batch in
Reflections

v

Put in basket

for review

Spot check

Give batch to
Fiscal Svcs
Director

] Release batch

for payment

v

Identify POs
randomly
selected for
audit

v

Write "A” on
pre-list

Return to AP

Accounts
Payable
(cont.)

If “"A” batch,
run school
claims pre-list
from Reflections

Pull
PO/Invoice/Pkg
Slip packets
and put in
folder for Fiscal

Seryices

Stamp w/
District stamp

Send to County

Print warrant
register

A 4

Pull batches
and write
warrant on

TITVgTCE

Punch holes in
Invoice

A 4

Mail checks to
vendors

Send checks to
AP
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Current Contracts Process - 1

Requesting
Department

Create PR in
Fin2000 and
selecta
contract obj

. 1
[see previous

Approvers |

| Contracts |

[see previous

Business
Manager

Vice
Chancellor

Review PR in
Fin2000

Print PR

Read contract

h 4

map for map for .
approval 1 [ approval !
routing] i | routing] ]
| QP f ______ 1 e 1
Send paper
cover sheet,
PR#, Acct#,
and 2 copies of
contract w/ wet
signatures [Crafton]
Contracts
routed to
E-mail President for
signature
approvers
“contract v
coming Send to
Contracts

Send contract

and compare w/
PR

v

Prepare packet
for signature -
contract and
cover sheet

v

Send to
Business Mgr

Distribute
copies to dept

to contractor

and Contractor,
file copies

v

Enter in
Contracts DB
(MS Access)

I

Review and sign

Return to
Contracts

'

Submit to Fiscal

Contractor ‘

l Contracts

Services

Send invoice

—| Sign

A

A 4

Print bar code
sheet and labels

v

Scan into
ImageNow

v

Label folder and
file

v

Review and sign

Make .pdf and
send to
Chancellor

Create Board
agenda item

Review

v

Chancellor

E

Send Prof Svcs
and UCAP

takes to Board

contracts to Bus
Mgr

v

Distribute
copies

v

Scan into
Image Now
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Accounts
Payable

Send invoice to
dept

Check
ImageNow for
contract OR ask
Contracts

A

Department |

L>| Sign invoice |

I

Review to
determine T&Cs
match

v

[see AP steps
from previous
map]

v

If selected for
audit, send
paper copy of
contract to
County

Current Contracts Process — 2
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Current Cal Card Process

Approvers

Business
Manager

Cal Card

User
(cont.)

Purchasing I

Accounts

Payable

and send to AP

Business Mgr

Request Cal Supervisor Make purchases
Card (paper P reviews and
form) approves
¢ Retain receipts
VP reviews and
approves
l Send monthly Download or
statement to print and
Send to o] Contact user to User (glec and _|_, complete
Business Mgr ™| discuss purpose pafer) reconciliation
+ (paper, Word,
or Excel
Send monthly )
1f approved, statemelnt to AP VI
Attend ‘ SR (paper)
orientation orientation Reenter eve[jy
transaction with
+ Obj code and
Si PO# (if travel,
an attach
SRR U additional forms
doc Issue card - paper)
[ createpo |
Log into Cal N
Card web site - Attach receipts
enter (paper) and <
restrictions, sign
limits, etc. ¢ Review
purchases and
______ }______ Obtain P codes - verify |
] Card sent to N supervisor's money available
e 1 ]
! T : signature on PO
(IR ¢ T i
Send padket to Sign packet
Purchasing Ly Match packet to
Review, sign, Send to +

Make paper
copies of
packets and
attach to POs

[see AP process
on previous
map]
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