ATC PAYMENT DOCUMENT PROCESSES – ELECTRONIC
Revised procedures as of November 14, 2014 – subject to revisions

PROCARD

1. Procard holder completes a current Procard Cover Sheet for each Procard transaction.  Fields that the Procard holder cannot complete must be completed by the school secretary or principal (i.e., accounting info, 1099 reportable, etc.).  This cover sheet is an Excel sheet with an 11/1/14 revision date.  Please don’t use older versions.
a. Please do not use the funding strip sticker.

2. School scans all documents related to each Procard transaction and emails them to its procurement person.
a. Related documents include:

i. Procard Cover Sheet

ii. Invoices/Receipts
iii. [for $1,000+] Copy of EO1 or noted EO1 number

1. Even if it’s a blanket EO1, the number needs to be referenced.

3. School sends an email to the procurement person.

a. In the subject line, put Procard and each vendor and amount, as below.

b. Nothing is necessary in the body of the email unless you need to communicate special information.

i. If there are more than 3 or 4 purchases on one email, you may enter Procard – Multiple Purchases in the subject line, and then list the vendors and amounts in the body.
4. School files all originals for random audit and quick retrieval.  
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EMARS PAYMENT DOCUMENTS (PRC, GAX)
1. School creates payment document in eMARS.

2. School scans and attaches all back-up documentation to the Header of the eMARS document.

3. School sends an email to the procurement person.

a. In the subject line, put your eMARS User ID – for approval
b. Located at the top of the eMARS payment document, copy the PRC/GAX, Dept. and document ID and paste into the body of the email, as below.
i. To copy, hold “Ctrl” and “C” at the same time.  

ii. To paste, hold “Ctrl” and “V” at the same time.

4. Procurement person will review the payment document and respond to your message with approved or rejected.  If rejected, you will be notified of necessary corrections. 

5. School prints an eMARS Payment Document Cover Sheet, writes the payment number and other necessary information, and stamps the approval date on it.
6. The next day, the school goes into eMARS and verifies that the payment cleared.

7. School writes the payment verification date on the payment cover page.

8. School files all originals for random audit and quick retrieval.  
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NOTES

· All emails you send, especially those with procard and pay documents, should be saved.  

· We recommend that you set up Outlook rules so they will automatically save to email folders, or go to your Sent folder and drag and drop them to email folders. 

· We recommend that you save these at least until you receive return approval emails from your procurement person.

· Further, I would recommend that you save them indefinitely if you have the space on your computer, or for a specific period of time, such as one fiscal year.  Once you’re comfortable knowing that the transactions are finished and approved, upon your pre-determined amount of time, you may delete them.

· As a second back-up, and of course, the most important back-up, you will have all hard copies filed in your office.  

· The State Archives and Records Commission retention schedule requires these documents to be retained for 8 years.  It is your responsibility to keep all hard copies at your location for 8 years.  After 8 years, you may destroy them. 

· If you need tips on filing/archiving, please let us know.  We will poll the secretaries to see how others are doing it and forward those recommendations to you.
· We will set up a schedule for spot audits.  You will be notified in advance of the documents we will need to see.  If you’re on Lync, we may be able to review and verify those using the video feed.  If you’re not on Lync, we’ll probably ask you to send them in the mail to us.  After auditing them, we’ll send them back to you.

