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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

Expense Payments other than from Purchase Orders 

General

The Accounts Payable Office processes expense payments one of two ways within the PeopleSoft accounting system; 1) by creating a voucher from a purchase order or 2) by creating a voucher from documents other than purchase orders. This procedure describes the second method.  Personnel examples are shown but the duties and titles may vary from College to College.  Colleges should not circumvent the State purchasing process.  Most items should be ordered using a purchase order. 

Create an Accounts Payable Voucher from Documents Other Than Purchase Orders

Colleges will incur expenditures that do not originate from purchase orders such as travel, per diem and fees, telecommunications, and utilities. The Accounts Payable Office creates vouchers in the PeopleSoft accounting system to process payments to the appropriate parties for these expenditures. 

The Accounts Payable Technician reviews the travel expense statements for accuracy and appropriate documentation and approval. In addition, the Accounts Payable Technician codes the travel expense statements and verifies compliance with State Travel Regulations. The Accounts Payable Supervisor reviews and approves the travel expense statements after approval is shown from the appropriate Dean, Supervisor, Vice President and /or President. After final approval, the travel expense statements are forwarded to the Accounts Payable Technician to schedule for payment.  

The Accounting personnel should review the per diem and fee expense statements for accuracy and appropriate documentation and approval. In addition, the Accounts Payable technician should code the per diem and fee expense statements. The Director of Accounting should review and approve the per diem and fee expense statements. After final approval, the per diem and fee expense statements are forwarded to the Accounts Payable Supervisor to schedule for payment. Some per diem and expenditure fees are also processed through a purchase order. 

The monthly telecommunications statement from the Georgia Technology Authority is coded by the Accounts Payable Technician. The coding is reviewed and approved by the Accounts Payable Supervisor. After final approval, the monthly telecommunications statements are forwarded to the Accounts Payable Technician to schedule for payment.  

The invoices for utilities such as electricity, natural gas, and water/sewer services are coded and entered into the PeopleSoft accounting system by the Accounts
Payable Technician. These expenditures are monitored during the fiscal year by the Vice President of Administrative Services. 

Scheduling Payments in PeopleSoft Accounting System. 

At the time a voucher is created by the Accounts Payable Technician to pay for expenditures other than those generated by purchase orders a payment date is entered into the PeopleSoft accounting system. As a state agency, the Technical Colleges are required to pay invoices no later than 30 days from the date of the invoice. The Accounts Payable Supervisor schedules check runs to occur at a minimum of every 10 business days. 

