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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office
2.5  
Express Checks
General

The State of Georgia currently supports the Peoplesoft Financial Accounting System. A unique function of the software package is the ability to process express checks.  Express checks are checks printed online directly from Peoplesoft to a secured MICR Troy printer. This function allows the users to enter an accounts payable voucher, budget check the voucher online, and print a check all in the same day. This process reduces the need for manual or hand drawn checks. Express checks can be used in addition to system and manual checks, but should not replace either.
Security Access
Due to the unique printing of system checks at the Technical Colleges, special procedures are required before obtaining the security classes necessary to process express checks. MAAPPAY2 allows technical college personnel to request the running of express checks and MAAPSPP1 allows the user to perform online budget checking in the accounts payable module. Only two users per technical college, the VPA and his or her designee, will be given these security classes. A security application must be completed and submitted by the VPA to the PeopleSoft Security Officer at TCSG’s System Office. Once approved by the TCSG’s Security Officer, the application will be forwarded to the State Accounting Office (SAO) for processing. When the application is approved by SAO, the Technical College will be notified by the TCSG System Office’s Security Officer. The technical college will notify the TCSG System Office’s Director of Accounting of the approval and submit a request for blank checks. The Director of Accounting will obtain the blank checks from SAO and forward to the technical college.
Approving Express Checks
The President of each Technical College, or his or her designee, must approve and sign all express checks.
