Accounts Payable

Vendor Payment

PRIOR TO ORDERING GOODS AND
SERVICE, CONTACT PURCHASING
TO VERIFY THAT THE PURCHASE IS
AN APPROPRIATE USE OF FUNDS
AND THAT ALL STATE GUIDELINES
ARE BEING ADHERED TO.

Department enters a
receipt in PeopleSoft
against the PO and
forwards the invoice to
USCB Accounts Payable (if
received in department)

Yes.

A/P sends
invoice to
Columbia for

check
processing.

A/P sends
invoice copy to

department.

Department
calls vendor
with credit card
information.

Vendor sends
invoice to
Accounts

Payable

Was a
Purchase
Order
created?

No

Do purchasing
guidelines
require a PO for
this type of
purchase?

Yes

Contact
Purchasing

Yes

Department

confirms that all
goods and services
have been received

or performed as

described.

Verify that the vendor is
a supplier in PeopleSoft

and create a payment
request for payment.




