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AP Housekeeping

Checks are processed every Tuesday and Friday ONLY unless you make
arrangements with me that a rushed payment is needed. If thatis the case please
make it obvious in your email subject heading and file name or give me a call.

1.e. RUSH, City of Walla Walla VO413222




Business Office Website

UPDATE & REMINDER

: Performance Contract and Personal Services

Contracts are getting updated. Please use up-to-date forms.

— Please fill out the “Explanation” box in
addition to gathering two signatures.

Travel, Meals and Entertainment Exp

Specialhandlingnesdodby

Fiocsiptr varifisd by

EUDGET VEAR:

FPATYEE INFORMATION

Payee Name

Fayee ID number

Fayee address

[Fash [Jpaper

ense Whitman College

Business Office

TME

FaymentTrpe DATE SUBMITTED

[Oelectronic Mowemiboe 2021

IF'urchasing employes

I Fayment delivery instructions

GENERAL LEDGER DESIGHATION

A General ledger cods A cunt
Place or destination General ledger cods A cunt
Businesz Purpose General ledqer cade Amount
Goneral ledger cods A cunt
General ledger cods __Ameunt]
Tatalte pow/reimburss pow L00
EXPENSE DETAIL
Dates Eooattache.
Lodaing 0.00 0.00
Eircakfast 0.00 0.00
Lun<h .00 .00
Dinner 0.00 0.00
Primary transportation 0.00 0.00
Guneral food supplics 0.00 0.00
Credit or prepaid 0.00 0,00
Dther .00 .00
Dther 0.00 0.00
Entartainment 0,00 0.00
Tatals 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

EMFLOTEE CERTIFICATIONS
By my signature below | certify that to the best of my knowledge;

1> the expenses detailed above have not been nar will not be
reimburzed by anyg entity other than Whitman College.

23 the expenzes detailed sbave were necessary bo the business

purposes of Whitman Collegs and wers appropriate and reasanable in
nakure.

HFLOTEE SIGHATURE

EXPLAMNATION

Use this space to document that the costs per
person For entertainment and non-travel meals are
reasonable. This space may alse be uzed For any
further cxplanation necessary ko document that
costs are incurred For the business purposes of the
College.

DEFARTMENT O
DIVISIOH &FFROMAL

EUDGET OFFICE
AFFROVAL

] SIGHFOR CASH
RECEIVED




WHITMAN
COLLEGE

New Vendor: Our United Villages

2 messages

Ruth A. Ladderud <ladderra@whitman_edu>
To: payables <payables@whitman.edu>

Vendor requests

Name: Our United Villages

Business Name: The ReBuilding Center
3625 N Mississippi Ave

Portland, OR 97227

w9 hand delivered
business purpose: Perf C

Ruth Ladderud - she/her pronouns - Senior Academic Asst
Whitman College is located on the traditional Cayuse, Umal

James Sandy Miller <millerj@whitman.edu>
To: "Ruth A. Ladderud” <ladderra@whitman.edu>
Cc: payables <payables@whitman.edu>

Our United Villages - 0629548

The ReBuilding Center
3625 N Mississippi Ave
Portland OR 97227

Email request to payables.

W9, W-8BEN: Hand deliver or send securel
Sharefile is preferred. DO NOT EMAIL

Please include name, address, business

putrpose.

Name may already be in Colleague.

Important to verify address and other
information. Use VENI to check prior to

request.

Foreign vendors: Contact business office.

Y5




VP HEORM AND PDE S TFAMPS

BON APPETIT

nnnnnnnnnnnnnnnnn

Jood services for a sustainable fuinre Invoice
;‘;EIII;}MNCH’-VET-AND oM Invoice Number: 1574204708
yer Ave . .
Walla Walla WA 99362 Invoice Date: Oct 28,2021
Department: Catering
Customer Number: F157420002
Bill To:  Whitman College Remit To: Bon Appetit
345 Boyer Ave. PO Box 417632
Walla Walla WA 99362 Boston MA 02241-7632
Peter Harvey 509-527-5993
Note: Catering Charges for dates 10/22-10/28/21 ].
Event Date  Event Location Description Quantity Unit Price Amount
10/28/2021 On Camputs Catering 1.00 $10,198.8000 $10,198.80

Dept.
L Accty 3-00-82-40153-2162
Kiretsa. Kitamura. Nov 9, 2021

(Departmental Approval)
Voucher ID, VO413561
Darlere Whikkon Nov 3, 2021

(Cabinet Officer approval if total exceeds $5,000)

* Vendor payment forms are no longer
required if you submit an invoice from
a business vendor with PDF stamp
clearly displaying the necessary
information. VP forms are still
needed for payments including
performance or personal services

CONtractsS. This does not effect continued use of TME forms




Examples and creation of PDF Stamps

Adding a stamp to a PDF

This website covers stamp creation and application in Adobe.
Please let me know if you need help.

Department:
GL Account:
Dept. 1 Sign:
Dept. 2 Sign:

Budget Sign:

RGR / 10/19/2021

Voucher:

Date:

Date:

Date:

(Budget Officer Approval required if total is over $5,000)

Dept.

GL Acct.®#

(Departmental Approval)

Voucher ID

(Cabinet Officer approval if total exceeds $5,000)

DEPT: WCTS/Academic Replacement
GL ACCOUNT: 1-00-24-60020-5511
DEPT
APPROVAL:
VOUCHER ID: V413, %ﬂ
(e 77/ [(eryve
APPROVAL OVER $5,000

FY 2021-2022




[
SignRequest

It’s easy to use & extremely helpful.

Naming Convention:
Vendor name, Voucher #, Amount

EXAMPLE OF DESIRED FILE NAME
City of Walla Walla - VO413567 - $50,250.67
Kitamura, Kirsten - VO413568 - $35.00

SignRequest: 1 invoice per file with new
naming convention. I receive 1copy.

Multiple invoices is very possible and I can
provide instruction if desired.

Monitor “My Documents” — Don’t delete
anything

Document settings

Don’t send anything for a Signature to a
group email. Payables, jpmc, journalentries,
etc. Only people can sign. Group emails
can only “receive a copy”




Cl Support V413805.pdf + Add file

Cl Support V413805.pdf

. millerj@whitman.edu

[] I need to sign myself

+ Add contact

Message

Settings

File Name
Cl Support V413805.pdf

Email subject

Enter email subject

Expire after

Never

|:| Send automatic reminders

+ Add attachment

Save as template




Colleague Review

Mnemonics: Favorite’s list

VOUM — Voucher Maintenance
VOUI - Voucher Inquiry

VENI — Vendor Inquiry

AHST — GL Account History Inquiry




VOUM, screen #1

A packing list, order confirmation, or statement
is not an invoice, please do not voucher

Invoice Number: Entire number, exactly as
appears on invoice. If no number provided, be
consistent with your numbering.

Vendor ID: search by number or name (Can use ...)

Address: Use correct address. Very easy for me to
update or add to a vendor master profile.

VOUM - Voucher Maintenance v

VoucherID: V0413762
Status Date :
Status :

-
PONumber =0

Maintenance Date ®

Vendor ID =

Debit
Credit
Net:

P S—
moceone [ ](®)
mcross [ @D

£
|
@

Check Group

Rer Voucher

Voucher Done
Reference No

Payvoucher (1o |
Assoc. Emps. B0




screen H2

* Move between screens, tabs across the top.
* Delete a line. Must have closed 3™ screen.

* DPlease note invoice numbet.

Select Table Operation to Perform

Delete Cancel

VOUM & VOIL - Voucher Item List ¥y

B w < of 1 > Line Items

Adding Value 2

Voucher ID: V0413762
Status Date
Status :

Vendor | 1 | BONAPPENT

s [ic]

Customsinv Mo

5.00




VOUM, screen #3

Voucher M. servinl

® D esc rlp th 11> L1 ne 1 1 S the e nly h ne @ No Active Context. Search for People ox apen Faverites t get started )

OIL = VOUD - Voucher Item Maintenance ¥ New Record ﬁ @
On the Check Stub. ® (7 Jof2 > b Element GL Account Window value 1/1

* Save & Cancel to go back to — e
VOIL(an Screen) Desc 2l F157420002 Qty Accepted
3 Fored Assee .

Price. 4,331.3500 Vendor Part

Quantity 1.000 Form/Box/Loc ~

Invoice No | 1574204303
Invoice Date 10725119
Comments ]

GL Funds Availability

Unit of Issue

Trade Disc Amt

Trade Disc Pt

cash Discount

Extended Price 433139 FS - Bon Appetit reimb
Tax Codes Bgt  4275000.00
GL Account No Percent Quantity Exp:  1267925.15
3.00-82-40153-5200 Enc: 0.00
Proj 1D Bal:  3007074.85




e

itman.edu.

Vouchers LookUp

Vouchers LookUp

Cancel

Finish

* Voucher inquiry

Voucher number works best

Will take Vendor name not ID




VENI (Vendor Inquiry)

Les Schwab Tire Center - 0063017

Phone: BirthDate:
Phone: Prefic
Email: SN

VENI - Vendor Activity Inquiry ¥

B kv < [z Jof310 > b Vouchers Value 5/1237

‘Amount
505.89

osr21
1ass16 os2721

195.90

Most useful for determining a check
status or previous GL used.

Outstanding = Not paid
Paid=Sent

Reconciled=Cleared our bank

Excel icon allows export




e-checks (ACH)

* If faculty, staff or student signed up for TN his is

the preferred way to receive money from the college for payroll, '
. reimbursements, etc. -

* Student paper checks go to Eddie at Reid Post Office. He emails students for
pickup.




Other:

* Recurring voucher update: Several departments are using the system. For

. example, internship grant payments are entered by Marisol at beginning of -

program. Student receives payment each month. Voucher entry done one
time.

* Other payment types: Rent payments. Contract payments. Business office
works with admin’s to enter data and explain system that initiates monthly
payments.

* Please contact payables if you would like to set up a recurring voucher.




