




Mission Statement: Our Mission is to provide professional, courteous 
service to the campus and community while maintaining high 
standards of quality to facilitate the district’s goals and objectives. 
 
Goal: Provide timely and accurate expenditure of district funds and to 
record those transactions in a manner consistent with district 
guidelines and the State and Federal financial regulations.  
 
Objective: Adhere to the needs of our employees, vendors, treating all 
with respect and dignity including being supportive of District 
teamwork efforts toward common goals with innovation and 
dedication. 



The Accounts Payable policy and procedures are found in the Business 
Operations Procedures manual in the EISD website. 
 

District Website:  www.eisd.net 

 











 
 The accounts payable averages about 2,800 invoices entered a 

month. 
 
 Processing a check run for 1 check takes just as long as processing 

a normal check run of 300 checks. Each check run takes 
approximately 30 - 45 minutes. 
 
 
 
 
 
 



 Automate the payment of invoices in 30 days while moving to a 
paperless environment 
 

 Receive timely notifications from departments and campuses of 
receipt of products/services 
 

 Reduce the amount of Purchase Orders outstanding per quarter 





Payments on Purchase Orders/Prepays 
 
 TxEIS allows you to indicate what items were received. If you have a partial order 

then only receive those items. The receiving report is used in Accounts Payable for 
verification what items were received, the quantity received and the date the 
items/services were completed. The originator of the purchase order will need to 
do this as soon as the order is complete. 

 
 If there is a backorder then you will need to cancel the purchase order and 

resubmit at a later time. 
 
 If the original invoice is left at the campus/department when the shipment is 

received, then submit the invoice using Laserfiche. 
 
 Prepay purchase orders should be identified clearly on the Bid Nbr field in the PO.  

 
 

 
 

 



Travel/Student Travel 
 
 Any travel will require proper documentation based on purchasing guidelines. Both per 

diem and hotel nightly rates are determined by U.S. General Services Administration 
(GSA). Their website is: www.gsa.gov 

 
 Any field trip or student travel will require a completed list of students attending along 

with the approved purchase order. 
 
 Per diem for students should not exceed $8.00 per meal – receipts are required at the 

completion of the trip. 
 
 Travel settlements will be turned into Accounts Payable through the Laserfiche system. 

Each travel settlement is completed user the traveler name only.  
 

 All travel settlements (including student trips) need to be submitted using Laserfiche no 
later than 10 days. Any person traveling that does NOT submit a travel settlement for a 
previous travel will NOT receive any money for future travel. 

 
 

http://www.gsa.gov/


Consultant Invoices 
 
 A signed copy of the Consultant Contract should be completed prior to 

consultants performing any services. 
 
 Consultant invoice should include the PO number, contract number and 

reflect only those services mentioned in the original contract. 
 
 Accounts Payable requires all consultant contracts to have a completed 

evaluation report. The evaluation memo is located in the Forms drive 
under accounting. 

 
 Consultant invoices with evaluation memo will be turned into Accounts 

Payable using the Laserfiche system. 
 

 



Student Activity 
 
 All campuses/department will need to submit an updated copy of bylaws for 

each organization/club. 
 

 A Request to Update Sponsors form must be submitted at the beginning of 
the school year to update sponsors for the upcoming school year for all 
accounts. This form will need proper approval of Principal and Executive 
Director. 
 

 All fundraisers will require approval using the Clearance/Activity/Fundraiser 
request form. 
 

 Any purchases made to a organization/club with elected officers will also 
require the student elected treasurer’s approval. 

 
 



Student Activity Collection and Deposits 
 
 Office receipts should be filled out entirely at the time the money is turned in to 

the office. 
 

 Deposits are to be made on a daily basis or when the total cash on hand exceeds 
$50.00. 
 

 Money collected should not remain on campus or premises over the weekend and 
during holidays. 
 

 Deposit/CRV forms should be filled out entirely for each deposit. Do not combine 
several deposits to one Deposit/CRV form. 
 

 Deposit/CRV forms should include bank validated deposit slip, office receipts 
issued and copies of checks deposited. Deposit/CRV form will be turned in to the 
Accounting Dept as soon as possible so the account can reflect the current 
balance. 

 
 
 

 



Miscellaneous 
 
 In-district mileage reimbursements form will be submitted to Accounts 

Payable through Laserfiche monthly for the previous months’ mileage.  
 
 HEB and SAMs receipts are to be scanned into Laserfiche immediately 

after returning from the store as an invoice with proper 
signatures/support including the PO number. 

 
 
 

 



 
 Payments to vendors will be delayed if the following occur: 
 
◦ Original invoice indicates items were ordered or received prior to having 

an executed PO in place. 
 

◦ Increase of quantities was made without first notifying the Purchasing 
Department 
 

◦ A purchase was made without utilizing a PO. 
 

◦ Purchase Orders are not received in TxEIS when items/services are 
completed. 
 

◦ Invoices sent to department/campuses are not saved into Laserfiche 
correctly. 
 

◦ Incorrect or incomplete support saved in Laserfiche. 
 

 
 
 
 

 



 
 Receive all Purchase orders when services and/or items have been 

completed/received. 
 

 Scan all invoices sent to campuses/departments into Laserfiche for Accounts 
payable to process using the correct information. 
 

 Make sure ALL supporting documentation is scanned and saved in Laserfiche . 
 

 DO NOT hold any invoices, HEB receipts, SAMs receipts, payment vouchers at any 
campuses/departments. All these will be scanned and saved into Laserfiche. 
 

 Keep Original invoices and payment request at campuses/departments for 
auditing purposes. 
 

 Accounts payable requires at least 1 week prior to check run for any payment 
request.  
 

 Accounts payable process checks every Thursday at 10:00am. 
 

 
 
 
 

 



 
 All Accounts Payable forms are saved and located in the Form drive. 

 
 Student Activity forms are saved and located in the Forms drive. 

 
 This presentation will be saved in the District Website under the Business 

Operations section. 
 

 Training in Laserfiche will be scheduled at a later time.  
 

 
 

 
 
 
 

 



 

Questions? 
 

Thank you! 
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