SAN DIEGO COMMUNITY COLLEGE DISTRICT

VOUCHER PREPARATION FOR THE COLLEAGUE FINANCIAL SYSTEM

LAST UPDATE: 07/22/05

The following describes how the data fields are used in completing the Excel-formatted
Voucher that may be submitted for processing accounts payable transactions in the
Colleague Financial System:

1.

Colleague Payee ID: This is a 7-digit identification number assigned by the
Colleague System. If you have access to the System, this information can be
found via VEIN (Vendor Inquiry). If not, you may just leave it blank or call
Accounts Payable Dept. for assistance.

S.S. Number: If the payee is an individual person, and you don’t know her
Colleague Payee ID, it is required that you indicate his/her social security number
here. This is very important in distinguishing different individual persons with
the same name and also in identifying individual persons who belong to multiple
types of payees especially when they use a sole proprietor’s business name as a
vendor type payee. This line is already formatted as a social security number with
the dashes (-). You don’t have to type the dashes (-).

Voucher Date: Indicate the date when this VVoucher was prepared. This line is
already formatted as MM”/”’DD”/”YY. You don’t have to type the slashes (/).

Payee Name and Mailing Address: Indicate the full name of the payee. A
voucher must have only one payee and one mailing address. If the payee is an
employee, use his/her department and site location as the mailing address.

Do Not Use This Space: This space is reserved for Accounts Payable notes,
routing , tracking and for other purposes.

Payee Type: Check the appropriate payee type(s) in order to properly identify
this payee in the Colleague Financial System. An individual person may belong
to more than one type of payees.

Description: Enter a brief but complete description of the payment. Itemize and
attach receipts and other supporting documents as required. Use separate sheet if
necessary. Paste or tape-on small receipts to a full size plain paper stapled behind
the voucher.

Amounts: Indicate the amount of each itemized receipt or other supporting
document. This column is already formatted as numbers. You don’t have to enter
commas to indicate thousands.

Total Amount: Calculate the total amount to be paid and enter it here. Due to
the different methods used in calculating the amounts in various types of voucher
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payments, the total amount is not calculated automatically here. If your
calculation of the total amount is just a straight addition of the Amounts column,
you may use the AutoSum formula in Excel.

Supporting Documents Attached?Y/N: Indicate whether supporting documents
are attached or not. As a general rule, the voucher must be submitted with the
supporting documents stapled behind it. However, there are certain types of
vouchers whose supporting documents are not submitted with the voucher. In this
case, you must indicate where the supporting documents are located on the space
provided.

Go-back/Check Enclosure Attached?Y/N: Indicate here if there are attached
documents that will be mailed with the check. If Yes, give more details and
description of the documents under “Special Handling/Mailing Instructions.”

Separate Check?Y/N: Indicate (Y)es if this Voucher must be paid separately
from other checks that may be issued to the payee.

Payment Deadline Date: Indicate here if this voucher requires a specific
payment deadline date. Although there is no guarantee that the voucher will be
paid on time if the voucher was submitted late, this notation is very useful in
prioritizing A/P payment processing.

In case of a real emergency or if there is really a very urgent need to pay this
voucher immediately, indicate it under “Special Handling/Mailing Instructions”
and include an explanation or justification for the immediate payment request.
Use a separate sheet if necessary.

Special Handling/Mailing Instructions: Indicate here any special circumstances
by which this voucher payment will be handled. Also indicate here ifthe check
will be picked up by someone from your Site/Department.

Requests for Special Handling Checks are prepared separately by Accounts
Payable, General Accounting, Special Funds Accounting and Payroll Accounting
Departments. These requests are submitted to our Internal Audit Department who
will pull out the checks to separate these from those checks that will be sent down
to our District Mailing Department for regular mail. Our Internal Audit
Department may also pull out a check if the payment raises a red flag or audit
exception.

If the payee is other than an employee and you want him/her to pick up his/her
check, please do not send him/her to Accounts Payable Department to pick up the
check. Someone from your department must pick it up for him/her.

If the payee is a student, and for justifiable reasons, you allow him/her to pick up
his/her check at the District Office, you should note this down for special
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handling/pick up so that this will be arranged with our District Student Services
Department and the student will pick it up from there.

Please do not request a check for special handling/pick up just because the payee
is an employee, a student, your favorite vendor or a special friend.

Prepared by: Indicate the name of the person who prepared this VVoucher.

Phone Number: Indicate the phone number of the person who prepared this
Voucher. This line is already formatted as a phone number including the area
code. You don’t have to enter the dashes (-).

Site/Department: Indicate the Site/Department where this VVoucher originated.

Approved by (Signature): Vouchers may be signed/approved by the Chancellor,
Vice Chancellor, President, Vice President, Director, Manager or Supervisor.
Please request them to use their full signature, not initials.

Position/Title: Indicate the position or title of the approving official.

Approval Date: Indicate the date when this Voucher was signed/approved. This
line is already formatted as MM”/”DD”/”YY. Unless it is handwritten, you don’t
have to enter the slashes (/).

Invoice Number: Indicate the invoice number. If none, you may formulate your
own using logical translations and other methods. An invoice number must be
unique and has never been used in any previous payment to the same payee.
Consult the appropriate Accounts Payable staff if you need help in formulating
standard district-assigned invoice numbers. For the invoice number, the
Colleague Financial System can accommodate up to 10 characters only.

Account Number: An expenditure or abatement of revenue account in the
Colleague Financial System consists of Fund, Detail Fund, Cost Center, TOPS or
Program and an Object Code. A balance sheet account consists of Fund, Detail
Fund and an Object Code only. When using an expenditure account, you must
verify and ensure that there is sufficient fund balance in the budget to cover the
payment. If the account number is from a restricted or special fund, the voucher
will be routed to the appropriate Business Services Accounting Dept for budget
approval.

Amount: Indicate the amount for each invoice number and for each account
number allocated for that invoice.

Total: The total invoice and account number distribution amount is automatically
calculated here. Your Total should agree with the Total Amount in Item No. 9.
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(A/P Use Only) 1099 Box: Certain payments such as prizes and awards for
students, payment of wages to the beneficiary of a deceased employee, attorney’s
fee on legal claims, etc. are reportable on Form 1099-MISC. If such is the case, a
Form W-9 is required to be submitted by the payee before processing the
payment. Accounts Payable Dept will indicate the appropriate box of the Form
1099-MISC where this payment will be reported.

(A/P Use Only) Voucher Number: The Colleague Financial System
automatically assigns a corresponding voucher number for each invoice. After
processing the voucher, Accounts Payable Dept will indicate the System-assigned
voucher number here.

For A/P filing purposes, vouchers are filed in landscape position. The empty
space on the upper right hand margin of the voucher becomes the upper left hand
corner after it is turned landscape. The voucher number will be indicated here
also for file indexing.

Distribution: Submit original signed copy (white) of the Voucher with attached
supporting documents to the District Office Business Services - Accounts Payable
Department.

Make another copy (duplicate) of the voucher and fold it with the other check
enclosures that are folded and paper-clipped on the voucher if this is required to
be mailed with the check.

You may also make another copy (triplicate) of the voucher and all the
supporting documents and retain these copies for your department’s file.

Call Accounts Payable at (619) 388-6554 if you need further assistance in completing

the Voucher. The originating campus can verify the status of their vouchers via
VOUI (Voucher Inquiry) or VENI (Vendor Activity Inquiry) in the Colleague
Financial System.



