
​AP Clerk scans the 
invoice and enters 

the invoice into 
Eden

​Invoices are 
received by AP

The Payment is 
approved by AP and 

ready for check 
processing

The AP clerk will 
analyze the situation 

and proceed 
accordingly

AP Clerk 
contacts the 
Bureaus for 

the receiving 
copy of PO

AP Clerk 
contacts the 
vendor and 
requests the 

invoices

Full payment 
of an invoice

AP Clerk 
contacts the 
Purchasing 

Office
 

Has AP received all the 
required documents? (PO, 
receiving copy of PO, and 

invoice)

​Yes

Waiting on the 
required documents 
for AP Reconciliation​

Do the three 
documents 

match

AP Clerk 
contacts the 

Bureaus
 

AP Clerk 
contacts the 

vendors

Purchasing 
Office reviews 
the AP Packet 
and contacts 
the vendor if 

necessary

Purchasing 
Office reissues 

th PO or 
vendor 

corrects the 
invoice

Bureaus 
review the AP 
packet and ask 

Purchasing 
Office to 

change order 
through Eden

Purchasing 
Office reissues 
PO and sends 

the revised 
copy to AP

AP review the 
new Packet 
and make 
payments 

accordingly

Vendors 
review the 

purchase order 
and invoice

Vendor makes 
corrections to 
the invoice or 
issue credits

​Yes

​No

​No

Partial 
Payment of an 

invoice
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Regular Purchase Order Processing
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Blanket Purchase Order & Regular Invoice Processing

Invoices are 
received and sorted 

by AP

AP Clerk scans the 
invoice and emails 

the scanned invoice 
to the Bureau

The Bureau enters 
the invoice into 

Eden for approvals

The invoice is 
systemically routed 

for approval through 
Eden

Weekly, AP Clerk 
runs an Eden edit 

list for all the 
payments approved. 

The list will be 
sorted by vendor 

number

AP Clerk reconciles 
the edit list with the 

invoices that are 
sorted by vendor 

number

AP Clerk starts 
processing and 

printing 
checks 

AP Clerk 
contacts the 
Bureau and 

inquires about 
the 

discrepancies

Do the total payments 
match?

No
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AP Clerk verifies the 
invoice

​Yes

AP Clerk 
resovles 

discrepancy ​
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Petty Cash Replenishment (PCR)
Travel Advance Request (TRA)

Travel Expense Reimbursement (TER)

The Bureau 
generates 

paperwork required 
for TRA, TER, and 

PCR

The Bureau​
The Bureau enters 
the request into 

Eden 

The request is 
routed for approval 

through Eden

AP verifies the 
request and the 

approvals
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Proof or evidence 
for the expenditure 

is sent to AP for 
review

i.e. receipts, E-
tickets

 

The paperwork 
will be sent to 

AP 

AP sends non-
negotiable copies of 
the check, the actual 

check and the 
invoices to the 

Controller’s Office 
for final review

The Controller's 
Office reviews the 

payments

Approved checks go 
back to AP and are 
sent to the Bureau 

employees

​AP issues and prints 
the checks
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Purchasing Card ("P Card") Processing

​The Bureaus will 
enter the invoices 
into Eden System

Invoices

P-Card Corporate 
Statement

The Bureaus

Accounts Payable

AP verifies the 
invoice date 
and amount

AP verifies that 
Corporate 
account total 
matches the 
sums of the 
individual 
account

AP approves the 
payment in Eden

AP issuses checks for 
approved payments 
but don't print them

P-Card Individual 
Statement

Purchasing Office

The non-negotiable 
copy, the individual 
statements and the 
invoices are sent to 

the Controller's 
Office for final 

review

​
Note: Unlike other payments, the purchasing card payments are made 
monthly.  AP waits until  the end of month to reconcile and approve the 
payments.
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AP verifies that 
each item on 

the statement 
has an invoice 
attached to it 
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Check Processing Procedure

​Weekly, AP issues 
and prints checks 

for approved 
payments 

​For Regular 
PO, the 

payments 
could be 

made in full 
or partial 
amount

For other 
purchases 

(Blanket PO, 
regular 

invoice, TRA, 
TER, etc.) all 

payments 
will be paid 

in full

Partial 
Payment 
Process​

Full Payment 
Process​

The Bureau 
fills out a 

partial 
payment 
receiving 

report and 
signs the 

report

The Bureau 
sends the 

partial 
payment form 

to AP

AP Clerk enters 
the amount 

that is 
requested by 
the Bureau 
into Eden

AP makes the 
payment and 
the amount 

due is 
adjusted 

​AP reconciles non-
negotiable copies 
of the check with 

the invoices 

AP sends non-
negotiable copies of 
the check, the actual 

check and the 
invoices to the 

Controller’s Office 
for final review

The Controller's 
Office reviews the 

payments

Approved checks go 
back to AP and are 

mailed to the 
vendors ​Page 5/5

AP transmits 
the Positve Pay 
Report to the 

Bank
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