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Agenda

❖Shopping Cart and Good Receipts

❖Travel Claim Reimbursement

❖P-Card, T-Card and Toshiba Ghost Card/Account 
Reconciliation

❖Budget Adjustment Request (BAR)

❖Imprest Fund Account

➢ Submit Claim

➢ Reconciliation

❖Advance Spending Guideline

❖Required Time Reporting Requirements For Federal 
and State Categorical Funded Employees



Shopping Cart and Goods Receipts (Receiver)

Shopping Cart (STO) - Regular Warehouse Deliveries 6/21/2019 (8:00 pm)

Shopping Cart (STO) - Same Day Warehouse 
Deliveries 6/21/2019 (9:00 am)

Shopping Cart (STO) - Overnight Warehouse 
Deliveries 6/24/2019 (12:00 pm)

Shopping Cart (STO) -Warehouse Will-Call 6/28/2019 (5:00 pm)

Online Goods Receipts (Receivers) 6/29/2019 (4:30 pm)

One more order 
and then I’m 
done.



Travel Claim Reimbursement
Travel Request Entries into SAP 5/31/2019

Travel Claim Reimbursement Requests (completed 
and approved with supporting documentation) 6/12/2019



P-Card, T-Card and Toshiba Ghost Card

P-Card and T-Card Reconciliations 6/14/2019

Toshiba Ghost Account Reconciliation 6/14/2019 (Schools)



Budget Adjustment 

School Submission of Categorical and All other 
Budget Adjustments for Review and Approval 6/10/2019 (5:00 pm)



Imprest Fund Account
Imprest Fund Claim Reimbursement Requests 6/14/2019

Submit Imprest/Bank Reconciliation  3rd Quarter 4/30/2019

Submit Imprest/Bank Reconciliation 4th Quarter 
(use May Bank Statement) 6/21/2019

Why I’m not balance?????
I need a drink to clear my head.







Advance spending is available for shopping carts. 

It is not an available feature for P-Cards or Travel Cards. 

With advance spending, the school can create a shopping cart 

or purchase order in June 2019 with a July 2019 effective date, 

encumbering available funds for fiscal year 2019-20.

Timeline:

Advance spending requires access to future year budgets.

• 2019-20 funds based on the Final Budget will be accessible on 

June 7, 2019.

• 2019-20 funds based on the Estimated Carryover will be 

accessible on June 14, 2019

Advance Spending Policy Guidelines 





Have a wonderful Summer!


