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INVOICES (IR) cont.

• Checks will be issued Monday (SAF only) and 
Thursday each week.

• You must have an approved PO with the GR and 
IR completed in SAP for a check to process.

• If the check needs to go to the site, the Financial 
Secretary must e-mail acctspayable@okcps.org
to let them know the check is to be couriered to 
site.

CHECKS

mailto:acctspayable@okcps.org


INVOICES (IR) cont.

• Checks requests to be issued Monday (SAF only) 
must be sent to acctspayable@okcps.org no later 
than noon on the Friday before. The checks will be 
sent by courier Tuesday morning. 

• Checks requests to be issued Thursday must be sent 
to acctspayable@okcps.org no later than noon on 
Wednesday. The checks will be sent by courier 
Friday morning.

• Checks CANNOT be picked up, so plan ahead.

COURIERED CHECKS

mailto:acctspayable@okcps.org
mailto:acctspayable@okcps.org


Cognito Reimbursement 
FormsC









New field on Cognito form:

‘Amount Remaining on PO’ This is a required 
field the person filling out the form must enter 
the amount that is remaining on the PO or you 
will not be able to submit the form.



You can now only submit one month at a time, 
once you select the month up top it will 
automatically enter the month in the table below.



PCards

• All Pcard documentation must be submitted 
before year end.

• Clearing payments for the Pcard have to be 
made before month end each month to avoid 
reconciling items.



Pcards cont.

Complete folders should contain the following:

01 - Transaction Log 04.2024 (Excel Version)
02 - Transaction Log 04.2024 (signed PDF)
03 - Statement 04.2024
04 - ZMM97TD 04.2024

Receipts for each transaction 
45240002525 Walmart 013124 (example)
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