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P r e s e n t e r s
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HCS Operations

• Key Areas:
- Payroll
- Time and Leave
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• Purchasing Best Practices

– Obtain pricing before creating a purchase order

– Collect quotes from 2-3 sources before selecting

– Use Purchasing’s Bid Tabulation Sheet 



5/20/2019

8





5/20/2019

10



5/20/2019

11

AP Deadlines (cont.)
• June 20th by NOON

– Expedite Vouchers (Utility/Essential Payments)

• June 21st  by NOON
– Encumbrance Forms  

•
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Transfer of Payments
• Upload of supporting documentation

Transfer of Payments (cont.)
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