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Topics Covered

● Business Services Team
● Budget String and Chart of Accounts
● Colleague Screens and Budget Reports
● Budget Transfers and Expenditure Transfers
● Purchasing
● Contract for Services
● Accounts Payable
● Travel and Mileage
● Time & Effort and Timecard Reminders
● 2020-21 year-end reminders
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Business Service Team

Function Contact Person

Account Receivable/Campus Credit Cards Lucy Trafton

Accounts Payable Karen Martinez

Budget Revisions/Transfers - Non-grants
Budget Revisions/Transfers - Grants

Paul Luciano & David Techaira
Elizabeth Flores, Jennifer Santana & David Techaira

Cashiering and Student Accounts Tina Summers & Blanca Amezola-Garcia

Expenditure Transfers - Non-grants
Expenditure Transfers – Grants

Paul Luciano & David Techaira
Elizabeth Flores, Jennifer Santana & David Techaira

Grants Elizabeth Flores, Jennifer Santana & David Techaira

Mailroom Adair McCall-Ortega

Payroll Abel Del Real & Dora Sanchez

Petty Cash Reimbursements Dora Sanchez, David Techaira

Purchasing Joanne Ritter

Travel and Conference Lucy Trafton and Julia Silveira
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BUDGET STRING & CHART OF ACCOUNTS 

Fund – Area – Location – TOP – Object

12-300-00-720000-56405

Fund “12” = Restricted General Fund (Grants & Categorical Programs)
Area “300” = Academic Affairs
Location “00” = Main Campus
TOP “720000” = Instructional Support Block Grant
Object “56400” = Equipment over $5,000

Chart of Accounts
http://www.hartnell.edu/sites/default/files/u88/chart_of_accounts_list.pdf
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COMMON OBJECT (EXPENSE) CODES

Teaching Nonteaching Description

53110 53120 STRS

53210 53220 PERS

53310 53320 OASDHI (FICA)

53330 53340 Medicare

53410 53420 Health & Welfare

53510 53520 SUI

53610 53620 Worker's Comp.
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COMMON OBJECT (EXPENSE) CODES
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COLLEAGUE SCREENS

Budget Reports:
GLBS (Detailed Budget Status Report)
GLBR (Year-to-date Budget Summary Report w/ Purchase Orders)
Inquiry Screens:
ACBL – GL Account Balance Inquiry
VENI - Vendor Activity Inquiry
PINQ - Purchase Order Inquiry
BINQ – Blanket PO Inquiry
Purchase Order Report:
PREG – Purchase Order Register
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GLBS (DETAIL) REPORT
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GLBR (SUMMARY) REPORT
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ACBL - ACCOUNT BALANCE INQUIRY
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VENI - VENDOR ACTIVITY INQUIRY
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PREG - PO Register
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PREG - PO Register Report
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BUDGET TRANSFERS/REVISIONS (BT)



GROWING LEADERS Opportunity. Engagement. Achievement.    www.hartnell.edu

EXPENDITURE TRANSFERS (ET)
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BT & ET REMINDERS

All expenditure transfers and budget transfers must include a 
GLBS (Colleague Detail) report.
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Purchasing
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PROCUREMENT OF GOODS AND SERVICES

• Vendors
• Purchase Requisitions
• Bidding Procedures Matrix
• Support Documentation
• Purchase Orders (Blanket PO or Regular PO)
• Receiving 
• Printing Services:
✔ Casey Printing
✔ Office Depot
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VENDORS

• Before conducting business with any vendor, there must be an 
established vendor record. 

• Use “VEIN” or “VENI” in Colleague to determine if the vendor is in our 
database, or contact Purchasing.

• Forms and Guidelines regarding vendor information are located on the 
Purchasing website under “Forms” and “Reference & Training Materials”.

• For new vendors, submit the Vendor Information Form to the vendor at 
least two weeks before initiating a purchase requisition or check request.

(NOTE: The Foundation operates independently from the College;
 their vendors are not necessarily our vendors.)
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VENDOR RECORDS

Any company or individual that Hartnell intends to do business with for the first time is 
a new vendor.

Required Documentation:
● Vendor Information Form (all vendors)

○ communicates our document requirements
○ requests information beyond what the W-9 provides
○ notations for documents received, vendor codes, and prequalification/SAM

● Business License (vendors providing services)
● Certificate of Insurance (vendors providing services on district property; catering)

SAM searches (liability).

Only when all required documents have been received and a qualifying search from 
SAM is obtained will a vendor record be created.  Business should not be transacted 
with a new vendor until you receive a Vendor#.
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REQUISITIONS/PURCHASE ORDERS

Requisitions for Purchase Orders are required for:

● Tangible Goods
● Services (except entertainment/speakers)
● Food/Catering Services

Purchase Orders must be created before placing orders for goods or services.
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BIDDING PROCEDURES MATRIX
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SUPPORT DOCUMENTATION

Any source material detailing or explaining what is being requested:

• Quote/Proposal/Estimate/etc.
• Website Screen Print or Shopping Cart
• Catalog
• Invoice

Support documentation must accompany the request -  attached electronically 
in Mercury Commerce or physically to the Purchase Requisition form.

(NOTE: If the support document is an invoice, it is for Purchasing and is used to evaluate
 the request; a copy still needs to be submitted to A/P for payment purposes.)
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BLANKET PURCHASE ORDERS

• Blanket POs are for multiple payments to the same vendor throughout the fiscal 
year for a single project/service, or for undefinable goods purchases.

Example: A service contract for quarterly maintenance.

• Blanket POs are requested using the Purchase Requisition form (not through 
Mercury Commerce) and processed directly in Colleague.

Purchase Requisition forms may be obtained from Purchasing or the Business Office.

• Approval logic is the same as Mercury Commerce; approval signatures must be 
obtained on the Requisition Form.

Signature Guidelines can be found on the Purchasing website.
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PURCHASE ORDERS

Purchase Orders (or regular POs) are for defined purchases and are 
valid for one use only. Product, quantities and unit pricing are known, 
and are listed as line items on the PO when the request is converted.

Requests for Purchase Orders (regular POs) are processed through 
Mercury Commerce.

There are some exceptions to using a Purchase Order: 

See Check Request & Credit Card Guidelines
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RECEIVING

Receiving needs to occur before an invoice can be paid.

This task is primarily done by the warehouse, however not everything is handled by the 
warehouse. Services, and any goods that bypass the warehouse (such as deliveries direct to 
Alisal or King City), need to be received by the department/requester.

● Mercury Commerce (regular POs):
Use the Receive tab.

Receiving and Closing are NOT the same - Depts receive; Purchasing closes.

● Colleague (Blanket POs):
Send the invoice with payment authorization to Accounts Payable.

● Colleague (regular POs):
Warehouse has access and should do the receiving.
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RECEIVING - MERCURY COMMERCE (1/4)

Initial Receiving Screen in Mercury Commerce
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RECEIVING - MERCURY COMMERCE (2/4)

Outstanding (un-received) Purchase Order
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RECEIVING - MERCURY COMMERCE (3/4)

Purchase Order with receiving data
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RECEIVING - MERCURY COMMERCE (4/4)

Purchase Order without receiving data
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PRINTING SERVICES

Casey Printing
For printed materials that use the Hartnell College logo - primarily items such as 
business cards, letterhead stationery and envelopes.

We have a rep with Casey who assists users with account set up and site navigation.

Office Depot
For print jobs that aren’t easily accommodated by the on-site copier machines, or 
for jobs that require finishing/binding that isn’t available with the on-site copier 
machines.

We use https://business.officedepot.com which requires a login account for each user.
Purchasing manages these accounts.

(NOTE: Supplies from Office Depot are not ordered here - use Mercury Commerce.)
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CONTRACT SERVICES

• The Agreement/Contract Template can be found on the 
Business Office web page and must be accompanied by 
a Tracking Sheet and Vendor Information Form.

• Plan ahead – the approval process takes time.  All 
PSAs/contracts must be signed by the President of the 
college BEFORE services commence.  

• The Board of Trustees must approve the contract before 
the President signs and BEFORE services commence.
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PAYMENT FOR CONTRACT SERVICES

Once the Contract for Services is fully executed, 
payment options are as follows: 

For one-time services, submit the vendor invoice on a 
Check Request with appropriate signatures. 

For ongoing services, set up a Blanket Purchase Order. 
Submit approved vendor invoices referencing the BPO 
number.
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Accounts Payable 
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CHECK REQUESTS

• Dues 
• Subscriptions
• Reimbursements
• Conference Registrations
• Travel (ALL - includes hotels, airfare, car rentals, 

etc...)
• Guest Speakers
• Student Stipends
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HARTNELL COLLEGE CREDIT CARD

The Business Office has a college credit card to use for 
the following: 

• Virtual conference registration
• Purchases in which the vendor does not accept 

payment by check or a purchase order. 
• Send Completed Credit Card Request form to Lucy.
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AP REMINDERS

• All vendors need to be directed to send invoices directly to 
accountspayable@hartnell.edu.

• If you receive invoices in your department, please forward to the 
Business Office as soon as possible.

• Reimbursements are an exception to the purchasing policy. 

• 1-2 week turnaround for check requests.

•Use purchase orders and reference PO # wherever possible. 
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AP REMINDERS

•Check your budget balances! Requests with insufficient funds will be returned to the 
department via campus mail.
  *Use Colleague screen “ACBL” for account snapshot.

•Reimbursement and vendor checks will be mailed out. 

•Student stipends must have a Non-Service Stipend Contract Agreement completed and a 
student roster attached to the Check Request form (include ID#s, names, addresses, amount 
to be paid).

•Invoices must be signed by the budget or program manager.

•All food purchases must have a completed 5 W’s form.
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AP: Gift Card Disbursement 
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TRAVEL AND MILEAGE



GROWING LEADERS Opportunity. Engagement. Achievement.    www.hartnell.edu

COVID Travel Restrictions

Non-Essential Employee Travel is Discontinued 

Because of statewide and nationwide restrictions on public gatherings, the 
college assumes that all upcoming conferences are already cancelled. 
Effective immediately, all non-essential employee travel outside of the 

Hartnell Community College District or the remainder of Monterey County 
is prohibited.
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TRAVEL AUTHORIZATION

• All conference and travel expenses should be pre-approved by 
appropriate administrators 45 days in advance of travel 
dates. 

• Use a Travel Authorization form to propose a travel/conference 
expenditure.

• Please refer to Hartnell Travel Guidelines for full travel details

•  Out of state travel must be pre-approved by the 
President/Superintendent. 
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Travel: Virtual Conference

● No Travel Authorization is required; however, your supervisor 
may require prior approval to attend. 
● Upon approval, registration may be made by the departmental 
assistant, attendee, or the traveler. 
● When payment requires payment by credit card, prepare a Credit 
Card Request form. (Event registration that may be paid by check 
requires a Check Request form. 
● Event registration must be done outside of Concur.
● Please refer to the Hartnell Travel Policy & Guidelines web page 
for full guidelines.
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TRAVEL AND CONFERENCE PER DIEMS

All Hartnell travel expenses should fall within the dollar limits stated 
by the U.S. General Services Administration (GSA). These rates, 
often referred to as CONUS (Continental United States) rates vary 
by location. Some fund sources (grants) require that travel 
expenses not exceed those found in CONUS.

We recommend that you attach the per diem rates for the city of 
travel to your conference request in order for your 
Dean/Administrator to verify that the expenses in each area (hotel, 
meals, etc.) do not exceed the CONUS per diems.

http://www.gsa.gov
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TRAVEL REIMBURSEMENT

● Traveler will receive a “Travel Expense Claim Form.”

● Attach original ITEMIZED receipts (no credit card 
summary slips) and obtain administrative signature(s) 
on the form.

● Send completed “Travel Expense Claim Form” to the 
Business Office for payment processing.
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MILEAGE REIMBURSEMENT 

The College will reimburse employees for the use of their personal vehicle used for 
District business. California law requires that each person have automobile liability 
coverage on his or her personal automobiles. The school district will NOT provide 
insurance coverage to cover damage or loss to an employee’s car.

The Business Office will also need a DMV driving record on file for the employee 
before they are allowed to drive for district business. Contact Julia Silveira.

Mileage reimbursement is meant to cover only those miles incurred above and 
beyond the employee’s normal commute to his/her place of business.

Mileage Reimbursement Form
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TIME & EFFORT / TIMECARD REMINDER 

Time & Effort forms must be completed for all federal grant employees.

Make sure the correct “Position ID” is used on timesheets.
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2020-21 YEAR END REMINDERS

● New purchase orders/requisitions due 4/30/21.
● New Office Depot orders due 5/28/21.
● Use existing POs by 5/28/21.
● Run budget reports and review encumbrances by 6/30/21.
● Cash receipts due 6/18/21
● Timecard entry open 6/30/21 (for 6/11 to 6/30/21 time period).
● Timecard entry closes 7/6/2021 (for 6/11 to 6/30/21 time period).
● Timecard entry open 7/12/21 (for 7/1 to 7/10/21 time period).
● Timecard entry closes 7/15/21 (for 7/1 to 7/10/21 time period).
● Invoices, check requests, and reimbursements due 7/9/21.
● Expenditure and Budget Transfers due 7/9/21.
● Time & Effort Certifications (federal employees) due 7/9/21.
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QUESTIONS?

THANK YOU!


