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INVOICES (IR)
• E-mail all invoices to acctspayable@okcps.org

• AP does not pull invoices uploaded to PRs/POs

• AP has to have documentation to enter an IR. For 
cash advances and athletics events that do not 
have an invoice, please complete an invoice 
cover sheet and send with a copy of the 
requisition form and/or event flyer with PO 
number on the documentation.

mailto:acctspayable@okcps.org


• Please separate invoices and receipts. Do not 
send as one file. Also, please send in separate 
email with PO number in the subject line and 
on the documentation.

• AP does not pay from statements, quotes, screen 
shots, etc.

• Reference PO# on invoices and in subject line of 
email. Don’t send with default message:

INVOICES (IR) cont.



INVOICE COVER SHEET
(NEW FOR FY26)

To better ready our invoicing for the new Inspire(Oracle) Cloud 
Platform, we will be utilizing an invoice cover sheet for any 
payments made to a vendor from many different methods that 
are currently allowed. Some of them are:
• Postage(usually a check is issued to pick up postage at local post office.)
• Sporting events(track, golf, etc.) that don’t have an actual invoice.
• Student Meals

A copy of this form should be handed out at the training. We 
will review the fillable sections on the next slide.



INVOICE COVER SHEET cont.
(NEW FOR FY26)

• Today’s Date - Date we will use as the invoice date. We will 
use the date that the financial secretary is sending us the 
paperwork that will now include the invoice cover sheet. 
Should be completed in MM/DD/YY format.

• Purchase Order # - PO # associated with the goods/services
• Invoice Number - We will be using a uniform formatting so 

that all invoices are of similar size due to character limits on 
the invoicing side of Inspire. See below for more info.



INVOICE COVER SHEET cont.
(NEW FOR FY26)

• Amount Due - Total amount to pay for this event/transaction.
• Description - Type all the information you want for your 

records here. This can be a short simple description such as 
“cheerleader student meals” or a more detailed description 
such as “10th Grade Cheerleaders Student Meals 05/15/25 
Cheerleading Competition Norman, OK”



Courier Fields Needed By Date & Couriered To
Only required if your check is being couriered to you

Needed by date – Date the check needs to be in hand. Current 
courier dates are Tuesdays & Fridays. Tuesday courier requests 
are to be submitted by end of day the Friday before. Friday Courier 
requests are to be submitted by end of day the Wednesday before.
Couriered To(location) – Site name is all that is required. 

INVOICE COVER SHEET cont.
(NEW FOR FY26)



INVOICE COVER SHEET cont.
(NEW FOR FY26)



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 Mileage 
Reimbursement FormC









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.



Expense Reimbursement Form 

Please note if the traveler is traveling and being 
reimbursed for Per Diem, Hotel, Plane, Mileage 

in lieu of Plane Ticket, Uber/Taxi and 
Incidentals the Adobe document will be used 

instead of the Mileage Only Cognito Form.  The 
Expense Reimbursement Form can be digitally 

signed and passed along for additional 
approvers signatures. 





PCards

• All Pcard documentation must be submitted 
before year end.

• Clearing payments for the Pcard have to 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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