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Purpose:  To provide guidance concerning the creation and update to vendor accounts used in student transactions.
Source
:



Policy Owner: 
Financial Services/Controller’s Office

Applicability:   For use by campus fiscal staff and DO Business Services
Overview:
MCCCD processes thousands of transactions each year that result in checks being issued to enrolled students.  These transactions can be sorted into three main categories:  Student-type transactions, Supplier-type transactions, and Employee-type transactions.   Recently, there has been some confusion over vendor set-up for transactions involving enrolled students.  To help clarify how the three types of transactions differ from each other, a short description of each of the three categories is provided below.  This process guideline is intended to provide guidance on how student-type transactions – i.e. those processed through the Student Information System (SIS) – should be handled at the campus in order to receive fast, accurate turnaround on processing of check requests for student (SIS) transactions.  

Student-type transactions generally result in the issuance of checks for tuition refunds and/or financial aid.  These transactions should be processed through the Student Information System.  A CFS Student-type vendor account is necessary to issue checks.  Note:  A student-type vendor account cannot be used as a site for Purchase Orders.  No Purchase Orders should be created to issue checks for student-type transactions.   
Supplier-type transactions are generally transactions that could involve the enrolled-student providing a service to MCCCD for which the student is compensated.  These types of transactions include awards; honorariums; stipends; and payments to note takers, referees and other game officials.  These transactions are NOT recorded in the SIS and are NOT included in these guidelines.  

Employee-type transactions include work-study and internships.  These transactions are handled through payroll, are NOT recorded in the SIS, and are NOT included in these guidelines.  
Guidelines 
The SIS is programmed so that vendor accounts are created and/or updated in the College Financial System (CFS) for any transactions that were properly processed through the SIS.   If a refund or financial aid check has been processed in the SIS, the college does not need to make any requests for the creation or update of a CFS vendor account.  The interface will create/update the CFS vendor account as part of the nightly batch process.  Colleges are encouraged to use the SIS for recording all student-type transactions.   

Certain transactions will still require manual creation/update of a CFS vendor account.  Requests for manual creation or update to a CFS student-type vendor account should be made to the appropriate department in the Controller’s Office for the following transactions.  Requests should NOT be sent directly to Purchasing.

1. Manual check for tuition refund or Financial Aid is issued at the college:  If a student cannot wait to receive a check properly processed through the overnight interface from SIS to CFS, a college may decide to create a manual check.  In this case, the following process should be followed:

a. Campus cuts manual check.

b. Campus e-mails both Treasury and Accounts Payable advising that a manual check has been cut. 
i. E-mail should be sent ASAP (within the hour) to ensure that the bank has been notified that the check is valid and may be cashed
ii. E-mail includes:

1. Student’s EMPLID as shown in the SIS

2. Student’s Name and current address

3. CFS vendor account number if one exists
c. Campus sends copy of check and appropriate back-up to Accounts Payable

d. If necessary, Accounts Payable requests vendor account set-up

2. Reimbursements for travel:  Occasionally students receive reimbursement for travel or mileage related to campus business.  Such reimbursements are processed using a student-type vendor account in CFS as follows:    

a. Student completes Claim form A for travel or Claim Form B for mileage and attaches appropriate back-up. 
i. Claim forms are available from the campus Fiscal Office
b. Campus sends request with back-up to Accounts Payable
i. Campus provides SIS EMPLID for student requestor to Accounts Payable to eliminate duplicate vendor records in CFS
c. If necessary, Accounts Payable requests vendor set-up by Purchasing 
3. Parent Plus loans

a. At present, the SIS functionality to process Parent Plus loans has not been implemented.  Until such time as this functionality is available, the Legacy process for PLUS loans will continue.  

b. The PLUS loan will feed across on the 590 and be group posted to the student’s account in the new SIS.  
c. When the campus receives the check, the cashier will deface the check

d. The campus will send an e-mail to Treasury and A/P requesting that the existing check be voided and reissued to the parent.
i. Campus will return defaced check to Treasury

e. Treasury will void check and request reissue
f. A/P will request vendor set-up if necessary
i. This is a non-taxable transaction so no W-9 is required.
ii. AP will reissue check to parent.  
iii. Purchasing should note “Parent Plus Loan” in tax Reporting Name field 
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