
Accounts Payables Process
D

iv
is

io
n 

of
 C

on
tro

lle
r 

FM
S

/F
or

tis
/B

an
k

Sc
ho

ol
O

ffi
ce

Su
pp

lie
r

School / Office 
enters FMS 
requisition or 

orders an item

Prepared by
AP Staff / Jack Dodson

Approved by
Susan Chen

Process
Accounts Payable Process

Date
10/14/2014
Date

4/15/2015

Page 1 Client
MCPS

Start

Receive the 
invoices

Scan invoices and 
Export invoices from 
AP email into Fortis

Fortis

Index Invoices

Fortis

Enter invoices

FMS

Match  invoices to 
the approved PO

FMS

Validate /create 
accounting on 

invoices

FMS

Check run process

FMS/ Bank

Invoice on 
hold?

Existing 
invoices?

Update the fortis 
documents status-

Deleted after 
researching invoice

Fortis

Research the FMS 
invoices (FMS will 
not allow duplicate 

invoices)
FMS

End
Yes

No

Contact buyer/
accountant/

supplier/requestor 
to resolve the 

issue

Yes

No

DOC reconciles 
previous day 

payments with 
Fortis

Backend population 
process

Fortis

End

Procurement Unit 
Staff creates 

Purchase Order 
(PO) & forwards 

the PO to Supplier

Was order an 
FMS 

Requisition?

Supplier receives 
the order

Supplier ships 
goods to school or 

office
No

Yes School or office 
verifies the order   

If PO, enters items 
received in 

iProcurement

Supplier prepares 
invoice. PO invoices 
are sent to DOC, Off 
PO orders are sent to 

school or office.

Invoice sent by 
either iSupplier, 

email or mail

Invoice is received 
at office for off-PO 

order and is 
approved by 

account manager

Approved off-PO 
invoice forwarded 

to DOC

AP Supervisor 
picks up checks

Checks printed & 
available for pick-

up

Did the 
payments 
reconcile?

The NACHA file & 
Positve Pay files 
are transferred to 

the bank

Corrections are 
made. Checks 
could be pulled 

and files 
transmitted are  

adjusted with form 
faxed to bank

Yes

No

Checks are 
released & mailed 

to supplier

The Validation 
for PO 

payments is 
the 3 way 

match 
between the 
PO, invoice 

and receiving 
process.
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audited and 
verified for 

accuracy (see off-
PO process map)
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