
APS sends a printed DEFINE “cover 
sheet” to the responsible procard 

holder on 11/9/04. 
 

The Procard holder or designated employee ensures that: 
∗ the Procard monthly log is complete for the charges on the VP7s that 

were sent from U. T. Austin on 11/9/04 (check against the cover sheets 
that APS sends you), including object codes,  

∗ all support is attached and proper approvals exist. 
∗ the log and support are in the condition to scan into FileNet before they 

are sent to APS. 

The Procard holder or designated employee 
forwards the monthly procard transaction log 
and all the supporting documentation to APS 
by 11/16/04. 

APS reviews the logs and supporting 
documentation and approves the VP7 
documents in DEFINE by the U. T. Austin 
deadline. 

APS informs 
departments if 
supporting 
documentation is 
missing or if 
object codes are 
not correct.  

APS scans the VP7s into FileNet.  The 
paper copy is kept for six months then 
destroyed.  FileNet maintains the master 
VP7 document in accordance with the 
record retention schedule. 

U. T. Austin sends VP7 documents via 
DEFINE to APS on 11/9/04 

(they arrive in Rita George’s YB2 
box/command) 
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For questions & assistance please contact: Mike Valdez, Senior Accountant, APS, 499-4596 
 



For questions & assistance please contact: Mike Valdez, Senior Accountant, APS, 499-4596 
 

The department employee prints out 
the DEFINE “cover sheets” for the 

VP7s. 
 

The Procard holder or designated employee ensures that: 
∗ the Procard monthly log is complete for the charges on the VP7s that 

were sent from U. T. Austin on xx/9/xx  
∗ all support is attached and proper approvals exist. 
∗ the log and support are in the condition to scan into FileNet.

The Procard holder or designated employee forwards the 
monthly procard transaction log and all the supporting 
documentation to the person in the department with 
authorization in DEFINE to approve the VP7 transaction 
by xx/16/xx. 

The approver reviews the log and 
supporting documentation and approves 
the VP7 documents in DEFINE by the U. 
T. Austin deadline. 

If your department wants APS to scan your VP7s 
into FileNet, please send the documents “scan 
ready” with direction to scan into FileNet.  FileNet 
maintains the master VP7 documents in accordance 
with the record retention schedule. 

U. T. Austin sends VP7 documents via 
DEFINE to departments on xx/9/xx 
(they arrive in the designee’s YB2 

box/command) 

The hard documents will 
be returned to your dept. 
to discard after you 
insure that everything is 
in FileNet, during your 
monthly reconciliation 
process. 

It will differ by 
department, but 
someone in your 
department will 
add the object 
codes in 
DEFINE for the 
VP7s. 
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Note:  Office Depot 

transactions are 
addressed in Phase II.  

 


