TEACH Public Schools

Accounts Payable Processing SOP (Procurify)

Audience: Matt Brown & Beth Bulgeron
Effective: 1/12/26
System: Procurify - Accounts Payable Module

1. Purpose

This SOP outlines the step-by-step process for receiving, reviewing, approving, and processing invoices using Procurify’s Accounts
Payable module to ensure accuracy, compliance, and continuity of operations.

2. Primary AP Intake (Required)

All vendor invoices must be sent or forwarded to the Procurify AP inbox below. This inbox automatically creates Draft Bills in
Procurify.

Procurify AP Inbox:
&) teachps-499765@invoices.procurify.com

Key rules:
e  One invoice per attachment is strongly recommended
e  Accepted formats: PDF, JPG/JPEG, PNG
e  Each attachment creates a separate Draft Bill
e Do not process invoices outside of Procurify

3. System Access & Navigation

1.  Log in to Procurify
2. Navigate to Accounts Payable — Manage Bills
3. Locate newly created Draft Bills from the AP inbox

4. Draft Bill Review (Required for Every Invoice)
For each Draft Bill, confirm:

Vendor name is correct

Invoice number is present

Invoice date and due date are accurate
Total amount matches the invoice
Supporting documentation is attached
Purchase Order is linked (if applicable)

I\ If OCR populated fields incorrectly, correct them before moving forward.
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5. Purchase Order Matching

e  Procurify supports 2-way and 3-way matching
(] Bills can be prepared without items being received first (useful for services)
e  Review any system-flagged variances (quantity or price)

Multiple POsoring
If an invoice includes charges from more than one PO (same vendor):

e  Use the PO dropdown to add additional POs
e  Confirm line items populate correctly

6. Discrepancy Management
Matt Brown (Primary AP Lead)
° Reviews and resolves discrepancies

e  Confirms whether invoice should proceed or be corrected
e  Coordinates with vendors or internal staff as needed

7. Approval Roles

e  Primary Processor: Matt Brown
e  Second Approver: Beth Bulgeron

Beth confirms:

e  Completeness of invoice
[ Proper documentation
e  Correct vendor, amount, and PO alignment

8. Submission & Payment
Once approved:

1. Submit the bill in Procurify
2. Follow TEACH payment procedures (ACH, check, etc, if enabled)
3. Ensure all approvals are completed prior to payment release

9. Training & Reference Materials (Required Review)
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Before or alongside live training, review the Procurify AP overview and video:

%’ Procurify - New Accounts Payable Module- VIDEO

ThIS resource covers:

e  Draft Bill creation
e Invoice matching
e  Approval workflow

10. Procurify Support Contact

For system support or questions:

Pamela Macaulay
&) pamela.mcaulay@procurify.com
(Procurify Support)

11. Best Practices & Reminders

Always use the Procurify AP inbox

Never bypass Procurify for invoice processing
Flag issues before approval

Maintain clear documentation

When unsure, pause and ask before submitting
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