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INTRODUCTION TO QSS  
Accounts Payable

Introductory Concepts
Standardized Account Code Structure (SACS)
Fund (FD): ex: 01

01

Resource (RESC): ex: 0000

0000

Project Year (Y): ex: 0

0

Object Code (OBJT): ex: 5800
Sub Object (.SO): ex: .00

5800 .00

Goal (GOAL): ex: 0000

0000

Function (FUNC): ex: 7400

7400

Site (STE): ex: 001

001

Type-2 (T2): ex: 45

45

Type-3 (TY3): ex: 360

360

Type-4 (TYP4): ex: 0000

0000



INTRODUCTION TO QSS  
Accounts Payable

01 0000 0 5800 .00 0000 7400 001 45 360 0000

01- General 
Fund

0000 –
General 

Fund 
Resource

0 – Project 
Year

5800 –
Professional 

consulting 
services

.00 – Sub-
Object 

0000 –
Goal 

7400 –
Personnel/

Human 
Resources

001 –
District

45 –
Human 

Resources

360 –
TB/Pre 

EmpPhycal 
/Vaccine

0000 –
Undesignated



OBJECT CODES 
The object field classifies expenditures according to 
the types of items purchased or services obtained.

It classifies revenues by the general source and type 
of revenue.

It also classifies balance sheet accounts as assets, 
deferred outflows of resources, liabilities, deferred 
inflows of resources, or fund balance.

Commonly Used Object Codes



Account Lookup
Account Lookup is the tool in QSS/QCC that
allows you search for, view, and verify SACS
account codes. Think of it as a dictionary of
valid account strings.

How to use Account Lookup

To access Account Lookup, click on 
“Account Lookup” from the main   
Menu



How to use Account Lookup
A new window will open. Type an account number. 
Click the Search icon       . 

You will see basic account information, such as 
working budget, expenditures, encumbrances, and 
budget balance. For more detailed information, click 
the “Display Account Activity” icon      .

The Account Activity window will open. Enter the 
beginning date and press OK button.

Budget Type Approved, Working, Revised from the 
drop-down menu.
Date: you can select a specific date or allow the 
system to select today's date for the search screen.



How to use Account Lookup
Detail account activity will be displayed. To view additional detail 
about a Purchase order or pay voucher, click on the PO number/PV 
number.

Navigating how to read data in account activity window
Reference Date Description Working

Budget
Exp/Rec

expenses
Enc Balance

When you click on the PO number you can view breakdown and more 
details on what was paid



How to use Account Lookup
Detail account activity will be displayed. To view additional detail 
about a Purchase order or pay voucher, click on the PO number/PV 
number.

Menu Options in account activity window

Print Increase text size
Decrease text size

Navigation of 
reports viewed

Opens up details 
of PO selected

Closes activity Window

Navigation of Pages of 
the account being viewed

Export account 
Activity To Excel



Reviewing – Invoices/Purchase Orders 
Invoice Example:

Items to review

Account No:
Due Date:

Total Amount Due:

Other items to review
Credit Balance on previous Statement

• Look up vendor payment information in QSS

• Review payment in account look up in QSS

You will want to review the payment(s) received 
since last statement

• If you use multiple lines to pay for an invoice, 
write down the percentage or amounts to be 
paid out of each account line.

• For an extra level of review make sure that 
invoices and Purchase orders have been 
approved for pay by department head, 
supervisor.



AP Batch Maintenance
1. Check the last batch number that was 

entered into AP Batch Maintenance

2.  Click on the Filter tab to

3.  Click the Search for 
Batches icon 

4.  Last batch number 0014 next batch number 
would need to be 0015

5.  Click on the green plus button to add a new 
batch number



QSS Navigation

5.  Click on the green plus button to add a new 
batch number

6.  You will need to input a description for 
your batch

Note: provide a description of the batch 
so it is easy to figure out what was paid in 
the batch.  

Ex: Smart & Final, Batch 0015 MAS 
07/09/26,

7.  Click on the save icon 

8.   Your new open batch should show up 
at the bottom of the results list

9.  Save & Close Window (F2)



Accounts Payable – Pay Vouchers(PV) 

1.   Make sure you are in the correct fiscal year

2.   Click on the green plus icon  



Accounts Payable – Pay Vouchers(PV)

1. Description: describe what is being paid ex: vendor 
name, with other descriptive numbers. (Note: there is a 
cap of 30 characters including spaces)

2. Batch Number: Select from the open batches that are 
available depending on the type of batch you are 
processing. (Note: Make sure you select the correct batch 
number so all payments you are processing get grouped 
together)

3. Vendor Number: Type in the vendor number and verify that 
the correct vendor's name, vendor address and remit 
name/address populate.

4. Input the 33-digit account code ex:
FD-RESC-Y-OBJT.SO-GOAL-FUNC-STE-T2-TY3-TYP4
01-0000-0-5500.00-0000-8200-001-99-550-0000

5. $ Payment: Total amount to be paid for 
budget line

6. Invoice Number: invoice number shown on 
the invoice to be paid/account number

7. Additional Description: any other 
description that might be needed to identify 
the payment or vendor. (This description goes 
goes on the check.)



Accounts Payable – Pay Vouchers(PV)
8. Once your entries are complete: double 

check that the total for the vendor payment 
matches your invoice

9. You can click on the green arrow icon 
Save and return (F2)



Accounts Payable – PO Payments (PO)
1.    Select PO Payments(PO):  
2.    Quick Search (F3):  

Fiscal Year: Select the correct Fiscal Year 27

Purchase Order#: input the PO# ex: 270231



Accounts Payable – PO Payments (PO)

3.    PO Payment - Details: window will open up 

Purchase Order#: input the PO# ex: 270231

4.    Click on the plus icon :        window will open  



Accounts Payable – PO Payments (PO)
P – Partial Payment
F – Final Payment

Payment Type

Invoice Description

Batch Number

Payment

Use Tax: if your Purchase order has 
been set up this way it will calculate 
use tax

1099: if this is a vendor that needs a 
1099 at the end of the year you would 
use the drop-down menu to select Y-
Yes or N-No
Discount: if a discount is applied this 
is where you would account for any 
discount on the invoice. You would 
checkmark this section and input the 
percentage and it will be calculated 

Place on separate check: if this is a payment needs to be placed on a 
separate check it would need to be checked

Once your input is complete you can click 
on the save and return (F2) icon

Or you can click on the save and stay (F9) 
icon



Accounts Payable Prelist
An accounts payable prelist is a report that 
shows what vendors have been set up for 
payment on a specific batch.
• This report will need to be reviewed to make 

sure the correct vendors and amounts were 
input into the account's payable module. 

• This will also be the report you will use to 
organize your record keeping for batches you 
prepare to be paid and reviewed.

• It is important to make sure you review each 
batch to make sure that all payments that are 
made are accurate and paid in a timely 
manner. 

How to run an Accounts Payable Prelist
Select a report, click on “Job Menu”

In the search bar type “Prelist”
Double click Accounts Payable Prelist 
(APY500/APY520)



How to run an Accounts Payable Prelist
Report Title: 01 – batch 015

From Batch: 015
From Batch: 015

Print Vendor Address: checkmark

Note: not necessary but can help when you 
audit your batch and make sure the correct 
remit addresses for vendors are in the QSS 
system.

Click on Submit Job (Ctrl + S) icon 



How to run an Accounts Payable Prelist

Click Open File icon 

Check your vendor Address and totals

Review your total batch payment and make sure 
your total matches what you are expecting to 
pay with this batch



Batch Authorization form
“B” Warrant Authorization 
for Payment form
An accounts payable “B” warrant 
Authorization for payment form is a way to 
make sure that any payments that are 
submitted through the account payable 
system are reviewed and approved prior to 
being submitted for printing. 

• This will ensure that an authorization for 
payment is reviewed by separate 
individuals in your organization and will 
ensure a good internal controls and 
creates a check- and-balance system 
before any funds are disbursed.

Review the following items:

Total Cash Disbursement:
Date:

Batch No:
Trustee or Authorized Agent Signature:



Submitting an AP batch 
submission
Go to the following website portal.  The accounts 
payable auditing (b – warrants@kern.org)
• https://docuforms.kern.org/Forms/ap-batch-

submission

• The web portal will allow you to submit 
Accounts payable batches to be printed.

• Prior to submitting your batch for processing, 
you will need to review your batch and make 
sure you have the necessary documents for 
batch auditing. 

1. Signed Batch authorization form (pdf format)

How to submit and AP batch Submission

2. Invoices/backup for payments in batch being 
processed (Pdf format)

- A quick list of backup items that will be audited in each 
batch that will be submitted

3. Accounts Payable Prelist (APY500/APY520) (Pdf format)

Important Note: you will need to have a consistent way to keep your batches 
organized so that when you have any questions in the future from auditors or 
any other regulatory organizations regarding any accounting records you can 
easily find data that is being requested. 

Example: digital format on a network or a file system when you file past batches 
making sure you keep the appropriate years records per Generally Accepted 
Accounting Principles (GAAP). 7 years



Submitting an AP batch 
submission
Go to the following website portal.  The accounts 
payable auditing (b – warrants@kern.org)
• https://docuforms.kern.org/Forms/ap-batch-

submission

How to submit and AP batch Submission

1. District Name: School District Name

Fill all sections that have a *

2. Batch Number: 0015
3. Batch Total: $ 1,787.19
4. Attach File: use upload button or drag and 
drop to upload the following items
1. Signed Batch authorization 
2. Batch prelist report 
3. Batch invoice backup required

Batch Notes: special instructions or 
notes you want to provide if needed

Batch Priority (?) if there is a batch priority 
you will need to check mark Rush Batch 

5. Click NEXT button

73

0015

1,787.19

School District Name

Batch Details Tab





Submitting an AP batch 
submission
Go to the following website portal.  The accounts 
payable auditing (b – warrants@kern.org)
• https://docuforms.kern.org/Forms/ap-batch-

submission

How to submit and AP batch Submission

Your Full Name: John Doe

Fill all sections that have a *

Your E-Mail: Jadoe@Kern.org

District/Board Approver 
Full Name: Jane Doe

5. Click SUBMIT button

jadoe@Kern.org

jasmith@ mapleridgeusd.net

John Doe

Jane Doe

jadoe@mapleridgeusd.net



E-Mail: jadoe@mapleridgeusd.net

Notify additional personnel (Cc:)

E-Mail: jasmith@ mapleridgeusd.net

Check mark I’m not a robot reCAPTCHA

District Authorization Tab



Budget Report
A budget report is a financial report that displays
the status of a program’s budget, including:
• Working budget (the updated, active budget)
• Actual expenditures and revenues

• Current
• Year to Date

• Encumbrances (open purchase orders)
• Remaining balance
• Percentage (used or leftover from budget

In simple terms, it shows how much was
planned, how much has been spent, and
how much is left.

How to run a budget report
Select a report, click on “Job Menu”

In the search bar type “Budget”
Double click Budget Report Writer (BDX110)



How to run a budget report
Main Selection Tab

From Date: date in the current fiscal year
To Date: date in the current fiscal year

Include Approved/Unapproved GL Trans:
B – Both approved and unapproved transactions
Detail line format:
3 – Object, All Fields
Line(s) per detail (1/2): 1

Restricted Field: RE - RESCOURCE

Sorts/Rollups Tab

Sort – by additional parameters

Click on return logo (F2)

Click on Submit Job (Ctrl +S) logo       to run report

Report Title: ex: 99 – School District FY2025/26

Click OK on the Launch Job pop up window



How to run a budget report
Select a report, click on “Print Manager”

Click on the folder icon       to open the report 



How to run a budget report

Report Example:

Open (Ctrl + F4)
Print File (Ctrl + F11)
Create PDF (Ctrl + F)
Open in Word (Ctrl + W)
Open in Excel (Ctrl + L)
Open with Excel Wizard (Ctrl + Z)

Search text in report window
Increase Font
Decrease Font

The Budget Report will show each budgeted line and how much has 
been expensed Year to date and what amount has been encumbered 
and unencumbered for each budget line 



General Ledger
A budget report is a financial report that displays a 
record of all a business/organization financial 
transactions, organized by individual accounts:

How to run a General Ledger report
Select a report, click on “Job Menu”

In the search bar type “General”
Double click General Ledger Report 
(GLD110/115/125)Breakdown of Components of General Ledger

• Assets – what you own (Resources ex: Cash, 
Inventory, equipment)

• Liabilities – what you owe (Debts and 
financial obligations ex: loans, accounts 
payable)

• Equity – value of ownership stake minus 
debt/s liabilities (ex: owners' stake in a 
business)

• Revenue/Income – total amount of money a 
business/government agency earns over a 
specific period. (sales, service revenue)

These items serve as the data sources for creating 
financial statements and verifying account balances. 

• Expenses – costs incurred during day-to-day 
operations (ex: rent, utilities

In simple terms, it shows a running total of expenses 
that have been incurred during the current fiscal year 
or calendar year.



How to run a General Ledger report
Main Selection Tab

From Date: date in the current fiscal year
To Date: date in the current fiscal year

Include Approved/Unapproved GL Trans:
B – Both approved and unapproved transactions

Report Title: ex: 99 - Standard GL FY2025/26

Restricted Field: RE - RECSOURCE

Sorts/Rollups Tab

Sort – by additional parameters

Click on return logo (F2)



Click on Submit Job (Ctrl +S) logo       to run report

Click OK on the Launch Job pop up window

Accounts Tab

You can sort the General Ledger report by a specific account number or any sort 
you would like.

FD – Fund, RESC – Resource, OBTJT.SO – Object/Sub Object, Goal – Goal, FUNC –
Function, STE – Site, T2 – Type 2, TY3 – Type3, TYP4 – Type 4

You can also select a range of parameters
In the Field drop down you can select the field you would like to sort by
In the Range Section you can specify your sort range

Ex: Object 5000-5999 Low 5000 High 5999

5000 5999



How to run a General Ledger report
Select a report, click on “Print Manager”

Click on the folder icon       to open the report 



How to run a General Ledger report

Report Example:

Open (Ctrl + F4)
Print File (Ctrl + F11)
Create PDF (Ctrl + F)
Open in Word (Ctrl + W)
Open in Excel (Ctrl + L)
Open with Excel Wizard (Ctrl + Z)

Search text in report window
Increase Font
Decrease Font

The General Ledger Report will show expenses that have 
been paid for each account line during the specified time 
you run your report for.

The reasons you would want to run this report is to review 
expenses that have been paid by your organization at any 
given time.



Account Lookup
Account lookup allows you to 
search General Ledger account 
details by specific account codes:

Using Account Lookup in QSS

Year : ex 27
Account code : you can type in 
any parameter, and it will show 
you  account details.

OBJT: ex 5???



Using Account Lookup in QSS

Display Account Activity (Ctrl + D)
Click OK

Print Screen (F11)

Grid Output (Shift + F11)



Using Account Lookup in QSS
Grid Output (Shift + F11)

Print (Ctrl + F11)

Create File (Ctrl + F4)

Create PDF (Ctrl + F)

Open in Word (Ctrl + W)

Open in Excel (Ctrl + X)

Open With Excel Wizard (Ctrl + Z)



Using Vendor Lookup in QSS

Name: type in the name of the 
vendor ex: golden empire fleet

Vendor Lookup
Vendor lookup allows you to search for 
payments that have been made by 
vendors set up in the QSS system:

Click on the search icon           hit 
enter to search for vendor

golden empire fleet



Name: type in the name of the 
vendor ex: golden empire fleet

Click on the vendor activity icon 

Click on the row of the vendor you were 
searching for

Click on OK button

Using Vendor Lookup in QSS

Print Screen (F11)

Grid Output (Shift + F11)



Using Vendor Lookup in QSS
Grid Output (Shift + F11)

Print (Ctrl + F11)

Create File (Ctrl + F4)

Create PDF (Ctrl + F)

Open in Word (Ctrl + W)

Open in Excel (Ctrl + X)

Open With Excel Wizard (Ctrl + Z)



How to add a new Vendor: Using Vendor Lookup in QSS
Click on the Vendor Maintenance (F7) Icon

Click on green plus icon  Add Vendor 
(Ctrl + F6) Icon 

Name: Vendor Name (ex: Stinson’s)

Stinson’s

Address: Vendor Address 
(ex: 200 Sonora Street. Bakersfield, CA 93305)

200 Sonora Street

Bakersfield CA 93305

Phone Number: Vendor Phone number 
(ex: 661-323-7611)

661 323-7611

Remit Name: Input if it is different or has a Doing 
business as Name (DBA name)

Remit Address: if the remit address is different 
put information here.  This will be the address 
used when checks are issued.

Tax ID: you will need to request a W-9 form from 
the vendor they will provide a W-9 with the Tax ID 
number.

Click on Save icon (F9) Icon 

Note: you will need to keep records of the W-9 
forms you received when you add a new vendor, 
and it is good practice to have a physical file for 
those documents or a digital file to help keep that 
information organized each fiscal year.

Note: Input a remit name/address if it is 
different from the main address



Any Questions ??

Contact Information
Name: Marco Solis
District Fiscal Services Assistant 
E-mail: Masolis@kern.org
Phone number: 661-636-4112

Please feel free to reach Out to any of our 
fiscal services Assistants with any 
Accounts Payable Questions. 

Matthew Hughes 
E-mail: mahughes@kern.org 
Phone# 661-636-4494

John Hernando
E-mail: johernando@kern.org 
Phone# 661-636-4617

THANK YOU


