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Introductions

 Valerie L. Mitchell: Procurement Officer, Department of 
Procurement, Contract, and Grant Administration (DPCGA)

 Whitney Williams: Procurement Manager, Department of 
Procurement, Contract, and Grant Administration (DPCGA)

 Dana Brazerol: Manager, Accounting Operations, Department 
of Budget and Finance (DBF)

 Brandy Lee: Accounts Payable Supervisor, Department of 
Budget and Finance (DBF)

 Trudy Brown: Accounts Payable Lead Worker, Department of 
Budget and Finance (DBF

3



Department of Procurement, 
Contract and Grant 

Administration Overview

The Department of Procurement, Contract, & Grant 
Administration is responsible for procuring goods and 
services for the Judiciary.
Key functional responsibilities include:
 Provide assistance and oversight throughout the entire 

procurement process, from requisition to award.
 Ethically source contracts that benefit the public and 

our internal stakeholders.
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Department of Budget & 
Finance Overview

The Department of Budget and Finance handles the 
accounting, budgeting, and all financial services of the 
Judiciary. 
Key functional responsibilities include:
 Review and record accounts payable and revenue 

transactions.
 Justification and execution of the Judiciary budget.
 Responsible for the oversight of the security and 

operational aspects of the GEARS financial system of 
record.
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Introduce 
Yourself

Your Name
Your Title
Your Location
Fun Fact 
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Tools to Begin
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Authority 

Budget 
Appropriation
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Appropriation Year

 Each appropriation year starts on July 1st and ends on June 30th.  The 
appropriation year is defined by the calendar year associated with the 
June 30th date.  

 For example, we are currently in AY2022 that started on July 1, 2021, and 
ends on June 30, 2022.

 The AY year is one of the fields that you must select in the GEARS 
distribution lines.
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What

Goods and 
Services to 
Procure?
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LOCATING THE 
CHART OF 

ACCOUNTS 
(COA)

The Chart of Accounts is used to 
categorize and code expenses 
and revenue into buckets for 
tracking and reporting.

https://courtnet.courts.state.md.us/finance/quickreference.html



Chart of Accounts
(COA)

You will need to select an 
account code for requisitions, 
express PO’s, and vouchers, 

by reviewing the account 
code descriptions.
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Account 
Code 

Breakout

 0809 Equipment & Furniture 
Maintenance, Repair & Rental, such 
as Xerox. The invoice should 
contain maintenance and warranty
costs for copiers, tables, printers, 
and other office equipment.

 0854 Computer Hardware & 
Software Maintenance, such as 
BMC Software.  The invoice should 
contain the maintenance charges 
of the software.

 0858 Software Licenses, such as 
Schedule Interpreter.  The invoice 
should contain the service period 
for the use of the software.

 0892 Subscription Database 
Services, such as LexisNexis and 
Thomson West. The invoice should 
contain the number of users and a 
membership/subscription fee to use
the software.
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Where

Location
Department
Unit 
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Program Cost Account (PCA)
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The Program Cost Account (PCA) is a 5-digit code that 
defines where the revenue or expenses are earned or 
incurred for tracking and reporting purposes.  You will 
need to know your PCA to use the speedchart function 
in GEARS.  For example, 60091.
 Position 1 and 2 define the program, such as 60 for 

the Administrative Office of the Courts (AOC).

 Position 3 and 4 define the location or department, 
such as 09 for the Department of Budget & Finance.

 Position 5 defines the fund, such as 1 for the general 
fund.



Who
Identifying the Vendor:
Blanket Po List
Vendor Lookup Query
Vendor Maintenance Form
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Blanket PO List 
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https://www.mdcourts.gov/sites/default/files/import/procurement/pdfs/bpofy2022.pdf



How to Look Up Vendor Information
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Locating the Vendor     
Maintenance Form
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Items to remember when 
completing the form:
1. Select a type of request. 

2. If updating an existing vendor, enter their 
GEARS Vendor ID in section A.

3. Select an address type in section B. 

4. Add any necessary notes to section C.  
 
5. Attach a copy of the invoice and/or W-9. 
(W-9 is required for a business name 
change.) 
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Return to- sfc@mdcourts.gov

mailto:sfc@mdcourts.gov


Lifespan of a 
Procure to Pay
Document 
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Requisition
Overview

22

An internal document created by a 
requestor, through e-Procurement, 
authorizing the commencement of 
a purchasing transaction. 

Should include a description of the 
need and other information that is 
relative to the transaction.

Is eventually processed into a 
Purchase Order.

Must contain as much detail as 
possible about the request to assist 
the Procurement Department with 
fulfilling the request.



Requisition
Types

23

Requisitions for Non-Asset Items

Requisitions for Asset Items to 
be received locally- Special 
Requests

Requisitions for Asset Items to 
be received at the 
Warehouse- Express Item Entry

Requisitions for add-ons or 
groupings



What do I include with my requisition?

Description of the goods or 
services that the using 
unit/requestor wants to 

procure
Quote(s) Scope of Work

Sole Source Justification Estimated price of the goods
and/or services

Recommended/Suggested 
Vendors

Delivery Specifications Due by date
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Creating an 
eProcurement 
Non-Asset 
Requisition

Quick Reference Tip Sheet can 
be found at 
https://mdcourts.gov/sites/def
ault/files/import/gears/tipsheet
s92/ptp/requisitions/92creating
anonassetrequisition.pdf

GEARS Navigation: Main Menu 
> eProcurement > Requisition

A non-asset requisition is 
created in the eProcurement 
module for procuring non-asset
goods/services.
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Creating an eProcurement 
Non-Asset Requisition (cont.)
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Let’s 
Practice!!
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Creating an 
eProcurement 
Asset 
Requisition- 
Express Item 
Entry
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Quick Reference Tip Sheet can
be found at 
https://mdcourts.gov/sites/defaul
t/files/import/gears/tipsheets92/p
tp/requisitions/92creatingarequisit
ionforassetsreceivedinthewareho
uses.pdf

GEARS Navigation: Main 
Menu > eProcurement > 
Requisition

An Express Item Entry 
Requisition is created in the 
eProcurement module for 
procuring assets that will be 
received in an Inventory 
Warehouse location
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Creating an eProcurement Asset 
Requisition- Express Item Entry (cont.)
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Let’s 
Practice!!
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Creating an 
eProcurement 
Asset 
Requisition- 
Special 
Requests

31

Quick Reference Tip Sheet 
can be found at 
https://mdcourts.gov/sites/def
ault/files/import/gears/tipshee
ts92/ptp/requisitions/92creatin
garequisitionforassetsreceived
locally.pdf

GEARS Navigation: Main 
Menu > eProcurement > 
Requisition

A Special Request Requisition 
is created in the 
eProcurement module for 
procuring assets that will NOT 
be received in an Inventory or
Warehouse location.
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Creating an eProcurement Asset 
Requisition- Special Requests 

(cont.)
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Let’s 
Practice!!
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Modifying an E-Procurement Requisition

34

  Quick Reference Tip Sheet can be found at 
https://mdcourts.gov/sites/default/files/import/
gears/tipsheets92/ptp/requisitions/92modifying
aneprorequisition.pdf

 GEARS Navigation: Main Menu > eProcurement
> Manage Requisitions

https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/requisitions/92modifyinganeprorequisition.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/requisitions/92modifyinganeprorequisition.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/requisitions/92modifyinganeprorequisition.pdf


Modifying an E-Procurement 
Requisition (cont.)
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Let’s 
Practice!!
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Cancelling an E-Procurement Requisition

37

 Quick Reference Tip Sheet can be found at
https://mdcourts.gov/sites/default/files/imp
ort/gears/tipsheets92/ptp/requisitions/92ca
ncelingarequisition.pdf

 GEARS Navigation: Main Menu > 
eProcurement > Manage Requisitions

 A requisition may be cancelled when the 
product or service is no longer needed and
certain conditions exist in GEARS.

https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/requisitions/92cancelingarequisition.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/requisitions/92cancelingarequisition.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/requisitions/92cancelingarequisition.pdf


Cancelling an E-Procurement 
Requisition (cont.)
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Let’s 
Practice!!
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Purchase Order Overview
40

 A purchaser’s written document to a 
supplier formalizing all terms and 
conditions of a proposed transaction,
such as a description of the 
requested items, cost of items being 
purchased, delivery schedule and 
terms of payment.

 DPCGA creates Corporate Purchase 
Orders

 The field (non- DPCGA users) can 
create Express Purchase Orders



Types of Purchase Orders (PO)
41

Express Purchase Order (PO)
 Should be under $2,500 for one purchase or 

for cumulative purchases/services (Circuit 
Courts/AOC)

 Created and issued by the Field Buyer (User)
 Requires no receipt
 Not for monthly services/purchases

Blanket Purchase Order (PO)
 Every year Procurement updates BPO List
 The BPO list itemizes Judiciary/State 

contracts with vendors for certain 
goods/services

 If the BPO list specifies that an Express PO 
(XPO) is required, it is created and issued by 
the Field Buyer (user)

 If an XPO is required as shown on the listing, 
the associated contract must be applied to 
the voucher

DPCGA (Corporate) Purchase Order 
 Initiated from a requisition created by

a user
 Created and issued by a buyer within 

the AOC Procurement Department
 Monthly services should have a 

Procurement PO
 PO’s for the purchase of goods 

require a Receipt
 PO’s for the purchase of services do 

not require a Receipt



Express 
Purchase 
Orders 
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An Express PO is a Purchase 
Order created for items 
equal to or less than 
$2,500.00 ($500 for District 
Court)

Express POs are required for 
purchases made under 
Judiciary Blanket Contracts

Are used to expedite the 
procurement process for 
goods or services being 
sought under the $2,500 
threshold. 



Creating an
Express PO

 Quick Reference Tip Sheet can
be found at 
https://mdcourts.gov/sites/def
ault/files/import/gears/tipsheet
s92/ptp/expresspo/92creating
expresspo.pdf

 GEARS Navigation: Main Menu
> Purchasing > Purchase 
Orders > Add/Update Express 
Pos

 An Express PO is created for 
items less than or equal to 
$2,500 (less than or equal to 
$500 for District Court)
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https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92creatingexpresspo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92creatingexpresspo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92creatingexpresspo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92creatingexpresspo.pdf


Creating an Express PO (cont.)
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Let’s 
Practice!!
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Creating an Express 
PO Change Order

46

 Quick Reference Tip Sheet can be found at 
https://mdcourts.gov/sites/default/files/import
/gears/tipsheets92/ptp/expresspo/92creating
changeorderexpresspo.pdf

 GEARS Navigation: Main Menu > Purchasing >
Purchase Orders > Add/Update Express Pos

 Changes to Express Pos may required that the
Express PO be resubmitted for approval; 
budget checked; and dispatched.

https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92creatingchangeorderexpresspo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92creatingchangeorderexpresspo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92creatingchangeorderexpresspo.pdf


Reasons for
Creating 
an Express 
PO Change
Order

47

The price/amount or 
quantity has increased

An additional line is 
required

Distribution and/or 
shipping information has 
changed



Creating an Express PO 
Change Order (cont.)
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Let’s 
Practice!!
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Associate a 
Contract to a 

Dispatched 
Express PO

 Quick Reference Tip Sheet can
be found at 
https://mdcourts.gov/sites/def
ault/files/import/gears/tipsheet
s92/ptp/expresspo/92addingc
ontracttodispatchedpo.pdf

 GEARS Navigation: Main Menu
> Purchasing > Purchase 
Orders > Add/Update Express 
Pos

 Associating a Contract to a 
PO allows the Judiciary to 
accurately track expenses 
against Contracts.
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https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92addingcontracttodispatchedpo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92addingcontracttodispatchedpo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92addingcontracttodispatchedpo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92addingcontracttodispatchedpo.pdf


Associate a Contract to a 
Dispatched Express PO (cont.)
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Let’s 
Practice!!

52



Approval/ Dispatch
53

 Prior to creating a receipt, the PO must be in a dispatched status.



Reasons for 
Cancelling an Express
PO

54

The express PO was entered by 
mistake

The express PO is a duplicate

The express PO is required to be 
cancelled by the purchasing 
organization.



Cancelling 
an Express 

PO

 Quick Reference Tip Sheet can
be found at 
https://mdcourts.gov/sites/def
ault/files/import/gears/tipsheet
s92/ptp/expresspo/92cancelin
gexpresspo.pdf

 GEARS Navigation: Main Menu
> Purchasing > Purchase 
Orders > Add/Update Express 
Pos

 Can only be canceled when 
in approved and dispatched 
status with no activity. 
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https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92cancelingexpresspo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92cancelingexpresspo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92cancelingexpresspo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92cancelingexpresspo.pdf


Cancelling an Express PO (Cont.)
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Let’s 
Practice!!
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Receiving
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Receipt Requirements

Receipts:
 Are not required for Express PO’s for purchases $2,500 or less 

(CC/AOC)

 Are required on purchases for goods on PO’s issued by                   
Procurement 

 Are not required for services 

 Match errors may occur if the requirement for receipts is not set up 

correctly on a PO.  Please contact DBF or DPCGA for assistance, as

needed.  The PO may need to be modified.
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Creating a Receipt Against a PO
60



Associating a Receipt to a 
Voucher 

Voucher error Receipt
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Let’s 
Practice!!
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Vouchers 

63



Gather Required Documents 64



What to Pay

 Pay current activity - A voucher should represent 
only the current activity/balance displayed on the 
supporting invoice. All past due balances on 
invoices must be reviewed to determine if they have
already been processed for payment or if further 
action is required. Sometimes, calls to the vendor 
are required to obtain copies of missing invoices. 

 Remove sales tax & late fees- Please make a note 
on the invoice before scanning and notify the 
vendor so they can adjust your account.
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Invoice 
Number
Tips
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https://mdcourts.gov/sites/default/files/import/gears/pdfs/tipsheetvoucherinvoice.pdf



Duplicate Warning Popup
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PO-Receipt Voucher 
68



PO Voucher 
69



Let’s 
Practice!!
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Non-PO Voucher

Types of invoices that do not require a PO.
 Employee Expense Report
 Interpreter Invoices (standard)
 Non-recurring Invoices under $2,500 (Circuit Courts/AOC)
 Petty Cash
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Credit Invoices 

 You may receive a credit invoice because of a return of an 
item to the vendor.

 On your credit invoice, reference the voucher number that the
credit originated from.

 Code the credit invoice using the same vendor ID#, PCA and 
account code as the original invoice.

 Key in the credit invoice as a negative amount into GEARs.

 If possible, process the original invoice and the credit invoice 
at the same time, but with separate voucher numbers.
 When processed together, the check will be issued for the 

difference.

 Both the original invoice and the credit memo will be on the 
remittance of the check for the vendor to credit accordingly.
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Non-PO Voucher 
73



Let’s 
Practice!!
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Travel Form
& 

Instructions

75

https://mdcourts.gov/administration/travel



Travel Form Overview
76

The complete form can be located at 
https://mdcourts.gov/sites/default/files/import/administration/pdfs/judicialbranchexpenseacctformtemplate.pdf 



Creating an Expense Voucher 
77



Let’s 
Practice!!
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Voucher 
Validation

79



Double Check your Voucher
80

Voucher statuses if 
completed correctly:
Match Status: 
 No Match=non-PO 

voucher
 Matched=PO 

voucher

Approval Status:
 Pending=Submitted

for Approval
 Approved=Approv

al is complete

Budget Status, Budget
Misc Status
 All Valid



Requires Immediate Response 
(RIR) Notification

Workflow Notifications:

 Accounts Payable has identified that a correction is required before the voucher 
can be processed. 

 Once you have revised the voucher, please reply to the RIR email using the 
DBFAccountsPayable@mdcourts, so that processing can continue in a timely 
manner. 
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Submit for Approval 
82



Exceptions
83



Why do I have an exception?

Exception Reasons
 Not enough funds for a line in

the PO
 PO needs a receipt
 PO is not dispatched and/or 

valid
 PO is in error status
 Unit Price has a rounding 

issue
 PO set up as Quantity of 1

Tips to Avoid Exceptions
 Verify your PO with the PO 

Buydown Report for each line
amount.

 Verify if your PO requires a 
receipt.

 Verify that PO is Dispatched 
and Valid. 

 Verify that the PO is set up 
correctly in Quantity
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Outstanding Balances on 
Vendor Accounts 

Why is it important to resolve outstanding balances on vendor accounts?

 To avoid a disruption of services.

 To avoid late fees being applied to the account.

 To avoid collection calls and emails.

 To avoid receiving a follow up call from the Accounts Payable team.
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Reasons for 
Outstanding 
Balances 

Misapplied Payment
 The vendor applied the payment to the wrong 

account.

Liability Offset
 The Judiciary payment was intercepted due to the 

vendor owing the State or Federal government for 
taxes or other obligations.  In these situations, the 
company should still record the Judiciary’s payment
against the invoice. 

Payment Not Received
 The check is lost in the mail or the ACH is 

unidentified in the vendor’s bank account.

 The voucher was entered into GEARS, but not 
approved.

 The vendor address is not updated in the State 
system (FMIS). 

Invoice Not Received
 The invoice was mailed to the wrong location or 

misplaced in the office.

 The vendor never sent the invoice to the Judiciary.
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How to Resolve 
Outstanding 
Balances on 
Vendor Invoices 

Verify in GEARS that a voucher was 
processed for the invoice.

 Check the voucher for a warrant 
number or liability offset number. 

  This can be located under the MD 
AOC Payment tab. 

 Contact the vendor with the 
payment information.

If a voucher has not been done:
 Check to see if the invoice is in the 

office and if not, contact the 
vendor to get a new invoice.

 Verify that late fees and/or sales 
tax are not applied to the invoice.  
If so, contact the vendor to request
the fees/taxes to be removed from 
the invoice and account.

 Process a voucher in GEARS for the 
new invoice.

If the vendor has denied services until 
payment is received:

 Contact Accounts Payable to 
request that the payment be 
processed as soon as possible.
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Vendor 
Questions

Where’s my Payment?

What is a Liability Offset?

How to Query a Vendor or
a Voucher?
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Payment Information
89



Liability Offset 
90



Liability Offset Letter 
91

 Invoices can sometimes be caught in the 
liability offset process at the State 
Treasurer’s Office (STO) during the payment
process. The IRS flags all vendors that owe 
funds to the State of Maryland or the 
Federal Government.

 In GEARS, on the MD AOC payment tab, in 
the warrant field, instead of a check 
number there will be a capture number 
(LOxxxxx).

 When the invoices are flagged with a 
capture number, the funds will be held for 
10 days.

 If the vendor does not contact the STO 
regarding their outstanding debt within the 
10-day window, the funds will be applied to
the outstanding debt owed.

 Only vendors can contact the Liability 
Offset department to resolve their 
outstanding debt issue. All the information 
the vendor needs is on a letter that is sent 
to them in place of the check.

 For reference, a copy of the liability offset 
letter is added as an attachment to the 
voucher in GEARS.



AP Inquiry & 
Reporting
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Researching Vendors 

 Looking up Vendor Information

 How to Run the Detailed/Summary Payment

History By Vendor Report (Reports Matrix)

 How to Find an Existing Voucher

 How to Run a Voucher Activity Inquiry 
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How to Look Up Vendor Information
95



Reports Matrix
96



Report Detailed/Summary Payment History by 
Vendor with PCA Security

Main Menu, Accounts Payable, Reports, Vendors, Payment History by Vendor w/PCA security
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How to Find an Existing Voucher 
98



How to Run a Voucher Activity Inquiry
99



Let’s 
Practice!!
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PO Reconciliation
101

Purchasing 
Inquiry Report

PO Buydown 
Report

PO Close 
Request

This is the process that closes purchase orders that meet certain criteria. 



Purchasing 
Inquiry Report

102
 This report is used to assist in the PO 

Close Request Process by helping to 
identify POs that have NOT been 
‘Dispatched’.

 Quick Reference Tip Sheet: 
https://mdcourts.gov/sites/default/fil
es/import/gears/tipsheets92/ptp/mo
nitoring/92usingpoinquirypage.pdf

 This report may include the following 
types of situations:
 Pos created in GEARS that are no 

longer needed
 Pos with a PO Status of 

Approved, Canceled, Denied, 
Open, Pending Approval, and 
Pending Cancelation

 POs with Budget Errors

https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/monitoring/92usingpoinquirypage.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/monitoring/92usingpoinquirypage.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/monitoring/92usingpoinquirypage.pdf


Purchase Order Inquiry 
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Let’s 
Practice!!
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PO Buydown Report
105

 This report can be run at any time 
to view the detail of transactions 
associated with a purchase order 
and any remaining open balance.

  Quick Reference Tip Sheet can be 
found at 
https://mdcourts.gov/sites/default/f
iles/import/gears/tipsheets92/ptp/
monitoring/92runningpobuydownre
port.pdf

 This report helps with the 
management of your open Pos by 
showing what you have left, what 
you have been spending what is 
unpaid, and what vouchers have 
been posted against the PO.

https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/monitoring/92runningpobuydownreport.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/monitoring/92runningpobuydownreport.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/monitoring/92runningpobuydownreport.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/monitoring/92runningpobuydownreport.pdf


Let’s 
Practice!!
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PO Close Request Page
107

• The PO Close Request page was created to assist in the PO Close Request 
process.

• Quick Reference Tip Sheet: 
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/monitoring
/92runningpobuydownreport.pdf

• Use the PO Close Request page to select Pos that have a status of ‘Dispatched’ 
and are eligible to be closed. This process sends an automatic notification to 
DPCGA who will then close the request PO.

https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/monitoring/92runningpobuydownreport.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/monitoring/92runningpobuydownreport.pdf


PO Close Request 
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Let’s 
Practice!!
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Any Questions?

Please feel free to Contact Us:
Department of Procurement, 

Contract, and Grant Administration

Whitney Williams
Procurement Manager

410-260-1581

Valerie L. Mitchell
Procurement Officer

410-260-3591
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Any Questions?

Please feel free to Contact Us:
Budget & Finance Accounts Payable

Dana Brazerol
Accounting Operations, Manager

410-260-1379

Brandy Lee
Supervisor

410-260-1748

Trudy Brown
Lead Worker
410-260-1378
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