
Reimbursements 
in IslanderBuy –
Alt. Vendor ID’s

• The objective of this course is 
to introduce the new State of 
Texas requirements that state 
agencies using state funds for 
reimbursements of expenses 
must report the vendor 
information from where goods 
or services were received. This 
would require that all 
reimbursements be processed 
in a new manner in 
IslanderBuy. 

• Instruction on the Alt Vendor 
feature and How and Who 
should be set up as an Alt 
Vendor.

• Dart Card for Petty Cash use.

• This course is designed for 
employees already familiar 
with creating IslanderBuy non-
PO Invoices.

• Presented By
Cynthia Turner, Assistant 
Director – Procurement and 
Disbursements



This Process is for State Funds Only

Due to recent state audits and the fact that payment coding errors 
are now classified as a Type I finding by the State of Texas instead 
of a Type II finding, we have had to make some changes in how 
Texas A&M University – Corpus Christi process reimbursements.



• The first best practice for all procurement is to use the procurement system.  
This would be to get a PO and avoid reimbursements.

• The second-best practice would be to use a Pcard and not get into a 
reimbursement situation.

• Third-best practice would be to have the employee or visitor be issues a
Dart Card – Petty Cash Card.
This is a declining balance card that can be used to make purchases. It does 
have to be reconciled and would need for the  Department to reconcile the 
card inside of Concur.  Also, all receipts are required.   Training for this type of 
Dart Card will be done upon request.

Best Practices for Reimbursement



If all the first three cannot be accomplished for a reimbursement, 
then the last resort is to process a non-po based invoice in 
IslanderBuy.

The Last Resort……

Requirements for a Reimbursement in IslanderBuy
There is a new box on the non-PO based Invoice called “Reimbursement Vendor ID”.



How The 
Reimbursement 
Vendor works in 

IslanderBuy

• This new Field will allow an allocator or back office invoice creator to 
be able to select a vendor and then select a reimburse vendor id.



The Reimbursement ID Field is tied to its own 
master vendor record. 

Currently, there are no vendors in this field for 
selection, so as a vendor (usually an employee) 
needs to be selected in this field. You must send 
a request to aggiebuy@tamu.edu to create the 
new vendor.

A vendor should only be chosen in the field if it 
must be used as a reimburse vendor id .

mailto:aggiebuy@tamu.edu


In the event an employee 
makes a purchase with 
personal funds and needs 
to be reimbursed from a 
State account, we would 
need to use the new 
reimbursement id field and 
create a non-po based 
invoice for each receipt 
that is submitted.

One for EACH RECEIPT AND 
EACH VENDOR.



Each vendor where the purchaser 
shopped will need to be in the master 

vendor record.  If not in the master 
vendor record, they will have to be 
added with full Sub W-9 paperwork 

completed and sent to Aggiebuy
vendor setup.

This process is not cost effective and 
may delay reimbursement.  Therefore, 

the use of the proper procurement 
procedures, Pcard, or Dart Card is 

highly recommended.



The Bursars office will 
no longer accept 
Petty Cash 
reimbursements from 
State Accounts.



Any Questions?

This Photo by Unknown Author is licensed under CC BY-NC-ND

https://drkathleenyoung.wordpress.com/2010/03/16/emdr-questions-and-concerns/
https://creativecommons.org/licenses/by-nc-nd/3.0/
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