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The University of Texas at El Paso

Authorization of Personal Services (APS)
*** APS COVERSHEET NEEDS TO BE ATTACHED TO APS FORM ***

  
 Non P.O. Payment (Formerly VP2 Document) 

For Non P.O. Payment processing:

 ° Create a Non P.O. Voucher in PeopleSoft and attach a copy of the approved APS form along      with APS coversheet. 

° Send to the Accounts Payable Department for processing mail to: accountspayable@utep.edu 

* This process does not require an IAP form. 


For Employee processing:  

° APS forms can no longer be used to pay an active/current employee. 

* This process requires an IAP form. 


 PAYROLL DEPT USE ONLY:
Earnings Code:      
 Addl Pay on File
 Prior Period
Pay Day and Amount:                  Pay Group:                     Pay line #:      
Processed by:
     
 BUDGET DEPT USE ONLY:
 FORMCHECKBOX 
 If, Funding Different from Primary Pay 

 Cost Center/Project ID:      
Mailing Address: Business Services ® 500 W. University Avenue, El Paso, Texas 79968 ® Physical Address: University Towers, 1900 Oregon Street, Suite 100, El Paso, Texas 79902 ® Phone: (915) 747-5171
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