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January 8, 2013
PCard Agency Administrator Tasks in SWIFT

The Agency PCard Administrator role will have the ability to review, modify and approve transactions for the
applicable PCard holders. This role will also maintain the PCard holders’ profile including: PCard account
numbers, reviewer, reconciler and approver assignments, and speedchart assignments, as well as the default
chart of accounts tied to the applicable PCard holders. This is a required role for each agency. An agency may
have multiple PCard administrators.

Users with this role have access to:

e Reconcile Statement - Review, Verify and Approve PCard transactions
e Assign Proxies

e Assign Speedcharts

e Add and Update Cardholder Profile

¢ Review Bank Statement

e Run PCard Reports

Users with this role have Inquiry/Display only access to:

e Card Issuers
e Preferred Vendors
e Unit of Measure Mappings

The following topics will be covered in the PCard Agency Administrator Quick Reference Guide:

e Searching for PCard Transactions

Apply Chart of Account Data to PCard Transactions

e Add Comments and Attachments to PCard Transactions
e View Level 3 Data on PCard Transactions

e Add Use Tax to PCard Transactions

e Mark PCard Transaction as Verified or Approved

e Budget Check PCard Transactions

e Add/Update Speedchart to PCard holder

e Add/Update Proxies for PCard holder

e Add or Remove PCard information from employee
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Searching for PCard Transactions
Navigation: Purchasing, Procurement Cards, Reconcile, Reconcile Statement

The Reconcile Statement Search page allows a user multiple ways to search for PCard transactions. The most
common search criteria are Role Name, Card Issuer (Managing Account) and Billing Date, which is depicted in
the screen shot below. This will return all non-closed transactions that meet the search criteria. Other common
search criteria are listed below.

e Employee ID
e Employee Name
e Statement Status
0 Staged (Transaction has been loaded but not verified or approved)
o Verified (Transaction has been verified)
o0 Approved (Transaction has been approved)
o0 Closed (Voucher has been built successfully)
o Error (Voucher has been built but there is an error)
e Budget Status
e Transaction Date

Fa\.fnvr'rtes MainvMenu * PL.IFC|1E|5iI'|g > Prncurenlent Cards > Recgrncile »  Reconcile Statement

Reconcile Statement Search

Role Hame: PO-Agency PCard Administrator “
Employee ID: @,

Hame: OJ
Card Issuer: MM DR Central Office w

Card Number:

Transaction Humber:

Merchant:

Sequence Number:

Line Humber:

Billing Date: 1210512012 | @Y,
Statement Status:

Budget Status:

Chartfield Status:

Transaction Date: E

Charge Type: o

Posted Date: &
Search

Once the search criteria has been entered, the Search button can be selected to return the PCard transactions.
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Apply Chart of Account Data to PCard Transactions
Note: A portion or all of the chart of account and/or project related data may default from the cardholder’s profile.
Navigation: Purchasing, Procurement Cards, Reconcile, Reconcile Statement

Enter the applicable search criteria and select the Search button. The applicable PCard transactions will be
returned.

Favorites Main Menu > Purchasing » Procurement Cards > Reconcle > Reconcile Statement
E - - -

Reconcile Statement Search

Role Hame: | FO-Agency PCard Administratar v|
Employee ID: | @,

Hame: | @,
Card Issuer: | M DMR Central Office v|

Card Humber:

Transaction Number:

Merchant:
Sequence NHumber:
Line Number:
Billing Date: hamsi2012 @,
Statement Status:
Budget Status:
Chartfield 5tatus:

LI

el

Transaction Date: |
Charge Type:
Posted Date: |

el

Search

Select the Distribution (Eﬁ) icon for the PCard transaction.

(B O ygaran D

Card Transsction Basdget Clhnrifieh
E— Card Hurmbser Trans Date  Marchant *Status Amount Curmency Staius £igbus
LAREYS SAFETY
1538 eeeeengggl 11300012 | SREEESEELL 13089 . -31.06 USD L (Euana Recyeled
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Enter the applicable chart of account funding string and select the OK button.

Favorites Main Menu > Purchasing > Procurement Cards » Reconcle » Reconcile Statement
: - - -

LElNewWindow @Help E{'Customize Fage
Reconcile Statement

Account Distribution

Line: 1 PO Qty: 1.0000 UOM: EA
Billing Date: 12/05/2012 Billing Amount: -31.06 USD Unit Price: -31.06000
SpeedChart: Q Transaction Unit Price: -31.06000 *Distribute By:

Customize | Find | View A1 B First EI 1 of 1 I3 Last
WL DetailsiTax || Assetinformation || Statuses |
. . . " sW Agey Agecy PC Bus
Dist Percent Amount Currency *GL Unit Fund Fin DeptiD ApproplD ‘Account Sub Acct Cost Cost 1 Cost 2 Unit
1 [100.000¢ 31.08) USD WN00i@, [5100@, [Goz37200@, ([Goz190i@, ([mz001@, [ @ [ @ [ & [ @ [ @
L] ] | B
QK Cancel Refresh

A speedchart can also be applied to this page.

Fawgrtes  Han Menu » Purchasng o Procurement Cards > Reconcle » Reconcie Statement
&0 New Window (D Heip  [& Customize Page &
Reconcile Statement

Account Distribution

L 1 PO Oy 1.0000 O EA
Eulling Date: 12052012 Billing Amount: -3108 USD Unit Price -31. 05000
R20%231410 4, L5 ransacsion Unit Price: 3108000

Detnb T Ams=t informaton Gatuses

Dist  Percent  Amourt Cutrency “GLUMt Fund  FinDeptl  Appropld  ‘Account Subhcct oo A9Y AR RO A
1/[100.000C 3106 USD unoo-d, 10009, [R2933T1E, Resa0oed, (4130019, QA A, [zed QA a

L F ¥

Note: The PCard holder must be granted access to the speedchart before it is available to the PCard holder.

This must be done by the PCard Agency Administrator role and can be viewed at: Add/Update Proxies for
PCard holder.
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Multiple PCard transactions can have the chart of account data entered. Select the applicable transactions and
select the Distribution Template hyperlink.

Favortes = MainMenu > Purchasng > Procurement Cards > Reconcle » Reconcie Smtement
CLAREYS SAFETY
1 [0 ReomaineThomasE 34533 0883 1102012 £ ,FJ!-,T Staged - -31.06 USD B q
; AMERICIHH
2 [0 Prilips Srhvester 0 34538 seeeeenggh9 11000012 Sl o [grageg > 8131 UsD .Y
k I I BALDWIN SUPPLY o ,
4 @ |ResnauDouglas L 34524 reeeeS368 1URSR0IZ Shiinagy | stagea - 310.20 USD &
4 [@ |RosnauDougias L 34533 meweeiEg T1A02012 Staged - 40,44 USD M <
............ BALDWIN SUPFLY
B |ResnauDouglas L 24538 5369 11G0m02 QQ:.'IPL!H' Staged ol 1.1/ Us0 B C
BALIOWIN SUPPLY N
4 [] JResnauDouglas L. 34538 FresmesRUI2BR 00RO COMPANY | Staged o 1994 50 B C
g Schad. Davd R 34538 RS T1ANZ12 | MEI Staged - 80,00, USD Yl
& [0 BamesFelicas 34538 weemeeergad 12012012 BREDE Staged - 138 12 USD M <
ARLLA AS208 OF
8 [J PersonsRobinlL 34538 v weSRT0N8 022 Beenmme Staged - 300/ UISD B
L2 ¥
2 sopct Al Clear Al Hage Wity Valdate Budgel
sRaich Eurchags Details Salil Ling I Estrbution Temells I

Enter the chart of account data and select the OK button.

Favovr'rtes Mainvrv'lenu > Purchvasing B Procuremgnt Cards > Recovncile » Reconcile Statement

F New Window  (Z) Help
Reconcile Statement
Distribution Template

. . W Agcy Agcy PC Bus .
& x
Seq Pet GL Unit Fund Fin DeptlD ApproplD ‘Account Sub Acct it Cost1 Cost 2 Unit Project

1[100.0000 [MMOO'®, B100/@, [Bo237200@, [o21903@, R1zool@ [ @ [ @ | @, | @, | @, |

OK Cancel Refresh
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Transactions that have chart of account data applied will indicate Yes in the Redistrib column and the history of
the update will be captured.

Cystomizs | Find | View &1 B | 5 ol I g0 D
Trans Date  Merchant *Status Tr-:m Currency m mw Redistib Wouscher Erro:
CLAREYS SAFETY || 1 ,
11100R012 E0iPuEnT | Staged - -31.06 USD M 2 BE Notchwd valig o5 No
211302012 ?—g&%‘_ E‘E-':;"DE Staged v #1.31UsD B O ER vand Recycled Ho No
ALDWIN SUPPLY fl
311282012 MPANY Staged bl 31029 UsD 1.} 9] L4 Mot Chik'd  Recycled Yes Mo
ALDWIN SUPPLY
& 11302012 COMPANY ,Stap_eu A 4044 USD B e a3 Mot Chik'd | Recycled Yigs Ho
5 BALDWINE SUPPLY | =l O
11302012 COMPANY :Slggeu w 141 usD L) et Mot Chi'd  Recyded Yas Mo
51101z BAEDMINSUPRLY o000 1994 USD B O [% notonkd Recyded | ves No
711302012 ME) [Staged #0.00/USD B O B Motcned Recyced  [ves Mo
812m1/2012 BREDE Staged - 138,12 USD MO Bz valia Recyced Ho Na

Favc;r'rtes Mainvl'u'lenu » Purchasing > Procurement Cards : Reconcle > Reconcie Statement
H - -

-

Reconcile Statement

Redistribution History

Line: 1
Redistribution History Customize | Find | B | % Fit & 42072 1 Last
Last Change Date User Modify
11212442012 9:58:334M M_F5_PO_PCARD_RECOMCILER
2122402012 10:13:07AM M_F3_PO_PCARD_RECOMNCILER

 Retun

Note: If the funding string is updated, the transaction(s) will need to be budget checked.
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Add Comments and Attachments to PCard Transactions
Note: The comments entered are tied to the individual transaction line.
Navigation: Purchasing, Procurement Cards, Reconcile, Reconcile Statement

Enter the applicable search criteria and select the Search button. The applicable PCard transactions will be
returned.

Favorites - Main Menu > Purchasing > Procurement Cards > Reconclle » Reconcile Statement
@Newwmdow @Help E{'Customia
Reconcile Statement

Procurement Card Transactions

[[] Run Budget Validation on Save
Bank Statement

Customize | Find | View Al | B | 8 Fist £ 1.9 o741 DN Last

Card " Transaction
Employee Name lssuer Card Number Trans Date Merchant Status Amount Currency
1 Romaine,Thomas E | 34538 w0883 1113002012 W Staged hd -31.06 USD % q
2/ [ Phillips Sylvester O 34538 b 111 11/30/2012 %mIDS Staged L 81.31 UsSD E% C;
! =
3 [ |Rosnau,Douglas L 34538 FR 5360 1112872012 W Staged b 310.20 USD B q

Select the Comments ( : ) icon for the PCard transaction.

Bi# v D imeran B

Transaction Chartlield

Card Humber Trans Date  Merchant *Status ey Currenoy " g:l Eialia Redistr)
s CLAREYS SAFETY 1 1
r—— S 11302012 EQUIFMENT Staped » -31.06 USD ik o ot Mot Chikd  Valid Yes
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Enter Comments into the Comments field.

Favortes  Main Menu » Purchasng » Procurement Cards » Reconcle > Reconche Statement

S newvingow (DHelp [&' l:us'.::m;zel
Reconcile Statement
Line Comments
Linwe: 1 Description:
Reference:
Transaction Line Comments P
: Status: "‘-W‘-""‘? ": =
IPCard commints are enberid here I [EL 4

Atachment

0K Cancel  Refresh

Click the Attach button and select the file to be attached and select the Upload button.

File Attachment [%¢]

Delivered Reports\POYE000-_ Cardholder Information. pdf
 Upload || Cancel |

| Browse... |
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The attachment is successfully uploaded.

Reconcile Statement

Line Comments
Limec 1 Description:

Reference:

Fing [ View 23 Frgt K g ofq O Lpge

Comemants: Status: [ Active o] #=iE=
PCard commants are entered hera. FE@"!

Associated Document
Altachment: POYE00D-_Cardhalder_Information. pdr it View Delete

OK Cancel Refresh

The comments icon is updated to show that comments or attachments have been added.

d T
Emiployes Rame ::::“r Card Number Trans Date  Merchant *Status “l‘xlm’: Currency
_ CLAREYS SAFETY 1 i i
1 Romaing Thomas E 34538 seeessese0883  VB0ROIZ ERCENT Staged v ~31.06 USD : e I
AMERICINEY 1 ~
2 Phillips Sylvesler 0 34538 RTRERRLTDEED 10012 ﬂ_-#_l'?_'-"ﬂl D RAPIDSG Faagped s B1.31/USD BB
3RosnauDouglasl 4538 s (11202012 SRR [Sgeg swaouso B OE
4|RosnauDouglas L 34538 & 5360 TIEN2012 ;thP-‘-]rIJ'r'QI BE Saged ) 40,44 USD B el

Viewing Level 3 Data for PCard Transactions

Note: Level 3 is additional data sent by some merchants that provides more information on the transaction. Not
all merchants are able to send Level 3 information.

Navigation: Purchasing, Procurement Cards, Reconcile, Reconcile Statement

Enter the applicable search criteria and select the Search button. The applicable PCard transactions will be
returned.
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Favorites | Main Menu : Purchasing : Procurement Cards : Reconcile » Reconcile Statement
- : - - - -

& New Window @ Help Customizy
Reconcile Statement

Procurement Card Transactions

[[]Run Budget Validation on Save
Bank Statement

Customize | Find | View Al | BV | 2 Firet £ 4.9 o749 I | aat
" Transaction i Biling | [F=2H
Card Transaction
Employee Name e — Card Number Trans Date  Merchant *Status e — Currency
1 Romaine, Thomas E 34538 0383 11/30/2012 W Staged L -31.06 USD F%
2 [ Pnhillips,Sylvester O 34538 B 1= = 10 1113002012 %mms Staged A 81.31 UsSD Fé.
3 [0 RosnauDouglas L 34538 FEEReeh360 112972012 W Staged hd 310.20/UsD %

=N
Select the Line Details (l:_IIEI ) icon for the PCard transaction.

Card 3 Transacton
Employee Hame e Card Bumber Trans Date  Merchant Status A Currency
- CLAREYS SAFETY | | T
1 Romaine Thomas E 34538 ———E 113002012 EQUEPMENT | Staged | -31.08 UED o} ';:-‘-‘ |

Select the various tabs to view the Level 3 data.

Favorites Main Menu > Purchasing » Procurement Cards > Reconcile > Reconcile Statement
: - - -

2] New |

Reconcile Statement

Visa Transaction Details

Card Number:

srrrrrerera(0R3

Posted Date: 121032012

Transaction Number: T4013392335000013464133
Sequence Humber: 6

~ Card Transaction - Type 5 Customize | Find | View 4 £ First K q0r1 D Last

(Tab& | Tab | Tab10 |

" Tab2 | Tab3 |[ Tab4 |[ Tab5 |[ Tab&

Period  Acquiring Bin Card Acceptor ID Supplier Hame:

112332 401339 CLAREY'S SAFETY EQUIPMENT

Retum
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Add Use Tax to PCard Transactions

Note: Use tax will include both State and Local tax. Use tax should only be applied when tax is not billed on the
transaction.

Navigation: Purchasing, Procurement Cards, Reconcile, Reconcile Statement

Enter the applicable search criteria and select the Search button. The applicable PCard transactions will be
returned.

Favorites = Main Menu > Purchasing > Procurement Cards > Reconclle » Reconcile Statement
@Newwindow @Help [,(/Customizl
Reconcile Statement

Procurement Card Transactions

[[]Run Budget Validation on Save

Customize | Find | View Al | BV | 2 Firet £ 4.9 o749 I | aat

Card Transaction

Employee Name lssuer Card Number Trans Date  Merchant *Status Amount Currency
1 Romaine,Thomas E | 34538 FrEmmmaRa 883 1113002012 W Staged A -31.06 USD F% q
2/ [ Pnillips Sylvester O 34538 B 1 112 1113002012 %mms Staged b 81.31 UsSD F% C
[ =]
3 [0 RosnauDouglas L 34538 FraEEEesarrh 360 1112972012 W Staged b 310.20/UBD E% Q

Select the transaction that needs use tax applied and then select the Purchase Details hyperlink.

A1 DM SLIPPLY A
6 [J RosnauDouglasl 34538 e S 360 1130/2012 5:5[._1'-.\."'_&_ | Btaged w 18.84 USD L e
Schad David R 4538 ——“ 126 1173072012 'ME] Staged i 60.00 UsD &
8 [_} Bames Felicia A 34538 TE——— A 12mrzmMz BREEDE Staged b 138.12. USD & ':
ARMA ASSOC OF
@ [ Persons RobinL 4538 pesmSTOE TUA02012 RECORDS Staged w 30,00 USD M <
< ¥
¥ SelectAll Clear 4l Stage Vrify Valsdate Budgat
Search Purchase Delails Split Ling
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Unselect the Tax Paid checkbox and select the Sales/Use Tax hyperlink

Favorites = Main Menu > Purch&m‘ng ] Pmcuremfnt Cards =» Re::@r:ie + Reconcile Statement
Reconcile Statement

Purchase Details

Line: 7

Merchant: MEI

City: 888-955-5455

State: MM

Country: LsA

*Business Unit: IR2901 Q@, Original PO: N

PO ID: [ e

PO Line: [ &

PO Sched: Q,

Vendor ID: [ @,

Location: | @,

Ship To: | @,

Item ID: | @,

Category: | @,

Vendor ltem: |

*Quantity: | 1.0000

*UOM: [EA 1@

Unit Price: | 60.00000 yegp Transaction Amount: 60.00

Bill Includes Tax if Applied
ax Paid
[SalesiUse T2 Cateqory Search View Hierarchy PO Pick List
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Enter a Tax Destination and the use tax information will automatically default.

Sales/Use Tax

Tax Applicability; LIrect - a)
Tax Destination: GO20060000 C% ADMIMN/MATERIALS

MANAGEMENT DIV
Tax Code: 1943 @,
SUT Code Pct:

Use Tax: | 4 Eii|

QK Cancel Refresh

Note: The Tax Code can also be updated as necessary.

Mark PCard Transaction as Verified or Approved
Navigation: Purchasing, Procurement Cards, Reconcile, Reconcile Statement

Enter the applicable search criteria and select the Search button. The applicable PCard transactions will be
returned.

Favorites | Main Menu : Purchasing : Procurement Cards » Reconcle » Reconcile Statement
- - - * - hd
& New Window (2 Help [ Customizy

Reconcile Statement
Procurement Card Transactions

[[]Run Budget Validation on Save

=

Customize | Find | View Al | BV | 2 Firet £ 4.9 o749 I L ast

Card Transaction

Employee Name lssuer Card Number Trans Date Merchant *Status Amount Currency
i CLARFEYS SAFETY =
1 Romaine Thomas E | 34538 08383 113002012 EQUIPMENT Staged w -31.06 UsD |_—|'§| C
2/ [ Phillips,Sylvester O 34538 FRRRRREEE 880 11302012 %mms Staged b 8131 UsD F% C
! =
3 [0 RosnauDouglas L 34538 Fakdre B 360 117292012 W Staged A 310.20|USD E% Q
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Select the applicable transaction(s) and select the Verify or Approve button.

Emnployes Name ﬁ::‘ Card Number Trans Date  Merchant *Status T""":""‘“: Currency
omaine, Thomas 4 11 12 =i r HETY &ageﬂ - -31.068 LSD L
R T E 34538 0883 02012 g'ﬁ!!_mﬁr = _
AMERICIMNE I
1 Phiilips Sybeester O 34538 03648 113002012 GRAND RAPIDS 513;2{1 - 81.31 USD Ly 4y
BRLY
=] [T — . — AN SUPPLY oo g o
RosnauDouplasL 34538 wewwesige 11202012 SanelLSUEELY [ 310.20 USD B q
& IIII Pr \ T
osnauDouglas FREEE AR I > _Ir'v | Sapged e 40,44 USD [g‘.:l {
(=] [ Douglasl 34538 5369 | TB02012 Sonimany ,
BALOW o I
Rosnau Douglas L 34538 e 11202012 -ID PELY | Staped L 111 UsD 5 (
¢ QQr.IF'F:}:\ [*=29
RosnauDoupiasL 34838 weewsesysy 1130012 SRCUTSUERLY [gpgeq 19,84 USD & q
]| schad Dadd R 34538 memseneS{E6 TIB0R012 MEI |Staged v 50,00 LSD i <
0] Bames Feticia A 34538 sesessensgiyd 12012012 BREDE [staged v 138.12 USD B
: RMA ASSOC OF T
O] Personsrobinl 34538 seesssemegniE 110012 :?EQ"QEDE | Staged ~ 30.00 USD B
& L3
¥ saieetan e &) Slage irily r Approve | Valigabe Budge!

The transaction will move from a Staged to Verified or Approved Status and then select the Save button.

=
Employes Name iy Card Numbser Trans Date  Merchant *Status TrTaaction  currency

CLAREYS SAFETY [ . y

1 E Romaing. Thomas E 34538 P ——— 112012 EQUIFMENT ='.'E'I"‘|'|'IEIH '4'. -31.06 UsSD ﬁ Y

2| [] Phitips Svestar 0 | 34538 eenegags 11302012 | SUMERIGIHN [taged - 8131 U8D B <

ol GRAND RepiD 100 i b

3 [ RosnauDouglasL 34538  ‘wwwssssdsy 11202012 BemelL PR f(vonnes (@ 310.20 USD . 3¢

Al CHYIN SLIPPLY -

4 E RosnauDouplas L 345318 - |1 132012 OMPANY ;'-'E'I'I'l'IE'Il ]| 40 44 USD ﬁm !

5 B RosnauDouplasL 34538 wweeweeesggy 11302012 BBV fVentes 9 tmuso M

e BALDWIN SUPPLY I7 1

5 [5] RosnauDouplasl 34538 5360 MADR0TZ Soupuny [veriea sl 19,94 USD B <

7 Sehad Dadd B 34518 sessssssnssigE | 11302042 ME] [venniea = 50.00 LSO Bdq

8 [ BamesFelicia 4 34538 g4 (12002012 |BREDE | Staged | 13892 LSD g

9 [] PersonsRebinl 34538 s 11EN2012 E-E'.:H;H:C‘- LOF N eiapea | 30,00 LSO B4

£ *|
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Individual transactions can also be marked as Verified or Approved by changing the status from Staged to
Verified or Approved. Once this is done, select the Save button.

8 [ Persons.RobinL 34538 78 NB0R012 geooene Staged v 30,00 USD M
Approwed
. 3

¥ salec Al Clear All Stage Wity validate Budget

Budget Check PCard Transaction

Note: Budget checking the PCard transaction does NOT create any budget rows or validate if there is budget
available. The process just validates that a valid funding string has been entered on the transaction. The budget
check process on the related voucher will create the expense budget entries.

Navigation: Purchasing, Procurement Cards, Reconcile, Reconcile Statement

Enter the applicable search criteria and select the Search button. The applicable PCard transactions will be
returned.

Favarites Main Menu > Purchvasing 5 Procuremvent Cards > Recovncile = Reconcile Statement
7 New Window @Help E,/Customia

Reconcile Statement

Procurement Card Transactions

[JRun Budget Validation on Save

)

Customize | Find | View All | B | 2 Fist £ 1.9 of 41 I oot

Employee Name lCard Card Number Trans Date  Merchant *Status TEITEDALTT Currency
SSuer Amount

A S SA =

1 Romaine Thomas E | 34538 w883 | 11/30/2012 W Staged v -31.06 USD B 4
AN =

2/ [ Phillips,Sylvester O 34538 FamReR 880 11302012 %mms Staged hd 8131 UsD E% C
ALDWIN S =

3 [0 RosnauDouglas L 34538 TR h369 11/29/2012 W Staged b 31020/ USD E% Q
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Select the applicable transaction(s) to budget check and then select the Validate Budget button.

Employee Hame It.“:;r Card uember Trans Date  Merchant
I I - SAFETY
1 omaing ThomasE 34538 TeREsAEITS0HE2 11302012 EQ qprJE,"-:TELE_'
AMERICING
2 O Jpritios Syvester 0 34538 seeeegEg  1IB0R01Z et D';H‘P,Dq
AR, BALDWIN SUPPLY
)| F RosnauDouglas L 34538 eSS 11282012 Solinany
2 ALDIWIN SUEPLY
4 @ osnauDouglas L 34538 TSNS 1IB0RNZ coiany
| @ |rosnaubougias L. 34538 5369 11m0z012 ESREITLSUEALY
ALDWIN SUPPLY
6] [ FosnauDouglas L 34538 5360 1173002012 COMPANY
7 Echiad Daia R 34538 eessmneSAgE 11302012 ME)
f [ fpames Felicia & 34538 Raminens i1 | 120172012 BEEDE
; ARHAASSOC OF
[ JPersons Robin L 34528 e omnninl 1) 11302012 RECORDS
¥ Selactal Clear A1 Stage Werily

S
(o200 |
[ Stagea v:
[ stagea v
[ stapea v
| Staged -
| Staged ~
| Staged w
Staged |
[ stagea -
Apprie

Transaction
A Currency

31,06 USD B 4
8131 UED B
310.20 USD B g
40,84 USD B g

111 U0 E
19.94 USD B <
£0.00 USD B J
13812 UsD B <
30,00 USD M

The system will then budget check the applicable lines. During this time you will see the processing icon.

-Fh'ﬂ_!_'m MII'I_HN'II.F » Purchasng > Procurement Cards > Reconcie > Reconcie STtement

Reconcile Statement

B Hew Window

\1) Help

|5 Customize Page

Procurement Card Transactions
[ Reum Busdget Validation on Save
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The status of the budget will then be displayed in the Budget Status column.

Transaction T SHRL2L)
Card Mumbser Trans Date  Merchant *Status Tm:.d”': Currency m i:!hlﬂﬁﬂld Rediztr
B 11 S R (1), MESE-IFJ E”;Fﬂ | verinea - -31.06 USD B & 5k vaid Valid Tes
2 reeeggs IUE0R012 ﬂﬁ%, e | Staged | 81,31 USD B O PR vana Recyded Mo
3 wemenensing  fiReR012 ELCUISUERLY [Vednes ) stozouso M O PR ovasa | vaie Yes
- AL DI PPLY = il

dlorsvinenensigidn  l1ananoe E;E_J.DQM:l'ﬁirJ_ﬁ.'.'_nL‘{: L [Verned ) 40.44 USD B (0 R vand Vali ¥es
! =] f 1 o

§ mmeesd6d 11202012 DL ERLY [yernes @ 111 USD B O Favana | vane Yes

e AL CILAAR PP f | 'S Y 1

L i - 1 11302012 COMPANY Verified bl 19.94 USD B O |5t vaka Valid Y5

7 sty 11002012 MED [Verifed w £0.00 USD B O |t Hoichdd  valid Yeas

g ey 120172012 BREDE | Stagea - 13812 USD W IR vaie Recyed Mo
T E— ,

glemseeeT0ig 1173012012 Mﬂﬁ.ﬁﬂﬁﬂ& [stages  ~ 30,00 USD B O Fiva | Regded Mo

The option of Run Budget Validation at Save can also be selected and leveraged. This will budget check all
transactions in the Bank Statement grid once the save button is selected.

Favq_r:es l-lan'Henu » Pmd?snu » Prm.ﬂ'em.erll:f:af\ds- 3 ﬂ.em&lv:ie » Reconcls Statemsant
EnewWindow (D Help & Customin

Reconcile Statement
Procurement Card Transactions

. Transacticn e

Card Fumber Trans Date  Merchant Gtatisn Curre m&wm“ m.u‘ﬂ'! g PE]
srarstnsnas CLAREYS SAFETY =

y® 0883 11302012 \PLENT Verified w .31.06 USD B ® 3 vaa o i

20889 11002012 pariemaboe  |Staged W G O M s b

Note: Transactions that return with a budget error need to updated with a valid budget string and re-budget
checked.
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Add/Update Speedchart to PCard Holder

Speedcharts can be assigned to a cardholder. Once this access is granted, the reconciler, approver or agency
administrator can use this speedchart to default the chart of account data onto PCard transactions.

Navigation: Purchasing, Procurement Cards, Security, Assign SpeedCharts

Enter the Speedchart Key information and select the Search button.

Favorites Main Menu > Purchasing » Procurement Cards » Security > Assign SpeedCharts

Assign SpeedCharts

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300); (300

SetlD: (= v] [SHARE

@,
SpeedChart Key:| begins with |R29323111D %

Description: begins with |+ |

[]case Sensitive

Search || Clear |BasicSearch [ Save Search Criteria

Select the Select Procurement Cards hyperlink to select applicable PCard holders.

Favorites = Main Menu » Purr.:hvarsha » Procurement Cards » Securty > Assgn SpeedCharts

1 Mew Window
Assign SpeedCharts

FOR Fire Prevention
Each SpeedChart definition may carmy one ore more accounting distribution lines. Only universal SpeedCharts can be assigned to

procurement cards. Each procurement card can have multiple SpeedCharnts assigned to it however, only one of them can be seleclad
as default

* SpeedChart Key: R20323111D
Saled Procurement Cards [ pisplay Unmasked Card Number
3 : aL LAFSICITRTE 14 1ia i i o [2 .
*Empl 1D Employee Name *Card Issuer *Card Number
Ol @, . Q@ | [#{[=]
M Select Al Ll clearan
Dalele

[G] Sawve |oh Retuento Search | [T Molity
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Enter the applicable search criteria and hit the Search button.

Favorites Main Menu > Purchasing > Procurement Cards > Securty > Assign SpeedCharts

& Mew Window
Select Procurement Cards
FOR Fire Prevention

*SpeedChart Key: R29323111D
+ Procurement Card Selection Criteria

Business Unit: Department of Matural Resource

Employes I @,
Card Issuer: 34538 MM DNR Central Office

« Select Procurement Cards

Selected  Employee Hame Card Issuer Card Numbser

The employee that match the search criteria will be returned in the grid below. Select the applicable PCard
holders and select the OK button.

Favorites.  Main Menu > Purchasmg > Progurement Cards » Securty » Assign SpeedCharts
Select Procurement Cards

FOR Fire Prevention
*SpeedChan Key: R293231110
Busingss Unit: R2901 ‘@, pepartment of Matural Resource
Employes I Q@
Card Issuer; (34538 Q. MM ONR Central Office
Search

Employes Hame Card lssusr Card Humber

Selacted
= Aadiand, Luther P 34538 snsssssssrengany _
@] Andarson, Chel E 34538 sannega57 |
O  JAndersonDenise M 34538 T Y
[#]  |AndersonDerek S 34538 B ——
O |anderson william A 3538 2000 |eesssssses “6069 _
O  [andrews Keytor 34538 e - I
O  |AnspachBruce W 34538 ssrsgg g |
O  JAntensonDavid & 14538 B ——
e Salect Al ] Clear All
oK Cancel
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The applicable employees will be returned and select the Save button.

Favorites Main Menu > Purcl‘@sing ¥ Prucuremgnt Cards » Secgr'rty » Assign SpeedCharts
& New Windov
Select Procurement Cards
FOR Fire Prevention

Each SpeedChart definition may carry one ore more accounting distribution lines. Only universal SpeedCharts can be assigned to
procurement cards. Each procurement card can have multiple SpeedCharts assigned to it; however, only one of them can be selected
as default.

*SpeedChart Key: R29323111D
Select Procurement Cards [ pisplay Unmasked Card Humber

Customize | Find | View 4| B | 3 Fist Bl 12072 D Last

*Empl ID Employee Hame *Card lssuer *Card Number
|U1UQ1?93 @, Anderson,Derek § |34538 (@, |[rresreanad (#|[=]
|UU42914? ‘2, | Aadland Luther P |34538 L N T #|[=]
Select Al O cearan
' Delete -

5] save | [t Returnto Search | [=] wotify |

Note: Speedcharts are then available for the reconcilers, approvers and PCard Agency administrators to use to
default chart of accounts.

Note: Speedcharts do NOT replace the default chart of accounts that are setup as part of the PCard profile.

Note: Speedcharts can be removed from employees by selecting the applicable employees and selecting the
Delete button.
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Add/Update Proxies for PCard holder

Proxies are individuals that fulfill a PCard function on behalf of the cardholder. Proxies can be assigned two ways

at the PCard holder Profile where proxies for an individual are updated or an individual can be assigned a proxy
to multiple PCard holders.

PCard holder Profile
Navigation: Purchasing, Procurement Cards, Definitions, Cardholder Profile

Enter the Employee ID or Name of employee to update and click the Search button.

Favorites - Main Menu > Purchasing » Procurement Cards > Definitions > Cardholder Profile

Cardholder Profile

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maxirmurm number of rows to return (up to 200); (200
Employee ID:| begins with |« ||D1D423?‘4

Name: |begin5 with v||

Last Hame: | begins with ||

[]case Sensitive

Search || Clear |Basic Search [Gf Save Search Criteria

Select the Card Data tab on the page and the Additional Information tab in the grid and then select the Proxies
hyperlink.

Favortes  Man Menu » Purchasng > Procurement Cards »  Defintions » Cardhder Profie

Bersonal Data ::mnm
Buckingham,Todd B

[ pisplay Unmasked Card Number

& Mew Window (T Helip  [& Customize Pa

Transacton Lenis. E'

b *Card Isauer *Card Numbor Wondor Card  Vendors Progea DT il Commaodity Codes
HES01 G, | 36846 miainer [} vendors | Froses Dm"Llc'v:,:l Commadiy Coses & =]

[l Save [ Retemio Search | B | PreviessnLst 4| Heodin List

Pergongl Data | Cand Data

Proxies can be added or removed as necessary.
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Favovr'rtes MainvMenu = Purchvasing b ProcuremventCards 5 Deﬁnltions » Cardholder Profile

#21 New Window @Help [,/Customi

Assign Proxies

Buckingham,Todd B

36846 Card Number: e T O )

*User ID Description *Role RqueL::jltter Buyer Default

[M_FS_PO_PCARD_AGNCY_/@, |M_FS_PO_PCARD_AGNCY_ADMIN [ Po-Agency PCard Adminis v | [+ [=]

[M_FS_PO_PCARD_APPROVE®, M_FS_PO_PCARD_APPROVER [Po-PCard Approver | [+]|[=]

[M_FS_PO_PCARD_CNTRL 4@, M_FS_PO_PCARD_CNTRL_ADMIN | PO-Central PCard Adminis || [+l |[=]

[M_Fs_PO_FCARD_RECONC®, M_FS_PO_PCARD_RECONCILER [PO-PCard Reconciler | [+ [=]

[M_Fe_PO_FCARD_REVIEWED, M_FS_PO_PCARD_REVIEWER [PO-PCard Reviewer v| [+ [=]
OK | Cancel

Note: Each PCard holder must have at a minimum:

e PCard Central Administrator
e PCard Agency Administrator

The other roles of Reconciler, Approver and Reviewer are optional (Agency administrator can mark transaction as
verified and approved as necessary).

Note: Before assigning Proxies, the proxy(ies) must have the security role assigned to them (PCard Reconciler,
PCard Approver or PCard Agency Administrator) before the system will allow the proxy to be assigned the role for
cardholders.

The SWIFT security access form can be found at:

http://www.mn.gov/mmb/accounting/swift/security/security-forms.jsp
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Individual Assigned to Multiple PCard holders
A proxy can also be assigned to multiple cardholders using the Assign Proxy functionality.
Navigation: Purchasing, Procurement Cards, Security, Assign Proxies

Enter the Employee ID or Name of proxy to update and hit the Search button.

Favgtes Mainvl'\-'lenu » Purchasing » Procurement Cards > Security > Assign Proxies

Assign Proxies

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300); [200

User ID:| begins with | » |_F'CARD_RECONCILERQ§
Name: | begins with v|

[l case Sensitive

Search Clear |Basic Search [EF Save Search Criteria

The page is displayed with the current PCard holders assigned to the user.

Favorites = Main Menu > Purchasing > Procurement Cards > Securty > Assign Proxies

Assign Proxies

M_FS_PO_PCARD_RECONCILER

This is a proxy user for the procurement cards identified below. Specify the proxy's role for each card individually, or Apply a role to the
selected cards in mass.

Select Procurement Cards O Display Unmasked Card Number

£ Firet B 18 of 4492 I | ast

Customize | Find | View 100 | B

*Empl 1D Employee Hame *Card Issuer *Card Number *Role
[ [oooo1027 @, | HeydingerBeverly Jones 36844 @, |[rrnggss PO-PCard Ret v [+ [=]
[ (00001571 @,  Diedrich Paul J [34544 @, |[remnag PO-PCard Ret v [+ [=]
[ 00001571 @, Diedrich Paul J [34544 @ |[rremgpE0 PO-PCard Ret v [+ [=]
[ [oooo19s2 @, Goslovich EricL [34540 @, [reeerenagsg POFCardRecw | [ [=]
[ (00001982 @,  Goslovich EricL [34540 @, |[regTaa PO-PCard Ret v [+]|[=]
[ 00002080 @,  walkerWilliam J [36737 @, [Fep536 PO-PCard Ret v [+ [=]
[ [ooooz7ss @, Landers Michael J [37417 Q@ |[renenaggrg POPCardRecw | [+ [=]
[ (00003007 @,  Pereira,Donald [34538 @, |7 PO-PCard Ret v [+ [=]
Select All O clearan
Assign Role: [PO-PCard Reconciler v Apply
' Delete Copyto Mave to
[5) save | [Gh RetumtoSearch | [[Z] Notity | {3 Refresh
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To add additional PCard holders to this user, select the Select Procurement Card hyperlink.

Favorites | Main Menu » Purd'gshg ¥ Pmmrem__mt Cards Security > Assign Proodes

Assign Proxies

M_FS_PO_PCARD_RECONCILER

This s a proxy user for the procurement cards identified below. Specify the proxy's role for each card individually, or Apply a role fo the
selecled cards in mass

Procyrament Car [ pisplay Unmasked Card Humber

"Empl 1D Employee Name "Card Issuer *Card Number "Role
[] 00001027 1@, HeydingerBevertyJones (36844 @ ([wwewwsgess 0 [poPCardReiw| [ [
[ [oooo1571 /@, Diedrich Paul J [34542 @, [rremeedszs [Po-PCardRec | | [#] (=]
[] 00001571 /@, DiedrichPaul J 34542 @, 506D [Po-PCardRecs| (3 (=]

Enter the applicable search criteria and select the Search button.

Favorites = Main Menu > Purchasing > Procurement Cards » Security » Assign Prosoes
2 Mew Window \E:l

Select Procurement Cards

M_FS_PO_PCARD_RECONCILER

+ Procurement Card Selection Criteria

Business Unit: HE5501 @] Human Sendices Department
Employes ID: @,

Card lssuer: 30074 A MM DHS AMRTC

Selected Employee Name Card Issuer Card Number |
0  LambertRonald 30074 sasmmanie 4134 |
[  PCardMN DHS AMRTC 30074 srmeeagg 30 |
¥ seiectan O glearm
oK Gancel

Select the applicable users and select the OK button.

Employes Name Card Issuer Card Humber

Lambert Ronald 30074 ey 4 94

PCard MM DHS AMRTC 30074 T e i
¥ Select Al O ciearan
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Select the applicable role and select the Apply button and Save.

[@ [PCARD_3007'@, PCardMN DHS AMRTC (30074 O — 9930 [Po-PCaraRecs| [#]| (=
00001018 @, LambertRonald 20074 @, [rreen 41324 [PoPcardres| [+ [=]
= Selact Al . Clear Al
Assign Role: FO-PCard Reconciler - Apply

Delete Copy to Move to
o) Save | of Returnio Search =] Notity | 23 Refresh

Note: To remove PCard holders from this user, select the applicable PCard holders and the select the Delete
button.

Note: To move or Copy PCard holders from this user to another user, select the applicable PCard holders and
the select the Move To or Copy To button.

Fa*.fq_['rtes MainTMenu » Purchasing > Procurement Cards > Security > Assign Proxies

Select Procurement Cards

M_FS_PO_PCARD_RECONCILER

The user identified here will acquire the proxy role for the procurement cards selected in the Assign
Froxies page. Ifthe user is already a proxy for a selected card, then no proxy assignment will be
copied/moved. Also ifthe user does not belong to a given rale, then no proxy assianment will be
copied/moved. Please check the exceptions page for proxy assignments that did not get

copied/maoved.

To User ID: M_FS_PO_PCARD_AGNCY_ADMIN @,

Ok Cancel Refresh

Note: If the User ID entered does not have the proper security role, the following message will appear.

Row(s) Selected: 2, Row(s) Copied: 0, Exceptionds): 2 (100701213

Systemn does not overwrite any existing role assignments. Please checkthe
exceptions padge for roles that didn't get copied or moved.

O
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Copy/Move Exceptions

There are two types of exceptions. 1. The same card has been assigned to the target user with a different role. This exception can be overridden. 2.
Target user is not a member of the role to be copied/moved. This exception cannot be overridden. You must assign the role to the target user first.

From User ID: M_FS_PO_PCARD_RECOMNCILER M_FS_PO_PCARD_RECOMNCILER
To User ID: M_FS_PO_PCARD_AGNCY_ADMIN M_FS_PO_PCARD_AGNCY_ADMIN
Row(s) Selected: 2 Row(s) Copied: 0 Exception(s): 2
Customize | Find | View 21| B
Empl ID Employee Name Card Issuer Card Humber Source Role Target Role Exception Message
PCard MN DHS SO PO-PCard ; ;
[ PCARD_30074 AMRTC 30074 9930 T Target useris not a member of this role.
FPO-PCard ) )
[ |oooo1o18 Lambert,Ronald 30074 Reconciler Target useris not a member of this role.
Select Al O cleara
[ Override |
Return

Note: DO NOT USE the override functionality available as the proxy user still does not have the proper security
role so s/he will not be able to perform the functionality within SWIFT until the proper security role(s) are granted.
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Add or Remove PCard information from employee
Navigation: Purchasing, Procurement Cards, Definitions, Cardholder Profile

Enter the Employee ID or Name of employee to update and select the Search button.

Favorites Main Menu > Purchasing > Procurement Cards > Definitions > Cardholder Profile

Cardholder Profile

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maxirmum number of rows to return (up to 200); (200
Employee ID:| begins with + (01042374

Hame: |begin5 with v”

Last Name: | begins with |+ ||

[Jcase Sensitive

Search || Clear |Basic Search [G° Save Search Criteria

Select the Card Data tab on the page.
To add PCard information, enter the following:
e Business Unit
Card Issuer
Card Number (full 16 digit code needed)
Expire Date
Card Type (Always put Visa)

e Date Issued
Favc;r'rtes Mainvl\-'lenu > Purchvasing b Procuremvent Cards > Deﬁnltions > Cardholder Profile

Personal Data Card Data

Buckingham,Todd

21 New Window ®He|p E,)Custorr

O Display Unmasked Card Number

customize | Find | B | % First £ qor1 O ast

a0 Additional Information Credit Limits || Transaction Limits

*Business Unit *Card Issuer *Card NHumber *Expiry Date Card Type Date Issued

[Hss01 @, (36846 @, |[prereerogggg [12r01r2013 [ | visa ¥| [ovorz001 B | [

[t Return to Search | =] Notify |

Personal Data | Card Data

Select the Additional Information tab, select the Proxies hyperlink and enter the applicable proxies for the
cardholder. Select the OK button.
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Favo'r'rtes Mainvr\-'lenu = Purchvasing b ProcuremventCards 5 Deﬁnltions » Cardholder Profile
#21 New Window @Help Customi

Assign Proxies

Buckingham,Todd B

36846  Card Number: wEr 5018

Proxies Customize | Find | 1 First KN 1.5 0r5 I3 L ast
User ID Description *Role R?;f“:;‘f' Buyer Default
[M_FS_PO_PCARD_AGNCY_/@, |M_FS_PO_PCARD_AGNCY_ADMIN [ Po-Agency PCard Adminis v | =l
[M_FS_PO_PCARD_APPROVE®, M_FS_PO_PCARD_APPROVER [Po-PCard Approver | =
[M_FS_PO_PCARD_GNTRL_#@, M_FS_PO_PCARD_CNTRL_ADMIN | PO-Central PCard Adminis || =
[M_Fs_PO_FCARD_RECONC®, M_FS_PO_PCARD_RECONCILER [PO-PCard Reconciler | =l
[M_Fe_PO_FCARD_REVIEWED, M_FS_PO_PCARD_REVIEWER [PO-PCard Reviewer v| =

. 0K | Cancel

Select the Default Distrib tab and enter default chart of account data (Optional).

Default Accounting Distribution

Buckingham,Todd

36846 Card Number: srraRAEEE0 000
+ Default Values

Ship To: ’7(3%
~ Distribution Choices

® Use Single-Line Distribution

© Use Multi-Line Distribution
+ Use Single-Line Distribution
Account Distribution Bl
IPC
GLUnt  Fund Fin DeptiD Appropld  Account g":st ":gc"c"" :WC“‘ Business  Project Activity _?::;DB
Unit
MNOD 2, @ | @, | @ | @ [ & @, @, | @, | @, @, '
E2]]l il | Eo)
| oK | Cancel |

Note: The Credit Limits and Transaction Limits tabs on the Cardholder Profile are not leveraged in SWIFT. These
will continue to be maintained in the US Bank system. As a result, these fields in these tabs are left blank.
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To delete PCard information for a user, select the minus (|E| ) icon.

Favortes  Main Menu » Purchasng > Procurement Cards > Dafintions > Cardholder Profie
& Hew Window  (DHelp [ Custor]

Parsonal Data E.ard Data

Buckingham,Todd B

[[] pespiay Unmasked Card Humber
ST Addgionsl nformation | CrecitLimis | Transachon Limits
“Business Unit “Card Issuer *Card Number *Expiry Date Card Type Date ssued

12012013 1§ [visa v| lmiges = A-_.IE

:HE’E"‘]'! J\ 6846 L I L ]

) Save oM Retuen to Search | -] Hotity

Personal Data | Card Data

Select the OK button.

Delete Confirmation

Delete current'selected rows from this page? The delete will occurwhen the
transaction is saved.

. OK Cancel
The PCard information will be deleted once the Save button is selected.
Favortes  Man Manu > Purchasng > Procurement Cards 5 Defmitions > Cardholder Profie
2 Miaw Window ';_'r‘,'}Heln Efl:usroﬁ

Personal Data l:a.r-j Diata

Buckingham,Todd B
[] tésplay Unmasked Card Humber

SN  addivesl formation | CiedlLimds || Transacon Limds | [ETTH
ke Isswed

"Business Unit "Card lssuer “Card Humber “Expiry Date Card Type
] W | 3

| Q .

|0 save] o mowm s sewren =1 ety
Pessonal Datg | Card Data
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