SWIFTHS

Statewide Integrated Financial Tools

QUICK REFERENCE GUIDE
PCard Approver Tasks

January 8, 2013
Approving PCard Transactions in SWIFT (Available on January 25, 2013)

The PCard Approver will have the ability to verify and approve PCard transactions for the applicable PCard
holders. This is a required role for each PCard holder.

Users with this role have access to:

e Reconcile Statement - Review, Verify and Approve PCard transactions
e Run PCard Reports

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

e Card Issuers

The following topics will be covered in the PCard Approver Tasks QRG:

e Searching for PCard Transactions

View Chart of Account Data for PCard Transactions

e Add Comments and Attachments to PCard Transactions
e Viewing Level 3 Data for PCard Transactions

e View Use Tax for PCard Transactions

e Mark PCard Transaction as Approved
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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), Billing Date and Statement Status,
which are depicted in the screen shot below. Other common search criteria are listed below.

Employee ID

Employee Name
Budget Status

Transaction Date

Charge Type

Favorites Main Menu > Purchasing > Procurement Cards > Reconcle > Reconcie Statement
H - - -

Reconcile 5tatement Search

Role Name: | FO-FCard Approver v|
Employee ID: I—QJ

Name: | @,
Card Issuer. | MM DMR Central Office v|
Card Number:

Transaction Humber:

Merchant:
Sequence Number:

Line Humber:;
Billing Date: 1210512012 QJ

Statement Status: =

Budget Status:
Chartfield Status:

Al

il

Transaction Date: &

Charge Type:

Posted Date: B
Search

Once the search criteria has been entered, select the Search button to return the PCard transactions.
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View Chart of Account Data for 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.

Favgtes Mainvl\-'lenu s> Purchasing > Procurement Cards > Reconcle » Reconcie Statement
: - - -

2] Mew Window @ Help E," Customid
Reconcile Statement

Procurement Card Transactions

[] Run Budget Validation on Save
Bank Statement

Customize | Find | View Al B | 2% First £ 1.9 of 41 0 Last
Card " Transaction
Employee Name |ssuer Card Number Trans Date Merchant Status Amount Currency
1 Romaine Thomas E 34538 0883 113002012 PO SAFETY -31.06/USD B¢
2 [ Fhillips Sylvester 0 34538 seeraneggge 113012012 ARERCINN | [giaged v 81.21 USD B ]
! =]
3 [0 RosnauDouglasL 34532 semeeanes60 | 112012012 | S SR 310.20 USD B

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

Biling [ell]
Card b Transaction Budget Charifiel
Sekiier Card Number Trans Date  Merchant Status ~ Currancy Status Status
11345 re————0Ea3 111302012 CLAREYS SAFETY [ verified | 1.06 UsSD L] & Sxfvatia Walid
38 13 EQUIPHENT | Verifie | -31. aafval ali

View the chart of account data (if entered).

Favarites Main Menu > Purchasing » Procurement Cards > Reconcle : Reconcie Statement
i - - -

L.EI Mew Window @ Help E{' Customize Pag
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: Qh Transaction Unit Price: -31.06000 *Distribute By:

Distributions

Customize | Find | View A First K1 1071 I L ast
(LGN DetailsiTax || Assetinformation || Statuses | [P

- . . s Agcy Agcy PC Bus
*
Dist Percent Amount Currency  *GL Unit Fund Fin DeptlD ApproplD ‘Account Sub Acct Cost Cost1 Cost2 Unit

1 [100.000C -31.08/ USD MO0 3, 10009, [R293371-@, [R2930082, (4130023, @ [ e [zzei@ | @ | @

| i} ]

OK || Cancel | Refresh |

3|Page-Quick Reference Guide



SWIFTHS

Statewide Integrated Financial Tools

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.

Favovr'rteséMainvMenu s> Purchasing > Procurement Cards > Reconcle » Reconcie Statement
: - - -

2] Mew Window @ Help I:,/ Customid
Reconcile Statement

Procurement Card Transactions

[] Run Budget Validation on Save

Customize | Find | View Al B | 25 First £ 4.9 0740 D st

Employee Name lCard Card Number Trans Date Merchant *Status e Currency
ssuer Amount
1 Romaine Thomas E 34538 ssees0283 | 11/302012 | oS SAEETY -31.06/USD B¢
2| [0 Phillips,Sylvester0 | 34538 weseeerngggy (11302012 | ARERIGHR  [staged v 81.31 USD B
! =]
3 [0 RosnauDouglasL 34532 sasrsssag0 (112012012 | opi i SUEELY 310.20 USD B
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Select the Comments ( : ) icon for the PCard transaction.

Card - Transaction
Employes Name g Card Humber Trans Date. Merchant Status A i Currency
et rbeats CLAREYS SAFETY o0
1 Romaine.ThomasE 24538 0883 113002012 EQLIPMENT | Verified | -31.06/USD
AMERICIND PTEE—
2PhillpsSitvester 0 34539 MTTTTMOSRS  MDOR012 Ganiminoc  [Staged M) 8131 USD

Enter Comments into the Comments field.

Favgrites | Main Menu > Purchasng > Procurement Cards 3 Reconcle » Reconcle Statement

@ riew Window (DHelp  [& Customizd
Reconcile Statement

Line Comments
Ly 1 Description:

Rafarenca;
Transachon Line Comments

= Status: Actve M =l [=]
IPCaru commants ang enlened hane [LE 4

Alachenent

0K Cancel  Refresh

|

Select the Attach button and select the file to be attached and click the Upload button.

File Attachment

f\Delivered Reports\POYS000-_Cardholder Information. pdf]| Browse... |
 Upload || Cancel |

The attachment is successfully uploaded.
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Reconcile Statement

Line Comments

Line: 1 Description:
Reference:
Transaction Line Comments View A1 First a5t
Comments: Status: Active M ==
PCard comments are entered hers L—"—‘%

Associated Document
Attachment: POY3000-_Cardholder_Informatioen.pdf Attach View Delete
OK Cancel Refresh

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

Bank Statement

Customize | Find | View 281 B | 35 Fist BT 1.9 or a1 D Lam

Employes Hame :';"'"’w Card Number Trana Date | Merchant *Status T":m [Currancy

1/Romaine ThomasE  |34538 swreen0zal 193012012 MEN o Verfied W) -31.08/USD B @
2|Philips Syhester 0 (34538 teeeeee0ggg 1173012012 .Mgfmf' CRipps |[S@ged ) | 81.31 USD l[&.'
3RosnauDouglasL 34538 eeeeszsy 11202012 SRIUSERLY [Vedtes ) oouso B O

Gl

s

i
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Viewing Level 3 Data for PCard Transactions

Note: Level 3 is additional data sent by some merchants that provides additional 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 click Search. The applicable PCard transactions will be returned.

Favgtes Mainvl\-'lenu s> Purchasing > Procurement Cards > Reconcle » Reconcie Statement
: - - -

2] Mew Window @ Help E{' Customid
Reconcile Statement

Procurement Card Transactions

[] Run Budget Validation on Save
Bank Statement

Customize | Find | View A1l BV | 3 Fist £ 1.9 0r 41 O Last
Card " Transaction
Employee Name |ssuer Card Number Trans Date Merchant Status Amount Currency
1 Romaine Thomas E 34538 0883 113002012 PO SAFETY -31.06/USD B¢
2 [ Fhillips Sylvester 0 34538 seeraneggge 113012012 ARERCINN | [giaged v 81.21 USD B ]
! =]
3 [0 RosnauDouglasL 34532 semeeanes60 | 112012012 | S SR 310.20 USD B

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

|
Card 8 Transaction
Employee Name T Card Humber Trans Date  Merchant Status A 1 Currency |
|
e CLAREYS SAFETY |f =
1/Romaine ThomasE 34538 seen0ge3 11202012 ngl.qprIEN:'F L [ Venfied s -31.08 UsD @ “

Select the various tabs to view the Level 3 data.

Favarites Main Menu > Purchasing » Procurement Cards » Reconcile > Reconcie Statement
i - b -

2 New V
Reconcile Statement

Visa Transaction Details

Card Number: R 883
Posted Date: 1210312012
Transaction Humber: T4013392335000013464133
Sequence Number: 6
~ Card Transaction - Type 5 Customize | Find | View A1] BV | 38 Fist B 4 054 I Last
" Tab2 | Tab3 | Tab4 | Tab5 | Tab6 |/ Tab7 |/ Tab® || Tab9 || Tab10 |
Period  Acquiring Bin Card Acceptor ID Supplier Name
112332 401338 CLAREYS SAFETY EQUIPMENT
Return |
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View Use Tax for PCard Transactions

Note: Use tax will include both State and Local tax. Use tax should be only 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.

Favovr'rtes MainvMenu 5 Purchvasing > Procuremvent Cards > Recc;ncile = Reconcile Statement
& Mew Window (2 Help & Customiz

Reconcile Statement
Procurement Card Transactions

[] Run Budget Validation on Save

Customize | Find | View Al B | 2 First £ 1.9 07 410 D st

=

Card Transaction

Employee Name |ssuer Card Number Trans Date Merchant *Status Amourt Currency
1 Romaine Thomas E 34538 0883 | 11/002012 | Coop S BT -31.06/USD B¢
2| [0 Phillips,Sylvester 0 | 34538 eeseeerngggy (11302012 | ARERGIE  [staged v 81.31 USD B
|!
3 [0 RosnauDouglasL 34532 resreesrnE360 | 11/2012012 | gopiiai o 310.20 USD B

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

6 [0 RosnauDouglasL | 34538 eeeg3g0 11302012 |Sq Verfied % 19.94 USD m G
Schad David R 34538 sermasnSIgE | 11302012 |ME] verified ~ 60.00 USD M <
& [0 easmesFeliciaA 34538 144 12012012 BREDE Staged bt 13812 UsSD i
ARMA ASSOC OF [ =
9 [ PersonsRobinL 34538 sesennndig 11302012 SEcoRD: wgsi"“q'— | Staged »| 30.00 LUSD M <
¢ 2
¥ Seled Al Chear All Stage Verity ApDIOVE Vakidate Budget

_Senr:h Split Line
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Select the Sales/Use Tax hyperlink.

'Favq“rrl:es Main Menu > Purcllashq > Prot:urerrienl: Cards > Recgrncie > Reconcile Statement

Reconcile Statement

Purchase Details

Line: 7

Merchant: MEI

City: 888-955-5455
State: MN

Country: USA

*Business Unit: [R2901 @
PO ID: @,
PO Line: [ &
PO Sched: [ &

Vendor ID:

Location:

Ship To:

Item ID:

Original PO: M

PRPPP

Category:

Vendor Item:

*Quantity: 1.0000
*UOM: EA @

Unit Price: 60.00000 ygp Transaction Amount:

‘| Bill Includes Tax if Applied
[J1ax Paid

I Sales/Use Taxl Category Search View Hierarchy

60.00

PO Pick List |

View the use tax information.

Sales/Use Tax

Tax Applicability: Diirect Fay

Tax Destination: |c020060000 |9,  ADMIN/MATERIALS
MAMNAGEMENT DIV

Tax Code: |'1 243 Qﬁ-

SUT Code Pct: | ?-=:‘-2:'i'|

Use Tax: | _'_Easjl

| OK | cCancel @ Refresh
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Mark PCard Transaction as Approved

Note: The PCard transactions are initially loaded into the system in a Staged Status. The PCard Reconciler
marks the transaction to Verified after chart of accounts have been applied. The PCard approver marks the
transaction to 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 : Reconcile : Reconcile Statement
- : - - - -

Reconcile Statement

Procurement Card Transactions

] Run Budget Validation on Save

Customize | Find | View 21| B |

M

=

Card Transaction

Employee Hame e Card Number Trans Date Merchant *Status o e Currency
Romaine, Thomas S CLAREYS SAFETY - =h
1 c 34538 0883 (1153012012 | Eq iBMENT -31.08 USD =
Rosnau,Douglas ST BALDWIN SUPPLY - = E
20 [ 34538 5369 1112912012 Sonrmany 310.20 USD B ¢
Rosnau,Douglas S BALDWIN SUPPLY - = E
30 935 134538 5369 |11/302012 | Gonrpay 40.44 USD B ¢
Raosnau,Douglas S BALDWIN SUPPLY - =0
a0 34538 5389 113012012 Commany 1.11/UsD Bl
Rosnau,Douglas BALDWIN SUPPLY |—— =
5| 0 | 34538 5369 11302012 Conipany 19.94/USD Bl
6 [0 schadDavidR 34538 megegg  11/30/2012 | MEL §0.00/USD Bl
& | 3
Select All O Clear All Stage Werify Approve ‘falidate Budget
Search Purchase Details SplitLing Distribution Template

Select the applicable transaction(s) and select the Approve button.
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| U EDI‘I’IJH"IQ’ Thomas
4 _ﬂil :!qr.nal.l Couplan
E | F—F Eulnm_wu
4 :{-;mn,:.u Douglas

4 = Ec-:m:u Douglas

o
0

Schad Dadd B

Salech A1)

345%8

34528

2438

34578

14.5x0

Sl Al

Card bhurmshar
"""""" B8
= -
mssasssssins =g

e ]

Sessesanaaes 5350

B Ll R [

Tranm Daie Wedchard

CLAREYS QAFETY

NMB02N2 ESrERERT

1AL 1
Pizane BOLE
e AT

¥

SLUPPLY

BALDYAR SUPPLY
11302012 SRR ALY

T

e
11angpy BALOAN

TIALG0TE  KE]

Gtaga

i SUPPLY
Y

[T e T"'"::"'_.:‘:'I: Currency

Wl w <3108 USD 1)
Wanfed - 31020 WSO jiid
Varnfed ! 4044 USD [ i)
VieriRad - 191 LS 53
anfied - 1994 USD -yl
Vet L B0 00 LUSD F"|

I A el I Yalidate Husdgal

The transaction will move from a Verified to Approved status; select the Save button.

L]

Empioyes Name

Romaine Thomas
1| B] E

2 @ fosnau.Douglas
3G ﬁcsniu.nuwras
4 ?Dsnawl}nuglas
s fosnau.nuuglas

& [J SchadDavidR

&

Card
Issuer

34538

34538

34538

34538

34538

Card Number

B ]

R ]

rerssraene g YAY

T v-1

R - 1]

Trans Date  Merchant

113072012

112872012

11302012

113052012

113002012

1130/2012

*Status
Y5 SA =

EGLpgy | [vertes

4 DN FRLYY
COMPANY | Approved
BALDWIN SUPPLY]
COMPANY
COMPANY | {epraved
BALDWIN SUPPLY] |
COMPANY [foproved
ME] [ Verified

.-Anmcnr'ad '

-31.06/USD

310.20 USD

4044 UsD

111 USD

19.94 UsSD

60.00 USD

B 2|

Lol

el

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

i Staged

8 [] SchadDavidR 34538 st - 2 ] 113002012 MEI
| =
¥ zeiect 4l ! Clear Al Stage Wiy

| Virified

80.00 LD

el

|

Validate Budget

Note: Once transactions are marked as Approved and they have a Valid Budget Status, they will be built into
vouchers for payment by the nightly PCard batch stream.

The voucher reference for each PCard transaction line can be obtained by running the following query:

e M _PO_GBL_PCARD_TRAN_DETAILS — PCard transaction details
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