SWIFTHS

Statewide Integrated Financial Tools

QUICK REFERENCE GUIDE

PCard Central Administrator Tasks
January 9, 2013

PCard Central Administrator Tasks in SWIFT

The Central PCard Administrator role will have the ability to review, modify and approve transactions for all 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 central role.

Users with this role have access to:

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

. Assign Speedcharts

o Add and Update Cardholder Profile

o Review Bank Statement

. Run PCard Reports

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

. Card Issuers
. Preferred Vendors
. Unit of Measure Mappings

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

. Searching for PCard Transactions

) Apply Chart of Account Data to PCard Transactions
o Add Comments and Attachments to PCard Transactions
. View Level 3 Data on PCard Transactions

o Add Use Tax to PCard Transactions

) Mark PCard Transaction as Verified or Approved

o Budget Check PCard Transactions

o Add/Update Speedchart to PCard holder

o Add/Update Proxies for PCard holder

o Add or Remove PCard information from employee
o Add PCard Issuer
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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 are 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.

Employee ID

Employee Name

Statement Status

0 Staged (Transaction has been loaded but not verified or approved)
o Verified (Transaction has been verified)

0 Approved (Transaction has been approved)

0 Closed (Voucher has been built successfully)

o Error (Voucher has been built but there is an error)

Budget Status

Transaction Date

Reconcile Statement Search

Favorites - Main Menu > Purchasing > Procurement Cards » Reconclle > Reconcie Statement

Role Hame: PO-Central PCard Administrator W
Employee ID: @,

Name: @,
Card Issuer: MM DMNR: Central Office W

Card Number:

Transaction Number:

Merchant:

Sequence Number:

Line Number:

Billing Date: hzmsizo1z @,
Statement Status:

Budget Status:

Chartfield Status:

Transaction Date: El

Charge Type: W

Posted Date: el
Search

Once the search criteria has been entered, select the Search button to return the PCard transactions.
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Apply Chart of Account Data to PCard Transactions
Note: A portion or the entire 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 Search. The applicable PCard transactions will be returned.

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

Reconcile Statement Search

Role Hame: |F'O—.-‘Rgenc:y PCard Administrator v|
Employee ID: @,

HName: | Qh
Card Issuer: | MM DMR Central Office v|

Card Number:

Transaction Number:

Merchant:
Sequence Number:
Line Humber:

Billing Date: Mzioszo1z @

Statement Status:

|

Budget Status:
Chartfield Status:

Jil

Transaction Date: il

Charge Type:

Posted Date: &
Search

—
Select the Distribution ( "’"") icon for the PCard transaction.

Transacticn T TG

Card L Transaction Budget Chartfiel
e Card Number Trans Date  Merchant Status Amount CUrTency Thatus Status
. CLAREYS SAFETY
1{34538 B 13072012 | En P MENT Staged B -31.06 UsD ® ahd Recycled
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Enter the applicable chart of account funding string and select the OK button.

Favorites Main Menu > Purchasing > Procurement Cards > Reconcile > Reconcile Statement
i - - -

Reconcile Statement

l_ElNewWindow @Help E{'Customize Fage
Account Distribution
Line: 1 PO Qty: 1.0000 UOM: EA
Billing Date: 12/08/2012 Billing Amount: -31.06 USD Unit Price: -31.06000
SpeedChart: a Transaction Unit Price: -31.06000 *Distribute By:
Customize | Find | View 41| B First EI 4 of 1 I Last
" DetaisiTax | Assetinformation | Statuses |
; ; ; sw Agey Agey PC Bus
Dist Percent Amount Currency *GL Unit Fund Fin DeptlD ApproplD *Account Sub Acct Cost Cost 1 Cost? Unit
1/[100.000C -31.06 USD MN00-@, ([5100Q, ([c02372003, [G0219033, |[413001Q, @ [ & @, @, Q@
< il | >

oK Cancel Refresh

A speedchart can also be applied to this page.

.quvmes Man Menu » Purchasmg » Procurement Cards » Reconcés » Reconcie Statement

Reconcile Statement

|
& rew window (DHeip (& Customize Page & |
Account Distribution

Line: 1 PO Oy 10000 Lo EA
12005042 Bl Amou: -31106 USD Unit Price: 3106000
R2G3231610 A thansaction Unit Price: -31,06000 “Distributo By: [ Amount ¥
¥ s s gy Agey PC Bus
Dist Pancant Ao CrTEncy SGL Lnit Fiarad Fini Dopl ApproplD Y- Saiby Acct Cost Cost 1 Cost? Uit
1 100,000 3108 [USD [Mrnoo-@, [to00@, [RzeaaTi-@, [Reez00ed [4130014Q, a Q, (231619, @ a,
< 3

Cancel  Refresh

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.

-Favgrtes Main Menu 3 Purchasng > Procurement Cards » Reconcle > Reconcle Statement

I
1| [ |Romaine.Tnomas E 24538 seeene0gy (113002012 c*"'—E—“-s—E—."’_qp,:E, HEED [staged v -31.06 USD M <
AN HCRM
2 [ PhilipsShester0 34538 weewwweggss 1a0m012 SRS . [Siaged @ sauso M ¢
LOWIN SUPPLY ro—— !
4 [ JRosnau Douglas L 34538 5369 122 COMPANY Haged w 310.20 USD [ 4
AL CIWIN SUPPLY .
4 & [Rosnaupougiast a8 weeeeesise igozorz EREMEVEEL [sages ¥ wasuso M ¢
o & |rosnaupougias L. 24538 sesssseegign 117302012 MM UPFLY Msaged v 111.UsD B <
b BALDWIN SUIPPLY
f F ResnauDouglas L 24538 5369 1M30R01Z Solpay Staged ™| 19.04 USD L
7 Schad David R 34538 s SRR 117302012 MEI Staged v $0.00 USD YL
B [ |Barnes Felicia & 34538 seessssngiay | 1204/2012 BREDE | Staged = 13812 USD B d
ARLLA & W OF
g [ |PerscnsRobinL 34538 mesmnen7018 11302012 Brasane [staged v 30.00 USD ® <
& %
e A Cigaran Stage Venty Validate Eudpet
Saasch Purchass Distails 1] L i I Distrbution Templale I

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

Favaorites Main Menu > Purchasing » Procurement Cards > Reconcle : Reconcile Staterment

@New‘.ﬂiindow @Help
Reconcile Statement
Distribution Template

: ] sw Agcy Agcy PC Bus :
» N
Seq Pct GL Unit Fund Fin DeptiD ApproplD ‘Account Sub Acct Cost Cost1 Cost 2 Unit Project

1/[100 0000 [MMOOI@, B100/@, [o2a7200@, [o21903 @, Rtzoo@ [ @ [ @ | @, | @, | @, |

0K Cancel Refresh
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Transactions that have chart of account data applied will have a Yes in the Redistrib column and the history of the
update will be captured.

Trans Date Merchant *Status T Amluq:: Currency Sl.n! !Lug gmm Redistrib Vioucher Erro
CLAREYS SAFETY ———m _
111302012 R0 EREnT [ stagea v -31.06 USD @ ¢ GR notchkd Valid Yes No
AMER ; .
211302012 GRancpipps  |Sesd M) §1.31 USD B O R vaie  Recyged | No Ho
311202012 SOREALSUERLY [oiage0 9 aw20us0 B O R notcke Reqciea | ves No
411302012 | ERAILSUEELY Toiageq v 40.44 USD B ¢ [ notchikd Recyled | Yes No
WINSUPPLY ' I
511302012 &b any [ Staged v 1.1 USD [ ¢ [F nNotchikd Recyced | No
ALDWIN SUPPLY | -
6113012012 | Soiipany Ercan 19.94 USD M O B% MotCnkd Recycled | ves Heo
[ i
711302012 | MEI [ staged v §0.00 USD B ¢ [ notchkd Recyed | Yes No
812101/2012 |BREDE |staged w0 13812 USD B O 5} vai Recyded | Mo No

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

Reconcile Statement

Redistribution History

Line: 1
Redistribution History customize | Find | B | 3 First B 42072 17 Last
Last Change Date User Modify
11212402012 9:58:334M M_F3_PO_PCARD_RECOMCILER
2122402012 10:13:07AM M_F3_PO_PCARD_RECOMNCILER
e

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 Search. The applicable PCard transactions will be returned.

Favarites Main Menu > Purchasing > Procurement Cards > Reconcie > Reconcile Statement
: - - -

& New Window @ Help E,) Customizy
Reconcile Statement

Procurement Card Transactions

[[]Run Budget Validation on Save
Bank Statement

=

Customize | Find | View Al | B | % Fist £ 1.9 041 O Last

Card

" Transaction
Employee Name lssuer Card Number Trans Date Merchant Status Amount Currency
1 Romaine,Thomas E | 34538 0283 11/30/2012 W Staged A -31.06 USD F% C
2 [ Phillips Sylvester O 34538 AR 880 11302012 %mms Staged A 8131 UsD E% C
! =
3 [0 RosnauDouglas L 34538 FRR 5360 1112972012 W Staged b 310.20|USD E% Q

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

[ Bank statement
' Biing
| E Transaction Budget  Chartfieid |
Card Bumibar Trans Date  Marchant Status A t Curréncy 5 ! 3 Redigir
............ CLAREYS SAFETY | 1 e
1 0883 11302012 ESTEISCCET [Staged [ -31.06 USD ﬁé@;a NatChikd Valid Yes

Enter Comments into the Comments field.

;Fivﬂ:[ti MII‘I‘HMU » Purchasng » Procurement Cards >  Reconcie > Reéconcle Stagement |

S view Window (D'Hetp [B Custornize
Reconcile Statement

Line Comments
Lins; 1 Do scriplon

'Fcard-:-:mrnenrsare entered higrg -|.$

Associated Document
Alachament Altach

jn&:mmun
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Select Attach, choose the file to be attached and click Upload.

File Attachment

fiDelivered Reports\POYE000-_Cardholder Information pdf | Browse.. |
~ Upload || Cancel |

The attachment is successfully uploaded.

Reconcile Statement

Line Comments

Line: 1 Description:
Refersnce:
Transaction Line Comments Fiew A1 First | »
Comments: Status: Active v ==
PCard comments are entered here C"—‘@

Associated Document

Attachment: POY8000-_Cardnolder_information pdi Attach Wiew Delete

oK Cancel Refresh

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

Bank Statement
" Transacion R
—

Card B Transaction

Employes Name i Card Rumber Trans Date  Merchant Status 7 £ Currency
- —_— CLAREYS SAFETY P =
1/RomaineThemasE 34538 0883 11302012 FETEES Staged v -31.08.USD I&L-a
=3l =
2/Philips Sytvester 0 34538 eeeee0gge 11302012 FRNSHM o [suges 81.31 USD B M
11 e
3[RosnauDouglasl 34538 |=eeeeszsy 11202012 SEDUESUEELY [gages o soz20uso B O B
TRsETEETETIREE Biencd e
4/RosnauDouglasL 34538 w5360 11302012 DRI T [Slaged 9 40.44 USD . Y{=H-
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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 select Search. The applicable PCard transactions will be returned.

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

LEl Mew Window @ Help E,) Customizd

Reconcile Statement
Procurement Card Transactions

[[] Run Budget Validation on Save

Bank Statement Customize | Find | View A1l | B | 8 First 1 1.9 of 41 I ast
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 [ Pnhillips,Sylvester O 34538 IR 0380 11/30/2012 %mms Staged w 81.31 UsSD % C
! =
3 [0 RosnauDouglas L 34538 FhRR e R360 1112972012 W Staged b 310.20/UBD E% Q

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

" Transscton Loy O =)

|
Emiployee Name :::':1’_ Card Number Trans Date  Merchani *Status T“Tm Currency |
1RomaineThomasE 34538 w0883 11202012 SRS ETEY [Stages | -31.06 USD O .j

Select the various tabs to view the Level 3 data.

Favr.}vr'rtes MainvMenu » Purchasing » Procurement Cards > Reconcile > Reconcile Statement
: - - -

£ New V
Reconcile Statement

Visa Transaction Details

Card Number: FEEEEEEAEE 0883

Posted Date: 12/03/2012

Transaction Number: T4013392335000013464133
Sequence Number: B

~ Card Transaction - Type 5 Customize | Find | View Al B | 8 First K 1 or1 O Last
" Tab2 |/ Tab3 |[ Tab4 |[ Tab5 | Tab6 | Tab7 | Tabs || Tab9 |
Period  Acquiring Bin Card Acceptor ID Supplier Name
1/12332 401339 CLAREYS SAFETY EQUIPMENT
——
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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 Search. The applicable PCard transactions will be returned.

Favorites - Main Menu > Purchasing > Procurement Cards > Reconclle » Reconcile Statement
@New‘.ﬂfindow @Help E,/Customia

Reconcile Statement

Procurement Card Transactions

[[] Run Budget Validation on Save

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

Employee Name ETE Card Number Trans Date Merchant *Status R Currency
Issuer Amount
1 Romaine,Thomas E | 34538 FrEmmmaRa 883 1113002012 W Staged hd -31.06 USD % q
2/ [ Phillips Sylvester O 34538 b 111 11/30/2012 %mms Staged L 81.31 UsSD E% C;
! =
3 [ |Rosnau,Douglas L 34538 5369 1112872012 W Staged b 310.20 USD B q

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

8 [] RosnouDouglasL 34538 seeereenE3EG 1173002012 fﬁ%ﬁ Staged 3 19,84 USD <
7| = |achadpavidr 3EIE eeeesssenDigg 14302012 MEI Staged v 80,00 USD B <
8 [ BamesFelicia4 4536 seesseneegad (120042012 BREDE Staged - 138,12 USD LN
9 [ PersonsRobinL 34533 eeeww7grg 11802012 pESAESSIEE  [Sages o 20,00 USD B’<
£ ¥

¥ selecta) Clear Al Stage Vanty Validate Budget

Sgarch Purchase Dalails Split Ling
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Unselect the Tax Paid checkbox and select the Sales/Use Tax hyperlink

[Favories ~ Main Menu > Fiurchgmb > ch'urerr‘nent'tards » Reconcie > Reconcie Statement

Reconcile Statement

Purchase Details
Lirve: 7
Merchant: MEI
City: 888-955-5455
State: MM
Country: Usa
= Purchase Order
*Business Unit; R2901 @, Original PO: N
PO ID: ' @,
PO Line: .
PO Sched: @

&

&

Vendor ID:

PP

Location:
Ship To:

&

Item ID:

Category:
Vendor ltem:

p p

i

*Quantity: 1.0000

*UOM: EA @

Unit Price: 60.00000 pUsp Transaction Amount:
Bill Includes Tax if Applied

[ fax Paid

Salesfse Tax Category Search View Hierarchy

Enter a Tax Destination and the use tax information will automatically default.

Sales/Use Tax

Tax Applicability: Direct Pay
Tax Destination: GO20060000 OQ ADMIMN/MATERIALS
MAMNAGEMEMNT DIV
Tax Code: 1943 @,
SUT Code Pct:
Use Tax: | -'.EéI:|
QK Cancel Refresh

Note: The Tax Code can also be updated as necessary.
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Mark PCard Transaction as Verified or 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 Search. The applicable PCard transactions will be returned.

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

LEl Mew Window @ Help |:,(/ Customizd
Reconcile Statement

Procurement Card Transactions

[[]Run Budget Validation on Save

Bank Statement customize | Find | View Al | B | % Fist £ 1.9 ora1 O st

Card Transaction

Employee Name lssuer Card Number Trans Date  Merchant *Status Amount Currency
i CLAREYS SAFETY =
1 Romaine Thomas E | 34538 0883 113002012 EQUIPMENT Staged w -31.06 UsSD |_—|'§| q
2/ [ Pnillips Sylvester O 34538 B 1 112 1113002012 %mms Staged A 81.31 UsSD Fé. Q
[ =]
3 [0 RosnauDouglas L 34538 FraEEEesarrh 360 1112972012 W Staged A 310.20/UBD E% Q

Select the applicable transaction(s) and select the Verify or Approve button.

R = T

Card . Transacticn
Ermplopee Bame earar Card Numbser Trams Date  Merchant LTI & i CufTency
M AREYS SAFETY A
1 Romaing Thomas E | 34538 sessesrsenaal U012 ;r:f“f_;l-,;_‘;;" EDY [staged w 31,06 USD B 4
ECANIPHENT
A [ §Phillips Syvester 0 24538 essdessessenRa 1430012 _:'," - Staged w B81.31 LsSD B 4
3 B |RosnauDouglasL 34538 - . B T Staged - 310.20 USD B4
4 [ |RosnauDouglasl | 34538 SIS0 TB0R012 S5 SHaged v 40.44 USD B4
el
4 [ |RosnaulouglasL 34538 eSS0 (1NB0M02 S5 Staged - 1.11 USD B4
Fl | Resnaubouglas L 34538 g0 11302012 |52 Haged > 19.94 LISD B g
= rdd | Aaged - =]
[=] | Schad Danid R 34538 smssnnagigg 1002012 U Stag 6000 USD i
] | 5ames Felicia & 34538 -k 12012012 BREDE Saged w 13812 usD B
ARMA BRSO OF B |
[ JPersons Rabin L 34538 sssssuseTig 11002012 ﬂ;‘;@b@“ = | staged - 30,00 USD B4
HECO 1
< *|
¥ spiact s Clar All Stage Vil Appive ahdae Butget
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The transaction will move from a Staged to Verified or Approved Status and then select the Save button.

I ]
Card " Transscion
Employees Name - Card Numbaer Trans Date Merchant Status ey Currency

1 Romaine ThomasE 34538 == mee8R3 110302012 Veriled w -31.06 USD M G
2| O PhillipsSylvester0 | 34535 |sresewsssesy DEBD 1173002012 |Samnr Staged - 81.31 USD B <
............ e BALDWIN SUPPLY el
3 [ RosnauDouglasL 34538 5369 1wzorotz ARDWNSUPPLY I oines o mozousp M ¢
AL DAWIH SL 4 -
4 RosnauDouglasl | 3453F | sresessssess 5368 113002012 E,i_',f,_' t.“"FFL‘ Verified v 40.44 USD B <
............ B - ALDAWIN SUPPLY P |
5 Rosnau.Douglas L 34538 5369 MBRNM2 srppany Vernfied W 1.11 USD & | &
BALDWIN SUPELY I e
] RosnauDouglasl 34538 5360 1302012 SENSIY | Verfied v 19.94 USD & <
7 Schad David R 34538 sessnasressnE{RE  14/30/2012 |MEI Verfied v 50,00 USD &<
8 [ BamesFelidaA 34B3F  [reeweeeeee E144 120092012 BREDE Staged - 13812 USD B <

________ = i ARMA ASS0C OF x
9 [ Persons RobinlL 34538 e T0 18 1202012 RErpRMs Staged et 30.00/USD L 4

PAI=h A i A

< 3

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 [J PersonsRobinl 34538 TOE  11RE0E2012 E.E"El&ﬁ.& £ Staged 30.00 USD B
i roved
< Siage: 3|
i Selact Al Clggr All Slage Werity Validate Budget
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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 Search. The applicable PCard transactions will be returned.

Reconcile Statement

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

LEl Mew Window @ Help E,) Customizd

[F=2H

[[]Run Budget Validation on Save
Bank Statement

Procurement Card Transactions

T
Customize | Find | View A1l | B | #

First | 1.9 of 41 I Last

Employee Name

1 Romaine Thomas E

2 [ Phillips,Sylvester O

3 [0 Rosnau,DouglasL

Card
Issuer

34538

34538

34538

Card Number

e - K]

FHR AR AR (]300

R Tk ]

Trans Date

113002012

113002012

1112972012

Merchant

CLAREYS SAFETY
EQUIPMENT

AMERICIMNMN
GRAMD RAPIDS

BALDWIN SUPPLY
COMPANY

*Status

Staged »
Staged “
Staged £

Transaction

Amount Currency
-31.06 USD =
81.31USD B ]
310.20 USD B ]

Select the applicable transaction(s) to budget check and then select the Validate Budget button.

Card

Employee Hame i Card Number Trans Date Merchant "Status
e et

1| @ [romainehomasE 34538 =eeeeee0gsy 11302012 SREEIESEEETL [gia0eq

AMERICINN —

2| 01 frhillips. Syivester © 34538 reenOge 11302012 cpancramns | Steged
............ WIN SUPPLY

3 Rosnau Douglas L 34538 5369 1162972012 COMPANY Staged
A DM SLIPPLY

4| O [RosnauDouglas L (34538 |eeeeeesie 1102012 Rgnmaieooet | Staged

at EO ]

5| @ JRosnauDouglas L 34538 sreeeg369 1173002012 E—“'-E'—‘-‘-—'-—.E,_‘M'?f ELY Ietaged

BALDWIN SUPPLY ro—

6 Rosnau,Douglas L 34538 e 360 MRMR2M2 | mrppany Staged

7 Schad Daid R 34538 e w186 117302012 |MEI Staged

8] [ |eames Felicia 4 34538 wreengiad 1200102012 |BREDE Staged
ARMA ASSOC OF

gl [ Jrersons RobinL 34538 mees7018 11302012 Zecopes | Staged

L]
B seiectan Clear All § Stage Verify
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-31.06 USD B g

8131 USD I
310.20 USD B

7

40.44 USD .- %14

111 USD B

19.94 USD B ]

80,00 USD B g
13812/USD & [
30,00 USD &

L]

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

[Fmvr:es HaI‘ITH!rII.I * F‘d.ll'd'@ﬂ‘lﬂ * Pmrengﬂt(hrd; E ﬂﬁm&'ldt » Reconche Statement

B Mew Window (2 Help [ Customize Page

e

Reconcile Statement
Procurement Card Transactions

[ run Budget Validation on Save

The status of the budget will then be displayed in the Budget Status column.

[l
Card Number Trans Date  Merchant "Status. Tmlm Currency m! E:;:Tﬂﬂ Redistr)
PR CLAREYS SAFETY | 1l e
1 0883 11302012 SEEESEETL [vennes v 31.06 USD B & Rfvane  Jvana yes
gjeeeeneengggy (11002012 AMERIGN oped M s131us0 B O [vane  Recrmes no
: ' . :
3remeesesagy 11292012 Soupuns o |Verted ) sousn B O R Jvaig Yoz
aeensang 11302012 SRSULSUEELY [Vedted ) 4D 44 USD B O vais  Jvaia Yes
BALDWIN SUPPL Tian-.2 DR =)
§ sy G002 SoBA o [Verted 9 11usp M QO BRvame  [vaie Yes
ALDWIN SUPPLY | o m
8 5369 1102012 Coypany Verified v 19,94 USD F 0 Y valid Valid Yes
J|ressensegqng 113002012 MEL [verea | 50.00 USD M < Ed notonkd |vaid Yes
g srevwsseengqgd 1200122012 BREDE Staged - 138.12 USD o ] Valid Recicled  No
ARMAASSOCOF o ;.
g w7018 11B02012 pecoore | stagea | 30.00 USD M < G vana Recycled  No

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.

|Fi-m'rtes Main Menu > Purdlamg » Pru-ruremgnt Cards > Rsm_gde » Reconcle Statement
(2 New Window _;’}Heln l_-';CLISlGI'I'lIﬂ
Reconcile Statement
Procurement Card Transactions

[[] fun Budget Vatidation on Save

2 Transaction ¢, oncy Budget  Chartfield
Card Humber Trans Date  Merchant Siaius t Cir i v disin
semssannnney CLAREYS SAFETY T——— £ )
1 0883 11302012 EaimuEnT [veriea v -31.06 USD B © R vaid valid Yoz
AMERICHHE r :
|seessssssssanang 11302012 M%D.& [staged ] aratluss B OB vaie — i

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.

Favl:g'rtEE MainTMenu > 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.

.I .Iu I--- |||I| .-

Maxirnum number of rows to return (up to 300} |200
SetiD: = v |SHARE @

SpeedChart Key:| begins with » |R29323111D QJ

Description: begins with [+ ||

[]case Sensitive

search Clear |Basic Search [@F Save Search Criteria

Select the Select Procurement Cards hyperlink to select applicable PCard holders.
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Favq'n\tns Mai'r‘l_'-lenu ¥ Purm_asi'lg » Prn:urerrgnt Cards > Seniritv » Assign SpeedCharts

&) Mew Window
Assign SpeedCharts
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 selecled

as default.

*SpeedChart Key: 111
Select Procurement Cards [ Display Unmasked Card Number
Assign SpeedCharts
"Empl ID Employee Hame *Card Issuer *Card Number
(m @, @ | [+] [=]
™ selectan O clearan
Delets

Enter the applicable search criteria and select Search.

Favortes Man Menu > Purchasng > Procurement Cards > Secury > Assign SpeedCharts

@ Mew Window |
Select Procurement Cards

FOR Fire Prevention

“SpeedChart Key: R293231110
¥ Procurement Card Selection Criteria

I R2901 g Department of Natural Resource

Business Unit:

Employee ID: @,

Card Issuer: |34538 3[ MM DNR Cenral Office
| Search

+ Select Procurement Cards

Selected Employee Name Card Issuer Card Number
O
™ seleca O ciearan
OK I Cancsl
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The employee that matches the search criteria will be returned in the grid below. Select the applicable PCard
holders and select the OK button.

Select Procurement Cards
FOR Fire Prevention

*SpeadChart Key: R29323111D

 Procurement Card Selection Criteria

Business Unit [R2901 @, Department of Natural Resource
Employee I0: !________ .'3‘,

Card Issuer: [34538 @, MN DNR Central Office

Selected | Employee Hame Card Issuer Card Mumbar
Aadland Luther P 34538 L 2 7
O Anderson,Chel E 34528 srrmssn gy
1 Anderson,Denise M 34538 e e T
Anderson Derek S 34538 seesesseiann
O Anderson, William A 34538 sssssnsessnagnag
[ Andrews Keylor 34538 g g
O Anspach Bruce W 345318 B TRT]
O Antonson David A 34538 sssssasssssanag g
. ™ selecia O clearan
oK Cancel
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The applicable employees will be returned — select Save.

Favorites Main Menu > Purchvasing ¥ Prucuremgnt Cards » Secgr'rt',r » Assign SpeedCharts
& New Window

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 Number

*Empl ID Employee Hame *Card lssuer *Card Number
|U1UQ1?93 QJ Anderson,Derek S |34538 QJ FEmEREaE 3044 ﬂ ﬂ
|UU42914? QJ Aadland,Luther P |34538 QJ FEEEREaEr 4 234 ﬂ ﬂ
Select Al O ciearau
Delete

[5] save (o Returnto Search | [Z7] Hotify

Note: Speedcharts are then available for the reconcilers, approver 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.

Add/Update Proxies for PCard holder

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 select Search.
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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 |« ||L‘|‘IE|423?4

Name: | begins with ||

Last Name: | begins with ||

[]case Sensitive

- Search || Clear _|Elasi|::Searl::h El 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.

[Favorkes Main Menu > Purchasng > Procuremsnt Cards » Definfions > Cardholler Profie |

@ rewwingow (D Help [ customize Pad
Parsonal Data n:am Data |

Buckingham,Todd B

] Dispiay Unmasked Card Numbser

Fyieirre

Credi Limis

Transaction Limids =¥

:'“r:]":""‘“ “Card lssuer Card Number Vendor Card Vendors  Proxes g‘:ﬂ Commodity Codes
- I ' l
H5501 @, 36846 sessneggg 0 vendors || Proses &‘iﬁ'&! Commogily Codes =l =)

(] Save o Aeturnie Sesrch T | Preveus nlst 4 | Nextnlst =] Noaty

Personal Dats | Card 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: ittt I
Customize | Find | B |
*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 have:

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 employee to update and select Search.

Favgtes MainvMenu » 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 |BasicSearch [EF Save Search Criteria

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

Fa\rovr'rtes Mainvl'u'lenu » Purchasing > Procurement Cards > Security > 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 [ pisplay Unmasked Card Number

Customize | Find | iew 100 | B | 3 Firet & 1.5 or 4492 I Last

*Empl 1D Employee Name *Card Issuer *Card Number *Role
[ [00001027 | @, HeydingerBeverly Jones (35844 N LT PO-PCardRecv| |[+] [=]
[ 00001571 |@,  Diedrich,Paul J [34544 @, [premegsas PO-PCardRes| | [#]|[=]
[ [00001571 @,  Diedrich,Paul J [34544 @ [reme500 PO-PCardRecv| |[+] [=]
[ [ooo01982 @, Goslovich EricL [34540 Q@ [remegpeg PO-PCardRecv|  [*]|[=]
[ [ooo01882 | @,  Goslovich Eric L [34540 @, [Frrerig763 PO-PCardRecw| | [#]|[=]
[ [oooozoso @, walkerWilliam J [36737 @, [Fe536 PO-PCardRecv| | [#]|[=]
[ [ooo02758 | @, Landers Michael J [37417 @, [preeeggTg PO-PCardRecw|  [#] [=]
[ 00003007 | @, Pereira,Donald [34538 @, [T PO-PCardRecw| [+ [=]
Select Al O clearan
Assign Role: |F'O—F'Carc| Reconciler v| Apply
[ Delete Copyto Move to

5] save | [Gh Returnto Search | [ Motify | [ Refresh |
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To add additional PCard holders to this user, select the Select Procurement Card hyperlink.

Favq_.rtss Ha'n‘!llenu 3 Purchjsi:g > churen'fﬂtﬁafds > S'E'Uilt'f > Assign Proxies [

Assign Proxies

M_FS_PO_PCARD_RECONCILER

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

Seled Pr r [[] nisplay Unmasked Card Number

Assign Proxies 3 | B c T g or 402 T e
"Empl ID Employee Name *Card Issuer "Card Number "Role

[J (00001027 @, Heydinger,Beverly Jones (36844 @, [revmeiggss PO-PCardRecw| %] [=]

O [oo004571 ‘@, Diedrich,FaulJ 34544 R e T PO-PCard Ret v [#] [=]

[J (00001571 '@, DiedrichPaul J 34544 @, [rememesggg PO-PCardRecw|  [#] [=]

Enter the applicable search criteria and select the Search button.

Favgrites  Main Menu > Purchasng > Procurement Cards > Securty > Assign Proxies
@Namednw '@
Select Procurement Cards

M_FS_PO_PCARD_RECONCILER

+ Procurement Card Selection Criteria

Business Unit H5501 @] Human Senvices Department
Employee ID: aQ

Card Issuer: 30074 Gl MM DHS AMRTC
[ e ]

+ Select Procurement Cards

Selected  Employee Hame Card Issuer Card Number
| Lamber Renald 30074 i B b
O PCard MM DHS AMRTC 30074 b L T e T}
™ selecta O clearan
oK : Cancel

Select the applicable users and select the OK button.
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2" First B 42002 1 Lt

Selected Employee Name Card lIssuer Card Number
Lambert Ronald 30074 e Sk T
PCard MM DHS AMRTC 30740000000 |eee—— q930

¥ selectl O clearal

o

Select the applicable role and select the Apply button and Save.

.-E.'Pcmn_znw'&g 'PCard MN DHS AMRTC -fannu @y e 8930 ' .:PO-PCam Rec v | EIE
[ [00001018 @, LambertRonald [30074 i, [Fr— 4134 (PO-PCardReclv|  [#] [=]
® seiectan O ciearan
Assign Role: :PO-FCan:I Reconciler v: Apply

Delete Copyto Move to

[] save | o* ReturntoSearch | [Z] Motity |« 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.

'Favq'r'rtes Main Menu > 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
Proxies page. If the user is already a proxy for a selected card, then no proxy assignment will be
copied/moved. Also if the user does not belong to a given role, then no proxy assignment will be
copied/moved. Please check the exceptions page for proxy assignments that did not get

copied/moved.

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.
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' Message

Row(s) Selected: 2, Row(s) Copied: 0, Exception{s)y. 2 (10070,121)

Systern does not overwrite any existing role assignments. Please checkthe
exceptions page for roles that didn't get copied ar maoved.

)4

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.
Targetuseris not a member ofthe role to be copied/moved. This exception cannot be overridden. You must assign the role to the target userfirst.

From User ID: M_FS_PO_PCARD_RECONCILER M_FS_PO_PCARD_RECONCILER
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 A1 | E First El 1-2 072 I ast

Empl ID Employee Name Card Issuer Card Number Source Role Target Role Exception Message
PCard,MN DHS I PO-PCard ; ;
[ PCARD_30074 AMRTC 30074 9930 Reconciler Target useris not a member of this role.
FPO-PCard ) )
[ oooo1018 Lambert,Ronald 30074 Reconciler Target useris not a member of this role.
Select All Clear All
o
[ Override ]
Return

Note: Do not use the override functionality 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 Search.

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 [&F Save Search Criteria

Select the Card Data tab on the page.
To add PCard information, enter the following:

e Business Unit

e Card Issuer

e Card Number (full 16 digit code needed)
e Expire Date

e Card Type (Always put Visa)

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

" Personal Data | Card Data

Buckingham,Todd

21 New Window ®He|p [,/Custorr

O Display Unmasked Card Number

Card Data

customize | Find | B | % First £ qor1 O ast
@I  Additional Information || Credit Limts || Transaction Limits | [F==W

*Business Unit *Card Issuer *Card Humber *Expiry Date Card Type Date lssued

[Hs501  |@, (36846 @, |[Frrggog [12r01r2013 [E | visa v| [ototzoor [EH R [=]

] Save | [Gh Return to Search :| =1 notiry ]

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.

Fa\rovr'rtes Mainvl'\-'lenu b Purchvasing ¥ ProcuremventCards » Deﬁnitions » Cardholder Profile

#21 New Window @Help DyCustomi

Assign Proxies

Buckingham,Todd B

36846  Card Number: 3

customize | Find | B3 | 3 First B 1.5 015 1 Last
*User ID Description *Role R?;fu::rter 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_CNTRL_#@, WM_FS_PO_PCARD_CNTRL_ADMIN | PO-Central PCard Adminis || =
[M_FS_PO_PCARD_RECONG@, M_FS_PO_PCARD_RECONCILER [PO-PCard Reconciler | =l
[M_FE_PO_FCARD_REVIEWED, WM_FS_PO_PCARD_REVIEWER [ PO-PCard Reviewer | =l
| oK | cancel |
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Select the Default Distrib tab and enter default chart of account data (optional).

Default Accounting Distribution

Buckingham, Todd

36846 Card Number: —  #Feeemssss 9999
+ Default Values

Ship To: @,

~ Distribution Choices

® Use Single Line Distribution
C Use Multi-Line Distribution

+ Use Single-Line Distribution
¥

e

Account Distribution Customize | Find | Vizw 4| H (K

PC
GLUnit  Fund Fin DeptiD ApproplD Account (S:::rst j‘:gm"c“t ggwc“t Business  Project

Unit

oo & [ & [ @& @[ @[ Q[ _@&[ @] Q | aQ [

<l 1l | 2

| 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.

To delete PCard information for a user, select the minus () icon.

Favorites Man Menu > Purchasing > Procurement Cards > Defnitions > Cardholder Profie

Personal Data l::ara Data

- = =
&0 new wingow (D) Help  [& Custon

Buckingham,Todd B

[ Display Unmasked Card Number

Card Data
(e LB scdionslinformaton | Credd Limés | Transaction Limés

‘Business Unit “Card lssuer “Card Number *Expiry Date Card Type Date Issued |
[F55017 @, 3sg4s 0 eeswese 2918 [1z012013 W [wisa »| [o101r19%9 [ ﬂB

1l Save o Return o Ssereh 2] Natity
Personal Data | Card Data

Select the OK button.

Delete Confirmation ¢

Delete current'selected rowes from this page? The delete will accur when the
transaction is saved.

DK || Cancel |
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The PCard information will be deleted once the Save button is selected.

-qu_rl:es Main Menu > Purd\varmu 3 Pro-ruterr@ntl:zn‘ds 3 Deﬁl_pnns > Cardholder Profie

personal Data_ [EEEEEERY
Buckingham,Todd B

[ bisplay Unmasked Card Number

|
]
] Mew Window JIHelp |= Custom

Credit Card Additionad information Credit Limis Transaction Limis T

*Business Unit *Card lssuer “Card Number *Expiry Dote Card Type Date Issucd

[ e, [ @ [ ' i Rl ICERE

[ Retumn to Search | =] Notify
Personal Data | Card Data

Add PCard Issuer

Navigation: Set Up Financials/Supply Chain, Product Related, Procurement Options Purchasing, ProCard Card
Issuers

Select the Add a New Value tab and Enter 5 digit company code assigned by US Bank.

Favorites | Main Menu > Set Up Financials/Supply Chain  » Product Related > Procurement Options » Purchasing » ProCard Card Issuers
- H - > - - -
&N

ProCard - Card Issuers

Find an Existing Value Add a Mew Value

SetiD: SHARE ‘@,
Card Issuer:|35999

Add

Find an Existing Value | Add a New Value
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Enter the following information:

o Effective Date: 01/01/1901 or date company code was started
e Status: Active
e Description: MN + 3 or 4 digit agency code + Description (e.g. MN DNR Central Office, MN DPS
Commissioners Office, MN DHS Forensic Services, etc.)
e Short Description: 4 digit Agent Code assigned by US Bank
e AP Business Unit: The AP business unit associated with company code
e Vendor ID: 0000237943 (US Bank)
e Vendor Location: Enter 3 digit vendor location
e Note: This represents the payment location that will be used when the vouchers are automatically
built from the PCard transactions.
e Corporate Number: The full 16 digit managing account number
o Note: This will default into the Customer Number field on the voucher for all PCard transactions
so it is very important that this 16 digit number be correct.
e Load Level 3 Data (Purchasing): Yes
e Bill Includes Tax (if applied): Yes
e Bill Includes VAT (if applied): No
e Days after Billing Date: 10
e Expiration Grace Days: 10

e Create Prepayment Voucher: No
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Favorites Main Menu > Set Up Financials/Supply Chain > Product Relagted > Procurement Options > Purchasing > P

B New
Card Issuer
SetlD: SHARE Card Issuer: 35899
Credit Card Provider Record Find | View All First &8 4 of 4
“Effective Date: (01011901 |EH =
*Status: Artive ~
*Description: |MN TST Test Description

*Short Description: 3799
AP Business Unit: 50201 @,

*Vendor ID: 0000237943 | @, US BANK
Vendor Location: 171 @,
Corporate Number: |4246999999999939

Load Level 3 Data (Purchasing)
Bill Includes Tax (if applied)
[ Bill Includes VAT (if applied) VAT Default

Days After Billing Date: 10

Expiration Grace Days: 10
+ Prepayment Voucher Default

[]create Prepayment Voucher
Prepayment Voucher Options:

Payment Terms ID: I:l
+ Expenses Level 3 Options

[]Load Level 3 Data (Expenses)

Delay Days:

Credit Card Import Hierarchy
@& an O Detail ) Summary

« Statement as Approved VAT Receipt

Some countries allow credit card statements to be used in lieu of actual receipts for VAT tax
reporting purposes. If a country allows this type of reporting for the above Credit Card Provider,
please enter that information here.

~ VAT Country Customize | Find | View 20| BV #H Frar B qopq 7 Last

1 & )=

[5] save = Notify | [+ Add | 7| Updateiisplay | ] include History | || # Correct History
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Once the PCard Card Issuer has been entered, the following must be complete in order for the company code
rebates to be processed successfully into the system since they are attached to the managing account number for
the company code.

Navigation: Set Up Financials/Supply Chain, Common Definitions, Employee Data Create / Update Personal
Data

Select the Add a New Value Tab

Enter: PCARD_Company Code (e.g. PCARD_35999) and select the Add button.

Fa\.fnvrites Mainvlv'lenu > Set Up Financials/Supply Chain > Common Defintions > Employee Data » Create / Update Personal Data

Personal Data (Edit)

Eind an Existing Yalue

Employee ID:|FCARD_35999

Add

Find an Existing Value | Add a New Value

Enter the following:

e Last Name: PCard-
e First Name: Description used in PCard Card Issuer configuration (e.g. MN DNR Central Office, MN
DPS Commissioners Office, MN DHS Forensic Services, etc.)
e Telephone: Blank
e Personnel Status: Non-Employee
Note: The address information should be left blank.
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Favorites Main Menu > Set Up Financiavlsj'Suppty Chain > Common geﬁnitions b Emplol_.rse Data » Create / Update Personal Data

I'_I.ZI MNew Window @ He
Personal Data (Edit)

Employee Information

*Last Hame: |F'Card— *First Name: |MN TST Test Description

Telephone: | Employee Base: (O Home
@ Office
Payments Sent To: Home Address
Mailing Address

*Personnel Status: |Non—EmpI0yee v|

Home Address

Country: USA @, United States
Address 1:

Address 2:

Address 3:

City:
County:

|
|
|
|
|
State: @,

@, Postal: [

Mailing Address
Country: Woﬁumted States
Address 1: |
Address 2: |

Address 3 |

City: |
County: | Postal:
State: @

(5 save | [=] Hotity | b Add 7] Updatemisplay

Note: The SWIFT PO Production Support and Appworks teams need to be notified of any new company code
(PCard Card Issuers) as there needs to be a new run control setup for the Voucher Stage Process. Without this
setup, vouchers will NOT be automatically created. The run control setup is completed by the Appworks team
using the FIOPRO1 oprid.

Navigation: Purchasing, Procurement Cards, Process Statements, Load Voucher Stage
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