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Reconciling PCard Transactions in SWIFT

The PCard Reconciler role will have the authority to reconcile transactions for the applicable PCard holders. This
role will be responsible for the review of the transactions as well as applying/reviewing the chart of accounts for
each transaction line. This is a required role for each PCard holder. An individual card holder would hold this role
if they are going to verify their own transactions, or agencies may set up users with this role if they are
responsible for verifying the transactions for multiple cardholders within their agency.

Users with this role have access to:

e Reconcile Statement - Review and Verify PCard transactions
¢ 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 Reconciler Tasks QRG:

e Searching for PCard Transactions

e 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

e Budget Check PCard Transactions
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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.

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)
o Approved (Transaction has been approved)
o Closed (Voucher has been built successfully)

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

e Budget Status
e Transaction Date

Reconcile Statement Search

Favorites Main Menu > Purchasing » Procurement Cards » Reconcile > Reconcile Statement
H -y w -

Role Hame:
Employee 1D:
Hame:

Card Issuer:

Card Number:
Transaction Humber:
Merchant:
Sequence Number:
Line Number:
Billing Date:
Statement Status:
Budget Status:
Chartfield Status:
Transaction Date:
Charge Type:
Posted Date:

K Cancel

| MIN DNR Central Office

|

12/05/2012 @&,

!

Bl

JI
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Once the search criteria has been entered, select Search to return the PCard transactions.

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 > Reconclle » Reconcile Statement
@Newwindow @Help E,)Customizl
Reconcile Statement

Procurement Card Transactions

[[]Run Budget Validation on Save
Bank Statement

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 w0883 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 R R 360 1112972012 W Staged b 310.20/UBD E% Q

El'

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

Feet Bl 1.9 01 41

Tranaacion TN

Card i Transaction Budget Chartfiel
R Card Bumber Trans Date  Merchant S1aIus LS Currency Siatus tiniin

CLAREYS SAFETY —— ; |

1]34538 e 11302012 &4 IPRENT | Staged . -31.06 USD B et JValid Racyched |
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Enter the applicable chart of account funding string and select OK.

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

Reconcile Statement

7 New Window @Help E{'Customize Page
Account Distribution

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

Distributions

(WL ([ DetailsiTax ||

Customize | Find | View A First EI 1 of 1 I3 Last
" Assetinformation | Statuses |
Dist Percent Amount Currency *GL Unit  Fund Fin DeptiD ApproplD  *Account  Sub Acct é":st 23:’{' ' 23:’{'2 mf“’
1/[100.000C -31.06 USD uNDDTE, 51009, ([c0237200@, [Go2190:@, (4130013, Q [ o @, @, @
£ 1] ]

|

oK

|| cancel | Refresh |

A speedchart can also be applied to this page.

Favorkes | Man Menu » Purchasng Fro-:urerrg_ntt:rds » Reconcle @ Recongls Statement

Reconcile Statement

20 Hew Window ,_'FJ Help [& Customize Fage :II.
Account Distribution
Line: 1 PO Oty 1.0000 WO E&
Balling Data: 121052012 Billing Amiount: -31.06 USD Unit Price: : -31.06000
R29323181D 4, yransaction Unit Price: <31.06000 “Distribute By: bt X
oz | Find | Ve Aa ] B [ﬂg Foat Ky or g I Ly
Dot Tax Assel mformaton  Siafuses ]
Disi  Percent Amount Currency “GL Unit Fund Fin DeptiD Appropil “Acoouni Sub Acct :":ﬂ mf :’;‘:‘2 ::“m;
1ji00000¢ [ 3106 UsD [uroo'@, [1000@, [R2933T17@, ([Rzozoosd, [v1a001@, [ @ [ @ 3@ [ @ | Q
< ]
oK Cancel Refrash

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.
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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.

-FG'JI_J_.I'IEi Main Menu > Purchasng > Procurement Cards > Reconcle > Recondle Statement

CLAREYS SAFETY
1| [0 Remaine.ThemasE 34538 seeeegg) | 11G02012 ERlm R Staged v -31.06 USD . -YL
2| [ |Philips Syvester 0 34538 sesssssesgRn (11302012 %ﬁﬁ%ﬁ%i:* Staged v 8131 USD W<
1 ReosnauDouglasl 24538 soeseegagn 11202012 Bl SUPPLY ey ed ] 310.20 USD B¢
3 1 E COMBANY -
4 B |rosnaupougiast.  3as38  weeeeeesypepimomorz BRDMMLAUPRLY (oo v 4044 USD <
S —— BALDWIN SUPPLY o 1
d & RosnauDougias L 24538 5380 11802012 Conipany Staged v 111UsD B d
d B fRosnaupougiast.  24s38  wesite  tuaoeonz SURURSERR [siges 1esuso M ¢
1 Schad David R 34538 seessene SRR 117302012 ME] Staged v 60,00 USD M ¢
B [ BamesFeliiaA 34538 “weeeesigiag 12012012 BREDE | staged v 138,12 USD B <
ARLMA A W OF
9 [ PersonsRebinl 34538 1018 11300012 REcsnne [stages ¥ 30.00 USD . 4L
& |
™ setpcan 1 ciparan Stage Verity Validate Budget
Saarch Pyrchase Delails I L ins I Distribulion Template I

Enter the chart of account data and select OK.

Favortes = Main Menu > Purchasing > Procurement Cards > Reconcle » Reconcile Statement
@New‘.ﬂ.findow @Help
Reconcile Statement

Distribution Template
SpeedChart: [ ]

: ] sw Agey Agcy PC Bus :
» N
Seq Pct GL Unit Fund Fin DeptiD ApproplD ‘Account Sub Acct Cost Cast1 Cost 2 Unit Project

1[100.000¢ [MM00'®, B100/@, [o237200@, [o21903@, Mizool@ [ @ [ @ | @ | @, | @, |

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.

Transaction Loy

Trans Date  Merchant *Status Trurn:ﬁnt: Currency ?:ﬁ' :::m g Redistrib [Voucher Erro,
111302012 SHABEYSSAFETY oy g = .31.06 USD B O B3 nNotChkd vaid |
EQUIPMERNT | Staga I e Les

AMERHCIMNN T2 B8l ¥

21113012012 —ELQR_\N DRAPDS | Stased v/ 8131 USD B O ERvald  Recuoed |no |

311202012 SR |Staged | 31020 USD By O B3 notchkd Reoced  |Yes free
ALOWIN & : ; N

41102012 | BRI EEELY oiageq v 40.44 USD B O B notchka Reoded  [Yes fre
BALDWIN SUFPLY =3 -

511302012 Sotinany | Staged v/ 141 USD M O G2 notchikd Recyced  [ves fre
A i — .

6 113002012 BJ'B—M-QEHP"E}TY FPLY [ Staged v 19,84/ USD By €2 ER notcnks Reced | ves Jreo

711302012 | MEI Staged v £0.00 USD B O R Noichkd Recyded  [Yes No

812012012 BREDE [Staged | 138.12|USD B O R vaid  Regoed  [No No

Favn:;['rtes Mainvl'v'lenu > Purchasing » Procurement Cards > Reconcle » Reconcile Statement
H - -

-

Reconcile Statement

Redistribution History
Line: 1
Redistribution History Customize | Find | B | % Fiet B 42012 1 Last
La=st Change Date User Modify
1120242012 9:58:33AM M_FS_PO_PCARD_RECOMCILER
2/12/24/2012 10:13:07AM M_FS_PO_PCARD_RECOMNCILER

 Return

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 | 8 Fist L 1.9 of 41 DN Last

Card

" Transaction
Employee Name lssuer Card Number Trans Date Merchant Status Amount Currency
1 Romaine,Thomas E | 34538 w0283 1113002012 W Staged A -31.06 USD F% q
2/ [ Phillips,Sylvester O 34538 FRRRRREEE 880 11302012 %mms Staged A 8131 UsD E% C
| =]
3 [0 RosnauDouglas L 34538 FRR 5360 117292012 W Staged b 310.20|USD E% Q

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

[F=2 ¥
: Transaction Budget Chartfield
Card Humber Trans Date  Merchant Status At Currency Status Statuy Redistr]
CLAREYS SAFETY = _
1 0883 11302012 EniypniEny | Staged v -31.06 USD £ Motchkd  Valig Yes

Enter Comments into the Comments field.
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Favgrtes  Main Menu > Purchasng > Procurement Cards > Reconcls > Recondis Statement

Reconcile Statement

& pew Window ([DHetp B Customizg
Line Comments

Transaction Line Commants

Comiments: Status: | Acthe M)
|I PCard comiments are enterad hare

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

File Attachment [%¢|

1\Delvered Reports\POYE000-_Cardholder Information.
~ Unpload || Cancel |

bidf | Browse.. |

The attachment is successfully uploaded.

Reconcile Statement
Line Comments

Line: 1 Description:

Refersnce:
Transaction Line Comments

Comments; Status: Aciive | &=
FCard comments are entered here b—'—‘%
Associated Document

Anachment:

POYB000-_Cardholder_Information.pdl

Aitach

Vigw Delete

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

Customize | nd | View Al B | 7t ) y9oran O Lot

" Transacton T IO =)
Card i Transaction
Employee Hame i Card Humber Trans Date  Merchant Stanus i y Currency
i - r CLAREYS SAFETY | ;
1 Romaine Thomas € 34538 0ssr 11302012 ERTRIEE [stagea  ® -31.06 USD B2 |5
2|Phillips. Syivester0 34538 <0888 113072012 SpinSpibins | Staged v 81.31 USD B¢ M
SALDWIN SUPPLY [—————=1 . .
3 RosnauDouglasL 34538 seee5368 1202012 Coiipany | staged - 310.20 USD LR
PO BALDWIN SUPPLY o~ 1 [
4|RosnauDougles L 34538 s360 113001z SLLUNSUFRLY [eged 9 sw4sus0 B OB

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.

Fa\rc;r'rtes Mainvl'«'lenu > Purchvasing > Procuremvent Cards » Recovncile » Reconcile Statement

2 New Window @Help E{'Customia
Reconcile Statement
Procurement Card Transactions

[J Run Budget Validation on Save

Bank Statement Customize | Find | View AT BV | # First £ 1.9 ora1 O st

=

Card N Transaction
Employee Name — Card Number Trans Date Merchant Status e — Currency
. CLAREYS SAFETY =
1 Romaine Thomas E 34538 ittt | = 1113002012 EQUIFMENT Staged R -31.06 USD E% q
2 [ Phillips Sylvester O 34538 Bl 1 11 1113002012 %mms Staged A 81.31 UsSD F% q
! =
3 [ RosnauDouglas L 34538 IR 369 1112912012 W Staged A 310.20|USD E% CZ

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

B fest K1 g0 4t D gt |

[ Transacton THELE [
Empioyes Name :::::ﬂ Card Number Transz Date  Merchant *Status Tru:m Currency l
T [

1 Romaine, Thomas E 34538 O£ 2 1130202 EQUIPKENT | Staged | -31.06 USD L] .T

Select the various tabs to view the Level 3 data.

9|Page-Quick Reference Guide



SWIFTHS

Statewide Integrated Financial Tools

Fa\rovr'rtes MainvMenu > Purchasing » Procurement Cards » Reconcile : Reconcie Statement
: - - -

&0 New
Reconcile Statement

Visa Transaction Details

Card Humber: S 17X

Posted Date: 1210312012

Transaction Number: 74013392335000013464133
Sequence Number: 5]

+ Card Transaction - Type 5

Customize | Find | View Al | B First E1 4 01 D | ast
Tabz | Tab3 | Tab4 |[ Tab5 |[ Tab6 |[ Tab7 || Tab® | Tab@ |/ Tab10

Period  Acquiring Bin Card Acceptor ID Supplier Hame:

112332 401339 CLAREYS SAFETY EQUIPMENT

Return

Add Use Tax to PCard Transactions

Note: Use tax will include both State and Local tax. Use tax only should 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 : Reconcile > Reconcile Statement
- : - - - -

LEl Mew Window @ Help E,) Customizd
Reconcile Statement

Procurement Card Transactions

[[] Run Budget Validation on Save
Bank Statement

Customize | Find | View Al | BV | 2 Firet £ 4.9 o749 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/ [ 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 transaction that needs use tax applied and then select the Purchase Details hyperlink.
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8 [ RosnauDouglsslL 34538 seesenens380 1173012012 Mcu!arw E‘PP* [Staged v
7 Schad David R 345G eweeesswans 5186 11302012 ME] [ stagea :-I
8 [J BamesFelicia 34538 ssesssengidd 12012012 BREDE [ Staged v
9 [J PersonsRobinL 34538 **eeeees7013 11302012 mﬂuﬁm Staged 9|
= :
B selecta O cigaiay Stage Wy
il Spiit Ling Distribution Templale

|Sarch Pur
||

10,84 USD = NLe

50,00 USD B <
138.12/USD B <

30,00 USD q

Validale Budget

Unselect the Tax Paid checkbox and select the Sales/Use Tax hyperlink.

Favorites  Main Menu > Purchgshu » Prnmremsnt Cards » Recogcie » Reconcie Statement

Reconcile Statement

Purchase Details

Line:
Merchant:
City:
State:
Country:

+ Purchase Order

*Business Unit: R2901 @, Original PO: N

PO ID: I

PO Line: ’7'%

PO Sched: &

Vendor ID: | Q@

Location: [ @,

Ship To: [ qa

ltem ID: | @,

Category: | @,

Vendor ltem: |
*Quantity: | 1.0000
"UOM: EA @

Unit Price: \ 60.00000 ygp Transaction Amount: 60.00

- Bill Includes Tax if Applied
[ ax Paid
les Tax Category Search View Hierarchy PO Pick List |

7

MEI
888-955-5455
MN

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

Sales/Use Tax

Tax Applicability;
Tax Destination: GO20060000 C% ADMIMN/MATERIALS

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

Use Tax: | |

QK Cancel Refresh

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

Mark PCard Transaction as Verified

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 > Reconclle » Reconcile Statement
@r»leu\r'.".findow @Help [,(/Customia
Reconcile Statement

Procurement Card Transactions

[[]Run Budget Validation on Save

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

Employee Name ETE Card Number Trans Date  Merchant *Status R Currency
Issuer Amount
1 Romaine,Thomas E | 34538 FrEmmmaRa 883 1113002012 W Staged A -31.06 USD %q
Al =
2 [ Pnillips Sylvester O 34538 B 1 112 1113002012 %mmq Staged hd 81.31 UsSD E% q
LA =
3 [0 RosnauDouglas L 34538 FraEEEesarrh 360 1112972012 W Staged b 310.20/UBD E% Q
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Select the applicable transaction(s) and select the Verify button.

" Transachon By ﬁ
Empioyee hame :::::ur Card Bumber Trans Date  Merchant *Slatus h.rm Currency
[ Bl fomaineThomasE 34538 teeeregesd 11002012 ERTRLESCED [Slaged @ -31.06 USD B <l
A0 mpssvesiero 34538 038 11002012 BRSOl [Siaged 8131 USD <
ALDVAN SUPPLY

E | posnauDouglas L 34538 rrmemmeRIA0  TIR2B2012 COMPANY | Staged ~ 310,20 UsD M ¢
ALDWIN SUPPLY | G

M Fl FosnauDouglasL 34538 5360 113012 COMPANY Staged w 40.44 IUSD &
ALDWAN SUPPLY T 1

o F RosnauDouglasl 34538 eeEiEE BNR0EZ [ Shap e | Staged w 1,41 USD M <l
of 4] RosnauDouglasl 34538 5368 110012 Colbay | stagea | 1894 USD L
7] B [chad David R 34538 seesmessgiG  1UG02012 | WE | Staged ~| 60,00 USD B |
Eq G fames Felicia A 34538 TRERRRRETTE 144 12012012 BREDE _Ebaged w 13892 UsD [l_—;'.'a ':{
of [ fersonsRobin L 34538 veesmsrmersrqg {ABND0E2 “EEEE;‘E E | Staged - 000 USD |
= |

¥ salec 4l Clear all Stage Wity validate Budget
The transaction will move from a Staged to Verified Status. Select the Save button
=
Card - Transaction
Employee Name IS Card Humber Trans Date  AMberchant Status I Currency

1 @ RomaneThomasE 34538 w0883 11202012 hEeiSt o |[Venied | awsuso B €
2 [ FPhilipsSitvester 0 34538 sesssse0gEg 1173012012 i'éﬁé;‘;'hig',;jim [Stages v 81.31 USD B q|
3 @ RosnauDouglosL 34538  *=wwwewwwsdge 11282012 ettt EW Nenned  u| moz20uso B
4| @ RosnauDougiasL 34538 *weweewsise 11302012 SARULLSeR |vedted @ 40,44 USD B ]|
ST ALDWIN SUPPLY I 1 |

5 [ RosnauDouglasl 34538 8360 11302012 Couisany | Verified ~ 111 USD B q|
s BALDWIN SUPPLY | ] |

§ [¥ RosnauDouglaslL 34538 5369 11302012 Couany Verified v 19.94 USD LA
7 [ SchadDavidR 34EIF eeeesssss 5186 11302012 MEI | Verified v 60.00 USD B
8 [ BamesFelicaa 34538 meegig4 120012012 BREDE [stages o 13812 USD B
ARMA ASSOC OF | Yy |

9 [ PersonsfobinL 34538 018 11802012 Recoppe | staged ~ 30.00 USD B |

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

1A ASSOC O =5

9 [J PersonsRobinL 34538 7018 11302012 FRAAERR0C0E fioioeq v S B C
Staged

- >

Note: Once transactions are marked as Verified they must be budget checked successfully. The PCard Approver
or PCard Agency Administrator role must also approve the transaction before it will build into a voucher for
payment.

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.

Fa\.rovr'rtes MainvMenu > Purchvasing > Procuremvent Cards » Recnvncile > Reconcile Statement
2 New Window @Help IL/Cust-:nnﬂz
Reconcile Statement
Procurement Card Transactions

[ Run Budget Validation on Save

B3 stateme

i N Biling
- —

Employee Name EENL Card Number Trans Date Merchant *Status TIETEIENET Currency
Issuer Amount
AREYS SA f =
1 Romaine Thomas E 34538 Faskbee 0883 1113002012 W Staged b -31.06 USD E% Q
2/ [ Phillips,Sylvester O 34538 Bl - -1 11/30/2012 %mmq Staged w 81.31 UsD F% C
A Win S ; =
3 [0 Rosnau,Douglas L 34538 TR h 369 1112972012 W Staged A 310.20/UBD E% C
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Select the applicable transaction(s) to budget check and then select the Validate Budget button.

Employee Name :::;:“ Card Number Trans Date  Merchant *Status THT:D.“:: Currency
.......... CLAREYS SAFETY —r— 7 G
1 Romaine,Thomas E 34538 — 0833 11Bw2012 EQUIPHENT | Verified g -31.06/USD B¢
AMERICINN >
2| O [rhitips Syvester 0 34538 swsssseeepgg (11302012 FEE:ErQQﬁJIRbIQS | staged v 8131 USD B Jd
AL DIVWAN FRLY ¥ =
3] [ JRosnauDouglasL 34538 seeemse5360 (1292012 | Solipany | Verified v 31020 USD B <
ALDWIN SUPPLY
4| & |RosnauDouglasL 34538 e seees3E0 11R02012 E—;L,%L—fvm Verified v 40.44/USD B <
BALDWIN SUPPLY I =
5] @ |RosnauDouglas L 34538 reesemensenag360 30012 | SoLBANY |veried v 1.1 USD B ¢
BALDWIN SUPPLY | .
= Rosnau,Douglas L 34538 GeeRRsmeeseen360 11302012 COMPANY Verifiad - 19.94 USD "&1 {:
1| @ |scradpaviar 34538 | teeemmssegg 41302012 MED [verfied = 60.00 USD | C
gl [ [pames Faticia A 34538 g4 120102012 |BREQE [staged ¥ 138.12 USD B <
LA A5 [
o] [ Jrersons Robin L 24538 sessssmeen g0 11302012 %ﬁ%ﬁf Staged v 30,00 USD [, -0
= i
B seiectan | Clearan Stage verify I Validate Budget I

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

[Favorkes ~ Main Menu > Purchasng » Procurement Cards > Reconcle > Reconcle Statement

& Mew Window  (2)Help  [E Customize Page o
Reconcile Statement ot I
Procurement Card Transactions

[ Run Buaget vakdation on Save
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The status of the budget will then be displayed in the Budget Status column.

Customze | Fng | view 4=+ B « 2

Biling
Card Number Trans Date  Merchant *Status Transaction currency Budget  |Chartfield o gatr
1| megggl 110012012 £ JP,IENT T [Vered v -31.06 USD M & | A vaid Valid Yes
2 mvsrreenagn 113072092 M_ELQAA:IIIQ IENEIJFIQE m 81.31 USD [EJ ) J:H Valid Recycled Mo
BALDWIN SUPPLY | . o _
3 5360 11292012 Corpuny [Verifes ] 310.20 USD B O [qvaid  Jvane Yes
et o
4 seesessensnegang 117302012 Mﬂ;;umm Verified v 40.44/USD My > BH vaid valid Yes
BALDWIN SUPPLY —————— -
§|mmemmeg369 113072092 | Conpany [ verited v 111 USD B O 5 vaid Valid Yes
samrrsrzaney W r » ~m e
6 5369 11302012 SRUNEUEERY [Verned 9 19.94 USD B O Edvaia  Jvane Yes
7immeesags 1180012 HE] [verinea  a §0.00/USD B ¢ Y notcnrd fvand Yes
g wreeeeeeeeegagd 1200172012 BREDE | staged v 138.42/USD B vaid Riscreied -
- | T | PR
gumenTON 11302012 REGoRDS o [Seged ) woouso B O |vaie  [reces o

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.

fF_wo'rm Hz_n__-rlunu » Purchasng > Procurement Cards > Reconcle > Reconcie Statement |
| B Mew Wingow  (F) Help i_b!Cusl.dmlﬂ:
Reconcile Statement

| Procurement Card Transactions
I [ Run Budget Validation on Save
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& Transaction Budget Chartfieid
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A K I 1 4F
g seesssssensngggy | 11302012 SAERICHN S hips  |[Staged v 8131 USD B & Bi vaid Recydled Mo |

Note: Transactions that return with a budget error need to updated with a valid budget string and re-budget
checked.
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