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PCard Reviewer Tasks

January 8, 2013

Reviewing PCard Transactions in SWIFT

The PCard Reviewer will have the ability to review but not update transactions for the applicable PCard holders.
Reviewers will have the ability to add comments to the transaction lines and add attachments. This role will NOT
have the ability to apply chart of accounts to the transaction lines. This is an optional role and is not required for
each PCard holder.

Users with this role have access to:

e Reconcile Statement - Review 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 Reviewer Tasks QRG:

e Searching for PCard Transactions

e 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
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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 (typically the 25th of

each month), 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
Staged (Transaction has been loaded but not verified or approved)
Verified (Transaction has been verified)
Approved (Transaction has been approved)
Closed (Voucher has been built successfully)
Error (Voucher has been built but there is an error)
e Budget Status
e Transaction Date
FE‘.'II‘II'rtEE Mainlﬂenu ¥ Purchjsing ¥ Prncuremgnt Cards > Recu:gcile » Reconcile Statement

O O O OO

Reconcile Statement Search

Role Hame: FPO-PCard Reviewer “
Employee ID: @,

Hame: OJ
Card lssuer: MM DMR Central Office w

Card Number:

Transaction Number:

Merchant:

Sequence Number:

Line Number:

Billing Date: 1212612012 @,
Statement Status:

Budget Status:

Chartfield Status:

Transaction Date: el

Charge Type: W

Posted Date: E
Search

Once the search criteria has been entered, select Search to return the PCard transactions.
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View Chart of Account Data for PCard Transactions
Navigation: Purchasing, Procurement Cards, Reconcile, Reconcile Statement

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

Favgtes MainvMenu > Purchasing » Procurement Cards > Reconcile > Reconcile Statement
E - v -

21 New Window @Help E{'Customi
Reconcile Statement

Procurement Card Transactions

[] Run Budget Validation on Save

Bank Statement Customize | Find | Wiew Al | B First ! 1.9 o1 41 I [ ast
Card N Transaction
Employee Name e — Card Number Trans Date Merchant Status e aam— Currency
1 Romaine Thomas E 34538 AR 0883 11/30/2012 W Verified -31.06|UsD E% C
2 [ Phillips, Sylvester O 34538 FerdE 0889 1173002012 %m.ms Staged 81.31/LsD E% (.:
|
3 [0 RosnauDouglas L 34538 R+ h369 11429/2012 W Verified 310.20 UsSD F% C

S
Select the Distribution ( ¥ ) icon for the PCard transaction.

- Transaction Budget Cha
i Card Number Tranz Date Merchant Status I Ey Currency Teabii Status
A CLAREYS SAFETY - "
134538 Pee0883 11302012 EquiEnT Verified -31.06 USD ;L) Gt vatid valid

View the chart of account data (if entered).

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

70 New Window @Help E,/Customize Page|
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: Transaction Unit Price: -31.06000 Distribute By:

Distributions

Customize | Find |
" DetaileTax || Assetinformation | Statuses |
. 5 . Sub W Agcy Agcy PC Bus .
Dist Percent Amount Currency GL Unit Fund Fin DeptiD ApproplD Account Acct Cost Cost1 Cost 2 Unit Proj
1 100.0000 -31.06/USD MNO01 1000 R2933711 R293008 413002 23161
£ 1l ] |
OK | Cancel | Refresh |
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Add Comments and Attachments to PCard Transactions
Note: This is the main task for the PCard Reviewer.
Navigation: Purchasing, Procurement Cards, Reconcile, Reconcile Statement

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

Favgtes MainvMenu > Purchasing » Procurement Cards > Reconcle > Reconcile Statement
E - - -

2 New Window @Help E./Customi
Reconcile Statement

Procurement Card Transactions

O run Budget Validation on Save
Bank Statement

Customize | Find | View all| B | 2 Firet £ 19 o141 DN Laot

Card " Transaction
Employee Name e Card Number Trans Date Merchant Status e — Currency
1 Romaine Thomas E 34538 FEREmsRE0883 1143042012 W Verified -31.06 |USD % C
2 [ Philips, Sylvester O 34538 Bl 112 11430/2012 %mms Staged 81.31/UsSD F% C
!
3 [ RosnauDouglas L 34538 FERERRRaRrr 5369 112972012 W Verified 310.20 UsSD F% C

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

B ores D g noras I Loy

Blng | [TH
—
f Transaction Budget  Chartfield
Card Humber Trans Date  Merchant Status Ay Currency Sistus Sintin Redisiril
1 0883  11R02012 E5liEuEy Verified -31.06 USD & < L3 vaid Valid Yes
2men0889 11302012 GRENSTIL o Staged 8131USD [&ié Vaid  Recycled Mo
Enter Comments into the Comments field.
"Fh-g-'us Hlne-!inu ¥ Pur\t.h_._l'mun ¥ Proturlrr:m!m * le:u:h » Reconcls SNt amant |_
) g Window () Halg _-5'-'.'.1;qu=l.'r.l;

Retoncile Statement

Line Comments

- - Ak “ *{=]
P aid commpnis arg anbaced N e

Assooialed Do it
AMBChmEL vy

| oK Cancel | Folresh
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Click Attach, select the file to be attached and Upload.

File Attachment

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

The attachment is successfully uploaded.

Reconcile Statement

Line Comments

Line: 1 Description:
Reference:
Transaction Line Comments View A8 Firnt | »
Comments: Status: Adlive b ==
PCard comments are entered hera B

Associated Document

Altachment: POY3000-_Cardholder_|nformation. pdl Attach Wiew Delete

OK Cancel Refresh

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

Bank Statement customize | Eing | view a8 | B 138 Fror B g garan O p

" Transacton T o)
Card i Transaction
Employee Name P Card Humber Trans Date Merchant Status A t Curmency
CLAREYS SAFETY -3
1RomaineThomasE 34538 "TeTUR0883 113012012 Ehipmeny o Verfled ssuso QG
2Philips SylvesterO 4538 w0890 11302012 SSNBDIL o Staged 8131 USD [i‘&
3RosnauDouglasl 34538 538 1182012 59 E”":: Verfied 31020 USD RO R
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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 » Reconcle : Reconcile Staterment
- ; - - - -

¢ New Window (Z)Help  [& Customi
Reconcile Statement

Procurement Card Transactions

[[] Run Budget Validation on Save
Bank Statement

Customize | Find | View Al | HI First £ 1.9.0f 41 D ast

Tranzaction [l I
Card Transaction
Employee Hame lesuer Card Humber Trans Date Merchant *Status Amount Currency
1 Romaine Thomas E 34538 Bl V -1 11430/2012 W Verified -31.06 | USD F% C
2 [ Phillips Sylvester O 34538 FErEmsRE 0889 113002012 %mgms Staged 81.31usD % C
! =

3 [ RosnauDouglas L 34538 5369 11429/2012 W Verified 310.20 UsSD ﬁ% C

Select the Line Details (|E_IIEI ) icon for the PCard transaction.

Employes Hame Ic.::" Card Humber Trans Date  Merchant *Status 'mﬁ“‘”“: Currency ‘
B s CLAREYS SAFETY :

1Romaine Thomas E 34538 ose3 11302012 EREREXERAFETY venneq -31.06 USD .O &

|

Select the various tabs to view the Level 3 data.

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

20 New v
Reconcile Statement

Visa Transaction Details

Card Humtmr: 1111111:11110883
Posted Date; 121032012
Transaction Number: T4013392335000013464133
Sequence Number: [
~ Card Transaction - Type 5 Customize | Find | View A1 | B | B8 First Kl 1011 I Last
" Tab2 | Tab3 |/ Tab4 | Tab5 | Tab6 |/ Tab7 || Tab8 | Tab® | Tab10 |
Period  Acquiring Bin Card Acceptor ID Supplier Name
112332 401338 CLAREYS SAFETY EQUIFMENT
Return
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View Use Tax for 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.

Fa\rch'rtes MainvMenu > Purchasing > Procurement Cards » Reconcile : Reconcile Statement
; - - -
0 New Window (Z)Help  [E Customi

Reconcile Statement
Procurement Card Transactions

[[] Run Budget Validation on Save

Customize | Find | View Al 1B | 35 Fist £ 19 o1 41 DN Last

Employee Hame L Card NHumber Trans Date Merchant *Status TTTETACET Currency
Issuer Amount
- CLAREYS SAFETY - Sl
1 Romaine Thomas E 34538 0883 1143002012 EQUIPMENT Verified -31.06 UsSD |_—|'§| C
2| [ Phillips,Sylvester O 34538 Bl 111 113002012 %mms Staged 81.31usD % C
! =
3 [ RosnauDouglas L 34538 Frrraaerh369 11429/2012 W Verified 310.20 UsSD ﬁ% C

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

ALDWIN SUPELY -

6 [J RosnauDouglasL 34538 emsnsag 1302012 EAMEALESCR  Verified 19.94 USD M <

|

‘ ? Schad David R 34538 S T N 11/30/2012 ME] Verifiad 60.00 USD [ '-f

|

8 [J |pamesFalicia s 34838 b TP 12/01/2012 BREDE Staged 128.12 USD LN

............ ARMA ASSOC OF mh (]

8 [0 Persons.RobinL 34533 T8 110302012 RECORDS Staged 30.00 USD [-_m q

| & 2|
¥ seleca Clear All walidate Budget

Eaarch Burchage Detgils SpitLine Qistrbution Template
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Select the Sales/Use Tax hyperlink.

;:Fé'}qrmes ' Hanjﬁianu > 'F"uiﬂ‘!_as'l"lq' y Prm'cﬁrerrie'r'tf"ﬁards ¥ Ftecc_l_ncie » Reconcle Statement

Purchase Details

Line: 7

Merchant: HEI

City: BB8-955-5455

State: AN

Country: USA

| Purchase Order
*Business Unit:
PO ID:
PO Line:
PO Sched:
Vendor iD:

Location:

Original PO: M

Ship To:
Item ID:

Category:

Vendor lHem:
*Quantity:
*UOME:

Unit Price:

ush Transaction Amount:

Bill Includes Tax if Applied

Tax Paid

Salesilse Tax

View the use tax information.

Category Search

View Hierarchy

60,00

PO Plck List

Sales/Use Tax
Tax Applicability:
Tax Destination:
Tax Code:
SUT Code Pct:
Use Tax:
OK Cancel Refresh

Direct Pay
G020080000 ADMINIMATERIALS
MAMAGEMENT DIV
1943
7.6250
4 580
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