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PCard & ISSP Set-Up / Administration

About Procurement Card (PCard) & ISSP Set Up / Administration

The Procurement Card (PCard) is used by assigned employees to procure and pay for small
purchases. VDOT uses 2 types of procurement cards: PCards and Integrated Supply Services
Program (ISSP - District) Cards. These cards allow users to purchase goods using charge cards which
are then paid electronically. PCards are issued to individual users for purchases. ISSP Cards are
issued by stock location, and are typically used for purchases related to vehicles, equipment, and
maintenance stock. The PCard expedites the accounts payable process.

In Cardinal the PCard Administrator set ups PCard and ISSP cardholders, card limits, and location
information, as well as the users’ supervisors and individuals approved to manage their transactions,
known as proxies.

Cardinal tracks user transactions, account values, approvals, and merchant data. The PCard
Administrator can add, delete, and/or edit PCard values at any time. Cardinal loads all PCard
transaction data daily from the PCard Issuer, i.e., bank. These transactions are subsequently
reconciled.

For additional instructions on reviewing, reconciling, and reporting on PCard and ISSP transactions,
refer to the course titled 501 PR349 Managing PCard & ISSP Transactions.
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Cardholder Set Up

The process to set up a PCard and ISSP are very similar. To follow are the details for each.

PCard User Set Up

1 To set up PCard users, use the Cardholder Profile page. Navigate to this page using the following path:

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

Enter any information you have and click Search. Leave fields blan

Find an Existing Value

1300
Employee ID:| begins with |UUUU%SUUU
Name: begins with w |
Last Name: |begins with v ||
[Jcase Sensitive

Search Clear :Elasic Search [gF Save Search Criteria

Search Results
View All First [q] 1-120f 12 [p] Last
Employee ID Name Last Name
00000005000 WARD.IRVIN C WARD
00000375000 KING.GERALDINE KING
00001485000 BEATTY.CONNMIE B BEATTY
00001705000 LOSH MAYBELLE LOSH
00002725000 SMNIDER.DONMNA SNIDER
00002850000 SMITH JAMES SMITH

00003785000 ANDERSOMN. DENNIS ANDERSOM
00005000300 HUMMER. Junior JAMES R HUMMER

00008050000 LONGLEY.CAROL LONGLEY
00009635000 TYLER JuniorDANIEL G | TYLER
00009805000 MILBY BETTY MILBY
00009845000 BASS.GARY BASS

PCard & ISSP Set-Up / Administration

2  Enter the search criteria, i.e., Employee ID, Name, and/or Last Name of the employee you wish to set up as a PCard
user. You can also click on the Search button for a list of all employees.

3 Inthe Search Results section, click the link of the employee you wish to set up as a cardholder / user.

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

Personal Data Card Data

HName: DOE, JOHM
Employee ID: 00000005000
Personnel Status: Employee
Telephone:

Country: USA  United States
Address 1: 100 MAIN 5T

Address 2:

Address 3:

City: RICHMOND

County: Postal: 99099
State: WA Virginia

[5] save | [Gh Returnto Search | [ Matify |

Personal Data | Card Data

4 The Personal Data page displays. Click on the Card Data tab.
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Favorites | Main Menu > Purchasing > Procurement Cards > Definitions > Cardholder Profile

Personal Data

DOE, JOHN

" I” Display Unmasked Card Number |

A additional information | Credit Limits | Transaction Limits

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

B A f g

s0100 @ [avio @, ||************1011 [[osr02013 |5 [visa 5l fos2701z B ] [

[5] save | [ct Returnto Search | |[=] Notify

Personal Data | Card Data

5 The following fields must be entered:
a. Business Unit: The employee’s Business Unit.
b. Card Issuer: Each District has an assigned Card Issuer (i.e. BAVI4=Richmond, BAVI5=Hampton Roads, etc).
c. Card Number: Enter the 16 digit Card Number.

i. Once the 16-digit Card Number is entered, the leading 12-digits are encrypted and can be seen only
by Cardinal users with the proper security role.

ii. PCard Administrators can select the Display Unmasked Card Number checkbox to view and confirm
the entire Card Number.

d. Expiry Date: Enter the card expiration date.
e. Card Type: Select a Card Type of American Express, Visa, or MasterCard.
f. Date Issued: This field defaults to the current date and should be changed if appropriate.
6 To add an additional card, click the + icon to add a new line. To remove a card, click on the - icon to delete a line.
a. Never delete a PCard from Cardinal once a transaction has been processed.

7  Click on the Additional Information tab.
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DOE, JOHN

Favovrrces Main'Menu 5 Purchvasing 5 Procurem_ent Cards Deﬁnit\ons > Cardholder Profile

Personal Data Card Data

I” Display Unmasked Card Number

Customize | Find | B |

First K1 1071 0 Last

Personal Data | Card Data

5] Save | [Gh Retumto Search | [ Notify |

Credit Card r Additional Information Credit Limits Transaction Limits
Liuﬁsiness *Card Issuer *Card Number Vendor Card
5ot00 @ [pAvI0 Q[ r

endors

endors

Proxies

Proxies

Default
Distrib

Default
Distrib

Commadity Codes

Bl |[=]

Codes

8 Vendor Card - Do not select. This is for a store card, i.e., Lowe’s or Home Depot.

9 Click on the Proxies hyperlink. The Assign Proxies page displays.

4 CARDINAL

Favorites  Main Menu > Purch_asing > Procuremvant Cards > Deﬁn;mons » Cardholder Profie

|Assign Proxies

JONES,JOHN

BAVIZ  Card Number:

Customize | Find | E

PPS_TIM.SARTINI @,

| _
|

“User D Description Role
,WOQ Jones, J Jones(VDOT) IW
[BLLYSWTH @ smith, Bily (vDOT) [suFERvsoR =]
[MICHELETHOMPSON (@, Thompson, Michele M (VDOT) [PCard Administrator =]
[LISA.CLINE @, Cline, Lisa P. (vDOT) [PCard Adminisirator |
[DEBBIEBAYLES @, Bayles, DebraL. (vDOT) -
|PPE_MIKEHALL @, HALL, MIKE [PPs PR Configurater =]

SARTINI, TIM

PPS PR Configurator hd

Default

oA

oo alops

First K 1-7 of 7 ] Last

Buyer Default
[

O/0|0 0=y &

@ New Window @He\p E/,Custom\zePage Ehnp !

/=
H/[=
[+ (=]
H/[=
H|=
/=
=/ [=

Home | Workist | AddtoFavorites | Signout

10 Use this page to assign proxies to a PCard user. Proxies can access this procurement card. There can be multiple roles
established in Cardinal for a specific individual. Therefore, select only the specific role that the Cardholder Proxy will
apply. For example, a particular supervisor can also be a PCard holder. The proxy role selected for this individual is

Agency PCard User, not supervisor. Proxies could include:

e Card Holder

e Card Holder’s Supervisor

e Back-Up to Cardholder’s Supervisor

e District PCard Administrator (if District employee)

e VDOT PCard Administrator (both District & CO employees)

e VDOT System Administrator

e  PPS (refer to ASD for names)
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11 PCard proxy Role standards for each PCard are:

PCard & ISSP Set-Up / Administration

e Agency PCard User is required for all Reconcilers (there must be at least one).

e Supervisor is required for all Approvers (there must be at least one).

e PCard Administrator designation is required for:

o District Program Administrator

o Contact Central Office PCard Admin for Specifics

e  PPS PR Configurator designation is required for the following:

o PPS_TIM.SARTINI
o PPS_MIKE.HALL

12 Click on the Look Up User ID icon.

Look Up User ID

User ID:| begins with ~

Name: | begins with »

Look Up Clear Cancel |Basic Lookup

Search Results

Only the first 300 results of a possible 1282 can be displayed. Enter more search key
information and search again to reduce the number of search results.

View 100 First [{] 1-300 of 300 [}] Last
User ID Name

AKLOS Klos, Art G. (VDOT)
ADAMMOORE Moore, Adam PE (VDOT)
ALAN.MONDS Monds, Alan R (VDOT)

ALAM SAUNDERS Saunders, Alan E. P.E. (VDOT)
ALAN.WOOD Wood, Alan ). VDOT)
ALBERT.ASBURY Asbury, Albert (VDOT)
ALBERT.PARKES Parkes, Albert (VDOT)
ALBERT.ROLLINS Rollins. Albert M. (VDOT)
ALEX.PRICE Price, Alex H, P.E. (VDOT)

13 Select a User ID from the Look Up User Id drop-down menu. The Assign Proxies page displays with the selected User

ID populated.

14 To assign an additional proxy, click the + icon to add a new line. To remove a proxy, click on the - icon to delete a line.

15 Click the OK button when all the proxies have been entered. The Personal Data page displays.
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Favo_r'rtes MainvMenu » Purchasing > Procurement Cards » Definitions > Cardholder Profile

" Personal Data | Card Data

DOE, JOHN

r Display Unmasked Card Number

" Credit Card | EGSC G0 O Credit Limits || Transaction Limits | [F==

Customize | Find | & First K 4.0F 4 I3 L ast

‘Bl{siness *Card lssuer *Card Number Vendor Card Vendors Proxies N fal.m Commeodity Codes
Unit Distrib
[reevevrvereven : Default :
[so100 @ [BAviD Q, | 1011 r Vendors  Proxes |5 Commodity Codes El

=] save | [Gh ReturntoSearch | [#5] PreviousinList| 45| NextinList| [ notify |

Personal Data | Card Data

16 From the Additional Information tab click the Default Distrib hyperlink.

Favorites Main Menu > Purchvasing > Procurement Cards > Deﬁrl'rtions > Cardholder Profie
2 New Win

Default Accounting Distribution

DOE, JOHN

Bavi0 Card Number: s ()44

+ Default Values
Ship To: CHSCTY AHQ @,

 Distribution Choices

% Use Single-Line Distribution
" Use Multi-Line Distribution
+ Use Single-Line Distribution

Account Distribution Customize | Find | View Al B | %8 First K 4 or 14 DY st
*GL Unit [Account Fund Program Department Cost Center [Task FIPS Asset Agency Use 1 Agency Use
50100@, fs015110 @, [o4100/@, (514008 @ [10021 @, [11040010] @ @, @, | @, @ ¢
| | |

| oK | Cancel

17 Select a Ship To from the Look Up Ship To drop-down menu.
18 Select one option from the Distribution Choices section:

a. Use Single-Line Distribution is most commonly used. When used, in the Account Distribution section only the
GL Unit and Account values are required. The necessary fields will be displayed when this option is selected.

i. Enter the Account Distribution values, i.e., chart of account values. These values default on the
transaction distribution and can be changed, if necessary.

ii. Othervalues, such as Fund, Program, Department, and Cost Center can be entered.

b. Use Multi-Line Distribution is used to assign SpeedCharts for multiple line distributions. The necessary fields
will be displayed when this option is selected.
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19 Click the OK button. The Personal Data page Card Data tab is displayed.

20 The Additional Information tab displays.

Fa\rovr'rtes MainvMenu s Purchasing » Procurement Cards » Definitions » Cardholder Profile

" Personal Data | Card Data
DOE, JOHN

r Display Unmasked Card Number

s

Customize | Find | B | B First & 4074 O Last

" Credit Card |Gkt Credit Limits | Transaction Limits |

’quiness *Card Issuer *Card Number Vendor Card Vendors Proxies D?fa'fn Commeodity Codes
Unit Distrib
) Default '
lso100 @, [pavio @, |[rewseramssng 1 I Vendors Prodes oo Commodity Codes (=

[5) save (b RetumtoSearch 1t Previousinlist 4| Nextilist [Z] Notfy

Personal Data | Card Data

21 Click the Credit Limits tab.

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

" Personal Data | Card Data
DOE, JOHN

™ Display Unmasked Card Number

customize | Find | BV | B First K1 1 074 I3 Last

" CreditCard || Additional Information | (e 4559 [ Transaction Limits | [

*Business Maximum Credit . . Limit Per
Unit *Card Issuer *Card Number Limit Limit Per Cycle e *Currency
[sot00 @ |[Bavio @, ([rrremenggyq | | | [uso @& =

[5] save | [ Returnto Search | [f] Previous inList 4] Nextinlist | =] Notify |

Personal Data | Card Data

22 Enter system credit limit values as applicable. These fields are not required as they are managed in the Card Issuer
system, i.e., BOA “WORKS”.

23 Click on the Save button.
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ISSP Card User Set Up

PCard & ISSP Set-Up / Administration

1 To set up ISSP users, you use the Cardholder Profile page just as you did with PCard set up. Navigate to this page using

the following path:

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

Cardholder Profile

Enter any information you have and click Search. Leave fields blank]|

Find an Existing Value

Maximurm number of rows to return (up to 300); (300
Employee 2] begins with w[[IS5P I
Name: i1

Last Name: | begins with v ’7

Dcﬂﬁe Sensitive

Search || Clear |Basic Search [6f Save Search Criteria

Search Results

View All First [q] 1-8ofs ] Last
Employee ID Hame Last Name
ISSP1 District Bristol DISTRICT
1SS5P2 District. Salem DISTRICT
ISSP3 District.L ynchburg DISTRICT
IS5P4 District, Richmaond DISTRICT
ISSP5 District HamptonRoads DISTRICT
ISSP6 District Fredericksburg DISTRICT
ISSPY District. Culpeper DISTRICT
ISSP8 District. Staunton DISTRICT
ISSP9 District. NOVA DISTRICT

Set the Employee ID = ISSP.

Click Search.

a A W0 DN

The Personal Data page displays.

Favuvntes MEII‘IvMEﬂu > Purchasing > Procurement Cards > Definitions > Cardholder Profile

Personal Data Card Data

Name: District Bristol
Employee ID: ISSP1
Personnel Status: Non-Employee

Telephone:

Country: USA  United States
Address 1:
Address 2:

Address 3:

City:
County: Postal:
State:

Save | [of Returnto Search | [+] PreviousinList  [yF] NextinList| |=] Notify

Personal Data | Card Data

Home Address Mailing Address

USA

In the Search Results section, click the link of the ISSP District you wish to set up as a cardholder / user.

Home | Workist | AddtoFavorites |  Signout

@Namedow @Ha\p E,/Cuamm\zaF’aga Enhp

6 Click on the Card Data tab.
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Home | ‘Workist | AddtoFavorites | Signout

Favn'ntes Main'Menu > Purchvasing » Pmcuremvent Cards > Deﬁn;mons » Cardholder Profile
& New Window @Help Bjcusmmizepage Ehﬂp

District,Bristol
r Display Unmasked Card Number

Customize | Find | First K 1-350f 35 ) Last
Addtional Information || Credit Limits || Transaction Limits
L?‘":i“e” *Card Issuer *Card NHumber *Expiry Date Card Type Date Issued
[so100 @, 1ssPo 150L [123112009 | [visa =l oweor (H ) =] 2
[fo100 @, 1ssPo QY [12/3172009 | [visa =l [owo1eor EHO (] =]
[so100 @, 1ssPo s 0N [123112009 | [visa =l oweor (H ) =]
[fo100 @, 1ssPo 0L [12/3172009 | [visa =l [owo1eor EHO (] =]
[fo100 @, 1ssPO 160R [123112009 | [visa El owwisor (H ) =]
o100 @, 1ssPo R P T [123112099 | [visa =l [owotns0r EHO (R =]
[fo100 @, 1ssPO 1600 [12131/2009 |5 [visa El pwwtasor (H ) =]
o100 @, issPo R P ] [123112099 | [visa =l [owotns0r @O (] =]
[fo100 @, 1ssPO 140N [12131/2009 | [visa El pwtasor JH ) [=]

7  There are 5 different types of ISSP accounts. The last character in the Card Number indicates the ISSP account type:

e L =0Other Agency

e N =Non-Rental

e 0O =Non-Equipment (work order)
e R =Rental

eV =Non-Equipment (supplies)

8 Click on the Additional Information tab.

Home | Workist | AddtoFavorites | Sign out
Favorites  Main Menu > Purchvasmg > Procurem'eﬂtcards > Deﬁﬂltloﬂs » Cardholder Profile
& New Window @He\p EfCustom\LePage Ennp j—
Personal Data CardData
District,Bristol
™ Display Unmasked Card Number
of 35 DI Last
Sodings | Tavescier i
r——
[EE=mm=EE *Card Issuer *Card Humber Vendor Card (Vendors | [Prowes o 2k Commodity Codes
Unit Distrib
Default =
50100 Q ISSPO h 1| r Vendors | Proxies Distrib Commodity Codes [®l|[=]
: Default "
50100 @, 185P0 e 00V r Vendors | |Proxies Distrib Commodity Codes I£| E|
50100 Q ISSPO R I60N r Vendors | Proxies Bfgﬁ:’gt Commadity Codes I£| \El
Default
50100 Q ISSPO FrEmRmEEE000L r Vendors | Proxies Distrib Commodity Codes [+]|[=]
q Default =
50100 @, [ISSPO 160R r Vendors | Praxies | gisain Commodity Codes | (]| (=]
50100 Q ISSPO FhEmARmaE140L r Vendors || |Proxies % Commaodity Codes I£| \El
Default
50100 @, |ISSPO 1600 r vendors | Prodes | i Commodity Codes | [#] | [=]| =
: Default "
50100 @, 185P0 e 20N r Vendors | |Proxies Distrib Commodity Codes I£| E|
3 Default =
50100 @, |I1ssPO R 40N - Vendors | Proxies Disirib Commaodity Codes I£| \El
Default
50100 Q ISSPO s 140R r Vendors | Proxies Distrib Commodity Codes [+]|[=]
q Default =
50100 @, ISSPO 1500 r vendors | Proxes | oiciin Commodity Codes | (]| (=]
: Default "
50100 @, |I1ssPO AR B0L r Vendors | |Proxies Distrib Commaodity Codes I£| \El
Default
50100 Q ISSPO =150V r Vendors | Proxies Distrib Commodity Codes [®l{[=]
: Default " e
50100 @, 185P0 e Y r Vendors | Proxies Distrib Commodity Codes =
3 Default =
50100 @, |I1ssPO R 40V - Vendors | Proxies Distrib Commaodity Codes IEIE_I
s

9 Click on the Default Distrib hyperlink to enter a chart of accounts for each account ending in L, N, O, and R.
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a. There is no need to enter a default chart of accounts for V.

b. Details on entering the accounting distributions can be found in the PCard set up instructions above.

CARDINAL

Favnvr'rtes Ma\nvMenu » Purchasing > Procurement Cards > Definitions > Cardholder Profile

Home | Workist | AddtoFavorites |  Sign out

& New Window @Help E.f/cuslomwi_eF’age = ntt

Assign Proxies

District,Bristol

ISSP0  Card Number: ~ essewsseess 1200

customize | Find | B | %8 First 5 11 0f 11 O Last
Requeste
Default

*User ID Description *Role Buyer Default

[ANGELAGILBREATH @, Giloreath, Angela (vDOT) [AgencyPCarauser  F| ] || FH|=
[ANGIEAKERS | @, Akers, Angie (VDOT) [AgencyPCarauser 7| ol Il H =
[DAVIDMORGAN @, Morgan, David E. (VDOT) [PCardaaminstator =] ] || [#|[=]
[GLENNUNDERWOOD @, Underwood, Glsnn A (VDOT) [PCard Administrator =] ol Il =
[KATHYTAYLOR @, Taylor, Kathy (VDOT) [AgencyPCaraUser 7] ] || (=
[UNDALEONARD @, Leonard, Lina (vDOT) [AgencyPCarauser  F| [l r FH=
[PPS_TIMSARTINI @, SARTINILTIM [FPSPR Configurator =] r r (=
[ROBERTBARNS @, Bams, RobertT. (vDOT) [PargAaministater & [l " FH|=
[PPS_MIKEHALL @ HALL MIKE [PPSPR Configurator =] r r [+ [=]
[TERRYWHTE @, White, Terry (VDOT) [AgencyPearauser 7] [l " #|[=
[WANDAMCALUSTER (@, McAllister, Wanda (vDOT) [PCard Administrator ¥ r = H =
OK Cancel

10 Click on the Proxies hyperlink for each account. The Assign Proxies page displays.

11 Use this page to assign proxies to an ISSP card.

There can be multiple roles established in Cardinal for a specific individual. Therefore, select only the specific role that
the Cardholder Proxy will apply. For example, a particular supervisor can also be a PCard holder. The proxy role
selected for this individual is Agency PCard User, not supervisor.

12 ISSP proxy Role standards for eadh location (card) are:

e Agency PCard User is refiuired for all Recdncilers (there miist b¢ at least one).
e  Supervisor is required fdr all Approvers (there must be at least pne).
e PCard Administrator degignation is requirfd for the followjng:
o Contact Central Offige ISSP Coordinatpr for Specifics
e  PPS PR Configurator dedignation is requirgd for all:
o  PPS_TIM.SARTINI.
o PPS_MIKE.HALL

1g ;0 assign an additional proxy, click the + icon to add a new line. To remove a proxy, click on the - icon to delete a line.
14 Click the OK button when all the proxies have been entered. The Personal Data page displays.

15 Repeat the process for each card you wish to update.
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Favgites | Main Menu > Purchasing > Procurement Cards > Definitions > Cardholder Profile

&
District,Bristol
[ Display Unmasked Card Number
Additional Information || Credit Limits | Transaction Limits
Iﬁ:finess *Card Issuer *Card Number *Expiry Date Card Type Date Issued
[so100 @, 1ssPO e R TIT0 [12:31/2009 [ [visa | [oroinsor 5 BRI E=]
[s0100 @, [IssP0 @, |[rea3iL [12i31/2009 | [visa v| [poinsor H o R E
[so100 @, 1sSPO e [T [12:31/2000 [ [visa v| [poingor o R =]
[s0100 @, 33P0 s 400 [123172099 | [[visa v omotsor H R E
[so100 @, 1sSPO R 1 [12:31/2000 [ [visa v| [poingor o R =]
[s0100 @, |18sP0 merr O0R [123172099 |5 [[visa v omotrsor E R =
[so100 @, 1sSPO serssrsa g0 [12:31/2000 [ [visa v| [poingor o R =]
[s0100 @, |18sP0 s GR [123172099 |5 || visa v omotrsor E R =
[s0100 @, 1ssPO serssssss | QO [12:31/2000 [ [visa v| [poingor H o k=]
[s0100 @, |18sP0 s 31 [123172099 |5 || visa v omotrsor E R =
[s0100 @, 1ssPO sersseres 000 [12i31/2000 [ [visa v| [poingor o R E
[s0100 @, |18sP0 s 200 [123172099 |5 || visa v omotrsor E R =]
[s0100 @, 1ssPO serssere {500 [12i31/2000 [ [visa v| [poingor o R E
[s0100 @, |1ssPo 40V [1213172009 | |visa v omosor w R =
[s0100 @, 1ssPO et 1 [12i31/2000 [ [visa V] [ooueor | B =Y
=l S.wel Eg Re‘lurntoSearcn: Previous '_-:-:: s, NextinList: =] No‘tify:
Ersonal Data | Card Data

16 When all updates for the District are complete, from the Personal Data page, click on the Save button.

PCard Admin Reconciliation

PCard Correct Errors

The PCard Inbound file is staged and loaded into Cardinal as a batch process daily and does not need to be manually
processed. However, if the process is interrupted due to errors, the PCard Administrator will need to find and correct the
errors. Once the errors are resolved the PCard Administrator will kick off the batch process again.

Each PCard Administrator should regularly view files to ensure that there are no errors and avoid delays in voucher
processing at the end of the monthly billing cycle.

If errors are found, the District PCard District/Division Administrator will make the adjustment. The most common error is
no employee name listed for a PCard number. Complete the steps above, under the Cardholder Set Up section, to fix the
error. The error will be corrected in Cardinal when the Batch Processor runs the Daily Statement Load process.

1 Toview errorsin the PCard Inbound file navigate using the following:

Main Menu > Purchasing > Procurement Cards > Process Statements > Correct Errors
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4 CARDINAL

— Home | Workist | AddioFavorites |  Signoul
Fa\'avrn:esiMainvMenu > Purchasing > Procurement Cards > Process Statements > Comect Errors

& New Window @He\p [./Cust-:mnzeFage Entp

Correct Errors

II:l Display Unmasked Card Numberl

Stage Error  Card Issuerv EmplID  Name

>

1 Account EEED

2 Account R

3 Account [issPo

4 Account EER

5 Account [issPo

6 Account R

7 Account [issPo

LO LO LO LO LO LO LO LO

8 Account EER

2 The Correct Errors page displays. Using the numbers displayed you can review and correct the employee’s PCard set
up.

ProCard Voucher Load Stage Process (PO_CCVSHRSTG)

Agencies must make full payment to the Card Issuer for all transactions in the billing cycle, to include those which have not
yet been approved. Failure to meet the timeline will result in a charge to the Agency Suspense Account and is not
permissible. Strict adherence to the schedule is essential. All transactions must be processed prior to the ProCard Load
Voucher Stage process. This process is run on the last business day of each month by the Procurement System
Administrator for all Districts and Central Office. All Approved transaction data for the specific billing period is loaded onto
tables that populate and create the voucher, using the Voucher Build Program.

To avoid delays, the PCard Transaction by Transaction Date query is an excellent tool to review transactions by District/CO
for a billing cycle. For additional instructions on reviewing, reconciling, and reporting on PCard and ISSP transactions, refer
to the course titled 501 PR349 Managing PCard & ISSP Transactions.

If errors occur from the initial ProCard Load Voucher Stage process, the process will need to be run again. Notification to
the Procurement System Administrator, Agency PCard Administrator, ASD / ADA, Fiscal / ADA and affected Accounting
Manager is necessary. Once the process runs successfully, the Procurement System Administrator notifies the Procurement
System Administrator, Agency PCard Administrator, ASD / ADA, Fiscal / ADA, and affected Accounting Manager. The AP
Voucher Accountant processes the Voucher per AP / Fiscal policy.

Run the Voucher Load Process:
1 Navigate using the following path:
Main Menu > Purchasing > Procurement Cards > Process Statements > Load Voucher Stage
3 The Find an Existing Value tab is displayed.
4 Find an existing run control or set up a new one.

5 Click on the OK button. The Load Voucher Stage page displays.
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ECARD'NA“ Procurement Job Aid

PCard & ISSP Set-Up / Administration

Favorites Main Menu > Purchvasing > Procuremvent Cards > Process Stv:-ltements > Load Voucher Stage

Load Voucher Stage

Run Control ID:  VISADist1 Report lanager Process Monitor

Process Request Parameters

*SetiD:
*Card Issuer:
AP Business Unit: 50100
*Billing Date: (071512011 Q@
*Create Vouchers: I By Business Unit v
Business Unit: | Q@
Invoice Number: | (Process Instance will be used when blank)
Max Voucher Lines: [—500
(& Approved Status O Any Status Except Closed
@ valid Budget Status O Any Budget Status
(® valid Chartfield Status O Any Chartfield Status

6 At a minimum, enter values in the required fields:
a. SetlD
b. Card Issuer
c. Billing Date

7  Click on the Run button. The Process Scheduler Request page displays.
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Procurement Job Aid

PCard & ISSP Set-Up / Administration

Favorites - Main Menu > PurchvasinQ > Procuremgnt Cards > Process Stvatements > Load Voucher Stage

Process Scheduler Request

User ID: V_SUPER_PR Run Control ID: 07PR0O701M

Server Name: 7 " RunDate: (0911972011 B

Recurrence: ¥| RunTime:  |9:20:40AM Resetto Current Date/Time

Time Zone: [ @,

Select Description Process Name Process Type Type *Format Distribution

ProCard Load Voucher Stage PO_CCVCHRSTG  Application Engine |Web s |[TXT  |w| Distribution

5] o

8 Ensure the ProCard Load Voucher Stage process is selected.

9 Click on the OK button. The Load Voucher Stage page displays. A Process Instance number is generated and

displayed.
Fa\rc;r'rtes Mainvl\-'lenu » Purchasing > Procurement Cards > Process Statements > Load Voucher Stage
: - - -
Load Voucher Stage
Run Control ID:  Pro_Card Report Manager | Process Monitor] |—Run |

I Process Instance: 1421928 I

Process Request Parameters
*SetlD: 50100 @,

*Card Issuer: BAVI @,

AP Business Unit: 50100
*Billing Date: 07152013 Q§
*Create Vouchers: IEy Business Unit j

Business Unit: @

Invoice Number: (Process Instance will be used when blank)
Max Voucher Lines: 50

Transaction Status Criteria

¥ Approved Status £~ Any Status Except Closed
% Valid Budget Status ' Any Budget Status
& Valid Chartfield Status " Any Chartfield Status
[ save | [Ek Add| | 7] updateiDispiay |

10 Write down the Process Instance number. This number if typically included in the notification email.

11 Click on the Process Monitor hyperlink.
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Procurement Job Aid

PCard & ISSP Set-Up / Administration

Favorites
hd

Main_Menu > Purchvaswng > PrncuramventCards » Process Sliatements » Load Voucher Stage

]

View Process Request For

User ID: [V_SUPER_PR@, Type:
SBNBF ¥ | Name:

Status: Stalus

[ M

Select Instance Seq. Process Type Process Name

157531 Application Engine PO_CCVCHRSTG
156465 Application Engine V_PRE30_INT
196464 Application Engine V_PRES0_INT

Q Instanca | to |

| ] (Al v Refresh

[¥] save On Refresh

I
Customize | Find | View Al | BV | %8 Fret 1 45001 06 I Lant

User Run Date/Time Run Status Drstnbution Details
T B = Status

V_SUPER_PR|09/19/2011 9:20:40AM EDT Success Posted Details
V_SUPER_PR 09/15/2011 10:30:46AM EDT Success Posted Details
V_SUPER_PR|09/15/2011 10:28:24AM EDT Success Posted Details

12 The process is complete when the Run Status = Success and Distribution Status = Posted.

PO From P-Card Extract

This PO from P-Card Data Extract process sends PCard transaction data to eVA for PO processing, i.e., eVA PO Type = RO1.

The extract runs as an automated batch process and does not need to be manually processed.

If the extract were to be

processed manually the user would need to have the Batch Processor Role. The following steps show the process if

manually performed:

1 Torun the PO from P-Card Data Extract process navigate using the following path:

Main Menu > Cardinal Interfaces > PR Interfaces > PO from P-Card Data Extract

PO from P-Card Data Extract

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

Find an Existing Value Add a Mew Value

Maximum number of rows to return (up to 300); [300
Search by: Run Control ID begins with|

[ correct History [ | Case Sensitive

Search

:.J!«dwanced Search

2 The Find an Existing Value tab is displayed. Find an existing run control or use the Add a New Value tab to set up a

new run control.
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|ZCARDINAL" '

Procurement Job Aid

Favorites - Main Menu » Cardinal Interfaces » PR Interfaces » PO from P-Card Data Extract
x> H x> x> x>

PR650 - PCard Extract

PO P-Card Data Extract

Eo T Process Monitor Run

Run Control ID:  07PRO701C

Interface Request Parameters

@, @ Days From 120

© Transaction Number

Business Unit|50100

Budget Year | 2011 @,

PCard & ISSP Set-Up / Administration

3 Onthe PO P-Card Data Extract run control page, enter values for:
a. Business Unit
b. Budget Year

C.
4 Click on the Run button. The Process Scheduler Request page displays.

PO from P-Card Data Extract

Days From: days from last extract — ensures items not in previous extract are picked up in this extract.

Favorites =~ Main Menu » Cardinal Interfaces » PR Interfaces »
x> H x> x> x>

Process Scheduler Request

Run Control ID: 07PROT01C

User ID: V_PR_BATCH_PROCESSOR

Run Date: p7/20/2011 E1

Recurrence:

Server Name:
Run Time: 4:36:18PM Reset to Current Date/Time

PREAD - P-Card data extract

=

Time Zone: @

Process List

Select Description Process Name Process Type *Type *Format Distribution
V_PRE50_INT Application Engine Web * TXT = Distribution

5 Ensure the PR650 — P-Card data extract process is selected.

6 Click the OK button. The PO P-Card Data Extract page displays. A Process Instance number is generated and

displayed.
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Procurement Job Aid

PCard & ISSP Set-Up / Administration

PRE50 - PCard Extract

Favorites = Main Menu » Cardinal Interfaces » FR Interfaces » PO from P-Card Data Extract
x H - 4 x b 4

Business Unit 50100 @,

Budget Year 2011 @,

Run Control ID:  07PROTOIC

PO P-Card Data Extract

Report Manager I Process Monitor I

| Process Instance 140068 |

@ Days From 120

© Transaction Number |

Interface Request Parameters

7  Write down the Process Instance number.

8 Click on the Process Monitor hyperlink.

Favorites = Main Menu » Cardinal Interfaces » PR Interfaces 3 PO from P-Card Data Extract
= = = =

View Process Request For

@New

User ID: [V_PR_BATCH_2, Type: v Last - | 1 Days - | Refresh |

Server: . Name: ’7'@& Instance: | to |

Run . Disribution . Save On Refresh

Status: Status:

Process List Customize | Find | View Al | B[ et B 120012 O Last
%ﬂ Instance Seq. Process Type Process Name  User Run Date/Time Run Status w Details
[] Application Engine V_PR650_INT  V_PR_BATCH_PROCESSCR 07/21/2011 10:16:47AM EDT I Success Posted Details
[] 140060 Application Engine V_PRES0_INT  V_PR_BATCH_PROCESSOR 07/21/2011 9:52:33AM EDT Success Posted Details
[ 139876 Application Engine V_PR650_INT V_PR_BATCH_PROCESSOR 07/20/2011 5:27:23PM EDT Success Posted Details
[ | 139853 Application Enaine V_PR650 INT YV PR BATCH PROCESSOR 07/20/2011 4-58-51PM EDT Success Posted Details

9 The process is complete when the Run Status = Success and Distribution Status = Posted.

10 To review the .DAT file click on the Details hyperlink. The Process Detail page displays.
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ECARD'NA“ Procurement Job Aid

PCard & ISSP Set-Up / Administration

Process Detail
Instance: 3917820 Type: Application Engine
Name: W_PRES0_INT Description: PRGSO - P-Card data extract
Run Status:  Success Distribution Status: Posted

[run T date Process
Run Control ID: POPR ) Hold Request
Location: Server  Queue Request
server: PSUNX3  Cancel Request

O Delete Request
Recurrence: () Restart Request
Request Created On: 09/27/2016 3:43:21PMEDT Parameters Transfer
Run Anytime After:  09/27/2016 3:40:24PM EDT Message Log View Ll ocks
Began Process At (9/27/2016 3:43:42PM EDT Batch Timings
Ended Process At 09/27/2016 2:44:10PM EDT View Log/Trace
| oKk | cancel |

11 Click on the View Log/Trace hyperlink.

Favorites | Main Menu » Cardinal Interfaces » PR Interfaces » PO from P-Card Data Extract
b4 H x x x

View Log/Trace

Report ID: 79858 Process Instance: 140068 Message Log
Name: V_PRE50_INT Process Type: Application Engine

Run Status: Success

PRB650 - P-Card data extract
Distribution Details

Distribution Node:  finsit Expiration Date: 07/28/2011

File Size (bytes) Datetime Created
iiﬁ PRE50_INT_140068.log 167 07/21/2011 101716 714276AM EDT

07/21/2011 10:17:15.714276AM EDT
PR650.log 214 07/21/2011 10:17-15.714276AM EDT
Distribution ID Type *Distribution 1D
User V_PR_BATCH_PROCESSOR

12 The .DAT file is complete and available to view. The file is sent to eVA via an automated process.
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