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Procurement Job Aid

PCard / ISSP Reconciliation and Approvals

About PCard / ISSP Reconciliation and Approval

Transactions are loaded daily into Cardinal from the PCard Card Issuer and ISSP vendor with a Status of
Staged. In order to comply with Agency PCard requirements and the CAAP Manual fiscal policy each PCard
holder must reconcile their transactions within 5 days of the posted date. ISSP cardholders reconcile ISSP
transactions daily. Both PCard and ISSP transactions are verified by their cardholders for accuracy and
additional data may be entered to include, accounting distributions, descriptions, Vendor ID and eVA PO Type as
necessary. Once a transaction’s Status is updated to Verified by the cardholder, the transactions are reviewed
and approved by the supervisor. Approved transactions are sent to the Accounts Payable (AP) module for further
processing and payment to the vendor.

Users with the role of PCard Administrator can access Verified transactions that are ready for approval using an
approval pagelet. The pagelet view can be set up on the approver's Home page. Multiple PCard or ISSP
transactions may be simultaneously accessed, reviewed, and approved by navigating to the reconciliation pages.

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

Review & Verify - PCard & ISSP

The process to reconcile PCard or ISSP transactions, for an employee or District respectively, is done from the Reconcile
Statement — Procurement Card Transactions page.

Access the Transactions

1 Navigate to the Reconcile Statement Search page using the following path:

Main menu > Purchasing > Procurement Cards > Reconcile > Reconcile Statement

Reconcile Statement Search

Role Name: hd
Employee ID: [o0405598600 @,

Name: |DUNCANANGELA @,
Card Issuer: | v‘

Card Number:

|
Transaction Number: |
|

Merchant:

Sequence Number: ,7
Line Number: ,7
il 4 [}
Statement Status: ,Sta_geﬂ—\/‘
Budget Status: v
Chartfield Status:
Transaction Date: [ m
Charge Type:
Posted Date: ’7

Search I

2 Narrow your search for transactions related to a particular employee (PCard) or District (ISSP) using the search criteria.

a. Employees and Districts may both be found using the Employee ID field. To search for Districts use the Look
Up Employee Id icon and the operator of Begins With set to ISSP.

2 Set the Statement Status = Staged.

3 Click on the Search button. The Reconcile Statement — Procurement Card Transactions page displays. The PCard and
ISSP search results pages will look slightly different, but it is still the same page with the same functionality.

PCard: Employee Transactions:

Empl ID: 00405598600 I Name: DUNCANANGELA
STETTETET =T

Card Provider: BAVIQ

[JRun Budget Validation on Save

= L
Biling
. Transaction Budget Chartfield
Trans Date Merchant Status J] Current cy status Status Redistrib Vouche
1.0 07202016 |5 Staged v 84.85/USD B O Rvaid  Regded Mo No
EDWARDS =2
2 [J 072012016 BUSINESS SYSTE Staged v 87.64|USD L—é O EVEHG Recycled No No
3 [ 0712012016 EBL Staged ~ 8938 USD B O B valia Recycled No No
g 5 E
4 @ o220t B YET [iaged v 316.80/USD @ | vaid Recydled Mo No
5 [ 07242016 |UPS Saged v 25.43|UsD B O Rvaid  Regded Mo No
< >
¥ selectall Clear All Stage Verify Validate Budget
Search Purchase Details SplitLine Distribution Template
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ISSP: District Transactions:
Procurement Card Transactions
[ pisplay Unmasked Card Number
[JRun Budget Validation on Save
Biling

Employee Name f::ﬂ CardHumbera 12" P perchant *Status Tm:r:?‘
48| [0 WoODSLOIS BAVI1 07152016 PREMIER STAFFING SOURCE El
47| [] wooDSLOIS BAVI1 07/15/2016 |PREMIER STAFFING SOURCE 22
48| [] woODSLOIS BAVI1 07/15/2016 PREMIER STAFFING SOURCE 26
49| [] wooDSLOIS BAVI1 07/5/2016 PREMIER STAFFING SOURCE 45
50/ [] WoODSLOIS BAVIT  [seeeseenere 0216 0711512016 PREMIER STAFFING SOURCE | Veried ~ 45
51 [] EVERSOLEMELISSA BAVIY  [ssessnssnen 0343 07125/2016 W-L CONSTRUCTION & PAVIN 134
52| [] CREGGERTIMOTHY BAVIT  [semeewewean 0418 07/25/2016 |IN *SEXTON'S ING 5
53| [] ALDERSON AUDREY BAVI1 07/25/2016 TMS'LIFT TECHNOLOGY IN 27
54/ [] KEENEGLENDA BAVI1 0772612016 W-L CONSTRUCTION & PAVIN 14

< >

SelectAll O clearn Slage Verify Approve Validate Budget
Search Purchase Details SolitLine Distribution Template

4 There may be more transactions than can be seen on this first page. Click on the arrow icons in the Bank Statement
header section to scroll through, view, and take action on the additional transactions. Use the following steps to
review each transaction.

Review the Purchase Details (eVA PO Type)

Reconcile Statement
Procurement Card Transactions
Empl ID: 004 8600 Hame: DUMNCAN ANGELA
Card Number: e el Card Provider: BAVI9
[C1Run Budget Validation on Save
Bank Stal Customize | Find | View A1 BV [ 3 Fist Bl 45075 0 (st
." sactio -‘ Biling
" Transaction Budget Chartfield
Trans Date Merchant Status [ Currency Ciatas Status Redistrib Vouche
WARDS = = .
1 [] |07/20/2016 EOWARD Staged v 84.85 USD F% Q Eg Valid Recycled Mo Mo
BUSINESS SYSTE
EDWARDS = = :
2 [ o720/2016 mSYSTE Staged v 87.64 UsSD F% O =3 Valid Recycled No Mo
EDWARDS = =
3 [ |07/20/2016 BUSINESS SYSTE Staged ~ 89.38 USD F% Q 2 Valid Recycled Mo Mo
AS WES = =
4 74‘214‘2015 W Staged W 316.80 USD Fé O Eg Valid Recycled Mo Mo
5 [ |07/242016 |UPS 25.48 USD B | B |vaiid Recyded  No No
< >
Select All O clearan Stage Verify Validate Budget
Search I Purchase Details I SplitLine Distribution Template

5 Click on the checkbox next to the transaction line you wish to review.
6 Click on Purchase Details hyperlink. The Reconcile Statement - Purchase Details page displays.
a.  When you access the Reconcile Statement - Purchase Details page the eVA PO Type is automatically updated
to OTC. If you skip accessing this page the eVA PO Type remains blank. To ensure the field is not left blank,

and to update the eVA PO Type from the updated value of OTC to a correct value for this purchase, you must

access the Purchase Details page.
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Reconcile Statement

Purchase Details

Line: 1 Select one of the following values:
Merchant: EAST TO WEST EMERO

(;::‘E T:NASSAS E01 ||Emrgcy Bill Vendor

Country: USA EPQ |Existing PO
o EVP ||eVA Purchase Order
+Business Unit: 50100 @, Original PO: VA PO Type: OTC @, OverThe Counter eVA Exempt GOP||Grant Opportunity

POID: @, eVA Order Method: | INV |[PCard Payment of Invoice
PO Line: a ::2 ‘D":::“E"‘ NsEv =P [ISF |intearated Supply Serv Prog
PO Sched: @, Cancel In eVAZ: OTC |Over The Counter eVA Exempt
Vendor ID: a, P01 ||Proprietary Bill Vendor
Address Sequence Nbr: R01 |Routine Bill Vendor

S01 |Sole Src Bill Vendor

Ship To: @, VE1 [Emrgcy VITA Bill Vendor
ftem ID: @ VP1 ||Proprietary VITA Bill Vendor
Category: @ VR1 |Routine VITA Bill Vendor
Vendor item: V51 ||Sole Src VITA Bill Vendor
*Quantity: 1.0000 X02 ||Excluded Per APSPM

*Uom: EA @, Cancel

Unit Price: 316.80000 gp

[¥ Tax Paid + Bill Includes Tax if Applied Transaction Amount: 316.80
Sales/Use Tax Category Search Wiew Hierarchy PO Pick List

oK Cancel Refresh
eVA PO Types:

7  Select the proper value for the eVA PO Type field. The typical values used for PCard transactions include:

e EPO: used when making a PCard payment against an existing Cardinal Purchase Order.

o Enter PO ID, PO Line, PO Sched, Vendor ID (if empty), Address Sequence Nbr, Ship To and Item ID. If the
NIGP item is matched to the vendor ID, the Item ID lookup will display those Items for selection. If not,
you must clear the Vendor ID field first. Enter the selected item and re-enter the Vendor ID.

e EVP: used when making a PCard payment against an eVA Purchase Order/DO.

e INV: used for payment of non-PO related invoices and is not generally used.

e OTC: used for transactions that are performed at the counter (point of sale) and a receipt is in hand.

e RO1: used to generate a confirming PO in eVA, in accordance with the APSPM, and sent to the Merchant.

o The Vendor ID is displayed which means the merchant is a Preferred Vendor. It is not exempt and a
confirming order must be sent to eVA who will forward the order to the vendor. If the Vendor ID is not
shown the vendor needs to be set up as a Preferred Vendor. For instructions on setting up a PCard
merchant as a vendor in Cardinal refer to the job aid titled PCard Merchant to Preferred Vendor.

o Enter the Item ID; an item must be selected.

o Enter the Address Sequence Nbr.

o Enter a Ship To location.

e  X02: used when the transaction is exempt from a Purchase Order, per the APSPM.

8 Verify and update the page information as needed.

9 Click the OK button. The Reconcile Statement — Procurement Card Transactions page displays.
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Reconcile Statement
Procurement Card Transactions
Empl ID: 00405598600 Name: DUNCAN ANGELA
Card Number: i N | Card Provider: BAVIQ
[IRun Budget Validation on Save
b Transaction Budget Chartfield "
Trans Date Merchant Status e Currency status Status Redistrib Vouche
EDWARDS =! 3
1 [ 071202016 BUSINESS SYSTE Staged ~ 84.85 USD 2 Valid Recycled MNo MNo
EDWARDS =
2| [] 072002016 BUSINESS SYSTE Staged w 87.64 USD 53 Valid Recycled No No
EDWARDS =! 3
3 [ 071202016 BUSINESS SYSTE Staged ~ 89.38/USD 3 Valid Recycled MNo MNo
| -~ =
4 @l o7Rtz01s EhaLrO WEST 316.80|USD B | R valid Recycled  |No No
5 [ 0712412016 UPS 2648/ USD B O 5 valid Recycled No No
< >
Select All O ciearau Stage Verity Validate Budget J
Search Purchase Details Split Line Distribution Template
10 Click on the Billing tab.
Reconcile Statement
Procurement Card Transactions
Empl ID: 00405598600 Name: DUNCAN, ANGELA
Card Number: R N Card Provider: BAVI9
[CIRun Budget Validation on Save
Ba atel stomize | Find - 3 of § 1
Transaction Biling
Billing Prepaid Dispute Credit
Reference Description Billing Date P — Currency Ref R Collected
1 |0ﬂ'\ce Spplies 08/15/2016 84.85 USD 0.00
2 | 08/15/2016 87.64 USD 0.00
3 | 08M15i2016 89.38 USD 0.00
4 | 08M5/2016 316.80 USD 0.00
5 | 08152016 2548 USD 0.00
Select All O clearan Stage Verity Validate Budget
Search Purchase Details SplitLine Distribution Template

11 Enter a Description for each of the items purchased. This will display on the Monthly PCard Statement query.

12 Click on the Transaction tab.
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Enter Comments

Reconcile Statement
Procurement Card Transactions
Empl ID: 00405598600 Name: DUNCAN ANGELA
Card Number: = i Card Provider: BAVI9
[IRun Budget Validation on Save
Customize | Find | view 41 | B
H Transaction Budget Chartfield
Trans Date  Merchant Status Amount | CUrTENCy e e Redistrib Vouche
EDWARDS = =y
1) [ 0712012016 | ghqnEss syste || Staged v 84.85 USD B O R valid Recycled No No
EDWARDS = =
2| [J (0712012016 |5 giniess svaTe 3764 USD B ¢ 53 valid Recycled No No
EDWARDS — =,
3| [ 0712012016 | gqEss syste || Staged v 89.38 USD B | R valid Recycled No No
\ - -
4 0712112016 E:‘%ij 316.80 USD B = valid Recycled No No
5 [] |07i24/2016 UPS Staged v 2548 USD B & B valid Recycled No No
< >
Select All O clearal [ Stage I Verify ] [ Validate Budget
Search Purchase Details SplitLine Distribution Template

13 Click on the Comments icon. The Reconcile Statement — Line Comments page displays.

Reconcile Statement
Line Comments

Line: 1 Description:

Reference:

Find | Viow ai et K 4 nea 5ot

Comments: Status: Active ~ H[E=
This purchase was for the following items: o0, 300, 00t and oo, and was needed in order o I@

Associated Document
Attachment: I Aftach I View [ Belete

‘
oK _ICance\ | Refresh

14 Enter a comment that clearly details the transaction. If necessary, or as required, you may enter multiple comments

and attach associated documents, e.g., vendor quote or receipt.
a. ForaneVA PO Type = EVP, enter the DO #.

15 Click on the OK button. The Reconcile Statement — Procurement Card Transactions page displays and the Comment

icon is updated to have lines inside the icon indicating there is a comment for this line.
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Account Distribution

Reconcile Statement
Procurement Card Transactions
Empl ID: 00405598600 Name: DUNCAN ANGELA
Card Number: s i Card Provider: BAVI9
] Run Budget Validation on Save
Trans Date Merchant *Status Trar::‘zttlo“r; Currency g:::ﬁ:' g:;::\eld Redistrib Vouche
\ - =
1 [ |07i20/2016 EBJ;’E@% SYSTE Staged ~ 84.85 USD Fé Q E& Valid Recycled No No
WARDS - -
2| [ 07/2012016 EBQWFE{E.: sysTe || Staged v 87.64/USD B¢ & valid Recycled No No
\ =
3| [ |07i20/2018 EBJ;@%? SYSTE Staged A 89.38 USD B 2| Bz valid Recycled Mo No
AST TO WES = =
4 07212016 EASLTOWEST  fgi0eg v 316.80 USD B @ 5 valia Recycled Mo No
5 [ |07i24/2016 UPS Staged w 2548 USD F% Q @Valld Recycled Mo No
< >
Select All O clearan Stage Il Verify ! Validate Budget
Search Purchase Details SplitLine Distribution Template

16 ISSP transactions will generally have a Budget Status of Valid except if the Card Number ends in a V (Non-Equipment
ISSP cards). For all transactions where the Budget Status is not Valid, or is the ISSP Card Number ends in V, you must
review and/or enter a valid accounting distribution.

17 Click the Account Distribution icon on the transaction line where the accounting distribution needs review or updating.
The Reconcile Statement — Account Distribution page displays.

Reconcile Statement
Account Distribution

Line: 1 PO Qty: 1.0000 uom: EA
Billing Date: 08i15/2016 Billing Amount: 3168.80 USD Unit Price: 316.80000
SpeedChart: O, Transaction Unit Price: 316.80000 *Distribute By:

*m
Customize | Find | View Alll Lz 1B

DetaisTax | Statuses

Dist Percent Amount Currency *GL Unit *Account Fund Program Department Cost Center Task FIPS
1100.000¢ 31680 USD 50100, (5013550 @, @ | @ @, | @, @
< >
0K Cancel Reiresh

18 Update the accounting distribution Chartfields as needed.

19 Click on the OK button. The Reconcile Statement — Procurement Card Transactions page displays.
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Line Details

Reconcile Statement
Procurement Card Transactions
Empl ID: 00405593600 Name: DUNCAN ANGELA
Card Number: R = Card Provider: BAVI9
[J Run Budget Validation on Save
Customize | Find | View A1 | B
k Transaction Budget Chartfield N
Trans Date  Merchant Status o Currency e st Redistrib  Vouche
EDWARDS = =
1| [ 0712012016 g iEss sysTe | Staged v 84.85USD B || R valid Recycled Mo No
EDWARDS = =
2| [ 0712012016 §5ieas sysTE 87.64/USD B O & vald Recycled Mo No
EDWARDS = =
3| [ 0712012016 EoginEss sysTe | Staged v £9.38 USD B O B vand Recycled Mo No
\ - N
4 0712112016 W Staged ~ 316,80/ USD Bl % & vaid Recycled Mo No
5 [ 07/242016 UPS 25.48|USD B O 5 vaid Recycled Mo Mo
< >
Select All O clearan Stage I Verify [ Validate Budget
Search Purchase Details SplitLine Distribution Template

20 To review additional transaction details click on the Line Details icon. The Reconcile Statement — XX Transaction
Details page is displayed.

Reconcile Statement
Visa Transaction Details

Card Number: e BA0R
Posted Date: 07/20/2016
Transaction Number: 540015486
CSenUEnCE NOmneT: rite)

~ Card Transaction - Tvoe 5 ﬁdrﬁ)ﬂ!ﬂ!unwbll!@-‘ First K 1of1 DY Last

Period  Acquiring Bin Card Acceptor ID Supplier Hame
1 MANAGEMENT CONSULTING INC
~ Line Item Detail - Type 7 ize | Find | View Al | B First EN 1 074 I Last
Tab2 | Tab3 | Tab4
g::1 Message Identifier Item Commodity Code Item Description
1 1/24-043-001 ANTIFREEZE; MOBIL DELVAC E

Return | I

21 The Posted Date and Transaction Number are displayed. This Transaction Number is typically used when running

queries.

22 Run the PCard Transactions by Transaction Date, i.e., V_PR_PCARD_TRANS_BY_TRANS_DT, query to review the
transaction Enter Date. (As of November 9, 2016, this query was being updated to include the Enter Date field.)
Instructions on how to run this query are located at the end of this document.

23 Review the multiple tabs for additional transaction details.

24 Click on the Return button. The Reconcile Statement — Procurement Card Transactions page displays.
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Split a Transaction Line into Multiple Lines

25 Periodically you may need to split a transaction in to multiple lines as eVA accepts only one schedule per order. You
must enter all the required information into all split lines in order to Save and reconcile the original transaction.

Reconcile Statement
Procurement Card Transactions

Empl ID: 3000 Name:
Card Number: ~ wvesensmsns 61400 Card Provider: BAVI4
™ Run Budget Validation on Save
i s K g orq O
A Biling
Trans Date R Transaction Budget  Chartfield
. Merchant Status Amount CUTTERCY status status
112#22/2014 PBI*LeasedEquipment Staged - 150.00 USD E‘;_’. O _ﬁ; Valid Recycled [}
4 | |
¥ selact Al Clear All Stage Verify Approve Validate Budget
Search Burchase Details SplitLine Distribution Template

26 Click on the checkbox next to the transaction line you wish to split.

27 Click on the Split Line hyperlink. The Reconcile Statement — Split Transaction page displays.

Reconcile Statement
Split Transaction
Line: 1
Trans Date: 1212212014 Billing Amount: 150.00 USD
Posted Date; 12/23/2014 Reference;
Merchant: PBIFLeasedEquipment
Description:
o o a
pescription Transaction Amount Billing Amount Percentage
ccount 1 750 7500 [ sooooooo| [+ f=
Account 2 7501 7500 | sooooool  +If=l
Cancel

28 Enter a Percentage, or change the Billing Amount, for the first line.

29 Click on the + icon to add an additional row. In doing so the system will automatically calculate amount for the

additional transaction line based on the modified line above.

30 Enter a Percentage, or change the Billing Amount, if needed for the second line.

31 Click on the + icon to add an additional row. In doing so the system will automatically calculate amount for the

additional transaction line based on the modified lines above.
32 Continue to add lines as needed.

33 Enter a Description. This will display on the Monthly PCard Statement query.

34 Click on the OK button. The Reconcile Statement — Procurement Card Transactions page displays.

Page 9 of 20 Last Updated 11/10/16



|?_ACARD|NA|: |

Procurement Job Aid

PCard / ISSP Reconciliation and Approvals

Reconcile Statement

Procurement Card Transactions

Empl ID: 000 Hame:
Card Number: ~ *resaes 600 Card Provider: BAVI4
™ Run Budget Validation on Save
i pirst Kl 42012 |
) Biling
Trans Date . Transaction Budget Chartfield
. Merchant Status " Currency Siatie Siatus
1 12/22/2014 PBI*LeasedEquipment Staged h 75.00 USD % Q ,u; Valid Recycled N
2| [T 12/22/2014 PBFLeasedEquipment Staged - 75.00 USD Fé. O _r; Valid Recycled N
1] | |
C4 Select All Clear All Stage Verify Approve Validate Budget
Search Purchase Details BplitLing Distribution Template

35 Follow normal procedures, as noted above, for reviewing and updating the new transaction lines, i.e., split lines.

Review and Update Budget

36 If a change is made to the account distribution the Budget Status will update to Not Chk’d. Any transaction line with a
Budget Status of Not Chk’d, as well as any ISSP transactions with a Card Number that ends in V, will need to have the
budget reviewed, updated, and validated.

Reconcile Statement
Procurement Card Transactions
Empl 10: 200 Name:
I™ Display Unmasked Card Number
I™ Run Budget Vasidation on Save
Boak Statesnen e
" Tnsacton Tt IR
TransDate 0 s Transaction 3 Budget Chartfield %5
& Merchant Status Aokat Currency Statys Status Redist
121972014  AGP"PROPANE SERVI 927.99 USD B O L2 vaid Recycled
121972014 T PLY | )/ 27069 USD <)
3112182014 R 340.70 USD & 4 Vall Recycled No
412 4 N )7.32 USD 3 o Valid Recycled
5121872 B R 71.00 USD B & Val Recydled
12 4 SHENANDOAHVALLEYE aged v 5 USD & % Valid Regye!
7121182014 i 50.00 USD b & Valid Recycled No
Ly | 2
¥ Selegtal Stage Verity Approve Validate Budget

37

Select the checkbox to the left of transaction lines where the Budget Status = Not Chk’d. You may need to scroll left to

see the checkbox, or right to see the Budget Status column.

38

Click on the Validate Budget button to update the Budget Status to Valid for the selected transactions. The Reconcile

Statement — Procurement Card Transactions page is still displayed but the Budget Status for the selected lines updates

to Valid.
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Route for Approval - Verify Transactions

Reconcile Statement
Procurement Card Transactions
Empl ID: 00405598600 Name: DUNCAN ANGELA
Card Number: AR Card Provider: BAVI9
] Run Budget Validation on Save
Customize | Find | View 1] B
" Transaction Budget Chartfield S
Trans Date Merchant Status P Currency G S Redistrib Vouche
EDWARDS = = .
1 07/20/2016 BUSINESS SYSTE Staged b 84.85 USD E% O =% |Valid Recycled Mo MNo
EDWARDS = = .
2 0712012016 BUSINESS SYSTE Staged W 87 64 USD E% Q = Valid Recycled Mo Mo
EDWARDS = = .
Y 07/20/2016 BUSINESS SYSTE Staged W §9.38 UsSD E% O = |Valid Recycled Mo MNo
AS WES = = "
4 0712112016 % Staged W 316.80 USD Fé. =7 Valid Recycled Mo No
5 07/24i2016 UP: Staged b 25.43 UsSD % O == Vvalid Recycled Mo Mo
< >
¥ selectal O clearan [ Stage Validate Budget
Search Purchase Details Split Line Distribution Template

39 Select the transaction(s) you have reviewed and wish to route for approval. You may select one transaction using the
transaction line checkbox, or select all transactions using the Select All hyperlink.

40 Click on the Verify button. The Reconcile Statement — Procurement Card Transactions page is still displayed but the
Status for all the selected transaction(s) will be updated to Verified.
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Reconcile Statement

Procurement Card Transactions
Empl 1D: 00405598600
Card Number: Bl |

[[] Run Budget Validation on Save
Bank Statement

Transadim Biling

Trans Date Merchant *Status

Customize | Find | View A1 ] First K1 15 0F5 1 [ast

Budget Chartfield

&0

EDWARDS
1| B (071202018 |BygiNESS sYSTE

2

EDWARDS
2 072012016 g g nESS sysTE | [ Verified w

7
2

}'m

EDWARDS
3 07i20/2016 5 jg)NnESs sysTE | [ Verified w

2l

2

EAST TO WEST
4| B 0722112076 | EypRo
5 07124/2016 | UPS

Status Status Redistrib Vouche
Recycled Mo No
Recycled Mo Mo
Recycled Mo MNo
Recycled Mo No
Recycled Mo MNo

0 v 0 0 0

patt

<
Select All O clearan

Search Purchase Details

S 2

Distribution Template

Validate Budget

41 Click on the Save button. The Verified transactions will route for approval and will appear in the supervisor’s approval

pagelet.

Approvals Pagelet Set-Up

Both PCard and ISSP transactions awaiting approval, i.e., Status = Valid, will be displayed in your approvals pagelet for easy

access to review and approve, one at a time. You only need to set up your approvals pagelet one time.

Personalize Content [ ayout

Trans
Date

Sum

Merchant ———

Hame

|PCard Verified Charges by User (=] (=] [x]

Home | Workist | AddtoFavorites |  Sign out

@Help

1 From your Home page, click on the Personalize Content hyperlink. The Personalize Content page displays.

Page 12 of 20

Last Updated 11/10/16



CARDINAL |

Procurement Job Aid
PCard / ISSP Reconciliation and Approvals

F CARDINAL Home | Workist | AddtoFavorites |  Signout

IE'NEWW'IHHUW @Help Ehnp
Personalize Content

Welcome Message: ||

Simply check the items that you want to appear on your homepage
Remember to click "Save” when done.

Choose Pagelets:

Arrange Pagelets: Goto Personalize Lavout
People Soft Applications

Plard Veried Lharges by
PCard Verified Charges b:

I Save IRetumtoHome

2 Select the checkbox next to PCard Verified Charges by User.

3 Click on the Save button. Your Home page displays.

ru CARDINAL Home Workiist Addto Favorites | Sign out
Favorites . Main Menu
Personalize Conien| Layout
|Menu - Classic [2] [=] ] ‘my(}irdinal Messages [2] =]
l‘““"“— ® ‘Begin Date Message
[ myCardinal Financials ‘myCardinal Financials (2l =] (=]
[» Employee Sel-Service
g Manpagy;r P ﬁ Financials Report Execution ﬁ Financials Report Retrieval ﬁ Einancials Links
> Supplier Contracts
> Customers 1 AP Reports = FIN Report Manager = Cardinal HCWM
I Customer Contracts g égLf gE D;‘-: =1 FIN Process Wontor
I ltems e
> Vendors gﬁ%
[» Procurement Contracts B —LFM:C‘;S T IR
[inancials Guery-based Repons
(- Purchasing
[ eProcurement
PCard Verified Charges by User I =
Trans Sum
Name Date Merchant Amount
AKENS HAROLD ROUE T CARTER WELDING, LLC 3571.85
AKENSHAROLD i - v L
comsmiLin T| 2707 | aFTon communicaTIoNs [83.5
wl S?‘H’U?’ KEROX CORP. XCS/RBO 39195
2011-07- |DOMINION OFFICE
\
WOODS.LOIS A o7 PROOUCTS 945
5 2011-09- | MANAGEMENT
District Bristal P CONSULTING INGC 1945.35
2011-09- | MANAGEMENT
District Bristal 28 CONSULTING INC 266

4 The PCard Verified Charges by User approvals pagelet is displayed on the left side of your Home page. If you wish to
place the pagelet in another spot on the Home page use the Layout hyperlink.

a. Transactions, i.e., charges, with a Status of Verified, and are now awaiting approval, are displayed in the
pagelet.

b. Under the Name field column, PCard transactions are displayed by the PCard holder.

c. Under the Name field column, ISSP transactions are displayed by District.
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PCard & ISSP Transactions - Review & Approve

The approvals pagelet you just set up provides quick and easy access to review and approve both PCard and ISSP
transactions, one at a time.

"

Home | Workist | AddtoFavorites | Sign out

Favorites  Main Menu
Personalize Content | Layout ® Help
|Menu - Classic [=] =1 ] |myCardinal Messages [=]
e ® |Begin Date Message
[ myCardinal Financials |myCardinaI Financials =
[ Employee Sel-Service
2 Manpagy;r oS ﬁ Financials Report Execution ﬁ Financials Report Retrieval ﬁ Einancials Links
[> Supplier Contracts
I» Customers (3 AP Reports =l FIN Report Manager = Cardinal HCM
I Customer Contracts g égLf ge “rr"-: =1 FIN Process Honior
I ltems LLReaorts

[ pa Reports
[> Vendors (& P Raoors
[> Procurement Contracts =l —Lﬁna;‘:& Query_based Repors

[ERIEREA SNy L S
[> Purchasing
= .
ard Verified Charges by User [=] @I
Trans Sum

Name S Merchant e

aKeNs paroLD | 201707

7
2011-07-
07

CARTER WELDING,LLC  |3571.85

GOINS WILLIAM T AFTON COMMUNICATIONS (835

LAMBERTVANCE § 2011-07- | yep oy CORP. XCSIRBO  [391.95

L o7

woopsioiss | 20107 [DOIHION SFFICE 945
Distictristol | 421 10% ST o 1945.35
District,Bristol ggﬂ’og’ EAONNAS?JT_"VI!E\JI\&NC 266

Access a Transaction - Approvals Pagelet - PCard & ISSP

1 From your Home page PCard Verified Charges by User approvals pagelet, click on the District or employee’s Name
hyperlink for the specific transaction you wish to review. The Reconcile Statement — Procurement Card Transactions

page displays. The PCard and ISSP search results pages will look slightly different, but it is still the same page with the
same functionality.

a. You can also access the Reconcile Statement — Procurement Card Transactions page using the following
navigation path: Main Menu > Purchasing > Procurement Cards > Reconcile > Reconcile Statement.

PCard Employee Transaction:

Reconcile Statement
Procurement Card Transactions

Empl ID: 00265537200 Name:

E
customize | Find | view Al ] B | 8 First Kl 1071 D Lo

Card Trans Date . L. . Transaction Budget  C
e Card Humber B Merchant Status. mount CurTEncy e G
1 ¥ [BAVIiD | 1684 08/16/2013 |NIGP.ORG Verified | 974.00 USD % E‘:’. Valid
R |
Select All [} Clear All Stage Verify Approve Validate Budget
Search Purchase Details Split Line Distribution Template
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Review & Approve a Single Transaction - PCard & ISSP

As the approver it is your job ensure that the reconciler has processed the PCard transaction correctly. It is important that

you review the Verified transaction using the same process used above by the reconciler in the section titled PCard & ISSP—
Cardholder Reconciliation.

Reconcile Statement

Procurement Card Transactions

Empl ID: 00255537200 Name:
™ Run Budget Validation on Save
Customize | Find | View A1 First K1 4 or1 I Last
Card Trans Date . .. . Transaction Budget  Chz
Jesuer Card Number I Merchant Status Amount CUTTENCY — Stal
1| @ [Bavia  [reerereee 1684 08/16/2013 NIGP ORG Verified b 974.00 USD F% El, Valid WVal
4 | |
Select All O Clear All Stage il Verify I Approve ) Validate Budget
Search Purchase Details Split Line Distribution Template

2 Before approval, use the same steps as noted above for the reconciler in the section titled PCard & ISSP— Cardholder
Reconciliation. Be sure to review the Purchase Details, in particular the eVA PO Type and details, Account
Distribution, Comment, and Line Details. Make any necessary modifications or send back to the cardholder.

Hl
4 CARDINAL

Home | Workist | AddioFavorites | Signout
FavoJites’Main'Menu > Purchasing > Procurement Cards > Reconcle > Recondle Statement

@NewWindow @He\p E{Customize Page Ehﬂp
Reconcile Statement

Procurement Card Transactions

Empl ID: 00255537200 Name:
™ Run Budget Validation on Save
Customize | Find | View 20| B | 3 First T q014 1 Last
Card Trans Date . .. . Transaction Budget  Che
lesuer Card Number . Merchant Status. Amount  CUFTENCY Status stal
1 ¥ jBavio R [ 1: 23 08/16/2013 NIGP ORG 974.00 USD % Eﬁ Valid Val
4 | |
Select All E Clear All [ Stage [ Verify [ Approve [ Validate Budget

Search Purchase Details Split Line Distribution Template

save |||[=] Notify | |{* Refresn |

3 Once you have reviewed the transaction and are ready to approve it you will select the checkbox to the left of the
transaction line.

4 Change the Status of the reviewed transaction to Approved using the drop-down arrow. The Reconcile Statement —
Procurement Card Transactions page is still displayed but the Status is updated to Approved.

5 Click on the Save button.
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Access Multiple Transactions - Review & Approve - PCard & ISSP

The process of approving multiple PCard or ISSP transactions, for an employee or District respectively, is done in the same
manner as a single transaction, using the Reconcile Statement — Procurement Card Transactions page. However, you
cannot use the approvals pagelet to approve multiple transactions at a time, as the approvals pagelet provides access to
only one transaction at a time. Instead you begin by navigating to the Reconcile Statement Search page.

1 Navigate to the Reconcile Statement Search page using the following path:

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

Favgiites - Main plenu > Purchasing > Procurement Cards » Reconcle » Recondle Statement

Reconcile Statement Search
P ————

Role Name: [ v
Employee ID: Y

Name: [ @
Card Issuer: Staunton District 8 - BoA Visa ~

Card Number:

[
Transaction Number: [
[

Merchant:
Sequence Number: 1
Line Number: [
Billing Date: [ e
Statement Status: v
Budget Status: v
Chartfield Status:
Transaction Date: El
Charge Type:
Posted Date: El
Search

2 Narrow your search for transactions related to a particular employee (PCard) or District (ISSP) using the search criteria.

a. Employees and Districts may both be found using the Employee ID field. To search for Districts use the Look
Up Employee Id icon and the operator of Begins With set to ISSP.

3 Click on the Search button. The Reconcile Statement — Procurement Card Transactions page displays. The PCard and
ISSP search results pages will look slightly different, but it is still the same page with the same functionality.

Review & Approve Multiple Transactions - PCard & ISSP

PCard Employee Transactions: =
i
Empl ID: 00272520400 Name: WOODS LOIS
CATT ST o Card Provider: BAVI
[1Run Budget Validation on Save
[Bank statement Custonizs | Fid  View A
# ) Biling
2% 038 e rchant *Status Tm:::.‘.:’; Currency ;‘;5:' :&iz‘e‘“
4| O {7r262016 PREMIER STAFFING SOURCE [ Staged v 82008 USD & O B vaid Recycled N
A [ {7126/2016 PREMIER STAFFING SOURCE [ Staged v 460.80 USD & O B vaid Recycled N
[ 772612016 PREMIER STAFFING SOURCE | Staged ~ 444.80/USD & O & vaid Recycled N
4 [ 71252016 PREMIER STAFFING SOURCE [ Staged ~ 385,84/ USD B QO B vaid Recycled N
[] {7r25/2016 PREMIER STAFFING SOURCE [ Staged ~ 45560 USD B ¢ & vaid Recycled N
[ {7125t2016 WYTHEVILLE OFFICE SUPP Staged - 99.05/USD @ O RR|vaid Recycled N
7 O {7r22/2016 WYTHEVILLE OFFICE SUPP Staged v 215.99|USD & O RR|vaia Recycled N
[ §71912016 1N *GARDNER INC 192,00 USD 2 @ K vaia Valig b
[ §7H912016 1M *GARDNER INC Verified v 384.00 USD & @ B vaid Valid Y
- >
O cearan Stage Verify Validate Budget
i H H . Search Purchase Details SplitLine Distribution Template
ISSP District Transactions: — Duchase petals —
51/ [] EVERSOLEMELISSA BAVI1 07/25(2016 W-L CONSTRUCTION & PAVIN [ Staged v 134
52| [] CREGGER,TIMOTHY BAVI1 07/25(2016 | IN *SEXTON'S INC Staged v 5
53| [] ALDERSON,AUDREY BAVIT e 0446 07/25/2016 TMS'LIFT TECHNOLOGY IN Staged v 27
Page 16 of 20 54/ [] KEENEGLENDA BAVIT  [reeee 0649 07/26/2016 W-L CONSTRUCTION & PAVIN 14] 10/16
< >
Select All O clearan Stage Verify Approve Validate Budget
Search Burchase Details Spit Line Distribution Template




|?_ACARD|NA|:| ]
Procurement Job Aid

PCard / ISSP Reconciliation and Approvals

—1

1 — 1

4  Before approval, use the same steps as noted above for the reconciler in the section titled PCard & ISSP- Cardholder
Reconciliation. Be sure to review the Purchase Details, in particular the eVA PO Type and details, Account
Distribution, Comment, and Line Details. Make any necessary modifications or send back to the cardholder.

5 There may be more transactions than can be seen on this first page. Click on the arrow icons in the Bank Statement
header section to scroll through, view, and take action on the additional transactions.

6 Select transactions to approve:
a. Select all transactions: click on the checkbox next to the Select All hyperlink.
b. Select individual transactions: click on the checkbox next to each transaction line you wish to approve.

7  Click on the Approve button. The transaction Status is updated to Approved for the selected transaction lines.
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Procurement Card Transactions

Empl ID: 00255537200 Name:
™ Run Budget Validation on Save

Customize | Find | View A1l B First B 16 0f 6 13 Last

Card Trans Date = N . Transaction Budget Che

. Card Number I Merchant Status Amount CUFTERCY e ==

1 ¥ BAVID HEER 1604 07119/2013 W Approved 'I 1,129.35 USD == |valid Val

2 ¥ Bav iy -1 2 07119/2012 W Approved 'I 377.64 USD 3 @ =2 |valid Val

3 F BavIO i -1 2] 071192012 W Approved 'I 377.64 USD [ = valid Val

4 ¥ |BAVID srmmseea B84 07/19/2013 W Approved 'I 29424 USD B = valid val

5 I BAVID iy I1: 2 07119i2013 W Approved 'I 153.60 USD B (&3] =3 Valid Val

6 W BAVID iy -1 2 07119/2012 W Approved 'I 118.50 USD 3 @ & valid Val

4 | 1|
Select All D Clear All Stage Verify Approve Validate Budget

Search Burchase Details SplitLine Distribution Template

Save IEl Notify | &% Refresh

8 Click on the Save button.
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Run the Transactions by Trans Dt Query

P I e The Good, the Bad &the Ugly

| workist | AddtoFavortes | Signout
Favgites : Main Menu

Personalize Content | Lavout @ Help
|Menu - Classic = |my€ardinal Financials [=) [x]
Search: ﬁ Financials Report Execution ﬁ Financials Report Retrieval ﬁ Financials Links
l:l @ [ AP Reports F=] FIN Report Manager =] Cardinal HCK

b g S5 [ e [ AR Reports F=] FIN Process Wonitor

[- Employee Self-Senvice [ CL Reports

- Manager Self-Service

[ Supplier Contracts

[> Customers = Financials Querv-based Reports

[» Products —_—

EE:;tsomerComracts el ges =

> Vendors |Begin Date |Message
[ Procurement Coniracts

1 Toruna query, from your Home page, click on the Financials Query-based Reports hyperlink in the myCardinal
Financials portlet.

Query Viewer

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

Query Hame: begins with |\.f_F' R_PCARD_TRANS_BY_TRANS_DT-F
Description: begins with  w

Uses Record Name: | begins with  »

[begins with V] |
|
Uses Field Name: |
Access Group Name: | @
Folder Name: |
“Query Type: =
Owmer: =

When using the IM or BETWEEM operators, enter comma separated values without quotes. i.e. JOB,EMPLOYEE, JRNL_LMN.

: Search | Clear Basic Search

2 Onthe Query Viewer page, click on the Advanced Search hyperlink to view additional search criteria fields.

3 Enter the Query Name V_PR_PCARD_TRANS_BY TRANS_DT — PCARD.

4 Click the Search button. The Search Results will display below the Search Criteria fields.

Search Results

*Folder View: |— Al Folders — v

Customize | Find | View 21| B | B First B 4 o4 T Last
L Run to | Run to Run to Add to
Query Hame Description Owner Folder HTML | Excel XML Schedule Favorites
V_PR_PCARD_TRAMS_BY_TRANS_DT PCARD Transactions by Trans Dt |Public HTML | Excel XML Schedule Favorite

5 Click on the Run to HTML (webpage) hyperlink. The report parameters page will be displayed.
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V_PR_PCARD_TRANS_BY_TRANS_DT - PCARD Transactions by Trans Dt

Trans Date From: 08/01/2016 [+
Trans Date To: 0810512016 |[31
Card Issuer (% for all): % @,

Cardholder Name (% for all): ‘%

Billing Date (MM/DD/YYYY):

Status (% for all): % |
Voucher ID (% for all): ]%—
Account (% for allj: ’%70‘
Cost Center (% for all): =
Department (% for all): ’%70‘
View Resulls
6 Enter your parameters and click the View Results button. The results will update on the webpage below your report
para meters.
V_PR_PCARD_TRANS_BY_TRANS_DT - PCARD Transactions by Trans Dt
Trans Date From: 0810112016 5]
Trans Date To: [0ainsi2016 [5)
Card Issuer (% for all): ’%—Od
Cardholder Name (% for all): ‘%
Billing Date (MMDDYYYY): [
Status (% for all): % |
Voucher 1D (% for all): ]%—
Account (% for all): ’%70‘
Cost Center (% for all): ’%70‘
Department {% for all): ’FQJ
View Results
Download results in - preadSheet] CSV TextFile XML File (8396 kb)
Wiews All
. Budget | Header Trans Trans Tran_s -
B"E‘::ESS I::n[:r Lasé:n?l'?;)trﬁ I Cardholder Hame ;{:::Ii Checking |Chartfield Transaction Number Sequence [Trans Date | Line D‘lerelb PS:::G EI')”:]T: Tj;::ts
Status Status Nbr Hbr Nbr
1 50100 BAVID |Frrssaes= 3407 | LACHAPELLE, TIMOTHY |Closed |Valid Valid 24692166216000694449622 408/03/2016 o 1|08/04/2016 |08/15/2016| 39.460
2 |50100 BAVID |FF=sEaE= g7 16 | MULLING SANDRA Closed | Valid Valid 24060906217900017200242 608/04/2016 o 1|08/05/2016 |08/15/2016| 99.980
< >

7  This report contains a lot of detail / fields. Scroll to the right to see the additional fields. Additionally, after the HTML
report has run, you can choose to download / open the file in Excel by clicking on the Excel Spreadsheet hyperlink and

following the prompts.
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