@ CARDINAL

Procurement Job Aid
MANCON Steps

Navigate to Reconcile Statement for the transactions that you would like to reconcile.

= Home Workist Add to Favortes Sign out
Favovm:engalnvMenu » Purchasing » Procurement Cards > Reconclle : Reconcle Statement

I New Window (Z)Help [ Customize Page Ehtp 4l
Reconcile Statement

Procurement Card Transactions

] Run Budget Validation on Save

Bank Statement Customize | Find | View 100 | BV | 8 Fict £ 1.9 or 248 D L ast

Employee Name fsir:erv Card Number~ Trans Date  Merchant *Status Transaction Amountr  Currency
MANAGEMENT
1 [ |District,Bristol 155P0 wwsmmm | GOR 09/15/2011 CONSULTING 8,450.00/USD
INC
MANAGEWMENT
2 [ DistrictBristal ISSPO Hres150R 09/15/2011 CONSULTING 1,945.35 USD

For your information for MANCON transactions, the Budget Status should be “Valid” unless the Card
Number ends in a “V”. For these transactions you will need to click the icon to the left of the budget
status that looks like a paper with 3 arrows and the Distribution will need to be added.
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MANAGEMENT _
1160R 09/15/2011 | CONSULTING 8,450.00 USD O B vaiid Valid No
INC
MANAGEMENT
2150R 09/15/2011 I%ONSw 1,945.35 USD ] =4 Valid Valid No
WANAGEMENT _
3140R 062212011 I%%’\fsﬂ 1,517.51 USD o =% Vvalid Valid No
MANAGEMENT _
4150R 09/15/2011 |CONSULTING 147314 USD =& valid Valid No
I
WANAGEMENT _
5160V 0612212011 CONEULTING 1,430.85 USD @ R |Emor Recycled | No
MANAGEMENT _
“w\n H B . B H “« ”
For a “V” transaction, add the distribution and click “OK”.
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Account Distribution
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Change the Status to “Verified” and click the box on the left side of the transaction for ALL of the
transactions you would like to complete.

MANAGEMENT
7 [ DistrictBristol ISSPO e 150R 09/15/2011  CONSULTING 1,380.92 USD
INC

MENT

MANAGEN
CONSULTING 1,372.22/USD
INC

3 [0 |DistrictBristol IS8P0 e 131V 09/15/2011

GEMENT

9 [ DficiErstol EERD 0 T 160R varz82011 CORBULIING 1,348.23 USD
L8 >
Select All D Clear All Stage Verify ‘Validate Budget
Search Burchase Details SplitLine Distribution Template
Click Validate Budget.
MAMAGEMENT
9 District,Bristol 1S5P0 e 160R 09/28/2011 CONSULTING | verifie v 1,348.23 USD
o
< >
Select All E Clear All Stage Verify ‘Validate Budget
Search Purchase Details SplitLine Distribution Template

Make sure the budget status is Valid for all of your checked transactions and click Save.

MANAGEWENT

9 District Bristol 1SS0 e 160R 0ar222011 CONGULTNG 1,348.23 USD
< >
Select All (] Clear All Stage Verify ‘Validate Budget
Search Purchase Details SplitLine Distribution Template
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