?ACARD'NAH Procurement Job Aid

PCard/ISSP Approvals

About PCard / ISSP Approvals:

Cardinal provides PCard and ISSP Approvers with an “at a glance” view of all transactions that have been
verified and ready for approval. This view is known as a Pagelet and is found on the approver’'s Home
Page. ISSP and PCard transactions may be viewed and approved from the pagelet or by navigation to
the reconciliation pages.

Pagelet Set-Up Pages 1 -2
Approving PCard Transactions Pages 2 -5
Approving ISSP Transactions Pages 5-10

Pagelet Set-Up

Note: Pagelet set-up is only required one time for PCard and ISSP Approvers.

1 Navigate: Sign in to PeopleSoft

2 Enter User ID and Password

CARDlNAL Home | Wordist | AddtoFavortes |  Signout
aigiies o en

@Help

d Charges by User =X

Sum
Amount

Trans
Date

Name Merchant

3 Click on the Personalize Content hyperlink.

F CARDINAL Home | ‘Workist | AddtoFavorites |  Signout

B New Window (Z)Help [ http

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 Pag : Goto Personalize Lavout

People Soft Applications

PCard Verified Charges by
ECarﬂ Verified Charges b

ser

I Save IReturntoHome

4  Click the checkbox next to PCard Verified Charges by User

5 Click Save.
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CARDINAL Home | Workist | AddtoFavortes | Signout

Favorites . Main Menu

Personalize Content | Layout ®He|p
|PCard Verified Charges by User ] =] )
Trans Sum
Hame o Merchant f—

akensHarolD 20T capTER WELDING LG [357185

GOINS,WILLIAM T AFTON COMMUNICATIONS (835

2011-07-
07

LAMBERTVANCE | 207107 xerox coRP XCSRBO  |39185

2011-07- DOMINION OFFICE

\

WOODSLOIS A 07 PRODUCTS 945
2011-09- |MANAGEMENT

District Bristol 15 CONSULTING ING 1945.35

District Bristol 2011-09- |MANAGEMENT 266

—_ 28 CONSULTING INC

6 The Pagelet is now displayed on your homepage and shows only those transactions that are
“verified” and ready for approval. Note: PCard transactions are by the PCard holder. ISSP
transactions are by District.

Approving PCard Transactions

CARDINAL

Favorites | Main Menu

‘Worklist Add to Favorites Sign out

Personalize Content | Layout @He\p
‘Menu - Classic [=] ] ‘myCardinaI Messages ==l
ZalE ® |Begin Date Message
[> myCardinal Financials ‘my(:ardinal Financials 2=
[- Employee Self-Senvice
IS Manpagyer Self-Senice K] Financials Report Execution ﬁ Financials Report Retrieval K] Financials Links
[ Supplier Contracts
I Customers (] AP Reports =] FIN Report Manager I Cardinal HCM
I> Customer Contracts (1 AR Reports =] EIN Process Monitor
I ltems [ GL Reports

() PA Reports
[> Vendors & e
[> Procurement Contracts =l ﬁme based Reports

Financials Query-based Reports

[> Purchasing

[> eProcurement

[ Services Procurement
> Sourcing

> Project Costing

> Travel and Expenses

[> Billing

[> Accounts Receivable

[» Accounts Payable

[» Banking

[ Commitment Control

[> General Ledger

[- Allocations:

[ Set Up Financials/Supply Chain
[ Enterprise Components
[ Worklist

[ Tree Manager

[> Reporting Tools

[> PeopleTools

= Wy Personalizations

= Wy System Profile

PCard Verified Charges by User (=
Trans Sum

Name Date Merchant T

BLANKENSHIP TERESA t‘WE—US— NIGP.ORG 974

|B\_ANKENSHIPTERESA 2313—08— VIRGIMIAASSOC OF |,

GOVE

7 From the pagelet, click on the users Name hyperlink.
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| Workist | AddtoFavorites

Favo'm:es Ma\nvMenu > Purchasing > Procurement Cards > Reconcdle > Reconcie Statement
0 New Window @Help E{'CustumlzePage Ehnp

Reconcile Statement

Procurement Card Transactions

Empl ID: 00255537200 Name:
I~ Run Budget Validation on Save

Customize | Find

:;‘:’:er Card Humber I""" Date  pyerchant= Statusa Tm'::;'f]‘:"; Currency ::s:‘ g:::‘
smenessqBgd 08162013 NIGP.ORG [Verfiea =] 974.00 USD & B faid val
| 3L

Select All O clearan | stage Jf Verify i Approve i Validate Budget |

Search Split Line Distribution Template

Note: you may view any line comment or distribution by clicking on the icons.

8 Select/check the transaction and click on the Purchase Details hyperlink.

CARDINAL

Mavaenu » Purchasing > Procurement Cards > Reconcle » Reconcile Statement

Home | Workiist Add to Favorites | Sign out

Favorites
s

0 Mew Window (Z)Help  [# Customize Page i hitp

Reconcile Statement
Purchase Details

Line: 1

Merchant: MIGP.ORG

City: 800-367-6447

State: VA

Country: USA 26954
~+ Purchase Order

*Business Unit: 50100 @, original PO: 1 &VA PO Type: EXT &, ExemptPer APSPM
PO ID: @, eVA Order Method: PRNT

PO Line: ’—Q eVA Interfaced: NSEV

ne eVA Ditm:
PO Sched: a Canceln eva?: T
Vendor ID: 0000035675 @, NATIONAL INST OF GOVERNMENTAL PURCHASING

151 SPRING ST SUITE 300
Address Sequence Nbr: 4@,

VA10053739
HERMDON, VA 20170

Ship To: [cnTRLOFZ @ cnTRLOR2

Item ID: [0243535720 |3 REGISTRATION FEE
Category: [0243535 @ TRAINING, MISCELLANEOUS
Vendor ltem: ,7

*Quantity: ,ﬁ

*UOM: EA @

Unit Price: 974.00000 gp

I™ Tax Paid [ Bill Includes Tax if Applied Transaction Amount: 974.00
SalesiUse Tax Cateqgory Search View Hierarchy PO Pick List

o e

9 Click OK.
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Home | Workist | AddtoFavorites

Favo'ntes Ma\nvMenu ¥ Purchvas\ng ¥ Pmcuremvent Cards > Recgncile » Reconcile Statement

0 New Window @Help E-/'Customizepage Ehnp
Reconcile Statement
Procurement Card Transactions

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

[ 10f1 I Last

Biling
Card Trans Date Transaction Budget  Chs
T ‘Card Number by Merchant+ *Status+ i Currency Status Stal
1 ¥ BAVID 1684 08/16/2013 MIGP.ORG 974.00 USD = @ E Valid Val
< | 1|
Select All D Clear All | Stage ] Verify ] Approve ] ‘Validate Budget ]
Search Purchase Details SplitLine Distribution Template

=] notify | [ Refresh |

10 Change to Approved (from the dropdown menu)
11 Click Save.

To approve all transactions from a list....

Procurement Card Transactions [ |
Empl ID: 00255537200 Name:
™ Run Budget Validation on Save
Bank Statement Find 5016 1 Last
Card Trans Date - N . Transaction Budget  Che
et Card Number N Merchant: ‘Status e Currency Status Stal
1 ¥ BAVIO 1684 0719/12013 W Verified hd 1,129.35/USD B ® R valid Val
2 ¥ BAID TrERE1684 0719/2013 W Verified hd 377.64 USD =) ] = valid Val
3| ¥ BAvID wramemmengggs 0711912013 | oA THE SUPPLY rees - 377.64 USD B | & B vaid val
ROOM AD
4 ¥ BAVID TR 1684 07/19/2013 SIT2-THE SUPPLY Verified B 29424 USD F% Q f; Valid Val
ROOM AD
5 ¥ BAaVID TR 1684 07/119/2013 W Verified B 153.60 USD Valid Val
6 [ BAVID TR 1684 07/19/2013 SITA-THE SUPPLY Verified b 118.50 USD F% O =2 |valid Val
ROOM AQ
4| ] L
(] Clear All Stage il Verify Validate Budget
Search Burchase Details SplitLine Distribution Template

12 Click the Select All hyperlink.
13 Click the Approve button.
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Procurement Card Transactions =
Empl ID: 00255537200 Name:
™ Run Budaget Validation on Save
Bank Statement 160f6 I Last
Card Trans Date . n N Transaction Budget  Chz
lasuer Card Number I Merchant Status Amount | CUFTERCY Status Stal
1 ¥ BAVID 1684 07i19/2012 W Approved =2 1,129.35|USD B [&] = valid Val
2 ¥ BAVID 1684 07i19/2012 m& Approved = 377.64|USD £ [&] =% Vvalid Val
3 ¥ BAVID 1684 07i19/2012 ] Approved = 377.64|USD £ @ =% Valid Val
ROOM A
4 ¥ BAVID 684 071192012 m& Approved = 20424 USD £ = valid Val
5 ¥ BAVID 1684 07119i2013 m& Approved b 153.60 USD &) =% Vvalid Val
6 @ BAVID 1684 07119/2013 m& Approved b 118.50|USD B E: Valid Val
il | |
Select All D Clear All I Stage J Verify I Approve il Validate Budget
Search Burchase Details Split Line Distribution Template
I Save IE Notify _S Refresh

14 Transaction Status changes to Approved for all.

15 Click Save.

Approving ISSP Transactions

Add to Favorites

Favorites | Main Menu

Personalize Content | Layout @ Help
PCard Verified Charges by User (2] (=] [x]
Name TD;::’ Merchant i‘r’n";u ot

akensHaroln | 20107 carTER WELDING, L (357185

goms L T (20707 4eTon commuNcATIONS (835

AMBERTYANCE |2971-07- xgRox CORP. XCSRBO (30195

) 2011-07- | DOMINION OFFICE

woopsLoisa |20 oapion 945
2011-09- | MANAGEMENT

I District Bristol I 1 CONSULTING ING 1945.35

2011-09- | MANAGEMENT

District Bristol 25 CONSULTING NG 2.66

16 Click on a District ISSP transaction.
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, CARDINAL

Procurement Job Aid
PCard/ISSP Approvals

Note: Transactions displayed are Verified and ready for approval. ISSP transactions will have a
Budget Status of “Valid” unless the Card Number ends in a “V”. For these transactions you will need
to click the Distribution icon to enter a valid chart of accounts.

| workist | AddtoFavorites |  Sign out

Favorites | Main Menu > Purchasing > Procurement Cards > Reconcile > Reconcile Statement
|_E| MNew Window @ Help E,/ Customize Page E hitp
Reconcile Statement
Procurement Card Transactions
r Display Unmasked Card Number
I~ Run Budget Validation on Save
Bank Statement ] <t K47 0r7 O st
Employee Name ;”s’:ﬂ Card Humber Trans Date |0 cnant *Status
1/ I DistrictRichmond ISSPO A SOV 08/23/2013 | MANAGEMENT CONSULTING IMC || Verified =
2| [T |DistrictRichmond ISSPO A 08/23/2012 | MANAGEMENT CONSULTING IMC || Verified =
3 [ DistrictRichmond ISSPO T4V 08/23/2012 MANAGEMENT COMNSULTING IMC || Verified =
4| [T |DistrictRichmond 1SSP0 ALY 08/22/2012 | MANAGEMENT COMSULTING IMC || Verified =
5 pistrict Richmond ISSPO “ 08/21/2012  MANAGEMENT CONSULTING IMC || Verified =
6 [ DistrictRichmond ISSPO B0V 08/21/2013 | MANAGEMENT CONSULTING IMC || Verified =
7 [T |DistrictRichmond ISSPO e A 5OV 08/21/2013 MANAGEMENT CONSULTING IMC || Verified 2
4] | | 0| |
Select All O glearan Stage Verity Approve | Validale Budgel
Search Purchase Details SplitLine Distribution Template

17 Check/Select the transaction item and slide the scrollbar to the right.

Home | Workist | AddtoFavertes | Sign out

Favo_rrtesEMalnvMenu > Purchvasmg > Procuremvent Cards » Recc'mcwle » Reconcile Statement
& New Window @Help E/Custom\mpage Em‘tp
Reconcile Statement

Procurement Card Transactions

™ Display Unmasked Card Number
™ Run Budget Validation on Save

Bank Statement Customize | Find | First Kl 1.7 or7 I Last

Transaction Budget Chartfield

*Status Amount  CUTTENCY Status Satue Redistrib Voucher Error

1 1NC || Verified B 769.88 USD % Q ?, Valid Recycled Mo Mo

2INC | Verified B 66.00 USD % Q ?, Walid Recycled Mo Mo

3 INC || Verified B 174.00 USD % Q 5; Valid Recycled No No

4 INC [Verified - 31.33 USD & | & |vaiid Recycled Mo Ne

5 INC |Verified hd 69.07 USD > 5; Valid Valid Yes No

B INC || Verified B 22305 USD Q 5; Valid Valid Yes No

7 INC [verified - 85.81 USD & ¢ | |vaiid Valid Yes Ne

Kl 1]

Select All O cleara Stage Verity Approve | validate Budget
Search Purchase Details SplitLine Distribution Template

18 Click on the Item Details icon to view the item description.
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CARDINAL
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PCard/ISSP Approvals

Favovntes Ma\nvManu > Purchvaslng > Procurem'ant Cards > Racgnclle » Reconcile Statement

& New Window @He\p @Customlze Page Ehﬂp
Reconcile Statement

Visa Transaction Details

Card Number: 450V
Posted Date: 08/23i2013
Transaction Number: 450029690
Sequence Number: 200
- Card Transaction - Type 5 Customize | Find First K1 1 of 1 I Last
@RI Teb2 [ Teb3 | Tab4 [ Tab5 | Tab6 | Tab7 |[ Tab@ |[ Tab9 |[ Tab1o |
Period  AcquiringBin  Card Acceptor ID Supplier Name
1 MAMAGEMENT CONSULTING INC
~ Line Item Detail - Type 7 Customize | Find | View 1 | BV | B rirst T q20r2 1 Los
@RI Tsb2 | Tab3 || Tabs |
'S'::' Message Identifier Item Commodity Code Item Description
1 1 MATTING; EXCELSIOR 4X240FT

2 2 FENCE; SILT 36X100 W/5 FT

19 Click Return.

Favorites | Main Menu > Purchasing > Procurement Cards > Reconcle > Reconcle Statement

@New‘.’\findnw @Help E’Customiz& Page Em‘tp
Reconcile Statement

Procurement Card Transactions

™ Display Unmasked Card Humber
™ Run Budget Validation on Save

Bank Statement

BT ( Biling
*Status T""::Z‘;':": Currency g:'ﬂ‘:::' g&‘:ﬁ”” Redistrib Voucher Error
1lne [venies  F| 769.88 USD B | & vaid Recycled  |No No
2nC |[Verfied ] 56.00 USD B O & vaid Recycled  |No No
NG [Verified ] 174.00 USD B || B vaid Recycled  |No No
ane |[Verfied 7] 3133 USD B¢ & vaid Recicled  |No No
NG [Verfied 7] 59.07 USD = valid Yes No
I I | 223.05 USD B o valid Yes No
7nC [Verfieda 7] 85.61 USD B OB vaid  vaid Yes No
A |»
Select Al O clearan | Stage J| Verify I Approve I Validate Budget |
Search Purchase Details Split Line Distribution Template

[5) save = [=] Notify | | Refresh

20 Click the Distribution icon.
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Procurement Job Aid

PCard/ISSP Approvals

| Workist | Add to Favorites

Favn'nte Ma\n'Menu » Purchasing > Procurement Cards > Reconcle > Reconcle Statement

;_E’ New Window @He\p E,}Cusmmizs Page E hitp
Reconcile Statement

Account Distribution

Line: 2 PO Qty: 1.0000 Uom: EA
Billing Date: 07/01/2011 Billing Amount: 59.07 USD Unit Price: 69.07000
SpeedChart: L Transaction Unit Price: £9.07000 *Distribute By: Amount j'
" DefailsTax || Statuses |

Dist Percent Amount Currency *GLUnit  “Account Fund Program Department Cost Center Task FIPS

1/ 2579989 1782 |USD 50100@, (5013540 @ |[04100/%, |[604002 @, [14038 @, [11152000 @, ([7ooo0 @, [o87
2|[74.2001 5125/ \USD 50100, (5013110 @ [04100@, |[e04002 @, 14032 @, |[11152000 @, ([Foooo (@, [oe7 4
< | i

| ok | cancel | Refresh |

21 View/Edit the chart of accounts.

22 Click OK.

Home | Workist | AddtoFavorites |  Sign out

Favn_rrtes_MainvMenu » Purchasing > Procurement Cards > Reconcle > Recondle Statement

@New‘.’\'mduw @Help E‘)Cuslumwze Page Em‘[p
Reconcile Statement

Procurement Card Transactions

r Display Unmasked Card Number
™ Run Budget Validation on Save

Bank Statement i L First K1 4.7 or7 I Lost
*Status T'a':;‘;:.‘:"l Currency g:‘;g:‘ g:‘;ﬂ*"” Redistrib Voucher Error
1nc [veniea ] 769.88 USD B OB |vaiia Recycled  No No
2.ne [veries & 86.00 USD B O B |valio Recycled No No
aunc [veniea ] 174.00 USD B OB |vaiia Recycled  No No
amnc [veries & 3133 USD B O B |valio Recycled No No
sinc [veniea ] 59.07 USD B OB |vaiia Valid Yes No
sINC [Vediea & 22305 USD B O & |valig Valid Yes No
7.NC [Verfied & 8581 USD B O | |valid Valid Yes No
K | |

™ selectan O cleara \ Stage 1l Verity [ PR | Validate Budgat I

Search Purchase Details Split Line Distribution Template

23 Click on Validate Budget button to set Budget Status to Valid, if changes were made.

24 Slide scrollbar back to the left.
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Procurement Card Transactions

™ Display Unmasked Card Number
™ Run Budget Validation on Save

Bank Statement Customize | Find | view 21| B 3 st K 07067 1 ost
' Biling
Employee Name f;r:er Card Number I’a“ = Merchant *Status
1| [T |District Richmond ISSPD 450V 08/23/2013 MANAGEWENT CONSULTINGING [Veried 5]
2 [T DistrictRichmond ISSPD Y 08/23/2013 MANAGEWENT CONSULTINGING [Veriied 7]
3| [T |DistrictRichmond ISSPD R Y 08/23/2013 MANAGEWMENT CONSULTINGING [Veriied =]
4 [T |DistrictRichmond 1S5P0 e 4O 08/22/2013 MANAGEMENT CONSULTINGING [Verified 5]
5 [¥ DistrictRichmond ISSPO ST 08/21/2013 MANAGEMENT CONSULTING INCf[ approved 7]
6 I DistrictRichmond ISSPO e QY 08/21/2013 WANAGEWENT CONSULTNG ING [Veried 5]
7 I |DistrictRichmond ISSPO e QY 08/21/2013 | WMANAGEMENT CONSULTING INC [Veried =
4 | i
Select All O cieara | Stage I Verify I Approve I Validate Budget |
Search Purchase Details SplitLine Distribution Template

ErTlErTy

25 Change transactions status to Approved.
26 Click Save.

When there are numerous transactions to be approved....

27 Navigate to Purchasing > Procurement Cards > Reconcile > Reconcile Statement

Look Up

Look Up Name

Name:lbegins withj\

[ Lookup || clear || cancel |asic Lookun

Search Results
Wiew 100 First (4] 190t [§] Last

lName Empl ID
District Bristol

District Culpeper

District Fredrickshurg

District HamptonRoads

District Lynchburg

District Staunton

28 Narrow your search for a particular district using the Employee ID field or any other search criteria.

29 Click on the selected Empl ID.
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I~ Run Budget Validation on

r Display Unmasked Card Number

Save

Procurement Card Transactions

Customize | Find | View 21 B

=] Notify | |2

Refresh |

Merchant *Status

WANAGEMENT CONSULTING INC [Verfied =]
MANAGEMENT CONSULTING ING [Verified 5]
WMANAGEMENT CONSULTING INC [Verified 7]
WMANAGEMENT CONSULTING ING [Verfied 5]
WANAGENENT CONSULTING INC [Approvea =]
MANAGEMENT CONSULTING INC [Verified 5]

MANAGEMENT COMSULTING INC | Verified 2
[

App Validate Budget

Employee Name B Card Humber Trans Date
Issuer -
1 [T DistrictRichmond ISSP0 ARV 08/23/2012
2/ [T DistrictRichmond 135P0 4ROV 08/23/2013
3 [T DistrictRichmond ISSPO i 1 ) 08/23/2013
4 [T |DistrictRichmond 1SSP0 TGOV 08/22/2013
5 W DistrictRichmond ISSP0 A0V 08/21/2012
6 [ DistrictRichmond 135P0 ARV 08/21/2012
7 [T DistrictRichmond ISSP0 e 4ROV 08/21/2013
T I
D Clear All Stage Verify
Search Burchase Details SplitLine Distribution Template

30 Click on the Select All hyperlink

31 Click on the Approve button and Save.

Page 10 of 10

Last Update 3/21/2014




