?—ACARD'NA” Procurement Job Aid

PCard Administration

About Procurement Card (PCard) Administration

The Procurement Card (PCard) is used by assigned employees to procure and pay for small
purchases. The PCard expedites the accounts payable process. Cardinal loads all PCard
transaction data daily from the PCard Issuer. In addition, Cardinal identifies all PCard Holders,
their PCard limits, and their location information, as well as their supervisors’ and individuals
approved to manage their transactions (known as proxies). Cardinal tracks all user transactions,
account values, approvals, and merchant data.
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PCard Administration

Setting Up PCard Holders (Users)

1 Navigate using the following path:

Purchasing > Procurement Cards > Definitions > Cardholder Profile

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

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

Maximum number of rows to return (up to 300): (300

Employee ID:| begins with = (00000005000

Hame: |begins withj|
Last Name: |beginswithj|

|__Case Sensitive

Search Clear |Basic Search [GF Save Search Criteria

2 The Cardholder Profile page displays. Enter the search criteria (i.e. Employee ID, Name, Last
Name of the employee) for the desired PCard User or click the Search button for a list of all values.

3 Inthe Search Results section, click the link of the PCard User.
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PCard Administration

Favorites - Main Menu > Purchasing > Procurement Cards > Definitions > Cardholder Profile
Personal Data Card Data
Name: DOE, JOHN
Employee ID: 00000005000
Personnel Status: Employee
Telephone:
Home Address Mailing Address
Country: U3A  United States
Address 1: 100 MAIM ST
Address 2:
Address 3:
City: RICHMOMD
County: Postal: 99899
State: WA Virginia
[5] save [oh Returnto Search | 7] MNotify
Personal Data | Card Data

4 The Personal Data page displays. Click the Card Data tab.
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PCard Administration

Favorites Main Menu > Purcl‘@sing 5 Procuremf.nt Cards Deﬁnltions s+ Cardholder Profile

Personal Data C:IdDaIa

DOE, JOHN

I I Display Unmasked Card Number
"Card Data

am
Customize | Find | B | # Fist £ qoi1 O Lost

Credit Limts || Transaction Limits
*Business Unit *Card Issuer *Card Number *Expiry Date Card Type Date Issued
5ot00 @ |BAvio Qll************1u11 ||09I30f2013 B [visa El [osz7eo1z B [

=] save | |Gt ReturntoSearch | [ Matify |

Personal Data | Card Data

5 The Card Data page displays. The following fields must be entered:
e Business Unit: The employee’s Business Unit

e Card Issuer: Each District has an assigned Card Issuer ID (i.e. BAVI4=Richmond,
BAVI5=Hampton Roads, etc)

e Card Number: Enter the 16 digit card number.

e Expiry Date: Expiration date of the card

e Card Type: American Express, Visa or Mastercard

e Date Issued: This field defaults to the current date, however can be changed if appropriate

Note: Once the 16-digit card number is entered, the leading 12-digits are encrypted and cannot be seen
by Cardinal users who do not have the security role to see it. PCard Administrators can select the
Display Unmasked Card Number checkbox to view the entire card number. The checkbox defaults to
unselected.

6 Click the Additional Information tab.
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PCard Administration

Favorites Main Menu > Purchvasing 3 Procuremgnt Cards » Deﬁnitions > Cardholder Profile

" Personal Data | Card Data
DOE, JOHN

r Display Unmasked Card Number

Customize | Find | B | 3 First 1 4 o0f4 0 Last
" CreditCard | [(ECEEEIEWNEGIETGIN © Credit Limits || Transaction Limits |

‘Bl!s T *Card Issuer *Card Humber Vendor Card Vendors Proxies D?fal_m Commodity Codes
Unit Distrib
(0100 @ [BAVID @, [ermrepqq F |vendors [prosies | BE2Y | commonity Codes =

(5 save | [ch RetumtoSearch <] Notify

Personal Data | Card Data

7 Do not select the Vendor Card checkbox. This is for a store card (i.e., Lowe’s or Home Depot).
8 Click the Proxies link.
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PCard Administration

Favorites © Main Menu > Purcllasing > Prncurenlent Cards Deﬂll'rtions > Cardholder Profile

IAssign Proxies

DOE, JOHN
Card Number:
T
*User ID Description R?;::jltter Buyer Default
ADAM ANT @, | ANT, ADAM ] r [#|=

oK I Cancel

9 The Assign Proxies page appears. Use this page to assign the following proxies to each PCard
User:

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)

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.

10 Enter the User ID for each of the proxies by clicking on the Look Up icon.
11 Select a value from the Role drop down menu.

12 Click the OK button.
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PCard Administration

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

" Personal Data | Card Data

DOE, JOHN

I™ Display Unmasked Card Number

" Credit card | EBNTIEINIGTUETIE © Credit Limits || Transaction Limits |
—

Customize | Find | B |

’Bl{siness *Card Issuer *Card Number Vendor Card Vendors Proxies D?fal.m Commodity Codes
Unit Distrib
) Default )
[s0100 @, [Bavio @, | 1011 r Vendors | Proxies  [Sisip Commodity Codes =

(5] save (ot ReturntoSearch | f] Previousinlist ] NextinLlist =] Notify

Personal Data | Card Data

13 The Additional Information tab displays. Click the Default Distrib link.

Favorites Main Menu > Purchasing > Procurement Cards > Definitions > Cardholder Profie
20 New Win

Default Accounting Distribution

DOE, JOHN

BAVID Card . 1011

+ 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 A1 |8 | 38 st B qopq I ast
*GL Unit [Account Fund Program Department Cost Center [Task FIPS Asset Agency Use 1 Agency Use
501002, Js015110 @, [o4100/@, (514008 @ [10021 @, [11040010] @ @, Q@ | @ @ i
1| | |

14 Enter the Ship To location.

15 Enter Chart of Accounts values. The GL Unit and Account are required. Other values, such as
Fund, Program, Department, and Cost Center can be entered. These values default on the
transaction distribution and can be changed, if necessary.

16 Click the OK button.

Note: The Use Single-Line Distribution option in the Distribution Choices section is most commonly
used and requires only GL Unit and Account values. The Use Multi-Line Distribution option is
available when the user is regularly splitting charges.
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PCard Administration

Favorites MainMenu > Purchasing > Procurement Cards > Definitions > Cardholder Profile

Personal Data Card Data
DOE, JOHN

r Display Unmasked Card Number

customize | Find | B | 3 First £ 1071 I Lot

Credit Card Additional Information Credit Limitz Transaction Limits
F—
Bl!smess *Card Issuer *Card Number Vendor Card Vendors Proxies D?fal.m Commeodity Codes
Unit Distrib
. Default )
[so100 @, ([Bavio Q |[rremmmry [ \Vendors Proxies ;i Commoity Codes (=]

[E) save | [@ ReturntoSearch | [f] PreviousinList | 4=] Nextinlist| =] notify |

Personal Data | Card Data

17 The Additional Information tab displays. Click the Credit Limits tab.

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

Personal Data Card Data
DOE, JOHN

I Display Unmasked Card Number

Bl , =
customize | Find | B | % Fret ©F g 010 O Last

Credit Card Additional Information Credit Limits Transaction Limits. [T

*Business Maximum Credit . . Limit Per
Unit *Card Issuer *Card Humber Limit Limit Per Cycle O *Currency
[so100 @ |[BAVIO @, [rrmemeemeqrr | | uso & |B|[=

'@* Return to Search | =] PreviousinList | 45| NextinList | [[Z] Notify |

Personal Data | Card Data

18 Enter credit limit values as applicable. Note: These are not required for card limits since they are
managed in the Card Issuer system (i.e., BOA “WORKS”).

19 Click the Save button.

Note: The PCard Administrator can add, delete, and/or edit PCard values at any time.

Never delete a PCard from Cardinal once a transaction has been processed!
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PCard Transaction Approval

Note: Please refer to the NAV210: Performing Approvals course to view information on approving

PCard transactions.

PCard Reports

Note: Please refer to the NAV22: Introduction to Reporting course to view information on how to run

report.

SWAM Report
Navigate using the following path:

Main Menu > Sourcing > Reports > SWAM Report

=0 [ eefm- 5@ -

ID

Commonwealth of Virginia

-
CARDINAL

SWAM REDPORT
Run Date: 08/02/2011
Report ID: VPRRO33 Run Time: 10:27 00
Page No. 1 of 1
SHAM - Summary
District Total SWAM (ualifying Spend Total SHAM Spend SWAM Percentage SHAM Typs |
District SWAM Type Total SWAM Qualifying SpeBdard SWAM VCHR SWAM Spend SWAM CWAM %
SWAM - Detail
Distzict Org Code Org Name Object Code Object Description Transaction # Vendor SWAM Amount
0 10001 Commissioner's Office 5012820 Travel, Perscmal Vehicle 00000010 Testing Programs Inc. 246.00
0 10001 Commigsioner's Office 5012870 Travel, Meal Reimb-Report Ire 00000051 Testing Programe Inc. 246.00
0 10001 Commissicner's Office 5012820 Travel, Persomal Vehicle 00000052 Testing Inc £49.00
0 10001 Commissioner's Office 5012830 Travel, Public Carriers 00000078 Testing Inc 549.00
0 10001 Commigsioner's Office 5012250 Employee Tuition Reimbursement 00000122 Testing Programe Inc. 100.00

Note: The screen above shows the SWAM Report.
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Purchase Details Report.
Navigate using the following path:

Main Menu > Purchasing > Procurement Cards > Reports > Purchase Details.

Feport 10: POTER Pecpletott Purchacing Page No. 1
ORACLE  Usori: Procurement System Admin (V_PR_PROCUREMEN PURCHASE DETAIL BY MERCHANT Run Date a1
RunControl.  DEPROTOIE Run Time. 10:53:354M
From: 1111900
T 1112000

Biltng Amount in: USD
Merchant: AACME GENERAL CONTRACTOR

Card Issuer: BAVI7, Culpeper Disfrict 7 - BoA Visa

IR Carg: *aesssmsgzg (Visz) Expires: 22011
Employss: WATSON,WILLIAM W (00195412400)

‘Trans Data Post Dats Marchant Referencs Dascription Commaodity Billing Amount

24266571153206000001 832 &iB01 1 LL0 T 455000
Total for BAVIT, Culpeper District 7 - BoA Visa 495000

Total for AACME GENERAL CONTRACTOR 4,950.00

Merchant: ACE HARDWARE - VERONA
Card Issuer: BAVIS, Staunton District 8 - BoA Visa

IRl Carg: *aes =318 (Visz) Expires: 22011
Employss: ZAMBROTTA RICHARD V (00201206600)

‘Trans Data Post Dats Marchant Referencs Dascription Commaodity Billing Amount

24356341138230101424769 &0l 9011 3455
IRl Carg: *aes=ssg8f (Visz) Expires: 22011
Employss: STONER,JOHN B (MZ54325400)

‘Trans Data Post Dats Marchant Referencs Dascription Commaodity Billing Amount

243383411582301 01424827 B0 Ll 189
24338341158230101424835 B0 Ll it
Total for BAVI8, Staunton District 8 - BoA Visa vk

Total for ACE HARDWARE - VERONA 83

Note: The above below shows the Purchase Details Report.

Page 10 of 24 Rev 3/21/2014



?,-ACARD'NAH Procurement Job Aid
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Purchase Details Report by Employee

Navigate using the following path:

Main Menu > Purchasing > Procurement Cards > Reports > Purchase Details by Employee

BB e eeE- oW

Report ID: POYB022 PeopleSoft Purchasing Page No. 4
ORACLE User 1D. PCard User (V_PR_PCARD_USER) PURCHASE DETAIL BY EMPLOYEE Run Date 92012011
Run Control:  Issuer Run Time: 3:59:58PM

From: 5172010
To: 8312011
Billing Amount in: USD

Employee: PERFATER,CYNTHIA S (00125076000)

Merchant: AH HARRIS CHVILLE
Card Issuer. BAVID, Central Office - BoA Visa
Credit Card: “===~===1341 (Visa) Expires: 21/2011

ion Nunber Trans Date Post Date Merchant Reference ipti Commeodity Billing Amount
24445001160000228347658 011 011 160.00
Total for AH HARRIS CHVILLE 190.00

Merchant: FISHER SCI AUTO REC
Card Issuer: BAVID, Central Office - BoA Visa
Credit Card: *=—===1341 (Vis3) Expires: 212011

Transaction Nunber Trans Date Post Date Merchant Reference Description Commeodity Billing Amount
24164071150005081011062 o1t [T g 8432761 460,44
Total for FISHER SCI AUTO REC 460.44

Merchant: THE TRANSPORTATION RESEAR
Card Issuer: BAVIO, Central Office - BoA Visa
1341 (Visa) Expires: 21/2011

Credit Card:

Transaction Nunber Trans Date Post Date Merchant Reference Description Commodity Billing Amount
24755421160131604860300 2011 6012011 400.00
Total for THE TRANSPORTATION RESEAR 400.00

Total for PERFATER,CYNTHIA S (00125076000) 1,050.44

Note: The screen above shows the Purchase Details by Employees Report.

Expected Credits Report
Navigate using the following path:

Main Menu > Purchasing > Procurement Cards > Reports > Expected Credits

= E [T i1 @ @ [eisw - = K [ .

B

naper . Pssies o ety
forACLE v Erocurament System Ackin 1, ExPECTED CREDITE
[ ep—

o wvism
s

Card Issuer: BAVIO, Cenural Office - BoA Visa
Marenant: PAYPAL “AMERICANPLA

Empioyee Trane Dot eeanption
ERCWNPALLAS EassiE =

Total for BAVIO, Central Offics - BoA Visa
Card Issuer: BAVM, Bristol Diswict 1- BoA Visa
Merenant: KIDD TIRE & MUDSO25122

Empioyee Trane Dot eeanpiion
ERCWN CLARENCE R 1SS ) = frrm—

“Total for BAVIY, Bristol District 1 - BoA Visa

Note: The screen above shows the Expected Credits Report.
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PCard Queries

Note: Please refer to the NAV22: Introduction to Reporting course for information on running queries.

PCard Transactions by Transaction Date

Navigate using the following path:

Main Menu > Reporting Tools > Query > Query Viewer

Transaction Number

24692161189000511940856

24692161189000511940815

24692161189000511940823

24692161189000511940831

24692161189000511940849

24692161189000511940864

24692161189000511940872

24013391188014122359252

csvTextFile xuLFile (60 kb)
ardholder Hame ST
Status

NS,HAROLD P Staged

1S HAROLD P Staged
NS,HAROLD P Staged
5,HAROLD P Staged
S,HAROLD P Staged
S,HAROLD P Staged
NS,HAROLD P Staged
BER,JERRY W Closed
WN,CLARENCER | Staged

24164071188200000066731

Sequence Transaction
Number Date

31|07/07/2011

27|070712011

28|07/07/2011

29|07/07/2011

30|07107/2011

32|0707/2011

33|07/07/2011

17| 07/06/2011

9/07/06/2011

Transaction

Line
Number

Posted
Date

0|07/08/2011

0|07/08/12011

0|07/08/2011

0|07/08/2011

0|07/08/2011

0|07/08/2011

0(07/08/2011

0|07/08/2011

0|07/08/2011

Billing
Date

0752011

0715/2011

071512011

07152011

07152011

07152011

071512011

0750

0752011

Merchant

CARTER
WELDING, LLC
CARTER
WELDING, LLC
CARTER
WELDING, LLC
CARTER
WELDING, LLC
CARTER
WELDING, LLC
CARTER
WELDING, LLC
CARTER
WELDING, LLC
LEE FARMERS
COOPERATIVE |
KIDD TIRE &
MU00025122

Vendor | Amount

1799.750

67.110

3974.230

1201730

900.000

3530620

3571.850

377.000

132990

Last
Change
Date

Last User to Modify

07119/2011
11:41:40AM
0719/2011
11:41:40AM
07192011
11:41:40AM
071192011
11:41:404M
07H19/2011
11:41:40AM
071192011
11:471:40AM
07H19/2011
11:41:40AM
07/26/2011 |,
440:44PM | —
07119/2011
11:41:40AM

V_PR_PROCUREMENT_SYSTEM_ADMIN

o
-

This query is useful to view any/all transactions to include statements per User, or items by District and
any combination thereof. The screen above shows the PCard Transactions by Transaction Date query

data.
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New PCard Vendor
Navigate using the following path:

Main Menu > Reporting Tools > Query > Query Viewer

V_PR_PCARD_VNDR - New PCARD Vendor Report

DateTime: [11/202010 [
ToDate: 0810212011 i

View Results

Download results in : excel spreadsheet csvTextriie xuLrie (3 kb)

SetlD Merchant Address City Phone Number State Postal Taxpayer ID
1 |STATE  |AFTON COMMUNICATIONS 540-9772400 VA 240190000
2 |8TATE  |AHHARRIS CHVILLE 860-665-0494 VA 229020000
3 |STATE  |Amazon.com AMZN.COMBILL WA 981010000
4 |STATE  |DGSDIVPURCHSE AND SUPPL 807-2253796 VA 232190000
5 |STATE  |EDWARDS BUSINESS SYSTE £10-790-8685 PA 196100000
6 |STATE  |ENTERPRISE RENT-A-CAR FREDERICKSBRG VA 224070000
7 |STATE  |THE OFFICE PLACE INC ABINGDON VA 242100000
8 |STATE  |XEROX CORP. XCS/IRBO 88-888-5808 NY 146440000
9 |STATE  |XEROX DIRECT 888-2475107 OR 970700000

First [§] 1-8 078 [ Last

1099 Rpt Acct

YES
YES
YES
YES
YES
YES
YES
YES
YES

This query is used to identify new PCard vendors and related information to be updated within Cardinal
as preferred vendors for future reporting. The screenshot above shows the New PCard Vendor query

data.
Unreconciled Transactions
Navigate using the following path:

Main Menu > Reporting Tools > Query > Query Viewer

V_PR_UNRECONCILED_TRNSCTNS -SSP Un Reconciled Transaction

Card Issuer: BAVIT |3
Hame (% For All): %
District (% For All): |%

View Resulls

Download results in : Excel Spreadsheet csv Textfile xuLfile (32 kb)

Card

Short Number ' Sequence |Transaction| Line Reference Vendor
Unit T Name Issuer (Last4 Transaction Number e T Numbar Merchant e Eein)
digits)
1 |50100|BoAVDist |AKENS HAROLD BAVI1 |EqW2 |24892161189000511940864 32(07/0712011 O SASTIER
' ' ’ WELDING, LLC
2 |50100|BoAVDist! [AKENS HAROLD BAVI1 |EqW2  |24692161139000511940856 310710712011 0| CARTER
5 . ! A . 5 s 3107107 WELDING, LLC
3 |50100|BoAVDist |AKENS HAROLD BAVI1 |EqW2 |24692161189000511940849 30(07/07/2011 O CASHIER

WELDING, LLC

Description

Unit of

T Quantity | Unit Price

EA 1.0000 | 3530.6200C
EA 1.00001799.7500C

EA 1.0000, 900.0000C

This query is useful to identify transactions that have not been verified. This query is used by Managers to
ensure that Cardholders accurately manage transaction data. The Cardholder or the Administrators in
each District or Central Office can retrieve transaction data. The screen above shows the Unreconciled

Transactions query data.

Note: All Queries can be downloaded as Excel, CSV and XML.
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Admin Reconciliation

The PCard Inbound file is staged and loaded into Cardinal as a batch process and does not need to be
manually processed.

If the process is interrupted due to errors, the PCard Administrator corrects the errors. The batch process
is then run again once the errors have been corrected.

PCard Statement Errors
Navigate using the following path to view errors (if any):

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

Favavrtes MainvMenu > Purchvasing > Pracuremventcards > Pmcesssgtements > Correct Errors

Home | Workist | AddtoFavortes | Signou

I New Window @Help BCUEIGWILEF'EQE B—jm‘lp
Correct Errors

[l pisplay Unmasked Card Number

List of staged rows with errors Customize | Find | view 7| B | 3 First T 147 0147 ) Lot

Stage Error Card Issuerv *Card Number EmplID  Name

1 Account IssPa G [rrereemnen 820N ~
2| Account IssPo @, [ 2001
3 Account [EELT @, [ 2200
4/ Account [T @, [ 2100
5/ Account IssPo Q[ 2001
6 Account [T @, [ 2200
7 Account [EEED @, [ 220N
8 Account [issPo @, [ 820N

The Correct Errors page displays.

Note: Files are uploaded each day and can be viewed at any time. Each PCard Administrator should
regularly view files to ensure that there are no errors and to avoid any delay in vouchers at the end of the
monthly billing cycle.

If errors are found, the District PCard District/Division Administrator makes the adjustment. The most
common error is no employee name listed for a PCard number. Complete the steps under the Setting Up
PCard Holders (Users) section to fix this error.

The error will be corrected in Cardinal when the Batch Processor runs the Daily Statement Load process.
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Voucher Load

The PCard Load Voucher Stage 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. If errors occur from the initial PCard Load Voucher Stage process, the process will need
to be run again.

Note: The Agency must make full payment to the Card Issuer for all transactions in the billing cycle,
whether transactions are approved or not. Failure to meet the timeline will result in a charge to the
Agency Suspense Account and is not permissible.

If this occurs, notification to the Procurement System Administrator, Agency PCard Administrator,
ASD/ADA, Fiscal/ADA and affected Accounting Manager is necessary and the Load Voucher Stage
process must be run again. 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 then adjusts the Voucher per AP/Fiscal

policy.

Strict adherence to the schedule is essential. All transactions must be processed prior to the Load
Voucher Stage step, which is the last business day of the month.

To avoid delays, the PCard Transaction by Transaction Date query is an excellent tool to review
transactions by District/CO for a billing cycle.

Run the Voucher Load Process:
1 Navigate using the following path:
Main Menu > Purchasing > Procurement Cards > Process Statements > Load Voucher Stage

2 Look up a previously used Run Control ID:

a. Enter that value in the Run Control ID field

b. Click the Search button

c. Selecting the appropriate Run Control ID.
3 To create a new Run Control ID:

a. Click the Add a New Value tab

b. Enter a value into the Run Control ID field

c. Click the Add button.
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Favovrites Main vMenu > Purch'asinQ > Procuremgnt Cards > Process Sgatements > Load Voucher Stage
Load Voucher Stage
Run Control ID:  VISADist1 Report Manager Process Monitor I‘l., Run I
*SetiD: 50100 Q|
*Card Issuer: |BAVI1 Q|
AP Business Unit: 50100
*Billing Date: [0711512011 Q
*Create Vouchers: | By Business Unit .Vl
Business Unit: [—C‘K
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

4 The Load Voucher Stage page appears.

5 Ata minimum, ensure that values are entered in the required fields:
a. SetlD
b. Card Issuer
c. Billing Date

6 Click the Run button.
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PCard Administration

T

Favg‘rtes Ma'nvMenu > Purchvasing > Procuremgnt Cards > Process Sgtements > Load Voucher Stage

Process Scheduler Request

User ID: V_SUPER_PR Run Control ID: 07PR0701M

Server Name: = Run Date: |09/ 1972011 B

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

Time Zone: [ Q,

Select Description Process Name Process Type Type *Format Distribution
ProCard Load Voucher Stage PO_CCVCHRSTG  Application Engine | Web vl [TXT v‘ Distribution

5] e

7 Ensure the PCard Load Voucher Stage process is selected.

8 Click the OK button.

Favarites Main Menu > Purchvasing »  Procure ms.nt Cards > Process St@teme nts > Load Voucher Stage
Load Voucher Stage
Run Control ID:  Pro_Card Report Manager m .~ Run
I Process Instance:1421928|
*SetlD: 50100 @,
*Card Issuer: ’W%
AP Business Unit: 50100
*Billing Date: 07152013 @,
*Create Vouchers: | By Business Unit =l
Business Unit: liqh
Invoice Number: ,7 (Process Instance will be used when blank)
Max Voucher Lines: ’750
" Approved Status " Any Status Except Closed
& Valid Budget Status " Any Budget Status
& Valid Chartfield Status " Any Chartfield Status
[ save b Aa| 2] Updatorispiay |

9 Write down the Process Instance number.

10 Click the Process Monitor link.
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Favortes | Main Menu > PurdLasing > Pmcuremvent Cards > Process Sliatements > Load Voucher Stage

&
View Process Request For
User ID: \V_SUPER_PRA, Type: | | v Refresh
Server: ¥ | Name: @, Instance: | to |
un Distrbuton [ Save On Refresh
Status: Status:
Process List customize | Find | View A1 B3 | % rirs 7 450 or 96 I Last
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status %&}a’fm Details
157531 Application Engine PO_CCVCHRSTG V_SUPER_PR 0919/2011 9:20:40AM EDT ISuccess Posted IDetaiIs
156465 Application Engine V_PRES0_INT V_SUPER_PR 0915/2011 10:30:46AM EOT Success Posted Details
156464 Application Engine V_PRG50_INT V_SUPER_PR 0915/2011 10:28:24AM EDT Success Posted Details

11 The process runs until the Run Status displays Success and the Distribution Status displays
Posted.

PO From PCard Extract

This process sends PCard transaction data to eVA for PO processing (i.e., RO1). The extract runs as a
batch process and does not need to be manually processed. The following steps show the process (if
manually performed):

1 Navigate using the following path:

Main Menu > Cardinal Interfaces > PR Interfaces > PO from PCard Data Extract

Favt;rites- Main!Menu ¥ CardinalEterfaces ¥ PR Intgrfaces ¥ PO from P-Card Data Extract

PO from P-Card Data Extract

Find an Existing Value Add a New Value

Run Control ID: | 07PROTO01C

Add

Find an Existing Value | Add a New Value

2 The PO from PCard Data Extract page appears.

Page 18 of 24 Rev 3/21/2014



?ACARD'NAH Procurement Job Aid
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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

Run Contrel 1ID:  07PROT01C Heport lianagef  Process Monitor Run

Interface Request Parameters

Business Unit|50100 (@, ® Days From 120
Budget Year | 2011@, © Transaction Number |

3 Look up a previously used Run Control ID:
a. Enter that value in the Run Control ID field
b. Click the Search button
c. Select the appropriate Run Control ID.

4 To create a new Run Control ID:
a. Click the Add a New Value tab
b. Enter a value into the Run Control ID field
c. Click the Add button.

5 Onthe PO PCard Data Extract page, enter values for the Business Unit, Budget Year, and Days
From field.

6 Click the Run button.
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Favorites =~ Main Menu » Cardinal Interfaces » PR Interfaces » PO from P-Card Data Extract
x> H x> > >

Process Scheduler Request

User ID: V_PR_BATCH_PROCESSOR Run Control ID: 07PROT01C

Server Name: \:\ Run Date: 71202011 1
Recurrence: [ -] Runtime: [436:18PM | Reset to Current Date/Time
Q

Time Zone:

Process List
Select Description Process Name Process Type *Type *Format Distribution
PR650 - P-Card data extract V_PRB50_INT Application Engine Web * TXT = Distribution

o] o

7 Select the PR650 PCard Data Extract process.

8 Click the OK button.

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

PRB50 - PCard Extract

PO P-Card Data Extract

Run Control ID:  07PROT0IC Report Manager  Process Monitor

I Process Instance:MUUEBI

Interface Request Parameters
Business Unit|50100 @, © Days From 120

Budget Year | 2011@, © Transaction Number |

9 Take note of the Process Name.

10 Click the Process Monitor link.
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Favorites  Main Menu » Cardinal Interfaces  » PR Interfaces » PO from P-Card Data Extract
E x = x

View Process Request For

User ID: |V_PR_BATCH 2, Type: * Last v 1 Days - . Refiesh |

Server: * Name: liQ Instance: ‘ to |

Run . Distribution . Save On Refresh

Status: Status:

Process List Cusiomize | Find | View & | ¥ | % First K 1420112 O Last
3@@ Seq. Process Type Process Name User Run Date/Time Run Status m“m" Details
[ ] Application Engine V_PRBS0_INT ~ V_PR_BATCH_PROCESSOR 07/21/2011 10:16:47AM EDT Success Posted
[] 140060 Application Engine V_PRES0_INT ~ V_PR_BATCH_PROCESSOR 07/21/2011 9:52:33AM EDT Success Posted Details
[ 139876 Application Engine V_PRES0_INT  V_PR_BATCH_PROCESSOR 07/20/2011 5:27:23PM EDT Success Posted Details
[ 139843 Aplication Engine V PREA0 INT 'V PR BATCH PROCESSOR (7/20/2011 4:58-51PM EDT Siceess Posted Details

11 The process runs until the Run Status displays Success and the Distribution Status displays

Posted.
12 Click the Details link.

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

View Log/Trace

Report ID: 79858 Process Instance: 140068 Message Log
Name: V_PRB50_INT Process Type: Application Engine
Run Status: Success

PRE50 - P-Card data extract

Distribution Details
07/28/2011

Distribution Node:  finsit Expiration Date:
File List
File Size es Datetime Created

ﬁ_PRGEU INT_140068 log 157 07/21/2011 10:17:15. 714276 AM EDT
07/21/2011 10:17:16.714276AM EDT |
PR650.log 214 07/21/2011 10:17:15.714276AM EDT

Distribute To

Distribution 1D Type *Distribution ID

User V_ PR _BATCH PROCESSOR

13 Click the View Log/Trace link.

14 The .DAT file is completed and available for view.
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PCard Transaction View and Management:

Users that have been given proxy access can view and manage transactions, specific to the PCard

Holders they proxy.

Note: There are multiple search criteria to use. For example, you can search for all transactions that have

not been approved.

Navigate using the following path:

Main Menu > Purchasing > Procurement Cards > Reconcile Statement

Favorites : Main Menu > Purchasing » Procurement Cards » Reconcile » Reconcie Statement
E - -

- - -

Reconcile Statement Search

Role Name: | V|
Employee 1D: @

Name: Q
Card Issuer: "|

Transaction Number:

|
Card Number: |
|
|

Merchant:
Sequence Number: ’7
Line Number:
Billing Date: Q,
Statement Status: b -I
Budget Status: b’
Chartfield Status:
Transaction Date: &
Charge Type:
Posted Date: B
Search

2 The Reconcile Statement Search page appears.

3 Select the desired value from the Statement Status drop down menu.
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Favorites : Main Menu » Purchasing » Procurement Cards » Reconcile » Reconcie Statement
- i - - - -
DDispIayUnmaskedCardNumber
l= Run Budget Validation on Save
| Customize | Find | View 100 | B |
Employee Name EliL Card Number~ Trans Date Merchant *Status~ ETT Currer
Issuers Amount
1 BROWN,PAULA B BAVID semssesgq56 0BI0B/2011 CAlEAL 150.00 USD
- *ANMERICANPLA age :
[ - AT
2 [0 BROWNPAULAB BAVID ik h <151 06/08/2011 m% Staged - 153.86 USD
3 [0 BROWNPAULAB BAVID RS 166 06/0712011 W Staged w 27952 UsD
WARDS BUSINESS
4/ [0 SEWARD REISAG BAVID FEE 3340 06/08/2011 W Staged w 116.19|USD
THE
5 [ PERFATER,CYNTHIAS BAVID ek 34 06/08/2011 W Staged - 400.00 USD
g SCIA
6 [ PERFATER,CYNTHIAS BAVID FEE 341 06/08/2011 EECHERM Staged w 450.44 USD
FOTTOT KIDD TIRE &
7 [0 BROWMNCLAREMCER BAWVI1 7548 07/06/2011 MUD0025122 Staged w -318.23/USD
2 [0 BROWMNCLAREMCER BAVI1 TR T 548 07/06/2011 %2 Staged w 132.99 USD
FOTTOT KIDD TIRE &
9 [ BROWMNCLAREMCER BAVI1 7548 07/06/2011 MUDD025122 Staged A 185.24 USD
<4 | LA
Select All O clearan Stage ] Verify ] Approve ] Validate Budget

4  All staged transactions are displayed and available for view, verification, approval and budget
checking.

a. To view a transaction, review the information in each column. Click on the merchant’s name
in the Merchant column for more information.

b. To verify a transaction, select Verified from the dropdown menu in the Status column and
click the Save button.

c. To approve a transaction, select Approved from the dropdown menu in the Status column
and click the Save button.

d. To budget check a transaction, chose the desired transaction(s) by selecting the checkbox
next to the employee’s name, select the Run Budget Validation on Save checkbox, and
click the Save button.

5 Select any or all transactions to view or manage.
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Favorites Main Menu > Purchasing » Procurement Cards : Reconcle » Reconcie Statement
DDispIay Unmasked Card Number
[JRun Budget Validation on Save
Bank Statement Customize | Find | View 100 | B | 5 First B 1.9 of 448 IV ast
Tranzaction
Reference Description g!lti:g Ariicl)li.lnngt Currency ;;:paid Ri;%l:; C:ur:gti; d
1 | 06/15/2011 150.00 USD
2 [oooo0o00000000000 06/15/2011 153.86 USD [ ooo
3 | 06152011 279.52/USD 0.00
4 | 061512011 116.19 USD [ 000
5 | 06/15/2011 400.00 USD [ ooo
68432761 | 06152011 46044 USD 0.00
7 [00000000000000000 07M5/2011 -318.22 USD [ 000
8 |UUUDDDDDDUDDDDDDU 07152011 13299 UsD 0.00
9 |UUUDDDDDDUDDDDDDU 07152011 185.24 USD 0.00
Select All O Clear All Stage Verify Approve Walidate Budget
Search Purchase Details Split Line Distribution Template

6 Click the Billing tab to view transaction description and billing information. If the item is in dispute,
enter the disputed amount here.

7  Click the Save button and follow up with the merchant.
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