?;—ACARD'NALW Procurement Job Aid

Reconcile PCard Transactions

About Reconciling PCard Transactions:

In order to comply with Fiscal policy and to make payment to the PCard Vendor for monthly activity, each
PCard holder must reconcile their transactions per the Agency PCard requirements and CAAP Manual.
Every day, transactions are loaded into Cardinal from the PCard Vendor in a “Staged” status. The PCard
holder can access those transactions by their name. Administrators can access transactions for all of their
assigned users. Transactions are verified for accuracy and additional data is entered to include budget
distributions, descriptions, vendor ID and eVA PO status. Once “Verified”, the transactions will transmit to
the Supervisor for approval.

eVA PO Type Page 2
PCard Merchant and Vendor ID Matching Page 3
Reconcile Statement Pages 4 - 8
eVA PO Type Examples Page 9
oTC Page 9
EPO Pages 10 - 11
EVP Pages 11 - 13
RO1 Pages 13- 15
X02 Page 16
Split Line Pages 17 - 22

As a PCard holder, you are aware of Agency purchasing requirements and what
type of purchase or payment transaction you are reconciling. Some of your
transactions may be related to an existing Purchase Order or may be exempt from
Purchase Order. Some transactions may have been made “over the counter” (OTC).

Cardinal defaults all transactions to OTC.
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Reconcile PCard Transactions

eVA PO Type

Select one of the following values:

E01 [Emracy Bill Vendoé

TEP0 [Caisting PO
EVP [eVA Purchase Order

INV [PCard Payment of Invoice
[EP " [Inteqrated Supply Sew Prog
LLOTC [Over The Counter VA Exempt|[]
[P01 [Proprietary Bill Vendor
o7 TRoutine Emvendor

[S01 [Sole SrcBill Vendor |
[VET | [Emrgcy VITA Bill Vendaor

[VP1 [Proprietary VITA Bill Vendor
[VR1 [Routine VITA Bill Vendor

[VS1 [Sole Src VITA Bill Vendor

I X02 [Excluded Per APSPM

Cancel

The typical categories used for PCard transactions are shown.

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

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

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

e RO1 is used to generate a confirming Purchase Order in eVA and sent to the
Merchant.

e XO02 is used when the transaction is exempt from a Purchase Order, per the
APSPM.

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

PCard Merchant and Vendor ID Matching

PCard transaction data and Merchant names are loaded into Cardinal from the PCard Vendor file. In

order to properly reconcile the PCard statement and to capture SWAM and related spending, the
merchants need to be set up as “Preferred Vendors” in Cardinal.

R o

Purchase Details

Line: k}

City: BRENTWOOD

State: N

Country: USA
i

*Business Unit: 50100 ‘@, original PO: eVA PO Type: OTC @, Over The Counter eVA Exempt
POID: Q eVA Order Method: Y
a eVA Interfaced: NSEV @,

PO Line: A VA Ditm:

PO Sched: @ CancelIn eVA?: T

Address Sequence Nbr: @

When reconciling a transaction and on the Purchase Details page you do not find the
Vendor ID populated, the Merchant name shown is not matched to a Vendor ID in Cardinal
as a Preferred Vendor. To set the Merchant to a preferred vendor status, contact your
PCard Administrator and provide the Merchant Name and Vendor ID that should be used.

See: PCard Merchant to Preferred Vendor Set-Up Jobaid.

Reconcile Statement

Purchase Details

Line:

Merchant: SAFETY KLEEN SYSTEWMS BRAN

City: 972-2652000

State: ™

Country: UsA
o

*Business Unit: 50100 @, Original PO: eVA PO Type:
POID: @, eVA Order Method:
a eVA Interfaced:

PO Line: A eVA DItm:

PO Sched: @ CancelInevA?: [T
Vendor ID: [lo000015418 @, Safety-Kleen Systems Inc |
Address Sequence Nbr: O,

NSEV @,

OTC @, Over The Counter eVA Exempt
@

When you see the Vendor ID populated, the Merchant name shown is matched to a Vendor ID in
Cardinal, as a Preferred Vendor.

If the transaction is related to a Purchase Order and is not OTC, a Vendor ID is required. If the field
is blank, use the look-up icon to search for the related vendor.

In the event a Vendor name is not found in Cardinal, retain the eVA PO Type as OTC and document
the transaction details in the Comments field. ASD must be notified for eVA Dashboard reporting.

Page 3 of 22

03/06/2015



|?,,‘CARDINAE |

Procurement Job Aid

Reconcile Statement:

The following steps apply to all transactions.

Reconcile PCard Transactions

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

|40 CARDINAL

Favn'ltes Mam'Menu > Purchasing » Procurement Cards > Reconcle » Recondle Statement

Reconcile Statement Search

|

Role Name: I
Employee ID:

Name:

ol
H

Card Issuer:

Card Number:

Transaction Number:

Merchant:
Sequence Number:
Line Number:
Billing Date:
Statement Status:
Budget Status:
Chartfield Status:

Transaction Date:
Charge Type:
Posted Date:

Cancel

Home | Workist | AddtoFavories | Signout

£ New Window @Help E{CuslumwzePage = http

1 Select PCard holder Name and Statement Status. Select Staged
2 Click OK

Procurement Card Transactions
Empl ID: 1200 Hame:
I™ Display Unmasked Card Humber
™ Run Budget Validation on Save
Custorize | Find | View 41| 1
= CardHumber  ""ANS DAt e chant *Status Transaction ¢, ey
Issuer - Amount
1| [T BAVIR e 4407 | 12M9/2014 AGP*PROPANE SERVICES Staged hd 927.99|USD B O E
ZAV\E “““““““ 4407 | 1219/2014 THE SUPPLY ROOM AOPD Staged hd 27068 USD % O E
3| [T BAvig  meewwemanene, 4407 | 12M8/2014 REC"KUBRAEZPFEE Staged - 34070 USD % Q E
4| [T BAWIg  rereee 4407 121812014 |Washington Gas-VA Staged - 107.32|USD B O E
5| [T BAVIE  |rrermoe, 4407 121812014 |PITNEY BOWES CREDIT Staged hd 171.00/USD B o E
6 [T BAvig e 4407 121812014 | SHENANDOAH VALLEY E Staged > 211516/ USD B o E
7| [T BAvig  meewwemanems, 4407 | 1218/2014 PITNEY BOWES CREDIT Staged - 50.00 USD % Q E
| | B
Salect All O Clear All Stage Verify Approve Validate Budget
Search Purchase Details Split Line Distribution Template

Transaction(s) listing are displayed.

Select (check) transaction

display on the PCard Monthly Statement query.
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Reconcile PCard Transactions

Reconcile Statement
Purchase Details

Line: 3

Merchant: THE SUPPLY ROONM AOPD
City: 804-4121200

State: VA

Country: USA

~ Purchase Order
*Business Unit: 50100 @, Original PO: eVA PO Type: | OTC @, Over The Counter eVA Exempt |

POID: [ % eVAOrder Method: | @
eVA Interfaced: NSEV @,

PO Line: @, VA Dttm:

PO Sched: ey Cancelln eVAZ: T

Vendor ID: 0000029863 @, THE SUPPLY ROOM COMPANIES

Address Sequence Hbr: @

Ship To: [ S
ftem ID: [
Category: liq
Vendor ltem: ’7

*Quantity: 1.0000
“UOM: [ZNEN

Unit Price: 11305000 ygp

I¥ Tax Paid I¥ Bill Includes Tax if Applied Transaction Amount: 113.08
Sales/Use Tax Category Search View Hierarchy PO Pick List

Cancel Refresh

5 Select the appropriate eVA PO Type.
See eVA PO Type examples on pages 9 — 16 for detailed information.

6 Verify or Edit the populated information and Click OK.

Procurement Card Transactions

Empl ID: 200 Name:
r Display Unmasked Card Number
™ Run Budget Validation on Save

Customize | Find | View 21| BV B Fist T 7007 ) Lot

Transaction | [J:I0F}

(€ CardNumber  |1TanSDate o opong *Status W= e

Issuer 5 Amount
1 T |BAVIS [, 4407 |1219/2014 AGP*PROPANE SERVICES Staged s 927.99/USD F@' O E
2 [v BAvig  remememes 4407 12192014 THE SUPPLY ROOL AOPD Staged s 270.69 USD F% Q E

7 Click on the Billing tab.

R S

Procurement Card Transactions

Empl ID: 00567731200 Name: ATKINS, CAROLINE M
I™ Display Unmasked Card Number
™ Run Budget Validation on Save

Customize | Find | view 41| B | #First

Transaction

Billing Prepaid Dispute Credit
Reference Description Billing Date Amount CUTTENEY 2 At Colloeted
1 01M15i2015 927.99 USD 0.00 w
2 Office Supplies a1KXXwasnn\ 01152015 27089 USD 0.00 '}
[—

8 Enter Description of items purchased.
This will display on the Monthly PCard Statement query.

9 Click back on the Transaction tab.
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Reconcile PCard Transactions

R Py

Procurement Card Transactions

Empl ID: 200 Name:
I™ Display Unmasked Card Number
™ Run Budget Validation on Save

Trans Date

Customize | Find | View Al B | 8 Frst B 47057 1 Last

Card Number Merchant *Status Transaction | ey Eudget

Amount Status
1 [ s, 4407 1219/2014 | AGP*PROPANE SERVICES Staged - 927.99/USD B O B valid
2 [ weesmergA07 0 42419/2014 | THE SUPPLY ROOM AOPD Staged 2 270.69|USD %@E; Valid
3| [O [preerreo 4407 1218/2014 REC*KUBRAEZPFEE Staged - 340.70/USD B O @Val\d
4 [T e, 4407 | 1218/2014 | Washington Gas-VA Staged 2 107.32|UsSD B o E‘; Valid
10 Click on the Comments icon.
R P
Line Comments
Line: 4 Description:
Reference:
Comments: Status: [Reive j =]
Office Supplies for District Admin Office. See DOX)00((12 \ @

Associated Document
Attachment: Aftach View Delete

Cancel Refresh

11 Enter a Comment that clearly identifies the transaction for all to understand. If necessary or as

required, you may enter multiple comments and attach associated
required documents (vendor quote, receipt, etc.)

12 Click OK.

documents; i.e. procurement

Procurement Card Transactions

Empl ID: 200 Name:
r Display Unmasked Card Number
™ Run Budget Validation on Save

Custorize | Find | View A1 ] B rst £ 4.7 0f7 I Last

Card Number I"‘”‘ Date  perchant *Status m’::':;l‘:'; Currency 2:;5:'
q) T e, 4407 | 12/19/2014 AGP*PROPANE SERVICES Staged hd 927.99 USD F@' O E&, Valid
2| [ [meeeesans 4407 | 1219(2014 |THE SUPPLY ROOM AOPD Staged - 27069 USD B & alm
3| [0 [rereeeress 4407 | 12/18/2014 REC*KUBRAEZPFEE Staged hd 34070 USD F@' O E&, Valid

13 Click the Distribution icon.
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Reconcile PCard Transactions

Account Distribution

Line: 1 PO Qty: 1.0000 Uom: EA

Billing Date: 0115/2015 Billing Amount: 437710 USD Unit Price: 4377.10000

SpeedChart: \ @ Transaction Unit Price: 4377.10000 “Distribute By: Amount =

Details/Tax || Statuses

Dist  Percent  Amount Currency “GLUnit  *Account Fund Program Department Cost Center Task FIPS
1[100.000¢ [ 437710 |UsD 50100, (5012550 @y [04100Qy [s90001 @y [10167 @, [11152000 @, @, q

4 | |

Cancel  Refresh

14 Enter a valid distribution code (Cost Center or Project).

15 Click OK

Procurement Card Transactions
Empl ID: 200 Name:
I™ Display Unmasked Card Number
" Run Budget Validation on Save
Trans Date L, Transaction Budget  Chartfield
. Merchant Status Amount CUTTERCY e o Redistr
1/1219/2014 AGP*PROPANE SERVICES Staged L2 927.99 USD B O E{{ Valid Recycled No
2/12119/2014 | THE SUPPLY ROOM ADPD Staged - 270,69 USD B e Valid Yes
311211872014 REC*KUBRAEZPFEE Staged - 34070 USD B O 5 vald Recycled No
4/1218/2014 Washington Gas-VA Staged - 107.32 USD E‘;_’. O E‘: Valid Recycled No
5/1218/2014 PITNEY BOWES CREDIT Staged - 171.00 USD B O E&, Valid Recycled No
6/12118/2014 SHENANDOAH VALLEYE Staged - 211516 USD B E?, Valid Recycled No
7|1218/12014 PITNEY BOWES CREDIT Staged 2 50.00 USD B o Eﬁ Valid Recycled No
u | i
Select Al O clearan [ Stage Verify Approve
Search Purchase Details SplitLine Distribution Template

Budget status changes to Not Chk’d
16 Click on the Validate Budget button.

Transaction line must be checked to validate budget. You may check more than one line when
validating budget.
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Reconcile PCard Transactions

Procurement Card Transactions

Empl ID:
Card Humber:

200

v )

Name:
Card Provider:

BAVIB

™ Run Budget Validation on Save

1B

Customize | Find | View Al First B 1.70f7 I3 Last

Trans Date o Transaction Budget Chartfield
g Merchant Status Amount _ CUTTENCY e e
1 [T 12M9/2014 AGP*PROPANE SERVICES Staged - 927.99 USD B O @Valid Recycled N
2/ [C 1211912014 THE SUPPLY ROOM AOPD Staged .2 270.69 USD B @ E‘; Valid Valid i
3 [ 12182014 REC’KUBRAEZPFEE Staged - 34070 USD B O 5 valid Recycled N
Budget status changes to Valid.
Procurement Card Transactions
Empl ID: 200 Name:
Card Number: i [0 Card Provider: BAVIZ

I Run Budget Validation on Save

Refresh

g — e = i
1| [ 12182014 |AGP*PROPANE SERVICES E - | 927.99 USD B O B vaid Recycled N
2 [ 12/19/2014 THE SUPFLY ROOM AOPD [veiiea 5] or069usD [ @ ERvaid  vaid ¥
3 [T 12182014 |REC'KUBRAEZPFEE [stages 5] 34070 USD B QO Rvaid  Regded N
4| ™ 12182014 |Washington Gas-A | 107.32/USD B Bvaid  Regded N
5/ [~ 12/18/2014 |PITNEY BOWES CREDIT [Sacec =] 171.00/USD B O B vaid Recycled N
§| [ 12182014 | SHENANDOAH VALLEY E [stagss 5] 211545usD B O [Rvaid  Recyled N
7/ [ 12182014 |PITNEY BOWES CREDIT [stages 5] 5000 USD B QO Rvaid  Regded N
| | i
Select All ] Clear All Stage Verify Approve Validate Budget
Search Purchase Details SplitLine Distribution Template

17 Change status to Verified.

18 Click on Save.

When the search page is refreshed, the transaction will drop from your list. Verified transactions will
populate onto the Supervisor's Pagelet for approval action.
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eVA PO Type Examples:

* OTC (Over the Counter)

Reconcile PCard Transactions

Reconcile Statement
Procurement Card Transactions
Empl ID: Name:
Card Number: ~ wesesmsnae =~ Card Provider: BAVIB
I~ Run Budget Validation on Save
Biling
TransDate e rchant *Status Transaction |o oy
v Amount
1 [T 12/232014 INTEGRATED MGMT RESOURCE | Staged - 156224 USD B
2| [T 121232014 PBI*LeasedEquipment Staged - 126.00 USD F@' Q
22312014 FRAZIER QUARRYINC Staged - 4,377.10 USD B O
4/ [T 12/23i2014 Dixie Gas and Oil Con Staged - 267.15 USD B Q
4 |
¥ SelectAll Clear All Stage Verify Approve
Search Split Line Distribution Template

Budget
Status

2 Valid
%3 Valid
%3 Valid

A
153 Valid

Validate Budget

L n
Chartfield
Status
Recycled N
Recycled N
Recycled N
Recycled N

K

19 Check a transaction to be reconciled.

20 Click on the Purchase Details hyperlink. If you do not click into the hyperlink, the eVA PO Type will

not display on the PCard Monthly Statement query.

Reconcile Statement

Purchase Details

Line: 1

Merchant: FRAZIER QUARRY INC
City: 540-434-6192

State: VA

Country: UsA
[+

*Business Unit: 50100
POID: @,
OA

OJ

PO Line:
PO Sched:

@ Original PO:

eVA PO Type:

eVA Order Method:
eVAInterfaced:
eVA Dttm:

Cancel InevA?: [T

Vendor ID:

OA

Address Sequence Nbr:

Ship To:
Item 1D:
Category:
Vendor ltem:
*Quantity:
*UOM:

Unit Price:

I¥ Tax Paid
Sales/Use Tax

Cancel

Cateqory Search

Refresh

1.0000

[¥ Bill Includes Tax if Applied

o

4377100000 ygp

Transaction Amount:

View Hierarchy

|0TC @, Over The Counter eVA Exempt |

OA
NSEV @,

437710
PO PickList

Transaction line details are displayed.

eVA PO Type defaults as OTC (Over the Counter). In this case, you also see that the Vendor ID is
not displayed. If this is accurate as shown, no additional details are required.

21 Click OK.
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* EPO (Existing Purchase Order)

Reconcile PCard Transactions

Reconcile Statement
Procurement Card Transactions
Empl ID: 800 Name:
Card Humber: s L 1=VA Card Provider: BAVIS
™ Run Budget Validation on Save
.‘ sac .‘ Billng
Trans Date la Transaction Budget Chartfield
5 Merchant ‘Status —t Currency Status Status R
1 [ 1212612014 GUY BROWN PD IN#825590 Staged - 34.86 USD B & 5 vaid Valid Y
2 [T 1212312014 GUY BROWN PD IN#821991 Staged - 8188 USD B o E‘g Valid Recycled N
3| [0 1212312014 |GUY BROWN PD [N#821498 Staged - 250.25 UsD B O EZ Valid Recycled N
4 [ 12192014 VADEPT OF CORRECTIONALE  [Staged - 1375 USD B O 5 vald Recycled N
512/19/2014 LAKE RIDGE NURSERY Staged - 800.00 USD B O E‘g Valid Recycled N
il | i
Select All D Clear All Stage Verify Approve Validate Budget
Search SplitLine Distribution Template

22 Select the transaction related to an existing purchase order.

23 Click on the Purchase Details hyperlink.

Reconcile Statement
Purchase Details
Line: 1
Merchant: LAKE RIDGE NURSERY
City: 703-5900178
State: VA
Country: USA 12214
Purchase Orde
*Business Unit: 50100 @, original PO: N €VA PO Type: EPO_ @ EsistingPO
oD o001 109604 @, eVAOrderMethod:  |URL &
- eVA Interfaced: NSEV @,
PO Line: 19, VA Dttm:
PO Sched: 1@, CancelIn eVAZ: T
Vendor ID: 0000070737 @, | Lakeridge Nursery Inc
12160 lvaketa Ct
Address Sequence Hbr: 3@,
VADD075130
| VA 20112-8652
Ship To: [novaTFO a novatro
tem ID: 5956534135 @] CREPE MYRTLE , DARK RED (LAGER
Category: \ @
Vendor item:
*Quantity: 1.0000
*UOM: EA (@
Unit Price: 800.00000 (g
[ Tax Paid [¥ Bill Includes Tax if Applied Transaction Amount: 800.00
laintenance WO
Sales/Use Tax Category Search View Hierarchy O Pick List
Cancel Refresh

24 Change eVA PO Type to EPO as shown.

25

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.
26 Click OK.
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Reconcile PCard Transactions

First Kl 15015 1 Last

R o ©
Procurement Card Transactions
Empl ID: 200 Name:
Card Number: e %bYe Card Provider: BAVI9
™ Run Budget Validation on Save
Customize | Find | View 41 |
Trans Date N Transaction Budg
e Merchant ‘Status Amount  CUTrEncy staty
1 [T 12026/2014 |GUY BROWN PD IN#825590 Staged - 34.86 USD B @ B vaid
2 [T 1272312014 GUY BROWN PD IN#821991 Staged - 81.88 USD B O @. Valid
3 [T 1212312014 | GUY BROWN PD IN#821498 Staged - 250.25 USD B O 5 vaid
4 [T 121912014 VADEPT OF CORRECTIONALE |Staged - 13.75 USD B 5 vaid
5 [ 12119/2014 |LAKE RIDGE NURSERY Staged - 800.00 USD
‘
Select All ] Clear All Stage. Verify Approve Vali
Purchase Details Split Line Distribution Template

et Chartfield

H Status
Valid y
Recycled N
Recycled N
Recycled N
Recycled N

Il
date Budget

* Transaction is ready for Billing (Transaction Description), Comments and Budget distribution charges.

* EVP (eVA Purchase Order/DO)

Procurement Card Transactions

Empl ID:
Card Humber:
™ Run Budget Validation on Save

Hame:
Card Provider:

5700

sessng]

BAVIB

Customize | Find | View All|

(42012 3 1ast

First

Transaction

Budget

Trans Date N
- Merchant Status [ Currency Status Status R
1 [ 12424/2014 Dixie Gas and Oil Corp Staged A 76.98 USD F% Q E{ Valid Recycled N
219i2014 |VIE-PRODUCTS Staged s 40.25 UsD B o E; Valid Recycled N
2| | |
Select All @ Clear All Stage Verify Approve Validate Budget
Search SplitLine Distribution Template

Chartfield

27 Select transaction.

28 Click on the Purchase Details hyperlink.
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Reconcile PCard Transactions

Purchase Details

Line: 2

Merchant: VIB-PRODUCTS
City: 043-2955168
State: VA

Country: UsA

v Purchase Order
*Business Unit: 50100 @, original PO: N €VA PO Type: EVP_Q, eVAPurchase Order

P0ID: T oVA Order Method: ~ |PRNT 2,
eVA Interfaced: ’@Q
PO Line: @ VA Dttm:
PO Sched: & CancelIneVaz: T
Vendor ID: I -
Address Sequence Hbr: ’_Q
Ship To: ’70\
Item ID: [
Category: @
Vendor tem: ’7
*Quantity: ,W
oM [EN:N
Unit Price: 40.250000 )5p
I¥ Tax Paid [ Bill Includes Tax if Applied Transaction Amount: 40.25
SalesiUse Tax Category Search View Hierarchy BO Pick List

Cancel Refresh

29 Change eVA PO Type to EVP as shown. No other information is required.
30 Click OK.

Procurement Card Transactions

Empl ID: 700 Name:
Card Number: ~ wwmesmss ngi (Card Provider: BAVIB
I™ Run Budget Validation on Save

Customize | Eind | View 21| B | B Frat K g2 012 O Lost

Trans Date o Transaction Budget Chartfield
£ Merchant ‘Status Amount CUTTENCY Srim e
1 [ 12/24/2014 Dixie Gas and Qil Corp Staged d 76.98 USD %‘ O E& Valid Recycled N
2 [ 1211912014 VIB-PRODUCTS Staged - 4025 USD %Eﬁ Valid Recycled N
4 | B
Select All o Clear All I Stage . Verify Approve . Validate Budget
Search Eurchase Details SplitLine Distribution Template

31 Click on the Comments icon.

Line Comments

Line: 2 Description:
Reference:
Comments: Status: Aclive - =

DOXXC(X123 for Writing instruments for ADMIN @@

Associated Document
Attachment: Attach View, Delete:

_ Cancel | Refresh

32 Enter the DO # and any additional comments. You may attach associated documents if needed.

33 Click OK.
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Reconcile PCard Transactions

R ila

Procurement Card Transactions
Empl ID: 700

g

Name:

Card Number:
™ Run Budget Validation on Save

Card Provider:

BAVIS

Trans Date

Transaction Budget Chartfield

- Merchant *Status [ Currency Status Status R
1 [T 122412014 Dixie Gas and Qil Corp Staged - 76.98 USD Fg‘ O E& Valid Recycled N
2 ¥ 121912014 VIB-PRODUCTS Staged - 40.25 USD =) Recycled N
4 |
Select All D Clear All Stage Verify Approve Validate Budget ]
Search Eurchase Details Split Line Distribution Template

* Transaction is ready for Billing (Transaction Description) and Budget distribution charges.

* RO1 (Routine Bill Vendor)

Reconcile Statement
Procurement Card Transactions
Empl ID: 1200 Name:
I™ Display Unmasked Card Number
™ Run Budget Validation on Save
Customize | Find | View A1 EY
Cant CardNumber TP DAtE e chant “Status Transaction |0, ooy
Issuer - Amount
1 T |BAVIS e 4407 12M9/2014 | AGP*PROPANE SERVICES Staged e 927.99 USD B R
4407 12(19/2014 | THE SUPPLY ROOW AOPD Staged x 270.69 USD B R
3 [ |BAvI w407 12/18/2014 REC*KUBRAEZPFEE Staged - 340.70 USD B(O§
4/ [T BAVIS TREERSRRA407 | 12(18/2014 | Washington Gas-VA Staged | 107.32 USD F|‘;_’| O 5
5/ [T BAVI3 eesee4407  12118/2014 | PITMEY BOWES CREDIT Staged e 171.00 USD BOE
6| [T |BAVI3 e 4407 12M8/2014 | SHENANDOAH VALLEY E Staged he 211516 USD BOE
7| T |BAVI3 ekesee4407  12118/2014 | PITMEY BOWES CREDIT Staged e 50.00 USD BOE
q | i
Select All D Clear All Stage Verify Approve Validate Budget
Search Split Line Distribution Template

34 Select the transaction.

35 Click on the Purchase Details hyperlink.
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Reconcile PCard Transactions

Purchase Details

Line: 4
Merchant: THE SUPPLY ROOW AQPD

City: 804-4121200

State: VA

Country: USA
5
*Business Unit: 50100 @, original PO: N eVA PO Type:
PO ID: @, eVA Order Method: )

eVA Interfaced: MNSEV @,

PO Line: A &VA Ditm:

PO Sched: @, Cancelln evaz: 7
| vendor i0: 0000029363 @, THE SUPPLY ROOW coW‘

Address Sequence Nbr: @

Ship To: @

Item ID: @

Category: @

Vendor ltem:

*Quantity: 1.0000

*UOM: EA @

Unit Price: 270.69000 ygp

[ Tax Paid I Bill Includes Tax if Applied Transaction Amount: 270.69
Sales/Use Tax Cateqory Search View Hierarchy PO Pick List
| 0K | Cancel Refresh

In this case, the Vendor is shown. That means the Merchant has been matched to the Cardinal
Vendor ID and is a Preferred Vendor. This transaction was for “office supplies” and ordered over the
phone. It is not exempt and must be reported to eVA per the APSPM. A “confirming order” will be sent

to eVA and eVA will forward the order to the vendor.

36 Change eVA PO Type to R0O1, as shown. When using RO1, an Item must be selected.

e

Purchase Details

Line: 104
Merchant: THE SUPPLY ROOW AOPD
City: 804-4121200
State: VA
Country: USA 23041
v
*Business Unit: 50100 @, original PO: N €VA PO Type: RO1 @, Routine Eill Vendor
POID: aQ, eVAOrder Method:  \URL ‘&
eVA Interfaced: NSEV @,
PO Line: @ SVA Dt
PO Sched: @, CancelIn eVAZ: T
Vendor ID: 0000029863 @, THE SUPPLY ROOM CONPANIES
8006 W. BROAD STREET
VA10063805
RICHHOND, VA 23294
Ship To: ABING RSHP @, | sBING RSHP
| Item ID: po77212000 Ojl ACCESSORIES AND SUPPLIES, MICR

37 Enter Address Sequence Nbr.

38 Enter Ship To location.

39 Enter Item ID.
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Procurement Job Aid

Reconcile PCard Transactions

~ Purchase Order

*Business Unit: ’WTQ) Original PO: N eVA PO Type: ,WO! Routine Bill Vendor
POID: e eVAOrderMethod: | JRL_ 2,
eVA Interfaced: ,MQ;
PO Line: @, VA Ditm:
PO Sched: [ & Cancelln evaz 7
Vendor ID: 0000029863 @, THE SUPPLY ROOM COMPANIES
Address SequenceNbr: | 123, S008W. BROAD STREET
VA10063805
RICHMOND, VA 23294
Ship To: [BINGRSHP @ ABNGRSHP
Item ID: 2077212000 @, ACCESSORIES AND SUPPLIES, MICR
Category: ’703
Vendor item: ’7
*Quantity: ’W
“UOM: Er Ja,
Unit Price: 270690000 ygp
I™ Tax Paid I¥ Bill Includes Tax if Applied Transaction Amount: -3.26

» Maintenance WO

Sales/Use Tax PO PickList

Cateqgory Search View Hierarchy

Refresh

Only those Items that are related to the vendor will be available. If none found, clear the Vendor field,

insert the Item ID and re-enter the Vendor ID.

40 Click OK.

Reconcile Statement

Procurement Card Transactions

Empl ID: 200
r Display Unmasked Card Number
™ Run Budget Validation on Save

Hame:

&
Customize | Find | Viev 41| E

CardNumber | TFNSDate |y opont *Status T"":‘m‘“" Currency
- mount
Ll 4407 1211912014  AGF*PROPANE SERVICES Staged - 927,99 USD
2| [T [sresnnens 4407 |12/19/2014 |THE SUPPLY ROOM AQPD Staged - 27060 USD
3| O [ 4407 |12/18/2014 |REC*KUBRAEZPFEE Staged = 340.70/USD
4| [T | 4407 12/18/2014 |Washington Gas-VA Staged hd 107.32 USD

B O R vaid

B O & vaid
B QR vaid

Budget
Status

* Transaction is ready for Billing (Transaction Description) Comments and Budget distribution charges.

* X02 (Excluded per APSPM)
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Reconcile PCard Transactions

r Display Unmasked Card Number
I~ Run Budget Validation on Save

Reconcile S
Procurement Card Transactions
Empl ID: 1200 Name:

Customize | Find | View 211 BV [ B Frat Bl qorg I Lo

Transaction

(i Cardiumber TS Date o chant “Status Currency
Issuer < Amount
1 EAV\E ************ 4407 1211812014 | SHENANDOAH V ELEC-C [sages 5] 325 USD BOE
1| | |
Select All [m] Clear All Stage i Verify Approve Validate Budget ]
Hearch SplitLine Distribution Template

41 Select the transaction.

42 Click on the Purchase Details hyperlink.

R Y

Purchase Details

Line:
Merchant:
City:
State:
Country:

31

SHENANDOAH V ELEC-C

847-471-9511
L
USA

~ Purchase Order

50100 @, originalPO: N

*“Business Unit:

POID: [

PO Line: ’—QA

PO Sched: ey

Vendor ID: ’701
Address Sequence Nbr: ’704

Ship To: @,
tem 1D: T
Category: ’701
Vendor ltem: ’7

*Quantity: 1.0000

“UOM: ENEN

Unit Price: 325000 ysp
¥ Tax Paid ¥ Bill Includes Tax if Applied

Sales/Use Tax Cateqory Search

: Cancel Refresh

eVAPOType:
€VA Order Method: Q
eVA Interfaced: NSEV @,
eVA Dttm:
Cancel IneVA?: 7
Transaction Amount: 325
View Hierarchy PO Pick List

This transaction is specific to the payment of a Utility (electric bill) invoice.

43 Change eVA PO Type, as shown. No additional details are required.

44 Click OK

r Display Unmasked Card Number
™ Run Budget Validation on Save

Transaction | ELLE

Reconcile S
Procurement Card Transactions
Empl ID: 200 Name:

Customize | Find | View A1 B | 8 st U 47007 1 Last

Trans Date lae Transaction Budget

Card Number 5 Merchant ‘Status [ Currency Status
1| O [ 4407 | 12M19/2014 AGP*PROPANE SERVICES Staged hd 927.99|USD B QO 5 vaid
2 [T rewewemane, 4407 | 12M9/2014 THE SUPPLY ROOM AOPD Staged | 27068 USD Valid
3 C *4407 12182014 REC'KUBRAEZPFEE Staged hd 340.70/USD B QO 5 vaid

* Transaction is ready for Billing (Transaction Description) Comments and Budget distribution charges.

SPLIT LINE:
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Reconcile PCard Transactions

Reconcile Statement
Procurement Card Transactions

Empl ID: 3000 Name:
Card Number: ~ wwwsesssmensy 6200 Card Provider: BAVI4

™ Run Budget Validation on Save

B L4 L1
Biling
Trans Date h Transaction Budget Chartfield
. Merchant Status o Currency Status Status R
112/2212014 EBI'LeasedEquipment Staged - 150.00/USD B R vaid Recycled i
] | |
v Select All Clear All Stage Verify Approve Validate Budget
Search Purchase Details SplitLine Distribution Template

45 Select a transaction and click on the Split Line hyperlink.

Reconcile Statement
Split Transaction

Line: 1
Trans Date: 1212212014 Billing Amount: 150.00 USD
Posted Date: 12/23/2014 Reference:
Merchant: PBIFLeasedEquipment
Description:
= o L
Description Transaction Amount Billing Amount Percentage
150.00 150.00 |100.000000 ﬂ
OK Cancel

In this example, you are going to split this amount 50/50 using different Account codes.

46 Click on the + Plus sign to add a row or multiple rows.

Reconcile Statement
Split Transaction

Line: 1
Trans Date: 1212212014 Billing Amount: 150.00 USD
Posted Date: 12/2312014 Reference:
Merchant: PBIFLeasedEquipment
Description:
LS L a
pescription Transaction Amount Billing Amount Percentage
ccount 1 75.00 7500 [ so.ooo000 | [#]|[=]
Account 2 75.00 7500 | so.oooooo] [+ =]

Entering a Percentage or changing the Billing Amount on a line automatically calculates/splits the
transaction amount.

47 Enter a Description and edit Billing Amount or Percentage (as desired) and click OK.

This will display on the Monthly PCard Statement query.
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Reconcile PCard Transactions

Reconcile Statement

Procurement Card Transactions

Empl ID: 000 Name:
Card Number. s 62400 Card Provider: BAVI4
I~ Run Budget Validation on Save
B K L)
Biling
Trans Date A Transaction Budget  Chartfield
. Merchant Status Amount CUTTENCY S T
112/22#2[”4 PBI*LeasedEquipment Staged - 75.00 USD Fé. O _r; Valid Recycled
2| [T 120222014 PBI*LeasedEquipment Staged hd 75.00 USD %‘ O ,u; Valid Recycled
1 I
¥ Selectall Clear All Stage Verify Approve Validate Budget
Search Purchase Details SplitLing Distribution Template

n

N

H

There are now 2 equally split Staged transactions on your list to reconcile.

***¥You must enter all required information into both (all) Split Lines in order to Save and reconcile the
original single transaction.

48 Select the transaction and click on the Purchase Details hyperlink.

Reconcile Statement

Purchase Details

Line: 1

Merchant: PBI*LeasedEquipment
City: 800-732-7222

State: cT

Country: USA
[~

*Business Unit: 50100

POID: Q
PO Line: Q
PO Sched: @,

Address Sequence Nbr: OJ

Item ID:
Category:
Vendor Item:
*Quantity: 1.0000
UOM: EA @,

Unit Price: 75.00000

I Tax Paid

Sales/Use Tax Cateqory Search

@, Original PO: N

[¥ BillIncludes Tax if Applied

VA PO Type: OTC @, Over The Counter eVA Exempt
&VA Order Method: Q

eVA Interfaced: NSEV @

eVA Dttm:

CancelIneVA?: ¥

Vendor ID: @

Ship To: @,

usp

Transaction Amount:
View Hierarchy

75.00
PO Pick List

Cancel

Refresh

In this case, the Merchant name does not show and is not found in Cardinal. Select the appropriate
eVA PO Type and document the transaction in the Comments.

49 Click OK.
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Reconcile PCard Transactions

R Py

Procurement Card Transactions

Empl ID:
Card Humber:

000
s g0
™ Run Budget Validation on Save

Name:

Card Provider: BAVI4

Frst Kl 42012 0

Customize | Find | View 41] B

Last

Trans Date R Transaction Budget  Chartfield
. Merchant Status Amount CUTTERCY <tatus cintus
1 [V 12/22/2014 PBI*LeasedEquipment Staged - 75.00 USD F.‘;_’. Valid Recycled N
2 [ 12/22/2014 PBI*LeasedEquipment Staged A 75.00 USD Eﬂs_’. Q rﬁ Valid Recycled N
< | |
Select All [m] Clear All Stage Verify Approve Validate Budget
Search Plrdase Defals SolitLine Dislribution Template
50 Click the Comments icon.
R e
Line Comments
Line: 2 Description: Account 1
Reference:
Transaction Line Comments Find | View All First Elqors O ast
Comments: Status: Active :I HE
Transacction for lease of equipment used for transport of trailer. Vendor is not eVA registered and is not found in Cardinal. APQ should apply, but @

unable to create a confirming order. John Doe. 1/31/15  Will be reported to ASD for eVA Dashboard \

Associated Document
Attachment: ]

Aftach View. Delete
Cancel Refresh
51 Click OK.
R i G
Procurement Card Transactions
Empl ID: 000 Name:
Card Humber: Y"1 ] Card Provider: BAVI4
™ Run Budget Validation on Save
Bank Statement Customize | Find | View 2] First K 42012 D Last
Trans Date R Transaction Budget  Chartfield
. Merchant Status amount CUTERCY status ciatus R
1 [V 12/22/2014 PBI*LeasedEquipment Staged - 75.00 USD F.‘;_’. Recycled N
2 [ 1212212014 PBI*LeasedEquipment Staged A 75.00 USD Eﬂ;_’. Recycled N
< | |
Select All D Clear All Stage Verify Approve Validate Budget
Search Plrdhase Detaiis SolitLine Distribution Template

52 Click on the Distribution icon.
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Reconcile PCard Transactions

Account Distribution

Refresh

| Cancel

Line: 2 PO Qty: 1.0000 uom: EA

Billing Date: 01/15/2015 Billing Amount: 63.00 USD Unit Price: 126.00000

SpeedChart: 11120010 2, Transaction Unit Price: 63.00000 *Distribute By: Amount =l

Customize | Find | View Al

Detais/Tax || Staluses

Dist Percent Amount Currency *GLUnit  *Account Fund Program Department Cost Center Task FIPS
1/[100.000C 63.00 |USD 50100@, |s012550 @ f [o41000, [easo01 @ [to003 @ [11120010 @ a, q

4| |

53 Enter a valid distribution.

54 Click OK.

In this example you are splitting the account type.

Reconcile §

Procurement Card Transactions

Empl ID:
Card Number:

Name:
Card Provider:

000
s
™ Run Budget Validation on Save

BAVI4

First Kl 1-20r2 11 L ast

Trans Date N Transaction Budget
B Merchant ‘Status Amount  CUTTERCY Status
1 [T 122212014 PBI*LeasedEquipment Staged - 75.00 USD B @ B2 notchkd
12/22/2014 PBl*LeasedEquipment Staged - 75.00 USD FE‘ O E& Valid
1] |
[ Select All [m] Clear All Stage Verify Approve
Search Split Line Distribution Template

Validate Budget

Chartfield
Status

Valid Y
Recycled N

H

55

Select the 2nd Split transaction and click on the Purchase Details hyperlink.

R P

Purchase Details

Line: 2

Merchant: PBI*LeasedEquipment
City: 800-732-7222

State: cT

Country: USA

*Business Unit: [o100 |2 onginalPo: N €VA PO Type: [o7C 13, 0verThe Gounter evA Exempt
POID: Y cVAORerMethod: | O\
eVAInterfaced: l@@,
PO Line: @ VA Ditm:
PO Sched: e Cancelinevaz: T
Vendor ID: [
Address Sequence Nbr: | (@,
Ship To: [
Item ID: I -
Category: @
Vendor ltem: ’7
*Quantity: ’W
“UOM: NS
Unit Price: 75.000000 yep
I¥ Tax Paid I¥ Bill Includes Tax if Applied Transaction Amount: 75.00
Sales/Use Tax Cateqory Search View Hierarchy PO Pick List

o] conn

Refresh

~ Purchase Order

Select the appropriate eVA PO Type.
56 Click OK.
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Procurement Job Aid

Reconcile PCard Transactions

R P
Procurement Card Transactions
Empl ID: 000 Name:
Card Number: G L0 Card Provider: BAVI4
™ Run Budget Validation on Save
Biling
Trans Date N Transaction Budget  Chartfield
. Merchant Status Amount CuTTENCY Siatue status
1 [ 122212014 PBI*LeasedEquipment Staged - 75.00 USD B @ B Notchkd valid Y
2 [ 1212212014 PBI*LeasedEquipment Staged > 75.00 USD Recycled N
q |
Select All [m] Clear Al Stage Verify Approve Validate Budget
Search Purchase Details SplitLine Distribution Template
Enter Comments and Distribution.
Reconcile Statement
Account Distribution
Line: 3 PO Qty: 1.0000 uom: EA
Billing Date: 011512015 Billing Amount: 63.00 USD Unit Price: 126.00000
SpeedChart: 11120010 (@, Transaction Unit Price: £3.00000 “Distribute By: Amount id
Customize | Find | View Al
Detais/Tax | Statuses
Dist Percent Amount Currency *GLUnit  *Account Fund Program Department Cost Center Task FIPS

1 [100.000¢ 6300 USD 501001, 041003, [pa0001 @, [1000g]
4 |

Cancel Refresh

@, [11120010 @, Q[ .

H

57 In this example, a different Account is used.

58 Click OK.

Procurement Card Transactions

Empl ID:
Card Number:
I™ Run Budget Validation on Save

Hame:

g Card Provider: BAVIB

e | Find | View 41 B

Trans Date R Transaction Budget
. Merchant Status Amount CUTTENCY catue
1| F [12/23/2014 PBI*LeasedEquipment Staged - 63.00|USD B @| R Notchkd
2| F |12/23/2014 PBI*LeasedEquipment Staged 2 63.00/USD % O E Not Chi'd
3 [T |12/23/2014 INTEGRATED MGMT RESOURCE | Staged - 1562 24|USD % O Eﬁ Valid
4 |
SelectAll O gearn stage Very Approve
Search Purchase Details SplitLine Distribution Template

Validate Budget

Chartfield
Status

Valid Y
Valid kil
Recycled N

|

59 Check both Split Line transactions.
60 Click Validate Budget icon.
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Reconcile Statement

Procurement Card Transactions

2 [T 12232014 |PBILeasedEquipment

Empl ID: Name:
Card Number: By 3 (Card Provider: BAVIZ
™ Run Budget Validation on Save
B o o
Y Biling
Trans Date A Transaction Budget  Chartfield
. Merchant Status mount CUTTENCY statie Status R
1) [T 121232014 PBI*LeasedEquipment WVerified hd 63.00 USD Fg‘ @ ,u; Valid Valid Y

Verffied - §2.00 USD B @& vaid valid hi

) oty | (23 oo

3 [¢ 122312014 INTEGRATED MGMT RESOURCE [Staged - 156224 USD B ¢ B3 valia Recycled N
il | |
i Select All Clear All Stage Verify Approve Validate Budget
Search Purchase Details SplitLine Distribution Template

61 Change Status to Verified and click Save.
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