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m Welcome

CARDINAL

Welcome to Cardinal Training!

This training provides employees with the skills and information necessary to use Cardinal. It is not
intended to replace existing Commonwealth and/or agency policies.

By now, you have completed all prerequisite courses for this course and discovered the different
functional areas and modules included in Cardinal. In this course, we will show you how to use and
maintain a Procurement Card (PCard) in Cardinal.

These training materials include diagrams, charts, screenshots, etc., that clarify various Cardinal
tasks and processes. The screenshots are taken from Cardinal and show pages that not all users
can access. They are included here so you can see how your specific responsibilities relate to the
overall transaction or process being discussed.
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Introduction

CARDINAL

The Procurement functional area of Cardinal is
composed of four modules:

Purchasing

Using the Purchasing module, users can enter
requisitions and Purchase Orders to buy goods and
services.

eProcurement

The eProcurement module provides web-based
procurement, of goods / services to users, similar to
an online shopping cart experience.

Strateqic Sourcing

The Strategic Sourcing module allows users to create
and award bids / proposals to purchase orders or
contracts.

Procurement Contracts

Using the Procurement Contracts module, users can
build, manage, and archive all Cardinal contract
related information.

Cardinal Functional Areas

Accounts
Payable

Accounts
Receivable

=

CARDINAL

General
Ledger

Project
Accounting

Modules Procurement

Purchasing

eProcurement

Strategic Sourcing

Procurement
Contracts




Course Objectives

CARDINAL

In this course, we will discuss the following topics:

» Understanding Procurement Cards

» Reviewing and reconciling PCard Transactions

» Using PCard Reports and Queries




Lesson 1: Understanding Procurement Cards

In this lesson, you will learn about the following topics.

+ Key Concepts

 PCard Process

» PCard Integration and Interfaces



-

Key Concepts

CARDINAL

Cardinal PCard usage and maintenance include several processes:

PCards simplify both the purchase of goods and services and the related payment process. A swipe
or transmittal of the card data allows the Merchant to receive payment at the time of the transaction.

PCards lower administrative costs by reducing the number of payments that must be entered and
processed, to a single payment to the bank for all monthly transactions.

Transaction information is loaded daily into Cardinal from the Card Issuer. Users do not need to
enter transactions from receipt information or manually maintain an external log.

Users can verify and approve transactions daily. Match exception reporting is not required.

Cardinal does not use workflow to notify Approvers when transactions are ready for approval. A
pagelet appears on the Approver’'s Home Page displaying transactions awaiting approval.

Emails notify Card Holders when transactions have been loaded for them to reconcile.



PCard Process

—

CARDINAL

The Procurement functional area in Cardinal defines how goods and services are purchased in Cardinal.

The Procurement Card process is one of many processes within the Procurement Functional Area.
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PCard Process (continued)

—
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PCard processing involves locating the
transaction, reviewing and updating the ~
transaction and to make ready for approval.

The-Counter,
exempt, or

This may include:

Enter eVA PO Type,

2 Vendor ID, item m.}

Transaction

Add/Update
ChartFields

Vendor Address
k.

* PO Relationship

» Dispute

* Credit

* Chartfield (Distribution)
 eVA PO Type (R0O1, R02, OTC, etc.) ¥

ra l', rf" e
Pagelet will display
° 1fi 1 Set transactions to Verified Set Transactions to
Ve rlfl Catl 0 n L verified Transactions for Appraved
Supervisor Approval
\ '\_ l‘_\_ L

Once the transaction has been set to

Verified, it is ready for approval by the
supervisor. Click on image to enlarge
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PCards integrate with the Accounts Payable functional area and interface with several external

systems:

 PCard Issuer Transactions
« eVA
* FleetFocus M5

Integration and Interfaces

These integrations and interfaces are detailed on the next few slides.

PCard lssuer
Transactions

PCard Processing l

eVva

Accounts Payable

M5
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Integration and Interfaces (continued)
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PCard Integration

Payroll ‘
l v v |
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Integration with Accounts Payable:
At the end of every monthly cycle, the Mansgement >
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Accounts Payable Processor runs
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Integration and Interfaces (continued)
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PCard Interfaces

Inbound Interfaces

Interface with PCard Issuer Transactions: Each Card Holder is issued a specific card with a unique card
number. The PCard Issuer sends a daily file to Cardinal that loads all transactions for all Card Holders and
numbers. Therefore, users do not need to enter transactions from receipt information or manually maintain
an external log.

Outbound Interfaces

Interface with eVA: PCard transactions (Non-Over-The-Counter) are transmitted to eVA as a confirming
purchase order, in compliance with Procurement policy. Over-The-Counter (OTC) transactions are not
transmitted to eVA.

Interface with FleetFocus M5: Cardinal interfaces with M5 by sending PCard data daily.

12



Lesson 1. Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the course material.

Read the question, select your answer, and click Submit to see if you chose the correct response.

13



PCard transactions are loaded into Cardinal at what interval?

O Manthly
O Weekly
C BiMonthly

O Daily

14



Lesson 2: Reviewing and Reconciling PCard
=t Transactions

CARDINAL

In this lesson, you will learn about the following topics.

Accessing and Using the PCard Transactions Page

Creating and Reviewing Disputes

Submitting PCard Transactions for Approval

Monthly Reconciliation

15



Accessing and Using the PCard Transactions
Page

Locate Transaction

Favorites | Main Menu » Purchasing > Procurement Cards > Reconcle » Reconcile Statement
- : - - - -

Reconcilers and Approvers use the
Reconcile Statement Search page to

Reconcile Statement Search

. e ole Name: I ﬂ
Io_c_ate transactions for a specific statement sm'plfyeem: T
b|”|ng da.te Name: @,

Card Number:

You can navigate to this page through the | mransactionnumber

|
Card Issuer: | ﬂ
|
|
|

H . Merchant:

fOHOWIng path Sequence Number:
Line Humber:
- . @

Main Menu > Purchasing > Procurement | —3

Cards > Reconcile > Reconcile Statement | sudget staius: =
Chartfield Status: I 'I
Transaction Date: e
Charge Type: I :Iv
Posted Date: e

Search

16



1 Page (continued)

CARDINAL

The Reconcile Statement page displays
transactions loaded daily along with
merchant name, transaction amount and
date.

This page is used to review, verify,
manage, and approve PCard transactions
imported by the Load Statement process.
The Load Statement process loads the
transaction data received daily from the
PCard Issuer.

This page display is an example of a
Supervisor’'s or Reconciler’s view of more
than one cardholder’s transactions.

48P CARDINAL

Favorites : Main Menu > Purchasng > Procurement Cards > Reconcie » Reconcie Statement
A - - - -

Reconcile Statement

Accessing and Using the PCard Transactions

Procurement Card Transactions

I™ Display Unmasked Card Number
™ Run Budget Validation on Save

Customize | Find | View All |

.' ransactio . Billing
Card Number Irans Date Merchant *Status Trar:;ililor‘r; Currency gtftiit

P 5650  05M4/2013 |MARTIN'S 6499 [stages =] 269.34 USD B O R vaid
2 wersewnviens 8908 0514/2013 DALYPRESSMEDAGROUP  [Staged 7| 192.00 USD B O R vaid
SliSSsss 8908 0513/2013 BRISTOL BROADCASTING ErT | 9,600.75 USD B O R vai
4 s 8908  0513/2013 |THE TRANSPORTATION RESEAR [Stagea = 160.00USD B O & vaid
B [reresrereses 8908 05/13/2012 BIZFORT.LTD [Sagea =] 3,072.41 USD B O R vaid
I 8008 05/13/2013 DALY COMPUTERS INC. Er | 304.50 USD B O R vaid
7 e 4199 05/0/2012 |SHRUFMEMBERE00098373 Err | 180.00 USD B O B vaid
g |werssnersans 8908 05/10/2012 HACKWORTH REPROGRAPHIC [Staged 7] 312.13/USD B O & vaid
g| [reresrereses 5801  05/09/2013 ED'S AWARDS & ENGRAVIN [stagea =] 35.00 USD B O & vaid
Al | o

SelectAll ] Clear All Stage Werify Approve Validate Budget

Search Purchase Details SplitLine Distribution Template

Click on image to enlarge
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Accessing and Using the PCard Transactions
Page (continued)

Singe User PCard Transactions

This page, displays the PCard transactions when there is only one card assigned to the user for the

PCard.

4 CARDINAL

Fa\rovr'rtes MainvMenu » Purchasing > Procurement Cards > Reconcle > Reconcile Statement
i - - -

Reconcile Statement

Procurement Card Transactions

™ Run Budget Validation on Save

Bank Statement Custormize | Find | View A1 | BV | 88 First B 43073 1 Last
Trans Date " Transaction Budget Chartfield R
. Merchanta Status Amounta Status Status Redistrib De
1| [T |08/28/2013 |UPS*000000287118343 IStaged 'l 1,375.96 E% O E“; Walid Recycled Mo |—
2| [T |08/28/2013 |UPS*000000VT3F56343 IStaged 'l 138.11 E% O = Valid Recycled Mo |—
3| [T |08/28/2013 |UPS*000000XGX035343 IStaged vl 236.04| B o 2 Valid Valid Yes |—
4 | i
Select All D Clear All Stage Verify ‘Validate Budget |
Search Purchase Details SplitLine Distribution Template

5] save | [=] notify | i Refresh |

18



Accessing and Using the PCard Transactions
% Page (continued)

CARDINAL

Assign the Chart of Account Values

Fa\fn_rtes Main_Menu > Purcrlasing > Pm:uranlentcards > Recnvrm\e > Reconcile Statement

Reconcile Statement

- Select (checkbox) a t:&nsaction line and click on Procurement Card Transactions

™ Run Budget Validation on Save

the distribution icon. . i
- Assign the chart of account values (project, cost oy —— et e = s e
center, etc.) )¢ oo e [ E senB O s Redes
- Split the distribution, if necessary e | il B
« The Reconciler may run the Validate Budget * o A -

process to verify the ChartFields, combination
edits, and budget. Or, the PCard batch process
runs each hour between 7:00AM and 4:00PM
and will do the same. e e e

« To use multiple SpeedCharts on a transaction,
the transaction must be split as only one
SpeedChart can be used per transaction.

« If any transactions result in an error, the
Reconciler corrects the error.

Click on image to enlarge

See the job aid entitled Pcard Split Line and
Distribution located on the Cardinal website for more
information.



Accessing and Using the PCard Transactions
%1 Page (continued)

CARDINAL

Determine Type of PCard Transaction

Click the Purchase Details hyperlink to establish the criteria used to determine whether the PCard
transactions go to eVA.

* OTC (Over-The-Counter) transactions are exempt per the Agency Procurement and Surplus
Property Manual (APSPM) and do not go to eVA.

« Transactions related to an existing Cardinal PO or eVA PO do not go to eVA. If the transaction is
related to a PO, it may be split by amount to link to the PO lines.
« Transactions related to payment of an invoice do not go to eVA.

» Transactions meeting APSPM requirements should be set to R01, RO2 or other eVA PO related type
for the transactions to be sent to eVA as a confirming PO. (Note: RO1 status - both the agency and
vendor pay 1 % of purchase order total to Department of General Services, R02 status — the agency
pays 2%, since the vendor is not eVA registered.)

Note: Transactions that need to be transmitted as confirming purchase orders are generally set to RO1 or
RO2. Credits, or negative amount transactions should be set to EXT to prevent them from transmitting to
eVA.

See Using and Maintaining PCARD Simulation. http://www.cardinalproject.virginia.gov/

20
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Accessing and Using the PCard Transactions
Page (continued)

Reconcile Statement
Purchase Details
Line: 3
Merchant: UPS*000000287118343
City: 800-811-1648
State: TX
Country: USA
*Business Unit: 50100 @, Original PO: eVA PO Type: [0TC [@, Over The Counter eVA Exempt
PO ID: liclh eVA Order Method:
PO Line: |7Q> eVA Interfaced: MNSEY
eVA Dttm:
PO Sched: @ Cancel In evVAZ: [T
Vendor ID: | @,
Address Sequence Nbr: I—Q>
Ship To: | @,
ftem ID: | @,
Category: | @,
Vendor ltem: |
*Quantity: | 1.0000
~UOM: [EA @,
Unit Price: | 1,375.96000 y=n
¥ Tax Paid ¥ Bill Includes Tax if Applied Transaction Amount: 1375.96
Sales/lse Tay Category Search Wiew Hierarchy PO Pick List
OK Cancel Refresh




Accessing and Using the PCard Transactions
Page (continued)

PCard Line Details

Clicking the PCard Line Details icon opens the Transaction Details page showing further details that the
merchant provides to the PCard Issuer.

Many different types of data can be supplied with a transaction, such as item description, merchant
category, tracking number, etc. All data on this page is display only.

| 48 CARDINAL

Favorites Main Menu > Purchasing > Procurement Cards > Reconcile > Reconcile Statement
: - - -

Reconcile Statement

Visa Transaction Details

Card Number: e 1684

Posted Date: 08/29/2013

Transaction Number: 24692163240000531452158
Sequence Number: 35

~ Card Transaction - Type 5 Customize | Find | view A1 BV | B Firet B q074 O Laat
Tab2 | Tab3 | Tab4 | Tab5 | Tab6 | Tab7 | Tab® | Tab® |/ Tab10

Period Acquiring Bin Card Acceptor ID Supplier Name

1 08040 469216 024523000972554 UPS*000000287118343

Customize | Find | view 20| BV | 2 First B g 054 00 Last

Tab2 | Tab3 | Tab4 | Tab5

Message Identifier Shipping/Courier Name Tracking Number

1 1 667000003963639 UNITED PARCEL SERV 000000287118343

: Return

22




Accessing and Using the PCard Transactions
Page (continued)

Set the Transaction to Verified

* Once the transaction is reconciled, the Reconciler sets the transaction from Staged to Verified.

» The Supervisor can then set the transaction from Verified to Approved

¢ CARDINAL

==

Favovr'rtes Mainvrl-'lenu > Purchasing > Procurement Cards > Reconcle > Reconcile Statement
H - w -

&

Reconcile Statement

Procurement Card Transactions

I~ Run Budget Validation on Save

Bank Statement Customize | Find | View 21| BV 3 Fist B 43083 1 Last
Trans Date . Transaction Budget Chartfield L
" Merchant~ Status Amounta Sl Eiane Redistrib De
1 [ 08/28/2013 UPS*000000287118343 IVeriﬂed 'I 1,375.96 % Q E"{ Valid Recycled Mo |_
2 [T |08/28/2013 UPS*000000V73F562343 IStaged vl 13911 B C) E-'g Valid Recycled Mo |_
3 [T |08/28/2013 UPS*000000X6X035343 IStaged vl 236.04| B C) E-'g Walid Walid Yes |_
4| | i
Select All O cearal Stage Verify Validate Budget |
Search Purchase Details Split Line Distribution Template

23



Lesson Simulation

You are now about to view a simulation on accessing and using the PCard Transactions page.

Click the Cardinal logo below to start the simulation.

CARDINAL

24
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Creating and Reviewing Disputes

y -~
CARDINAL

Card Holders can dispute a transaction on the PCard Transactions page.
You can navigate to this page through the following path:

Main Menu > Purchasing > Procurement Cards > Reconcile > Reconcile Statement — Billing tab

ORACLE"

Faverites  Main Menu > Purchasing > Procurement Cards > Reconcle > Reconcle Statement

Reconcile Statement
Procurement Card Transactions

Empl 10z 0000000002 Name: Gunter Jaanne
[] pisplay Unmasked Card Humber
] Run Budget Validation on Save

Prepaid Dispute Credit

Reference Description Billing Date e Currency

Amount Ref Amownt Collected
1 05152010 339.62|USD [ 1.00 ]
2 05ME2010 10,00 USD 0.00
3 | 03MB2010 58316 USD [ 0.00
4 03162010 61.18 USD 0.00
5 | 03182010 37.80 USD [ 0.00
G 05M52010 1,464 78 USD [ 0.00
™ selectan O ciears Stage Werify Approve Validate Budget

Search Furchase Detgils Split Line Distribution Template
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The Card Holder is required to contact the PCard
Issuer in accordance with PCard policy.

Even when some transactions are disputed,
vouchers are paid in full. The merchants or the
PCard Issuer credits the transaction later.

The steps to create a dispute include:

Locating the transaction you wish to dispute

« Entering an amount in the Dispute Amount
field on the Billing tab

« Clicking the Comment icon on the PCard

Transactions page to enter an explanation for

why the transaction is marked in dispute.

» Setting the transaction to Verified, by clicking

the Verify button on the Transaction tab

ORACLE

Creating and Reviewing Disputes

Fam'n(es Main Menu > Purcrlasng 3 P.'ncuremven: Cards > &eco'ncle » Reconcie Statement

Reconcile Statement

Procurement Card Transactions

Empi ID: 0000000002 Hame: Gunter Joanne
[ pisplay Unmasked Card Number
[[] Run Budget Validation on Save
Bank Statemen ) &
| Bank Stateme o peize | Find | Viewe 3| B | #
Transaction  ECCH W
Billing Prepaid Dispute Credit
Reference Description Billing Date ot Currency Ret ot Collected
1 051572010 339.62 UsSD 1.00 O
2 05M52010 10.00 USD 0.00
3 021672010 583.16 UsD 0.00
031672010 61.18 USD 0.00
5 03M62010 37.89 UsD 0.00
6 081572010 1,464.78 USD 0.00
¥ Select 4l Siear All Stage Vierify Approve Validate Budget
earch Purchase Deta Split Line Distribution Template
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Creating and Reviewing Disputes (continued)

Reviewing Disputed Transactions

Disputed transactions can be reviewed and set to Credit Collected on the Review Disputes page.

You can navigate to this page through the following path:

Main Menu > Purchasing > Procurement Cards > Reconcile > Review Disputes

g CARDINAL
= Home | ‘Workist | AddtoFavortes | Signout

Favorites  Main Menu > Purd'@shg > Procurement Cards > Recque > Review Disputes
& NewWindow (D Help [ Customize Page [ http

Review Disputes
Procurement Card Transactions

™ Display Unmasked Card Number
Transactions with Dispute

g A -
Customize | Find | View 41| | 3 Frst Kl 4011 I Lost

Biling || Cardholder
Collected Dispute A t Card Number Description Trans Date Tral;s;c;il:r; Currency Merchant
r & 39.0Q A AAT6 Film badge, radiation, radioa 09/26/2013 110.00 USD COLONIAL SCIENTIFICINC

[ save | =] Notify

27



Creating and Reviewing Disputes (continued)

CARDINAL

Reviewing Disputed Transactions

The steps to review disputes include:

Navigating to the Review Disputes page of the dispute you wish to review

Clicking the Comment icon to review any comments associated with the dispute

Clicking the Billing tab to review billing information

Clicking the Card Holder tab to review Card Holder information

Clicking the Collected check box, this sets the Credit Collected check box on the Reconcile
Statement page to Checked.

28



Submitting PCard Transactions for Approval

CARDINAL

Pagelets

» The left-hand menu on the Home Page is called the menu pagelet. This menu is displayed only on
the Home Pages of the Cardinal Financials or Cardinal HCM applications.

* You will have the option to set up menu pagelets on your Home Page for easy access to relevant
procurement pages. For example, once a transaction has been set to Verified, a pagelet on the

Approver Home Page will display these charges. Pagelets cannot be set up on any page other than
the Home Page.

Personalize Content | Layout

Top Menu Features Description ol [x]
Menu O ]
Menu - Classic O ]
PCard Verified Charges by User (=] [x]
Hame Trans Date Merchant Sum Amount
Gunter.Joanne 2008-10-13 STAFLES #1085 583.16
Gunter.Joanne 2008-10-13 STAPLES #1214 G1.18
Gunter.Joanne 2008-10-13 WM SUPERCEMNTER a7.89
Gunter.Joanne 20M10-08-13 |XEROX CORP. XCS/RBO 1464.78
Hall.Mike 2010-05-13 RICOH CORFPORATION 49536

29




Submitting PCard Transactions for Approval

CARDINAL

Pagelet for Approval

» Supervisors will be notified in a pagelet on their Home Page of transactions that have been set to
Verified and require approval.

» These transactions are batch processed nightly and Supervisors should approve transactions daily.

« Transaction hyperlinks will direct the Supervisor to the PCard transactions.

Personalize Content | Layout

Top Menu Features Description Ol [xI
Menu O X
Menu - Classic O X
PCard Verified Charges by User (=] [x]
Name Trans Date Merchant Sum Amount
Gunter.Joanne 2008-10-13 STAPLES #1085 583.16
Gunter.Joanne 2008-10-13 STAPLES #1214 G61.18
Gunter.Joanne 2008-10-13 WM SUPERCEMNTER 37.849
Gunter.Joanne 2010-05-13 KEROQX CORP. XCS/RBO 146478
Hall.Mike 2010-05-13 RICOH CORPORATION 495 36
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Monthly Reconciliation

CARDINAL

At the end of each PCard monthly billing cycle, the Accounts Payable PCard Processor can verify that all
transactions for that statement billing date have been approved and have a valid budget status. If there
are transactions that have not been approved, the Approver will be notified that they need to complete
the transactions.

You can navigate to this page through the following path:

Main Menu > Purchasing > Procurement Cards > Review Bank Statement

Home | workist | Addto Favortes | Sign out
Favorites  Main Menu > Purchasng > Procurement Cards > Review Bank Statement
Enewwindow (DHelp [ CustomizePage Entp &
Review Bank Statement
Card Issuer: VIsA Billing Date: 05/1512010
Total Amount: 4410270 Currency: usD
[Clpisplay unmasked Card Number
Empl ID Gard Number Trans Date  Transaction Number Billing Amount Currency Merchant - Status  Voucher D |
00000000059 *++=++++++0612 051212010 24388940132230106910378 27873 USD ACE HARDWARE - VERONA Staged =
111111 weemimgs g 0511212010 | 24323030133122132010033 60.48 USD WYTHEVILLE OFFICE SUPP Staged
1111111 [se-eemgssa 051312010  24692160133000113796390 3150 USD SUB"WASHINGTON CO NEWS Staged
1111 eeegsss 051312010  24692160133000113799378 10.00 USD SUBRICHLANDS NEWS Staged
11412 seeeengggy 05M312010  24425130134506169010052 90072 USD RICOH CORPORATION Staged
M g7 0511212010 | 24210730133207088500202 12099 USD ROCKING R HARDWARE 1 Staged
A1 )05 0511312010 24323030133122453010042 10.00 USD THE OFFICE PLACE INC Staged
M1 shiz 051312010 | 24246510134200899300294 59.30 USD DAILS HOME CENTER Staged
11411 memms7ggg 0511212010 24073140133900013077134 1,320.47 USD MARSHALL MILLER & ASSOCIA Staged
111112 ee30gs 051312010 | 24692160133000056080828 59.05 USD COMCAST OF CHARLOTTESY Staged
1111112 mmmmsgggg 051312010 | 24425130134506169010045 49536 USD RICOH CORPORATION Verified
0000000002 *+=++++1170 051312010 | 24246510133015000065573 146478 USD XEROX CORP. XCS/RBO Verified
11111 weeemem2)05 0511312010 24323030133122453010042 46,54 USD THE OFFICE PLACE INC Verified
0000000002 *+=+++9215 051212010 | 24639230133900015100103 10.00 USD FAYE'S OFFICE SUPPLY Verified
0000000002 *++=+++++9215 0511212010 | 24639230133900015100103 33062 USD FAYE'S OFFICE SUPPLY Verified = @

Click the image to enlarge



Lesson 2: Checkpoint

CARDINAL

Now is your opportunity to check your understanding of the course material.

Read the question, select your answer and click Submit to see if you chose the correct response.
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supervisors will be notified of transactions that have been set to Verified
and need approval in a pagelet on what page?

O Home page

O Review Disputes page

O PCard Transactions page
.

Search page

33



You can only set up Pagelets the Home page.

O True

Z False

34



Cardholders can dispute a transaction on what page?

© PCard Transactions page
' Disputes page
0 Review Disputes page

& Assign Proxies page

35



Lesson 2: Summary

CARDINAL

In this lesson, you learned:

The PCard Transactions page is used for reviewing, managing, and approving PCard transactions.

Supervisors can set up menu pagelets on their Home Page for transactions requiring their approval.

Full details of a transaction are contained in the Line Details button.

A PCard transaction’s status can be Staged, Approved, or Verified.

36



Lesson 3: PCard Reports and Queries

In this lesson, you will learn about the following topics.

Reports

Queries

37



Reports

CARDINAL

PCard reports can be run at various intervals. There are many PCard reports available. Three key reports
are:

* Account Summary

» Expected Credits

* Purchase Details

38



Reports (continued)

CARDINAL

Report ID: POYS052 PeopleSoft Purchasing Page No. 2
AC C 0 u nt S u l I I I I I ar R e 0 rt ORACLE"  UserD: SARTINI TIM (TIM.SARTINI) PURCHASE SUMMARY BY EMPLOYEE Run Date 1212112010
RunControl:  Account_Summary Run Time 2:38:06PM

From: 171/1200

To: 17112088

POY8052 Pcal’d P urc h ase SU mm ary by Employee: Gunter,Joanne (0000000002) S A %8
Em p | Oyee PrOVIdeS a Summary Of a” Merchant: CREATIVE OFFICE ENVIROME ]
procurement card purchases sorted by -

Total for CREATIVE OFFICE ENVIROME 5,850.00
e m I o e e Merchant: FAYE'S OFFICE SUPPLY
ployee.
Card Issuer Card Number Transaction Nunber Merchant Reference Description TransDate  Post Date Billing Amount
visa, visa g8 (Visa) 24£38230133800015100103 5122010 511412010 23062
VISA, VISA 0215 (Visa) 4838230133800015 1001 51212010 511412010 10.00
Total for FAYE'S OFFICE SUPPLY 349.62

This report can be run by Card Issuer,
Merchant, and Card Holder. 3.':"17;2’ s Frea—

VISA, VISA 3 (Visa) 415813013313305 1428400 51212010 511412010 608.02
VISA, VISA 03 (Visa) 24158130133133051420508 81212010 511412010 251.05
VISA, VISA 03 (Visa) 241561301331 3305 1428607 811212010 811412010 274

Total for ROLLINS PAINTING 18,898.52

Merchant: SKILLPATH SEMINARS MAIN

You can navigate to this report through the

Card Issuer Card Number Transaction Nunber Description TransDate  Post Date Billing Amount
fo I I OWi n ath . VISAMISA e 3503 (Visa) 24717050133151332708887 10026023 811312010 811412010 168.00
g p " Total for SKILLPATH SEMINARS MAIN 199.00

Main Menu > Purchasing > Procurement
Cards > Reports > Account Summary

39



Reports (continued)

-

CARDINAL

Expected Credits Report

POY8020 Expected Credits by Vendor: Provides a list of disputed PCard transactions.

« Statement lines listed on the Expected Credits report are those for prior periods where a dispute
amount has been entered and the credit collected indicator has not been selected.

* This report can be run by the PCard Administrator.
You can navigate to this report through the following path:

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

Report ID POYB020 PeopleSoft Purchasing
ORACLE  UseriD: SARTIMNI, TIM (TIM.SARTINI) EXPECTED CREDITS
Run Control: Account_Summary

Page No. 1
RunDate  12121/2010
RunTime  2:52:45PM

From: 17111800
To: 1/1/2009

Credit Amount in USD

Card Issuer: VISA, VISA
Merchant: FAYE'S OFFICE SUPPLY

Employee Trans Date Description Credit Amount

Gunter.Joanne (0000000002} 511252010 1.00

Total for VISA, VISA 1.00




Reports (continued)

CARDINAL

Purchase Details Report

POY8032 PCard Purchase Detail by
Employee: Provides PCard expenditures of a
single Card Holder or all of the Card Holders.

This report can be run by the PCard
Administrator.

You can navigate to this report through the
following path:

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

ReportI: PoYEIR2 PeopleSoft Purchasing Page No 1
IORACLE User ID: SARTINI, TIM (TIM.SARTINI) PURCHASE DETAIL BY EMPLOYEE Run Date 1212112010
RunContral:  Purchase_Details Run Time 2:58:07PM
From:  1/172000
To 12/312015

Employee: Gunter,Joanne (0000000002)

Merchant: CREATIVE OFFICE ENVIROME
Card Issuer: VISA, VISA

Billing Amount in: USD

Credit Card: e ‘3503 (Viss) Expires: 12/31/2958
Transaction Nunber Trans Date Post Date Deseription Commodity Billing Amount
24210730134208185500154 511412010 51142010 5,850.00
Total for CREATIVE OFFICE ENVIROME 5,850.00
Merchant: FAYE'S OFFICE SUPPLY
Card Issuer: VISA, VISA
Credit Card: w v 9215 (Visa) Expires: 12/34/295%
Transaction Nunber Trans Date Post Date Merchant Reference Deseription Commodity Billing Amount
24639230132800015 100102 511212010 51472010 10,00
24630230133800015 100103 5122010 51472010 330.62
Total for FAYE'S OFFICE SUPPLY 349.62
Merchant: ROLLINS PAINTING
Card Issuer: VISA, VISA
Credit Card: e ‘3503 (Visa) Expires: 12/34/2958
Tra nber Trans Date Post Date Merchant Reference Description Commodity Billing Amount
24 51122010 81472010 17.112.04
2415813013313305 1420400 5122010 51472010 608,02
24158130133133051420508 5122010 51472010 251,08
24158130133133051420607 5122010 51472010 2741
Total for ROLLINS PAINTING 18,898.52

Merchant: SKILLPATH SEMINARS MAIN
Card Issuer: VISA, VISA
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Queries

CARDINAL

PCard queries can be run at various intervals. There are several PCard queries available. Three key
gueries are:

- V_PR_PCARD _TRANS_ BY TRANS_DATE

* V_PR_UNRECONCILED_TRNSCTIONS

- V_PR_CNTRCT_PO_PCARD_VCHR
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Queries (continued)

CARDINAL

PCard Transaction by Transaction Date: Allows users to find transactions between certain start and end
dates for one or all districts, one or all Card Holders, one or all billing dates, and with one or all statuses.

» The prompts will only allow you to select one value, not multiple. These optional fields are used to
narrow the search.

» All Card Holders can run this report.

4 CARDINAL

| wWorkist | AddtoFavortes | Si
Fa\ro'r'rtesgl\-'lainvl\-'lenu » myCardinal Financials > Financials Report Execution > PR Reports > PCard Trans by Trans DT

V_PR_PCARD_TRANS_BY_TRANS_DT - PCARD Transactions by Trans Dt

Transaction Begin Date: 01512013 [3
Transaction End Date: 02M16/2013 Et';l
District Account (% for all: |%

Cardholder Name (% for all): [%

Billing Date (MM/DD/YYYY): [03/15/2013
Status (% for all): [o6 |

Voucher ID (% for all): %%

View Results

Download results in . Excel SpreadSheet CSV TextFile XMLFile (828 kb)

View All
Business| District | Card | Last 4 Digits of cardholder N Statement T T Sequence | Transaction Traan_action Distribution| Posted Billing A t M

Unit Account |lssuer| Card Number ardholder Hame Status ransaction Humber Humber Date Nurlr:l:er Li Date Date moun &n
1 50100 BoAVCOFF | BAVID |***#=*==xxx=4805 | ADKIMNS LORA Closed 24387753048004035604050 36|02M6/2013 0 1(02M8/2013 |03M15/2013| 223.000|#5EARS ROE
2 50100 BoAVCOFF |BAVID |*========78T8 | ALLEN YVONNE Closed 24761973046273324010210 50|02M14/2013 0 1102M18/2013|03M15/2013| 332.500|FPWEB.NET U
3 50100 BoAWVCOFF | BAVID | #2417 | ANDERSON ROBYN Closed 24210733046200663600058 4202152013 0 11021872013 |03M15/2013| 248.000 gg;‘g,.[\fYON

{

4 50100 BoAVCOFF |BAVID |*==*====**§667 |[BLANKENSHIP TERESA |Closed 24323003046122248010086 52|02M14/2013 o 1|02M18/2013|03/15/2013| 158.980| THE OFFICEH 43
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Queries (continued)

PCard Unreconciled Transactions: Allows users to find transactions that have not yet been
Verified/Approved. The prompts will allow you to select one or multiple values. All Card Holders can run
this report.

CARDINAL

Favorites :
v i

Mainvl\-'lenu > Reportinvg Tools > quen‘r » Query Manager

V_PR_UNRECONCILED_TRNSCTNS

Card Issuer: | @,

Name (% For All): |

District (% For All):
. 0K || Cancal
Card Issuer = BAVIO,Name (% For All)=WAR ,District (% For All)=%
View All| Rerun Query | Download to Excel | Download to XML First Kl 1-40f4 D Last ‘
- Short - Sequeﬂce Transaction| Line Reference |Vendor gl Unit of - Unit Transaction| (
Unit Desc Name Issuer| Card Number Transaction Number Number Date Number Merchant Number |item ID Description Measure Quantity Price Amodst. |A
1|50100|BoAVCOFF BAVIO |ssssarag548(24110303142556015201342 18/051212013 0 grggﬁgoomv EA 1.0000| 550000 5.500
2|50100|BoAVCOFF BAVID |***r16648|24602163141000870384145 17|0512172013 0|REC*KUBRAEZPFEE EA 1.0000{19.96000]  19.960
SOUTHSIDE
3|50100|BoAVCOFF BAVIO 5648 |24231683141747002848604 16/05/21/2013 [ phlio S EA 1.0000{16.36000|  16.360
4/50100 | BoAVCOFF BAVIO |rssssssnsagan|24110393142556016801363 19|0512172013 0 \?Z_EL%QNEOOAH EA 1.0000{16.47000]  16.470
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Queries (continued)

CARDINAL

CONTRACT_PO_PCARD_ VOUCHER PAYMENTS: Allows users to find payments made with the
PCard that are related to a Contract or Purchase Order. The prompts will allow you to select one or
multiple values. All Card Holders can run this report.

Favorites  Main Menu > Reporting Tools > Query > Query Manager
- -

V_PR_CNTRCT_PO_PCARD_VCHR

Business Unit (% foral:[ |3,

Department (% for all): ’705

Contract ID: \ @,
POID: I

Accounting Date From: ’7@

Accounting Date Te: | |5

OK | Cancel |
B New Window @Help [.f/CustUmiP_eF'age E http |
Records || Query || Expressions | Prompts || Fields | Crteria | Having | View SQL m
Business Unit (% for all) = 50100,Department (% for all}=10012,Contract ID=,PO ID=,Accounting Date From=2012-01-
01.Accounting Date To=2012-03-15
View All| Rerun Query | Download to Excel | Download to XML First E‘ 1-10 of 10 El Last
: Cntrct PO Vchr Vchr|Voucher|Voucher .. | Vchr Distrib -
Busm_ess Eai il Version C_nlrct PO# Line Item 1D Item Description Entered |Vchr Source pa:isy Line | Distrib | Distrib Vchr_Unll Mechandise SR LD Fund |Program Cost
Unit ] Line # 1] . 3 Price Department Center
# Date # Line |Quantity Amt
DUPLICATING Procurement
1 |50100 0 00000527235 16005901000 | MACHINES AND 01425/2012 Card 00018766| 220 1| 10.0000| 59.92500 5989.25|10012 04100(699001 |11120010
ACCES
HOTEL/MOTEL Procurement
2 |50100 0 00000528529 119713001000 ACCONMODATIONS 01425/2012 Card 00018766| 222 1| 1.0000| 522.06000 522.06|10012 10940699001
HOTEL/MOTEL Procurement
3 |50100 o 00000528529 119713001000 ACCOMODATIONS 01/25/2012 Card 00018766| 223 1| 1.0000| 261.03000 261.03 10012 10940699001
CoiAERElEE Procurement
4 (50100 o 0{0000528830 119152301000 |COORDIMATING  |02/08/2012 Card 00025510 489 1| 1.0000|1819.49000 1819.49 (10012 04100|699001
AND PL
HOTEL/MOTEL Procurement
5 50100 o 0{0000530061 119713001000 ACCOMODATIONS 02/08/2012 card 00025510 490 1| 1.0000| 56274000 562.74 10012 04100|699001




Lesson 3: Summary

CARDINAL

In this lesson, you learned:

* Frequently used PCard reports include Account Summary, Expected Credits, and Purchase Details.

« Many other PCard reports are available also.

» One key PCard query used is the PCard Transaction by Posting Date.
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Course Summary

CARDINAL

In this course, you learned about the features of using and maintaining PCards. You learned how to:

Explain the PCard process

» Define basic PCard concepts and terms

» Describe how PCards fit in the end-to-end process for Purchasing

» List the roles involved in the PCard process

» Use the PCard Transactions page

 Reconcile PCard transactions in Cardinal

 Identify key PCard reports and queries
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Course Evaluation

CARDINAL

Congratulations! You successfully completed the PROC349: Using and Maintaining PCards course.
Please use the evaluation link to assess this course.

[ Click here to access the survey ]

Once you have completed and submitted the survey, close the survey window. To close the web based
training course, click the exit button located in the bottom right hand corner.
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http://www.surveymonkey.com/s/392M6QG
http://www.surveymonkey.com/s/392M6QG
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http://www.surveymonkey.com/s/392M6QG
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« Key Terms

 Screenshots

« Diagrams

* Flow Chart Key
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Key Terms

-

CARDINAL

PCard Feature: A Cardinal function within the Purchasing module to capture and manage all credit card
activity and records.

Reconciliation: The process to accept, approve or dispute Pcard charges, define related details and
distribute the charges to the appropriate accounts.

PCard Issuer: The Credit Card company that is printed on the PCard: i.e. MasterCard, VISA, Discover,
etc.

PCard Vendor: The bank that issues the credit card to the Agency and payment is made to.
PCard Merchant: The Seller of the product(s), who takes the PCard as a form of payment.

Purchase Order: A commitment from an agency to a vendor for the purchase of goods or services.
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PCard Transactions Page

l CARDINAL

Favorites Main Menu > Purchasing > Procurement Cards > Reconcle » Reconcile Statement
Reconcile Statement
Procurement Card Transactions
r Display Unmasked Card Number
™ Run Budget Validation on Save
Bank Statement Customize | Find | Wiew Al 1B | 3 First £ 19 0r 32 I ast
Trans Date A Transaction Budget 1
Card Humber . Merchant Status Amount Currency Status
b U iciiaiakeiaiakaiaiaiad o711 05M4/2013 MARTIN'S 6498 |Staged j 269.34 UsD F% Q == Valid
2 memEmRRRRERa0g 05/14/2013 DAILY PRESS MEDIA GROUP IStaged j 192.00 UsSD F% Q f‘; Valid
b =1 111 05/13/2013 BRISTOL BEOADCASTING IStaged j 9,600.75 UsSD F% C—:’ % Valid
4 g a0g 05/13/2013 THE TRAMSPORTATION RESEAR IStaged j 160.00 USD F% C—:’ =% |Valid
5| FemmmmmeEEa008 05/13/2013 BIZPORT, LTD IStaged j 397241 UsSD E% C—:’ % Valid
A b =1 11 1 05/13/2013 DALY COMPUTERS INC. IStaged j 304,50 UsSD F% C—:’ %‘; Valid
7| [reeesmemergqgg 05/10/2013  SHRM*MEMBERG00098373 | staged =] 180.00 USD B ¢ B vaid
A Rt =12 11 05M10/2013 HACKWORTH REPROGRAPHIC IStaged j 31213 UsD % Q %; Valid
g |reesmesweessgagq 05/09/2013 |ED'S AWARDS & ENGRAVIN | staged =] 35.00 USD 2 | ES valid
Al | -
Select Al O ciearan | Stage [ Verify I Approve I Validate Budget J
Search Purchase Details Split Line Distribution Template

Click on image to return



Reconcile Statement

Procurement Card Transactions

I~ Run Budget Validation on Save

Bank Statement Customize | Find | View A1] B | 3 First K1 430r3 O Last
Trans Date e Transaction Budget Chartfield L
. Merchanta Status Amounta Status Status Redistrib De
1 W |08/28/2013 UPS*000000287118343 IStaged 'I 1,375 96 % Q |§'¢ Walid Recycled Mo r
2 [T 08/28/2013 UPS*000000Y73F56343 IStaged 'I 139.11 % Q |§'¢ Walid Recycled Mo r
3 [T |08/28/2013 UPS*000000X6X035343 IStaged 'I 23604 % Q |§'¢ Walid Valid Yes r
1] | I
Select Al O clearan | Stage I Verify | I Validate Budget |
Search Furchasze Details SplitLine Distribution Template

5] save :| =] Notify :| =" Refresh:

Click on image to return




Review Bank Statement Page

CARDINAL

Favorites . Main Menu > Purchasing » Procurement Cards > Review Bank Statement

Review Bank Statement

Card Issuer: VISA Billing Date: 05/15/2010
Total Amount: 44 10270 Currency: usD

[ pisplay Unmasked Card Number

Empl ID Card Number Trans Date Transaction Humber Billing Amount Currency Merchant

00000000059 =========(F12 05/12/2010 243839401322307106910378 27873|UsSD ACE HARDWARE - VEROMA
1111111 FEREERE48 05/M12/2010 | 24323030133122132010033 59.48 USD WYTHEVILLE OFFICE SUFPP
1111111 Fee 8663 05/13/2010 24692160133000113796390 31.60|USD SUB*WASHINGTON CO NEWS
1111111 FEESee 8553 051302010 24G692160133000113799378 10.00/UsSD SUB*RICHLANDS NEWS
1111112 e 3088 051372010 24425130134506169010052 99072 UsD RICOH CORFPORATION
1111111 T 4037 05/12/2010 242107301332070838500292 129.99 UsD ROCKING R HARDWARE 1
1111111 Feee 2005 05/13/2010 | 24323030133122453010042 10.00/UsSD THE OFFICE PLACE INC
1111111 FEEERE12 05/13/2010 24246510134200809300294 59.30|UsD DAILS HOME CEMNTER
1111111 a1 1 05/M12/2010 24073140133800013977134 1,320.47 USD MARSHALL MILLER & ASSOCIA
1111112 T 3088 051372010 24692160133000056050828 59.05/UsD COMCAST OF CHARLOTTESY
1111112 FeeeeE 3088 05/13/2010 | 24425130134506169010045 49536 USD RICOH CORPORATION
0000000002 | FFaaq7] 05/13/2010 24246510133015000065573 146478 UsSD XEROX CORP. XCS/RBO
1111111 e 2005 05/13/2010 24323030133122453010042 46.54 UsD THE OFFICE PLACE INC
0000000002 | Fr=g2qh 05/12/2010 24639230133800015100103 10.00/UsSD FAYE'S OFFICE SUPPLY
0000000002 == ===g215 05/12/2010 24639230133900015100103 339.62/UsSD FAYE'S OFFICE SUPPLY

ol 1]

Home

B0 New Window @Help E,/'CustomizeF'age Ehﬂp o]

Customize | Find | View Al | B

Status Voucher ID

Worklist | AddtoFavorites | Sign out

First 1 420 0753 DI Last

Staged
Staged
Staged

Staged

Staged

Staged

Staged

Staged

Staged

Staged

Verified

Verified
Verified
Verified

Verified
| ]

| =

Click on image to return

53



Integration with Accounts Payable
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CARDINAL

PCard Process

PCard lssuer
Transactions

I155P

Procurement Eard,]

I55F Processing

Maintain ltems

Enter and Process
Requisitions

Strategic Sourcing

©-

R

Enter and Maintain

eva

Enter and Process
Purchase Orders

Contracts

ﬁ_/

Web IMS

SiteManager

Receive and Inspect

Maintain Vendors

Goods

Accounts Payable

M5

©-

General Ledger

Click on image to return
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Enter in Dispute
Information

Mark Collected

No

PCard Process (continued)

The-Counter,
exempt, or

Enter eVA PO Type,

Associate PD to

Vendar 1D, item 10,
Vendor Address

Transaction

Add/Update
ChartFialds

Pagelet will display

5ot transactions to Verified Set Transactions to
verified Transactions for Approved
Supervisor Approval

Click on image to return

56



Flow Chart Key

FLOW CHART KEY

Step
Description

Batch
Process

Manual
Operation

Decision
Outcome

Entity
Name

Process

Depicts a process step or interface,
Start

Specifies a balch process. End

Depicts a process or step that is performed manually. Documnent

Defines the possible outcomes of a decision or analysis that took
place in a step immediately preceding.

O

Specifies an entity (person, organization, etc.).

Budget YE
Close
GL

Depicts a process.

Indicates point at which the process begins. Does
not represent any activity,

Indicates point at which the process ends. Does
not represent any activity,

Depicts a document of any kind, either electronic
or hard copy

Indicates an On-Page or Intra Process
Connector which is used to avoid complex
overlapping connector lines or to continue a
process on another page.

Connects steps between business processes.

57



