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W rentzseps

Procedure

You can use the Procurement Card Transactions page to review, manage, and
approve procurement card transactions loaded by the Load Statement Process.

In PantherSoft 8.4 the file loads took place on Tuesday of every week. However, in
PantherSoft 9.0 these file loads will take place on the first business day after the 4th
of each month. You will have 10 business days to complete the reconciliation after they
are loaded.

FIU

Personalize Content | Lavout

Menu
search:

®
[ My Favorites
[+ Student Administration
[ Employee Self-Service
- Manager Self-Service
> Supplier Contracts
[ Customers
[ Products
[ Promotions
[ Customer Contracts
- Order Management
[ Pricing Configuration
[ Customer Returns
[- Items
[+ Cost Accounting
[- Vendors
> Purchasing
- Inventory
[ eProcurement
[+ Services Procurement
[- Sourcing
[- Engineering
I Manufacturing Definitions
[+ Production Control
[ Configuration Modeler
> Product Configurations
[ Quality
> Demand Planning
[ Inventory Policy Planning
> Supply Planning
[- Grants
[ Project Costing
[ Proposal Management
- Maintenance Management
I- Resource Management
[- Lease Administration
[~ Staffing
[ Travel and Expenses
[- Travel Administration
[+ Billing
[ Accounts Receivable

[ Accounts Pavable

288

E|M|M|M

[ [ @ mtemnet 0% -

Step

Action

Click the Purchasing link.
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FIU
[rm—

I» Requisitions

> Request for Quotes

[» Procurement Contracts
[> Vendor Rebates

[> Purchase Orders

I> Receipts

[» Return To Vendor

[» Procurement Cards

> Supplier Schedules

> Analyze Procurement
(> Inventory

[ eProcurement

[+ Services Procurement

(- Sourcing

[ Engineering

(> Manufacturing Definitions
[- Production Control

(> Configuration Modeler

> Product Configurations

[ Quality

> Demand Planning

[ Inventory Policy Planning
> Supply Planning

[- Grants

(- Project Costing

(- Proposal Management

(- Maintenance Management
- Resource Management

[- Lease Administration

[+ Staffing

[ Travel and Expenses g
[- Travel Administration
[+ Billing

[- Accounts Receivable
- Accounts Payable

[- eSettlements

[+ Asset Management

(- IT Asset Management
(- Banking

[- Cash Management

(- Deal Management

[+ Risk Management

[ Financial Gateway

@

@ Purchasing

lanage reguisitions, purchase orders, receipts, contracts, and related data.

Requisitions
Create, maintain, reconcile or review
requisttions information
[ Addilpdate Requisitions
B Approve Amounts
B 2ppro: artFields
10

Vendor Rebates
Vendor Rebates

or (RTVs
RTVs.

dispatch
reconcie or re
[ Addilipdate RTV
[ Dispatch RTVs
BIR:

Analyze Procurement
Accumulate summarized data and analyze
purchasing and v

Reguest for Quotes
Create requests for quotes (RFQs), enter
vendor responses, or award RFOs
[ Add/Update RFQs
ElManage Wendor Quote Group
PDispatch Quotes

6 More.

Purchase Orders

Add, maintain, and dispatch purchase orders.

1 2g9d/Update Express POs
[ Add/Update POs
Bl Approve Amounts

17 More

Procurement Cards

Set up card data; load, reconcie, or report on
procurement card transactions.

ank Statement

| wordst |

Add to Favorites

Edit "Purchasing” Folder

Procurement Contracts

w and report

Receipts
Enter and load receiving data, generate
accruals, revi port on receipts.

Supplier Schedules

Create, build, and dispatch supplisr
schedules.

P 5chedule Group
B=

| Sian out

[ VAT and Intrastat j
Done T | & mtermet e -

Action

Click the Procurement Cards link.

Reconcile

Click the Reconcile link.

Click the Reconcile Statement link.

Reconcile Statemeng
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New Window | Help | Customize Page | 15
— Review Disputes .

DI ocess Shatements Recencile Statement Search

[ Reports

b Security Role Name: -

> Definitions . I—Q

Employee 1D:
— Review Bank Statement ploy
[ Supplier Schedules Employee Name: | Q
[> Analyze Procurement
s \nventgry Card Issuer: I ﬂ
(> eProcurement Card Number:
[+ Services Procurement
[> Sourcing Transaction Number:
> Engineering .
> Manufacturing Definitions Sequence Humber:
(- Production Control Line Number:
(- Configuration Modeler N § l—
> Product Configurations Billing Date: a
[ Quality Statement Status: j'
(- Demand Planning I—L[
[> Inventory Policy Planning Budget Status:
> Supply Planning Chartfield Status: j‘
[- Grants
[ Project Costing Merchant: I
> Proposal Management . l—
[+ Maintenance Management Transaction Date: Eﬂ
(> Resource Management Charge Type: =
[- Lease Administration
[ Staffing Posted Date: H
(- Travel and Expenses
[ Travel Administration ﬂl
[ Billing i
[ Accounts Receivable
(- Accounts Payable
[ eSettlements
[~ Asset Management
[+ IT Asset Management
> Banking
> Cash Management
> Deal Management
[+ Risk Management
(- Financial Gateway
[ VAT and Intrastat
- Excise and Sales Tax/VAT | +|
[ [T e nternet e -

Step

Action

Click the Role Name list.
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— Review Disputes
[- Process Statements
> Reports
[ Security
[> Definitions
— Review Bank Statement
[ Supplier Schedules
[ Analyze Procurement
[ Inventory
[- eProcurement
[+ Services Procurement
[+ Sourcing
> Engineering
> Manufacturing Definitions
(- Production Control
(- Configuration Modeler
> Product Configurations
[ Quality
(- Demand Planning
(> Inventory Policy Planning
(- Supply Planning
[- Grants
[ Project Costing
> Proposal Management
[+ Maintenance Management
> Resource Management
[- Lease Administration
[+ Staffing
(- Travel and Expenses
[ Travel Administration
[ Billing
[ Accounts Receivable
(- Accounts Payable
[ eSettlements
[~ Asset Management
[+ IT Asset Management
> Banking
> Cash Management
> Deal Management
[+ Risk Management
(- Financial Gateway
[ VAT and Intrastat
[ Excise and Sales Tax/VAT

Recencile Statement Search

Mew Window | Help | Customize Page | 15

Role Name: I

Employee 1D:

Approver

Employee Name:

Card Issuer:

Card Number:
Transaction Number:
Sequence Number:
Line Number:

Billing Date:
Statement Status:
Budget Status:
Chartfield Status:

Merchant:
Transaction Date:
Charge Type:

Posted Date:

Search

I

| tnternet

H100% -

Step

Action

Click the Approver list item.

[Approver

Last changed on: 8/12/2009 8:34 AM

Page 5




Business Process Document
PS FIN Purchasing: Budget Authority_Reconciling ‘?ﬂiﬂh@ﬂ
Commodity/Dept. Travel Card

Add to Favorites

Sign out

| New Window | Help | Customize Page | 15
— Reconcile Statement
— Review Disputes .

DI ocess Shatements Recencile Statement Search

> Reports

b Security Role Name: [Anraver |

[> Definitions " [ Q

Empl 1D:
— Review Bank Statement mployee
[ Supplier Schedules Employee Name: | Q
[ Analyze Procurement =
> Inventory Card Issuer: I J
(- eProcurement Card Number:
[+ Services Procurement
[> Sourcing Transaction Number:
> Engineering 5 Humber:
> Manufacturing Definitions equence Humber:
(- Production Control Line Number:
(- Configuration Modeler N § l—
> Product Configurations Billing Date: a
[ Quality Statement Status: j'
(- Demand Planning I—L[
[> Inventory Policy Planning Budget Status:
P R T Chartfield Status: =
[- Grants
[ Project Costing Merchant: I
> Proposal Management . l—
[+ Maintenance Management Transaction Date: Eﬂ
(> Resource Management Charge Type: =
[- Lease Administration
[ Staffing Posted Date: H
- Travel and Expenses
[ Travel Administration ﬂl
[ Billing i
[ Accounts Receivable
(- Accounts Payable
[ eSettlements
[~ Asset Management
[+ IT Asset Management
> Banking
> Cash Management
> Deal Management
[+ Risk Management
(- Financial Gateway
[ VAT and Intrastat
- Excise and Sales Tax/VAT | +|
[ [T e nternet BN

Step

Action

Enter the desired information into the Employee ID field. Enter "pcarduser2”.

Search

Click the Search button.
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< Reconcile
— Reconcile Statement
— Review Disputes
[- Process Statements
> Reports
[ Security
[> Definitions
— Review Bank Statement
[ Supplier Schedules
[ Analyze Procurement
[ Inventory
[- eProcurement
[+ Services Procurement
[+ Sourcing
> Engineering
> Manufacturing Definitions
(- Production Control
(- Configuration Modeler
> Product Configurations
[ Quality
(- Demand Planning
(> Inventory Policy Planning
(- Supply Planning
[- Grants
[ Project Costing
> Proposal Management
> Maintenance Management
> Resource Management
[- Lease Administration
[+ Staffing
(- Travel and Expenses
[ Travel Administration

[ Billing

[ Accounts Receivable
(- Accounts Payable

[ eSettlements

[~ Asset Management

[+ IT Asset Management
> Banking

> Cash Management

> Deal Management

[+ Risk Management

[ Financial Gateway

[ VAT and Intrastat

- Excise and Sales Tax/VAT |+

Reconcile Statement

Add to Favoriles

Sign out

Mew Window | Help | Customize Page | 15

Procurement Card Transactions

EmpliD: PCARDUSER2 Hame:

Card Number:  *=rsisigag Card Provider:  FEOA
™ Run Budget Validation on Save

Acemo,Tead

vanarzony FRUETONINNS  yerifeq o
R Verified -

1S RENT-A-CAf

03/02/2009

9 [ 031032008 % Verfisd =

Bank Statement
Transaction Biling
. Transaction Budaget Chartfield Voucher
Trans Date Merchant Status moumcurrency Status Status Redistrib Error
1 W 03/03/2009 - | Verified - 593.93 USD ) Valid Yes No
2 [T 03/03/2009 mﬂ verfied  w 193,42 USD e valid yes Mo
3 [0 03/03/2009 g:gf& veriied  w 100.00 USD B O Valid Yes Mo
4 [T 03/03/2009 % veriied =« 551,40 USD B O valid Yes Mo
5 [T 03/03/2009 HAMPTOM INNS Verified > 515.88 USD % O Valid Yes Mo
6 [T 03/03/2009 HAMPTOM INNS Verified hd 84,29 USD % O Valid Yes Mo
r o
r o
&

selactal [0 Clearan stage | Verify

142.08 USD B Valid Yes Mo

20284 USD 5} Valid Yes Mo

130.00 USD Fé Valid Yes Mo

Apprave Validate Budget

Search Purchase Details  SplitLine Distribution Template

& save | (= notify || & Refresh

L] @

o0 -

Step | Action

9. Click the Status list.
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New Window | Help | Customize Page | 15
— Review Disputes

I Process Statements Reconcile Statement

> Reports .

b Security Procurement Card Transactions

[> Definitions EmpliD: , J, M ’ ,

— Review Bank Staterment mpliD: PCARDUSERZ ame: Acemo, Tead

[ Supplier Schedules Card Humber:  *#sssssigyag Card Provider:  PBOA
U Analyze Procurement ™ Run Budget Validation on Save
[ Inventory
(> eProcurement Bank Statement
[+ Services Procurement Transaction Biling
e Trans Date Merchant Status Transaction ¢\ rpopc. Budaet Chartfield g, gistrip LOUCher
> Engineering e e — Amount—[ Status Status = Error
(> Manufacturing Definitions .
(> Production Control 1 W 03/03/2009 - | Verified - 593.93 USD 2 Valid Valid Yes No
[- Configuration Modeler Approved
- Product Configurations 2 [ 030372000 Staged 193.42 USD = O B vaid valid  Yes Mo
[ Quality
(- Demand Planni
> Inventory Pol\cy?lg’lanmng 3 [0 03/03/2009 Verified 100.00 USD O ,f; Valid Valid Yes Mo
(- Supply Planning ,
- Grants 4 [ 03 009 Yerified - 551.40 USD O 52 valid Valid Yes Mo
[ Project Costing - ,
[> Proposal Management 5 [T 03/03/2009 HAMPTOM INNS Verified > 515.88 USD O 53 Vvalid Valid Yes Mo
E'ﬁ"s::j;‘:;;‘;rﬂagfgzmem 6 [T 030372009 HAUPTONINNE  [Verified  ¥] 84.20 USD & B2 vali valid  Yes Mo
(> Lease Administration lﬁ - -
b Staffing 7 T 03/03/2009 Verified 149.08 USD £ [ valid Valid Yes No
[> Travel and Expenses 21022 ey lﬁ 505 g Bk b vali Vali (i .
> Travel Administration 8 [T 03/03/2009 AR erified 20284 USD B QR valid Valid Yes Mo
Prii 9 [ 03/03/2009 2 [Verfied - 130.00 USD % Valid valid  Yes Mo
[ Accounts Receivable D CAl O b —
(- Accounts Payable
- eSettiements C Clear Al Stage | Verify spprove || validate Budget
[~ Asset Management
[ IT Asset Management Search Purchase Details  SplitLine Distribution Template
> Banking
I Cash Management & save | [ oty | s Refresh
> Deal Management
[+ Risk Management
(- Financial Gateway
[> VAT and Intrastat
- Excise and Sales Tax/VAT | v/
[T T [epmtene e -

Step

Action

10.

Click the Approved list item to Approve the selected transaction.
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Mew Window | Help | Customize Page | 15

— Review Disputes

I Process Statements Reconcile Statement

> Reports .

b Security Procurement Card Transactions

[> Definitions EmpliD: , J, M ’ ,

— Review Bank Staterment mpliD: PCARDUSERZ ame: Acemo, Tead

[ Supplier Schedules Card Humber:  *#rsssssigyag Card Provider:  PBOA
U Analyze Procurement ™ Run Budget Validation on Save
[ Inventory
(- eProcurement Bank Statement
[+ Services Procurement Transaction Biling
b B * Transaction Budagst Chartfield Voucher
b 5L e Irans Date Merchant Status Amount Currenc Status Status Redistrib Error
(- Manufacturing Definitions - . ) — — —
> Production Control 1 03/03/2009 5 04052757 [Approved ks 593.93 USD B @ B vaid Valid Yes Mo
[- Configuration Modeler e
E;L‘:"i‘t‘:‘c""ﬁg““’“’"ﬁ 2 [T 0310372009 Verfied = 1934200 B O R valie valid  Yes Mo
[ Demand Planning UNITED AIR l—_l = - » B
 Inventory Policy Planning 3 [ 030032009 5yooosoaiias verfied = 100.00 USD & ¢ B valid Valid Yes Mo
(- Supply Planning _
> Grants 4 [T 03/03/2009 %mu veriied =« 551,40 USD B O & vald valid Yes Mo
(> Project Costing e _ .
» Proposal Management 5 [T 03/03/2009 HAMPTON INNS Verified = 515.88 USD 2 ¢ B valid valid Yes No
(- Maintenance Management - P, . n = o = 1. » . ’
> Resource Management 6 [T 03/03/2009 HAMPTON INNS Verified 84,29 USD FE O 53 Valid valid Yes Mo
5
D o D 7 [ 0a3izopy HAMETOMINNS - e req ™ T 149.08 USD O R valig vaid  Yes Mo
[> Travel and Expenses 3/03/2 A lﬁ 202 g L vali Vali ‘i .
i Travel Administration & I 020312000 Verified 20234 UsD & [ valig Valid Yes Mo
Prii 9 [ 03/03/2009 Verfied = 130.00 USD % Valid valid ¥ N
[ Accounts Receivable D CAR srins 2 B vai &l E= °
(- Accounts Payable
- eSettiements C Clear Al Stage | Verify spprove || validate Budget
[~ Asset Management
[ IT Asset Management Search Purchase Details  SplitLine Distribution Template
> Banking
I Cash Management & save | (S notify | s Refresh
> Deal Management
[+ Risk Management
(- Financial Gateway
[ VAT and Intrastat
- Excise and Sales Tax/VAT | v/
[T T [epmtene e -

Step

Action

11.

Click the Select All link to select every transaction listed under the current
Bank Statement.

12.

Approve

Click the Approve button to Approve all of the selected transactions.

13.

Click the Save button.

14.

Click on the Home link.

15.

Congratulations. You have successfully Reconciled a Procurement Card
Transaction as a Budget Authority.
End of Procedure.
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