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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.

Is this topic, you will be managing your transactions before they can be reviewed by a

reconciler or approved.

Fersonalize Content | Lavout

Menu
search

®
- My Favorites
(- Student Administration
- Data Expansion Tools
> Employee Self-Service
- Manager Self-Service
- Supplier Contracts
[ Customers
[ Partners
I Products
- Catalog Management
- Promotions
[ Customer Contracts
> Order Management
[ Pricing Configuration
[ Customer Returns
[ tems
> Cost Accounting
[ Vendors
- Purchasing
[- Inventory
I eProcurement
[- Services Procurement
> Sourcing
> Engineering
> Mamufacturing Definitions
- Production Control
> Configur ation 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

=0 -§%]

Help

Step | Action
1. Click the Purchasing link.
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I» Request for Quotes Edit "Purchasing” Folder

@@ Purchasing
b Procurement Contracts Meanage recuisiions, purchase orders, receits, contracts, and relaled data.
[ Vendor Rehates

I Purchase Orders Requisitions Request for Quotes Procurement Contracts
Creste, maintain, reconcile or review Create resuzsts for quates (RFGs), enter Define, mairtain, release, review and report on

:; :zﬁ:'::‘fo Vendor “requisitions infarmation. wendor responses, or award RFGs: wendor and GPO cartracts:
B s pciate Requistions B Adcinpeiste RFOs EImanage Master Contracts

I Procurement Cards 5 spprove Amourts Elansge vendor Quote Groun 5 ddiUndate Contracts

b Supplier Schedules B Bpnrove ChartFiclds B Dissich Qusies = Dispaich Comracts

[> Analyze Procurement 10 More: & Mare. 5 More:
O Inventory -
[> eProcurement Vendor Rebates Purchase Orders Receipts.
- Services Procurement endor Rehates Add, maintain, and dispatch purchase orders. Erter and load receiving data, generate
> Sourcing [ Rebate Aareement 1 Addipdate Express POs accruals, review and repan on receipts.
> Engineering [ Rebate Dispatih B il pelate: POs B adddindale Receiots
- i =) Rebate Accrual B approve Amourts B Load Receipts
> Production Control Ehore.. 11 More... EW‘E
(> Configuration Modeler I
[ Product Configurations Return To Vendor Procurement Cards Supplier Schedules
> Quality Create refurms o vendor (RTvs); dispateh, St up card tata; load, recancile, o repart on Create, build, and dispstch supplier schecules
> Demand Planning £ reconcile or review RTvs. procurement card transactions: I Schedule Grous
> Inventory Policy Planning B addipdate RTY BIReview Bank Statement [ Schedule fem Attributes:
[ Supply Planning DlbisaaichRTvs Reconcie [ Scheduler's Workbench
b ] genncmw gr;lcessStw 3 More
- Project Costing aMore... Shlore...
> Proposal Management Analyze Procurement
(> Maintenance Management Accumulate summarized data and analyze
(> Resource Management purchasing and wendor data
> Lease Administration 2 Undste Procuremet infe
- Staffing ) Updste Spend History
- Travel and Expenses P Uptiate Frocuremert Statistics
> Travel Administration tlore..
[+ Billing

(- Accounts Receivable
> Accounts Payable

[ eSettlements

- Asset Management

- IT Asset Management
(- Banking

(- Cash Management

(- Deal Management

[ Risk Management

(- Financial Gateway

- V) nd Intrastat

(- Excise and Sales TaxVAT [v]

Step | Action

2. Click the Procurement Cards link.

3. Click the Reconcile link.

4, Click the Reconcile Statement link.

Eeconcile Statement

5. Click on any of the Merchant links, if you wish you see more information about
that specific merchant.

Click the COMFORT INN link.

6. Click the Return button.

7. Click the Line Details graphic to see more detailed information about a
specific transaction.

8. Click the Show all columns graphic if you wish to expand all the tabs and see
any additional information about a specific transaction.
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Step | Action

9. Click the Comments graphic to add comments specific to the line item.

10. Enter the desired information into the Comments: field. Enter "Enter
comments about the transaction.".

11. Click the OK button.

12. | Click the Distribution graphic to change your distribution chartfields.
E
13. | Click the Look up Dept (Alt+5) graphic to find a specific department.

14. | Enter the desired information into the Department: field. Enter "144000102".

15. | Click the Look Up button.

16. Click the 144000102 link.

17. Click the OK button.

18. | Notice how the Redistrib field changes to "Yes" after you make changes.

Click the Yes link to see more information.

19. | This page will show you information about who changed the distribution
information and when it was changed.

Click the Return button.
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FIU

Search:

(O]

- My Favorites
[ Student Administration
(- Data Expansion Tools
(- Employee Self-Service
(- Manager Self-Service
(- Supplier Contracts
[- Customers
[- Partners
[+ Products
(> Catalog Management
(- Promotions
(- Customer Contracts
> Order Management
(- Pricing Configuration
[- Customer Returns
[ Items.
(- Cost Accounting
[ Vendors
[~ Purchasing
> Requisitions
[ Request for Quotes
[+ Procurement Contracts
[» Vendor Rebates
[» Purchase Orders
> Receipts
[> Return To Vendor
=~ Procurement Cards
~ Reconcile
— Review Disputes
[- Process Statements
> Reports
I Security
[- Definitions
— Review Bank Statement
[> Supplier Schedules
[ Analyze Procurement
(> Inventory
[ eProcurement
[+ Services Procurement
[ Sourcing
> Engineering

Reconcile Statement

ome | _Workist | _MuliChannel Console | _Add o Favorites | _Sian out

Mew Window | Help | Customize Page | 15

Line:

Billing Date:
SpeedChart:

Distributions
Chartfields

Dist Percent

0K

Account Distribution

4 PO Qty: 1.0000 Uom: EA
04/30/2008 Billing Amount: USD 61.02 Unit Price: 61.02000
Transaction Unit E ;| Amount >
Q Prce §1.02000 Distribute by:

Y DetaisiTax | Asset Information Statuses
Amount Currency *GL Unit  *Account AltAcct Dept Class Fund Program Bud Ref Eﬁmﬂ"s Proj|

1|100.0000 61.02 USD

| Cancel |

Fuol @ [E11901 @ [71100 @ [1az000102 @ [1 @ ol [B1 @ Q al |

Refresh |

|
T [ e nternet

00 -

Step

Action

20.

projects.

distributio

n.

You will also be able to split each transaction between several departments or

Click the scrollbar to scroll to end of the line and add one more line to your
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W rentzseps

en
— Review Disputes
[ Process Statements
[* Reports
> Security
[ Definitions.
~ Review Bank Statement
> Supplier Schedules
[> Analyze Procurement
- Inventory
[ eProcurement
[ Services Procurement

> Manufacturing Definitions
[ Production Control

> Configuration Modeler

[ Product Ci i

Mew vindow | Help | Customize Pace | B

EA
B 61.02000
e hy: | Amount [v]

=

First [4] 1 or 1 [ Last

Class Fund

1]a [20]a Bl

Program Bud Ref

PC Bus
Unit

Q a Q

Affiliate Eund Affil

Q Q Q

Location

QB E

- 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 TaxVAT

o e

m >

Step

Action

21.

Click the Add Button 1 (A+7) graphic to add an additional line to your
distribution.
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— Review Disputes
[ Process Statements
[* Reports
> Security
[ Definitions.
~ Review Bank Statement
> Supplier Schedules
[> Analyze Procurement
- Inventory
[ eProcurement
[ Services Procurement

Definitions
nitrol
> Configuration Modeler

Mew vindow | Help | Customize Pace | B

EA
B 61.02000
e hy: | Amount [v]

=

Class Fund Program B

PC Bus

The page at https://pststweb fiuedu:3550 s

1]a [20]a Bl

[ Product Ci
- Quality

> Demand Planning

> Inventory Pol Planning
> Supply Planning

[ Grants

(- Project Costing

[ Proposal Management

- Maintenance Management
> Resource Management

(- Lease Adi stration

[+ 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 TaxVAT

IND

e Enter number of rows to add:

1

a

Affiliate

Q

Eund Affil

Q

First [4] 1 or 1 [ Last

Location

[¥]]

Step

Action

22.

Then click the OK button.

Specify the number of rows that you want to add.
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rlu Home | Worklist | MulliChannel Console | Add to Favorites | _Sign out

Search: = New Window | Help | Customize Page | 15,
[> My Favorites Reconcile Statement

[ Student Administration N N N

> Data Expansion Tools Account Distribution

(- Employee Self-Service

(- Manager Self-Service Line: 4 PO Qty: 1.0000 UoM: EA

[- Supplier Contracts . : . . .

e e i Billing Date: 04/30/2009 Billing Amount: UsD 61.02 Unit Price: 61.02000

[ Partners SpeedChart: Q@ Transaction Unit 6102000 “Distribute by: | Amount -

> Products Price

E(;::l“(:,%(l,l;mgemem Distributions

> Customer Coniracts Chartfields Y Detais/Tax | Asset Information Statuses

e Dist Percent  Amount Currency *GL Unit *Account AltAcct Dept Class Fund  Program Bud Ref Eﬁmﬂ"s Proj

(- Pricing Configuration Unit
- Customer Ret

M:;‘s’"‘e’ ELE 1[100.0000 61.02 USD Fivo1 | Q [E11901 @ [71100 @ [144000102 @ |1_Q 210 Q@ FQ Q Q

(- Cost Accounting

[ Vendors
[~ Purchasing 0K
> Requisitions

[ Request for Quotes

| cancel || meresn |

[+ Procurement Contracts
[» Vendor Rebates
[» Purchase Orders
> Receipts
[> Return To Vendor
=~ Procurement Cards
< Reconcile
— Review Disputes
[- Process Statements
> Reports
I Security
[- Definitions
— Review Bank Statement
[> Supplier Schedules
[ Analyze Procurement
(> Inventory
[ eProcurement
[+ Services Procurement
[ Sourcing
(> Engineering -4

o
4

|
| [ L3 € ternet 0% -

Step | Action

23. | For this example, we are splitting the line evenly by percent.

Enter the desired information into the field. Enter "50.00".

24. | Click the Refresh button to see the change you just made.

25. Enter the desired information into the field. Enter "50.00".

26. Click the Refresh button.
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Search:

New Window | Help | Customize Page | [,

leE| _workdist | MuliChannel Console | _Add to Favorites | Sian out

®
> My Favorites
[ Student Administration
(> Data Expansion Tools
[ Employee Self-Service
- Manager Self-Service
(> Supplier Contracts
[ Customers
[ Partners
[ Products
> Catalog Management
[ Promotions
[ Customer Contracts
[ Order Management
> Pricing Configuration
[ Customer Returns
[ Items.
(> Cost Accounting
[ Vendors
- Purchasing
I Requisitions
> Request for Quotes
[> Procurement Contracts
[» Vendor Rebates
[» Purchase Orders
> Receipts
[» Return To Vendor
~ Procurement Cards
< Reconcile
— Review Disputes
[- Process Statements
[* Reports
[ Security
[- Definitions
— Review Bank Statement
[> Supplier Schedules
[> Analyze Procurement
(> Inventory
[ eProcurement
[ Services Procurement
> Sourcing

[ Engineering

Recencile Statement

Account Distribution

Line: 4 PO Qty: 1.0000 uom: EA
Billing Date: 04/30/2009 Billing Amount: UsD 61.02 Unit Price: 61.02000

o Transaction Unit * - | Amount x
speedChart: Q Trane 6102000 Distribute by: =l

Distributions
Chartfields

Y DelailsiTax ' Asset Informaticn

Statuses

PC Bu

Dept Class Fund Unit

Fuol @ [E11901 @ 71100/ 1000102 @ 12 210]@ [ Q al”
Foot | @ [ET1901 @ [rr100]@ [1aso0010z @ [1 @ 210 @ [51 @ Q al ]

Dist Percent  Amount *Account AltAcct Program Bud Ref Pro

1| 50,0000 3051 USD
2| 50.0000 3051 USD

Currency *GL Unit

ok | cancel || Refresn |

»

|
T o @ anternet

00 -

Step

Action

27.

line.

Click the Dept button to change the chartfields for the additional distribution

28.

Enter the desired information into the Department field. Enter "144000101".
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W rentzseps

[ Process Statements
[* Reports

> Security

[ Definitions.

> Supplier Schedules

[> Analyze Procurement
- Inventory
[ eProcurement
[ Services Procurement

ng

> Manufacturing Definitions
[ Production Control

> Configuration Modeler

> Product Configurations

- Quality

> Demand Planning

(> Inventory Policy Planning
> Supply Planning

en
— Review Disputes

~ Review Bank Statement

Look Up Dept

SetiD: FIUD1
Department: | begins with (|1 44000101

Look Up Clear Cancel | Basic Lookup

1-100 0300 [3] Last

Manager Name
Pagan,Hector

Tinder,Charles L
Tinder,Charles L

000100010 UndrG Tuit Di In 5t

Bond,James b

000100020 UndrG Tuit Di Out 5t

Bond,James b

Walings,Francisco &
Walings,Francisco A

[ 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 TaxVAT
IND

& Grants _ 000110000 FIN AID FEE
- Project Costing 000110008 FIN AID FEE PRIOR TO 7-1-04

(> Proposal 000111000 COM - Tuition

(- Mail 000120000 A&S FEE SPR 2000

[ Resource 000120003 ALS FEE SPR 2000 PRIOR TO 7-1-
(- Lease Administration 000120000 ATHL FEE

[+ Staffing

0001300038 ATHL FEE - FALL 1898

Rock.Jahn &
Rodriguer,Marisa £
RodriguezMarisa £
Garcia,Pedro A
Garcia,Pedro A
Garcia,Pedro A
Garcia,Pedro A

000150008 CPTL IMPR FEE PRIOR TQ 7-1-04
000160000 CRBALANCES SPR 2000
000160008 CRBALANCES SPR 2000 PRIOR TO

Garcia,Pedro A
GarciaPedro A
Tharmas,Lucson
TharmasLucson
Tharmas,Lucson
TharmasLucson
Bond James b
Bond James b

000170000 STV PAYMENTSGWAVERS
000170001 REFUNDS
000170002 AR BALANCE FORWIARD

[" 000170003 CR CARD SURCHARGE

Tinder,Charles L
Bond James b
Bond.James M
Bond.James b

Mew Window | Help | B 1

neEp

Step

Action

29.

Loak Up

Click the Look Up button.

30.

144000101

Click the 144000101 link.

31.

o
o

Click the OK button.

32.

Select Al

The distribution information can also be edited for every line in your Bank
Statement.

Click the Select All link to select all yours transactions at once.

33.

Click the Distribution Template link.

[Distribution Templats]

34.

[

Click the Look up Account (Alt+5) graphic.

35.

Enter the desired information into the Account: field. Enter "711013".

36.

Click the Look Up button.

Page 10
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Step | Action
37. | Click the 711013 link.
711013

38. | Enter the desired information into the Department: field. Enter "144000102".

39. | Click the Look Up button.

40. | Click the 144000102 link.

144000102

41. | Please remember to enter the rest of your chartfield information (i.e. Fund

Code, Class, and Program Code).

This information can be found through this navigation in Peoplesoft:
Set Up Financials/Supply Chain > Common Definitions > Design Chartfields >
Chartfield Values > Speedtypes

Home | Workiist | MutiChannel Console | Add to Favorites | _Sign out

=l

FIU

[- Lease Administration
[» Staffing

[ Travel and Expenses
(> Travel Admini: il
> Billing
[- Accounts Receivable
> Accounts Payable

[ eSettlements.

(- Asset Management

(- IT Asset Management
[ Banking

(- Cash Management

(- Deal Management

New Window | Help | Customize Page | 5,

Reconcile Statement
Procurement Card Transactions

EmpliD: PCARDUSER2
Card Number: =

Hame:
Card Provider:

Acemno,Tead
PBOA

Customize | Find | View 100 | 88 First [1] 1.9 or 125 B Last

[ Risk Management - Transaction Budget Chartfield Voucher
[> Financial Gateway Trans Date Merchant Status A Oumcurrency Status Status Redistrib Error
[ VAT and Intrastat AMERICAN ,
- 1l s l——[' = =

[+ Excise and Sales Tax/VAT 1 W 03/03/2009 AIR0017404952757 Approved 58393 USD =1 O L2 valid Valid No No

IND =—=——===
> Commitment Control AMERICAN = i 1 " "
per e 2 7 0412000 e oagg [Staced 597.50 USD = [ valid Valid Yes No
[> Allocations 3 [T 04M1/2009 RICK'S KWIKLUBE [Staged - 32.45 USD | valid Valid Yes Mo
(- Statutory Reports ,
[ SCM Integrations 4 [T 04111/2009 COMFORT INM Staged > 61.02 USD 53 Vvalid Valid Yes MNo
[> Set Up Financials/ Supply

Chain 5 [ 0411/2009 ;:EI'FIIYCCI:\'IB Staged v 103.24 USD > [F valid Valid Yes Mo
(> Enterprise Components THRIF.TV R X
[ Government Resource 6 [T 03/03/2009 A . Approved = 19342 UsSD O 53 Vvalid Valid Yes MNo

T RENTAL
(- Background Processes 7 [T 0411/2009 AVIS RENT-A-CAR 1 |Staged = 73.80 USD 2 O & vaid Valid Yes No
[- Worklist
> Application Diagnostics 8 [T 041172009 AVISRENT-A-CAR 1 [Staged = 140.97 USD & & vaiig valig Yes No
E;’e‘ﬁ‘om’;“%s 9 7 0411/2009 AVISRENT-ACARY [Staged = 336.72 USD y O R valid valid  Yes Mo
(- PeopleTools v 5 .
- Packaging Select All Clear All Stage | Verify Approve | Validate Budget
> FIU Custom - o -
— Tax Center Search Purchase Details  SplitLine Distribution Template
— Treasury Management

Conier 12 save | (=] notify || s Refresn
— Treasury Processing Center
— Treasury Definitions Center
— Change My Password
— My Personalizations
— My System Profile
|- My Dictionary =

[ [ [ @ mtemet 0w - |

42. | Click the Run Budget Validation on Save option.

This option only checks to see if the distribution listed for each line is a valid
chartfield combination. It does not affect your budget in any way.
||_ Run Budget Validation on Save|
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Step [ Action

43, Click the Save button.

44, Click the Home link.
| Homel

45. | Congratulations. You have successfully edited the distribution on your
transactions.
End of Procedure.
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