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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 reviewing and managing your transactions before they can be
approved.

Personalize Content | Lavout

! I u _Lﬂ-e Workist | _MuttiChannel Console | _Add to Favories | Sign out
Help

Menu =
Search:
®
[ 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
[> Inventory
[ eProcurement
I Services Procurement
[ Sourcing
[+ Engineering
> Manufacturing Definitions
[+ Production Control
[ Configuration Modeler
> Product Configurations
[+ Quality
> Demand Planning
[ Inventory Policy Planning
[ Supply Planning
[ Grants
I Project Costing
- Proposal Management
[~ Maintenance Management
- Resource Management
[- Lease Administration
[+ Staffing
[ Travel and Expenses
[ Travel Administration ﬂ

[ [ [ [@mtemet 0% -

Step | Action

1. 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

[- 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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— Review Disputes
[> Process Statements
> Reports
[ Security
[> Definitions
— Review Bank Statement
[ Supplier Schedules
[ Analyze Procurement
[ Inventory
(> eProcurement

Reconcile Statement

Home | _Workiist | MuliChannel Console | _Add to Favorites | _Sian out

Mew Window | Help | Customize Page | 15

Procurement Card Transactions

EmplID:
Card Humber:

PCARDUSERZ

s TR

™ Run Budget Validation on Save
Bank Statement

Hame:

Card Provider:

Acemo,Tead

FBOA

[+ Services Procurement Transaction Biling
P Trans Date Merchant Status Transaction ¢\ rpopc. Budaet Chartfield g, gisrip LOUCher
b 5L e e TEEn Ea— Amount SUTENCE Status Status  —— - Error
> Manufacturing Definitions .
(> Production Control 1 W 03/03/2009 e | Staged - 593.93 USD ¢ R valid Valid No No
[- Configuration Modeler w
- Product Configurations 2 [7 033200y THREIYCAR Staged o« 193.42 USD = O G valia valid Mo No
[ Quality
(- Demand Planning 1, .
> Inventory Policy Planning 3 [0 03/03/2009 Staged 7 100.00 USD O 53 Valid valid Mo Mo
(- Supply Planning
[> Grants 40 03 009 Staged 2 551.40 USD ] ,:; Valid Valid Mo Mo
[ Project Costing -
[> Proposal Management 5 [T 03/03/2009 HAMPTOM INNS Staged > 515.88 USD O _f; Valid Valid No No
(- Maintenance Management . e . lﬁ o 1 . ’ ’
> Resource Management 6 [T 03/03/2009 HAMPTON INNS Staged 84,29 USD O 53 Valid valid Mo Mo
D o D 7 [ 03narzopy HAMPTONINNS — Fepoeg™ o 149.08 USD O R valig valid Mo Mo
Pt 8 [T 0310312009 sR [Faged = 20284030 B O R valie valid Moo Mo
> Billing " 8 oamapoog HERTZRENTE:  [ooeq™ =] 130,00 USD 3 Valid valid Mo Mo
[ Accounts Receivable D CAR o O b
(- Accounts Payable
- eSettlements 4 Selectall Clear All Stage | Vertfy 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 |+

[T T [emtene e -

Action

merchant.

ERICAN

RO0174049527

57

Click an entry in the Merchant column to view specific information about a

Page 4
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Home | _Workiist | MuliChannel Console | _Add o Favorites | _Sian out

Mew Window | Help | Customize Page | 15

— Review Disputes

I Process Statements Reconcile Statement
> Reports N
b ey Merchant Details
[> Definitions !
— Review Bank Statement | LIN® 1
[> Supplier Schedules o . .
I> Analyze Procurement Merchant:  AMERICAN AIR0017404952757
> Inventory . \
> eProcurement City: BENTON HARB
(> Services Procurement State: I
(> Sourcing
> Engineering Country: L34

> Manufacturing Definitions
[ Production Control [T

(- 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 | +|

Done [ [T € nternet e -

Step | Action

6. Click the Return button.
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Home | wordist | Mulichannel Console | _Add to Favorites | Sian out

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

I Process Statements Reconcile Statement

> Reports .

b Security Procurement Card Transactions

[> Definitions . §

— Review Bank Statement EmpliD: PCARDUSER2 Hame: Acemo, Tead

[ Supplier Schedules Card Number: s 755 Card Provider:  PBOA
b Analyze Procurement I” Run Budget Validation on Save

[ Inventory
(- eProcurement Bank Statement
[+ Services Procurement Transaction Y Biling
[+ Sourcing
 Engineering TransDate Merchant “Status Transacton o\ rrency Sudast  Charfield gegistr foaer
> Manufacturing Definitions ERICAN — — — I
(> Production Control 1 W 03/03/2009 0017404952757 Staged - 593.93 USD & Valid No No
[ Configuration Modeler Calile S
E;L‘:"i‘t‘:‘c""ﬁg““’“’"ﬁ 2 [ 03032000 THRIFTY CAR Staged | 192.42 USD = O valid Mo Mo
[ Demand Planning UNITED AIR l—_l »
> Inventory Policy Planning 3 [0 03/03/2009 Staged 7 100.00 USD O valid Mo Mo
(- Supply Planning
[> Grants 4 [0 03/03/2009 %WEU Staged 2 551.40 USD O Valid Mo Mo
[ Project Costing ——
[> Proposal Management 5 [T 03/03/2009 HAMPTOM INNS Staged > 515.88 USD O Valid No Mo
(- Maintenance Management . = .
> Resource Management 6 [T 03/03/2009 HAMPTON INNS Staged 84,29 USD O valid Mo Mo
(> Lease Administration lﬁ ali
b Staffing 7 T 03/03/2009 Staged 149.08 USD (9] Valid No No
(- Travel and Expenses . lﬁ e
> Travel Administration 3 [ 03/03/2009 AVISRENT-A-CAR  |Staged 20234 U2D =} Valid Mo No
> Billing " 8 oamapoog HERTZRENTE:  [ooeq™ =] 130,00 USD valid N N
[ Accounts Receivable D CAR 208 o &l ° °
(- Accounts Payable
- eSettlements Select All [} Clear All Stage | Verify Validate Budget
[~ Asset Management
[ IT Asset Management Search Purchase Details  SplitLine Distribution Template
> Banking
I Cash Management & save | (=] notity || o Refresh
> Deal Management
[+ Risk Management
[ Financial Gateway
[ VAT and Intrastat
- Excise and Sales Tax/VAT |+
Dore [T T [emtene e -

Step | Action

7. Click the Line Details button if you wish to see further details about your
transaction.
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Home | Worklist | MulliChannel Console | Add to Favorites | _Sian out

s Mew Window | Help | Customize Page | 15

— Reconcile Statement

— Review Disputes

I Process Statements Reconcile Statement

> Reports 5 : i
b Security Visa Transaction Details
[> Definitions .
- Review Bank Statement Card Humber: 4788
I Supplier Schedules Posted Date: 03/05/2009
[- Analyze Procurement Transaction Number:  240352132836612104952757
[ Inventory .
> eProcurement Sequence Number: 149
[+ Services Procurement ~ Card Transaction - Type 5
> Sourcing Tab 1 Tabz
> Engineering
[» Manufacturing Definitions Period Acquiring Bin Card Acceptor ID Supplier Name
(> Production Control 104001 403621 AMERICAN AIR0017404952757
(- Configuration Modeler
[> Product Configurations ~ Passenger ltinerary - Type 14
> Quality Tebt Y Tab2 )}  Tab3 Tab4 Y Tabs
i Demand Planning Departure Date  Iravel Agency Code  Iravel Agency Name Ticket Indicator

(> Inventory Policy Planning
(- Supply Planning

[- Grants

[ Project Costing

> Proposal Management

(- Maintenance it Leq Number DestinationiAirport Code Carrier Code Service Class
(> Resource Management 1 1 0RD AA L

[- Lease Administration
[+ Staffing Return

(- 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 |+

101/22/2004 23537964 TQ3 MARITZ TVL SOLUTIONS Yes

~ Leg-Specific Information - Type 15

[T [T |€ntenet ESI R

Step | Action

8. Click the Show all columns button to expand the line and see further detalil
about your transaction.

9. Click the scrollbar.

10. Click the Return button.
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Home | _Workiist | MuliChannel Console | _Add to Favorites | _Sian out

= 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:  *#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 ) — — I
(> Production Control 1 W 03/03/2009 0017404952757 Staged - 593.93 USD 2 Valid Valid No No
[ Configuration Modeler e
- Product Configurations 2 [ 030372000 Staged | 193.42 USD = O B vaid valid Mo Mo
[ Quality
(- Demand Planning - »
> Inventory Policy Planning 3 [0 03/03/2009 Staged 7 100.00 USD O 53 Valid valid Mo Mo
(- Supply Planning ,
[> Grants 4 [0 03 009 Staged x 551.40 USD > R vaia Valid Mo No
[ Project Costing —— ,
[> Proposal Management 5 [T 03/03/2009 HAMPTOM INNS Staged > 515.88 USD O 53 Vvalid Valid No Mo
(> Maintenance Management - P . lﬁ - . .
> Resource Management 6 [T 03/03/2009 HAMPTON INNS Staged 84,29 USD O 53 Valid valid Mo Mo
[- Lease Administration m - e
b Staffing 7 T 03/03/2009 Staged 149.08 USD £ [ valid Valid No No
(- Travel and Expenses 21022 LCA lﬁ . - = N ali ’ ’
> Travel Administration 8 [T 03/03/2009 AVISRENT-A-CAR | Staged 20284 USD B QR vaid Valid Mo Mo
> Billing " 8 oamapoog HERTZRENTE:  [ooeq™ =] 130,00 USD 3 Valid valid N N
[ Accounts Receivable D CAR Stage 2 B vai &l ° °
(- Accounts Payable
- eSettlements ™ gelectAll Clear All Stage | Verify Validate Budget
[~ Asset Management
[ IT Asset Management Search Purchase Details  SplitLine Distribution Template
> Banking
I Cash Management & save | (=] notity || o Refresh
> Deal Management
[+ Risk Management
[ Financial Gateway
[ VAT and Intrastat
- Excise and Sales Tax/VAT |+
Done [T @ nternet e -

Step

Action

11.

E|

Click the Distribution button to view/edit the Distribution chartfield.

Page 8
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Home | _Workist | MuliChannel Console | _Add o Favorites | _Sian out

s Mew Window | Help | Customize Page | 15

— Review Disputes

I Process Statements Reconcile Statement

> Reports " - -

1> Security Account Distribution

[> Definitions

- Review Bank Statement Line: 1 PoQty: 1.0000 uor: EA

E;uprherpﬁcnedu\eﬁ ¢ Billing Date: 03/31/2009 Billing Amount: USD 593.93 Unit Price: 59393000
nalyze Procuremen

[ Inventory SpeedChart: @ Transaction Unit 9393000 “Distribute by; [Ameunt =
(> eProcurement Price

(> Services Procurement Distributions

[ Sourcing Chartfields Y Detais/Tax Y Asset Infermation Statuses

> Engineering BC Bi

(- Manufacturing Definitions Dist Percent  Amount Currency *GL Unit *Account AltAcct Dept Class Fund Program Bud Ref Unit us Proijl
(> Production Control unit

> Configuration Modeler 1[100.0000 £9323 USD Fuol @ [ET1e01 @ [71100/ @ [1az000102 @ i@ eol@ [ Q al |

> Product Configurations
[ Quality

(- Demand Planning

> Inventory Policy Planning oK | Cancel | Refresh |
(- 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 v\ 4 \

i

|
[T [ e nternet e -

Step | Action

12. | Click the Dept button.
For Contracts & Grants project IDs, the following fields must be populated:

Department (Organizational Department ID)
Class

Fund Code

PC Bus Unit: Enter ‘FSR0O1’

Project

Activity: Enter ‘SPN’

Run the following query to identify the correct combination of the above fields
for a particular project ID: FIU_GL_DEPT_PROJ_LOOKUP

13. | Enter the desired information into the Department field. Enter "144000103".

14. | Click the Look Up button.

15. | Click an entry in the Description column.
[FANTHEREOFT ADMINISTRATIVE|

16. Click the Horizontal scrollbar button.

Last changed on: 8/12/2009 8:32 AM Page 9
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Step

Action

17.

Click the Add multiple new rows (Alt+7) button.

Explorer User Prompt

Seipt Prompt

Enter number of rows to add

i

[ 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

Home | _Workist | MutiChannel Console | _Add to Favorites | Sian out

omize | Find | View Al

PC Bus

Unit Project Activity

ass Fund Program Bud Ref

Affiliate Fund Affil Location

Tafwala [ al Q] Q|

R

Ql_oxl—oxli—o\El

|v]

jiavascriptisubmitAction_winD{document win,'CC_TRANS_DIST§newm$04$0%;

[ [ [ [@mtemet 0w - |

Step

Action

18.

Click the OK button.

Page 10
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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

New Window | Helo | Customize Page | 15,

oncile Statement

count Distribution

1 PO Qty: 1.0000 uom: EA
a Date: 03/31/2009 Billing Amount: UsSD 593.93 Unit Price: 592.93000
3 o Transaction Unit * ;| Amount 2
}Chart: Q i 593 93000 Distribute by: =l

artfields Details/Tax

Asset Informaticn Statuses

ZAccount  AltAcct

PC Bus

Dept Unit Project

Ao @ [Erreo1 @ [71100/ @ [razo00t0z|@ i@ [zl [ Q Q
FuoT | [Erreo1 @ [rrro0]a@ [iasoooos| @ [1 @ 2o @ Q Q

Percent Amount

Currency GL Unit

Class Fund  Proaram Bud Ref

100.0000 593.93 USD
| usD

K| _cancel Refresh

o

Done

|
[ [ @mem

H100% -

Step

Action

19.

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

20.

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

21.

Click the Refresh button.

22.

Double-click the Dept object.

23.

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

24.

Click the Look Up button.

25.

Click an entry in the Manager Name column.

26.

OK

Click the OK button.

Last changed on: 8/12/2009 8:32 AM
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< Reconcile
— Reconcile Statement
— Review Disputes
[> Process Statements
> Reports
[ Security
[> Definitions
— Review Bank Statement
[ Supplier Schedules
[ Analyze Procurement
[ Inventory
(> eProcurement

Home | Worklist | MulliChannel Console | Add to Favorites | _Sian out

Mew Window | Help | Customize Page | 15

Reconcile Statement
Procurement Card Transactions

EmpliD: PCARDUSER2 Hame: Acemo, Tead
Card Number:  *rsosisig7ag Card Provider:  FEOA
™ Run Budget Validation on Save

Bank Statement

First [1] 1.9 o135 O

[+ Services Procurement Transaction Biling

b 2 . Transaction Budget  Chartfield Voucher
[> Engineering Trans Date Merchant Status Amoum{:urrency Status Status Redistrib Error
> Manufacturing Definitions _

(> Production Control 1 W 03/03/2009 Staged - 593.93 USD Eg Not Chkd  Valid Yes No
(- Configuration Modeler =t

E;L";i‘t‘:‘c""ﬁg““’“’"ﬁ 2 [T 03/03/2009 Staged o« 193.42 USD = O R vaia valid Mo No
(- Demand Planning UNITED AIR l—_l Eh = v

 Inventory Policy Planning 3 [ 030032009 5yooosoaiias Staged  * 100.00 USD B ¢ & vaid valid No Mo
(- Supply Planning

[- Grants 4 [T 02/02/2009 % Staged x 551.40 USD 9] Valid Valid Mo No
[> Project Costing E—

[> Proposal Management 5 [T 03/03/2009 HAMPTOM INNS Staged > 515.88 USD O Valid Valid No Mo
(> Maintenance Management . lﬁ . .

> Resource Management 6 [T 03/03/2009 HAMPTON INNS Staged 84,29 USD O valid valid Mo Mo
(> Lease Administration lﬁ ali ali

b Staffing 7 T 03/03/2009 Staged 149.08 USD (9] Valid Valid No No
(- Travel and Expenses lﬁ = ali

> Travel Administration 3 [T 03/03/2009 Staged 20234 U2D 5} =} Valid Mo No
[ Billing e ] 03/03/2009 Staged - 130.00 USD = Valid M N
[ Accounts Receivable D CAl 208 O ot o o
(- Accounts Payable

- eSettlements sslectall 0 Ciear s Stage | Verify Validats Budget

[~ Asset Management

- IT Asset Management Search Purchase Details  Splitline  Distribution Template

> Banking

I Cash Management & save | (=] notity || o Refresh

> Deal Management

[+ Risk Management

[ Financial Gateway

[ VAT and Intrastat

- Excise and Sales Tax/VAT |+

Dore [T T [emtene i -

Step | Action

27.

Click an entry in the Redistrib column to view the redistribution history, and
the users who have modified it.

Page 12
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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 | +|

Reconcile Statement

Redistribution History

Line: 1

Redistribution History

Last Change Date
1 05/04/2009 3:30:29PM

Return

omize | Find

User Nodify
pcarduser2

Home | _Workiist | MuliChannel Console | _Add to Favorites | _Sian out

Mew Window | Help | Customize Page | 15

Done

[

| tnternet

100 -

Step

Action

28.

Click the Return button.

Last changed on: 8/12/2009 8:32 AM
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Home | _Workist | MuliChannel Console | _Add to Favorites | _Sian out

| 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:  *ssssssssgygg Card Provider:  PBOA
U Analyze Procurement ™ Run Budget Validation on Save

[ Inventory
[ eProcurement Bank Statement First [4] 19035 O
[+ Services Procurement Transaction Biling
> Sourcing R Transaction Budget Chartfield Voucher
[> Engineering Trans Date Merchant Status Amount SUTency Status status | Bedistrib e o
> Manufacturing Definitions . 7 — I
(> Production Control 1 W 03/03/2009 -, |Staged - 593.93 USD @ ¢ Bz notchkd  valid Yes No
(- Configuration Modeler =t
E;L";i‘t‘:‘c""ﬁg““’“’"ﬁ 2 I 030372009 Staged v 19zs2us0 B O B van valld  Yes Mo
(- Demand Planning = 1. . y
> Inventory Policy Planning 3 ¥ 03/03/2009 Staged 7 100.00 USD O 53 Valid valid Yes Mo
(- Supply Planning _ ,
> Grants 4 ¥ 030372000 o iesce e Staged  w 551,40 USD = O B vaid valid Yes Mo
[ Project Costing - _ T
[> Proposal Management 5 ¥ 03/03/2009 HAMPTOM INNS Staged > 515.88 USD E% O 53 valid Valid Yes Mo
(- Maintenance Management - P, . = o = 1. . .
S 6 ¥ 03/02/2009 HALPTOM INNE Staged 2429 USD & & & vaid valid Yes Mo
D o D 7 W 0a3izopg HAMETOMINNS - Fappeq™ T 1s908usD B O B valig vald  Yes Mo
[> Travel and Expenses 3/03/2 lﬁ 202 g Bk L vali Vali ‘i .
> Travel Administration & ¥ 03/03/2009 R |Staged 20284 USD @ O R valid Valid Yes Mo
[ Billing e ] 03/03/2009 ———— Staged - 130.00 USD = 2 Valid Valid ¥ N
(- Accounts Receivable F CAl Stage =l O b Vall ali Yes o
(- Accounts Payable
- eSettlements Y Select a1l Clear All Stage | Vertfy Validate Budget
[~ Asset Management
[ IT Asset Management Search Purchase Details  SplitLine Distribution Template
> Banking
I Cash Management & save | (=] notity || o Refresh
> Deal Management
[+ Risk Management
[ Financial Gateway
[ VAT and Intrastat
- Excise and Sales Tax/VAT |+
Done [T @ nternet e -

Step | Action

29.
Bank Statement.

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

30.

[Distribution Template]

Click the Distribution Template link to view the distribution line field.

This will apply this Distribution Template to all of the selected transactions.

Page 14

Last changed on: 8/12/2009 8:32 AM




Business Process Document
!’@mﬂl‘@ﬂ PS FIN Purchasing: Reconciler_Reconciling
Commodity/Dept. Travel Card

Home | Worklist | MultiChannel Console | Add to Favorites | _Sian out

s New Window | Help | Customize Page | 15

— Reconcile Statement
— Review Disputes .
I Process Statements Reconcile Statement

> Reports i ;. :
b Security Distribution Template

[> Definitions SpeedChart: Q

— Review Bank Statement
[ Supplier Schedules Distributions

[> Analyze Procurement PCBus
> Inventory Seq Pet IGLUnit ZAccount AltAcct Dept Class Fund  Program BudRef ;. Project Activity
[> eProcurement —
D 11000000 [Fioot @ [ri1e13 @ [rei00 @ [1ss000t02|@ [T @ 210 @ 61 @ Q aQ @
[+ Sourcing
> Engineering
> Manufacturing Definitions
(- Production Control
(- Configuration Modeler
> Product Configurations
[ Quality
(- Demand Planning
(> Inventory Policy Planning
(- Supply Planning
[- Grants
[ Project Costing
> Proposal Management 0K
[- Maintenance it
> 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 | «| 4| | d

[ [ € ternet BN

Cancel Refresh

Step | Action

31. Click the OK button.
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Home | Worklist | MultiChannel Console | Add to Favorites | _Sian out
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— Review Disputes

I Process Statements Reconcile Statement

> Reports .

b Security Procurement Card Transactions

[> Definitions EmpliD: , J, M ’ ,

— Review Bank Staterment mpliD: PCARDUSER2 ame: Acemo, Tead

[ Supplier Schedules Card Humber:  *#ssssssigyag Card Provider:  PBOA
U Analyze Procurement ™ Run Budget Validation on Save
> Inventory
[> eProcurement Bank Statement First (1] 1.9 025 O
[+ Services Procurement Transaction Biling
b B * Transaction Budget Chartfield Voucher
b 5L e Irans Date Merchant Status Amount Currency Status Status Redistrib Error
> Manufacturing Definitions ) — — I
(> Production Control 1 [0 03/03/2009 -, |Staged - 593.93 USD @ ¢ Bz notchkd  valid Yes No
[- Configuration Modeler =
E;L‘:"i‘t‘:‘c""ﬁg““’“’"ﬁ 2 [ 03/03/2009 [stages =] 19342UsD & O B3 wetchka  vaid  yes Mo
> Demand Planni 2 -
anemowpohc;'lg,lamm 3 [0 03/03/2009 =2 On 100.00 USD @ O 3 notchkd  valid Yes Mo
(- Supply Planning _ ,
> Grants 4 7 03032009 Framsiesceian Staged  w 551,40 USD & O B notchkd  valid Yes Mo
[ Project Costing - _ T
[> Proposal Management 5 [T 03/03/2009 HAMPTOM INNS Staged > 515.88 USD E% O 53 NotChicd  Valid Yes Mo
E'ﬁ"s::j;‘:;:;ﬂagfgzmem 8 [T 030372009 HAUPTOMINNS  [Staged = se20UsD [ ¢ @ Notchkd valid  yes Mo
ng:;i’;dm'ms"ﬁ"o" 7 [ 03n3rzopy HEMETONIONS  fopapeq— o] 14908usD [ O EZ Netchkd valid  Yes Mo
Pl 8 [ 030312009 AUSRENTACAR [Staged = 20284UsD [ O B} Notchkd valld  yes Mo
e B 91 oanaeoos HERTZRENTR: - [orpeq |- 13000usp B O B Netchkd valid  Yes Mo
(- Accounts Payable
- eSettlements ¥ Salact All Clear All Stage | Verify Validate Budget
[~ Asset Management
[ IT Asset Management Search Purchase Details  SplitLine Distribution Template
> Banking
I Cash Management & save | [ otify | s Refresn
> Deal Management
[+ Risk Management
(- Financial Gateway
[> VAT and Intrastat
- Excise and Sales Tax/VAT | v/
[T T [emtene e -

Step | Action

32. Click the Verified list item.

status must be changed to Verified.

When you have confirmed that a transaction is accurate and legitimate, the
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PS FIN Purchasing: Reconciler_Reconciling

Commodity/Dept. Travel Card

Home | _Workist | MuliChannel Console | _Add o Favorites | _Sian out

| 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:  *srsssssss 4765 Card Provider:  PBOA
U Analyze Procurement ™ Run Budget Validation on Save
[ Inventory -
(> eProcurement Bank Statement Customize | Find | View All | & First [1] 1.9 o135 [ Last
[> Services Procurement Transaction Biling
> Sourcing . Transaction Budaget Chartfield Voucher
[> Engineering Trans Date Merchant Status Amount SUTency Status status | Bedistrib e o
(- Manufacturing Definitions AMERICAN . - — —
> Production Control 1 R 030312000 5mR = oo [Staged v 50393USD [ ¢ R NotChkd valid  Yes  No
[- Configuration Modeler e
[ Product Configurations 2 30302 THRIFTY CAR lﬁ 3.42 US ! 2 e v v ‘
s 2 ¥ 030312000 pepr Staged 193.42 USD = (> 53 notchkd  valid yes Mo
(- Demand Planni A =
anemowpohc;'lg,lamm 3 ¥ 03/03/2009 g:gfgﬂ'gﬁm Staged = 100.00 USD @ O 2 Netchkd  valid Yes Mo
(- Supply Planning _ ,
[ Grants i Staged = £51.40 USD & O B notchkd  valid Yes Mo
[ Project Costing — ,
» Proposal Management 5 W Staged = 515.88 USD 2 ¢ 2 netchkd  valid Yes Mo
E'ﬁ"s::jr":;:;rﬂagfgzmem 6 [ 03032009 HAUPTONINNE  [Staged  ¥] se20uUsD @ 0 B netChkd vald  yes  No
; 5 -
P R TS D 7 W 0a3izopg HAMETOMINNS - Fappeq™ T 14908UsD [ O RRnetchkd vald  Yes Mo
[ Staffing Y
(- Travel and Expenses 21022 s lﬁ . - = L e ali ‘o ’
> Travel Administration 3 M 03/03/2009 AVISRENT-A-CAR  |Staged 20234 U2D 5} =} 52 NotChkd  Valid Yes No
> Biling | 9 @ oawaropg HERIERENTA: oo = 1000usD B % MNotChkd  valid ¥ M
[ Accounts Receivable & CAR 208 B O G he : &l E= °
(- Accounts Payable
- eSettlements ™ gelectAll Clear All Stage | Verify Validate Budget
[~ Asset Management
(- IT Asset Management Search Purchase Details  SplitLine Distribution Template
> Banking
I Cash Management & save | [ otify | s Refresn
> Deal Management
[+ Risk Management
[ Financial Gateway
[ VAT and Intrastat
- Excise and Sales Tax/VAT |+
[T T [emtene e -

Step | Action

33.
Bank Statement.

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

34.

Verify

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

35.

chartfield combinations are correct.
||- Run Budget Validation on Save|

Click the Run Budget Validation on Save option.

When you save the Procurement Card Transaction, this option will run
chartfield edit on every transaction line to make sure that their individual

36. Click the Save button.

37. Click the Home link.

38.
Card Transaction.
End of Procedure.

Congratulations. You have successfully completed Reconciling a Procurement
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