Business Process Document
g'@alﬂ]m’oﬁ PS FIN Purchasing: Reconciler_Resolving Disputed
Transactions

Department

Responsibility/Role

File Name Reconciler_Resolving Disputed
Transactions BUSPROC.doc

Version

Document Generation Date | 8/12/2009

Date Modified 8/12/2009

Last Changed by

Status

Reconciler_Resolving Disputed Transactions

Trigger:
Required Field(s) Comments
Output - Results Comments

Additional Information

Last changed on: 8/12/2009 8:33 AM Page 1




Business Process Document
PS FIN Purchasing: Reconciler_Resolving Disputed W rentiomsay
Transactions

Procedure
You use the Dispute page to view and resolve disputed transactions.

In this topic, you will resolve a procurement card transaction amount that was in dispute.

rlu _Home | Workist | MutiChannel Console | Add to Favorites | Sign out

Personalize Content | Lavout Help
Menu -]

Search:

- My Favorites

[ Student Administration
[ Data Expansion Tools
- Employee Self-Service
- Manager Self-Service
I Supplier Contracts

[- Customers

[- Partners

[+ Products

[+ Catalog Management
[- Promotions

[ Customer Contracts

> Order Management

[> Pricing Configuration
[ Customer Returns

[ ltems

- Cost Accounting

[ Vendors

[ Purchasing &
[ Inventory

[- eProcurement

[+ Services Procurement

[+ Sourcing

[+ Engineering

> Manufacturing Definitions
[- Production Control

> Configuration Modeler

[ Product Configurations

[ Quality

[- Demand Planning

I Inventory Policy Planning
[+ Supply Planning

[- Grants

[ Project Costing

> Proposal Management

> Maintenance Management
- Resource Management

[- Lease Administration

- Staffing

[ Travel and Expenses

[ Travel Administration =

[ [T e mternet HI0% -

Step | Action

1. Click the Purchasing link.
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I» Requisitions
> Request for Quotes
[» Procurement Contracts
[> Vendor Rebates
[> Purchase Orders Requisitions Reguest for Quotes

@@ Purchasing

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

B Add/Update POs

(- Manufacturing Definitions B Approve Amounts
pprove A s

[- Production Control

17 More
(- Configuration Modeler
> Product Configurations
[ Quality Procurement Cards

[> Demand Planning or (RTVs); dispatch, Set up card data; load, reconcile, or report on

> Inventory Policy Planning reconcie or review RTVs. procurement card transactions
> Supply Planning [ Addilpdate RTV ank Statement

> Grants [ Dispatcn RTVs

(- Project Costing B 2econcie BTV

(- Proposal Management

[> Maintenance Management Analyze Procurement

(- Resource Management Accumulate summarized data and analyze

(- Lease Administration purchasing and v

[+ 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 j

I> Receipts Create, maintain, reconcile or review Create requests for quotes (RFQs), enter
I> Return To Vendor requistions information. vendor responses, or award RFQs
[» Procurement Cards ) AddilUpdate Requisttions [ Add/Update RFOs
> Supplier Schedules B Approve Amounts ElManage Wendor Quete Grou;
I Analyze Procurement B Appro artFields ElDispatch Quotes
> Inventory 10 More... 6 More...
b ePro_curemem Vendor Rebates Purchase Orders
E 25‘“"995 Procurement Wendor Rebates Add, maintain, and dispatch purchase orders.
ourcing o
Add/Update Express POs
- Engineering 3 29d/Update Express PO;

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=

rlu ml_lilw avores | Sign out

I

|3 @ miternet *100%

Step | Action

2. Click the Procurement Cards link.

3. Click the Reconcile link.

Reconcile

4, Click the Reconcile Statement link.
Reconcile Statemeng
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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
e Trans Date Merchant Status Transaction ¢\ rpopc. Budaet Chartfield p, g rip YoUSher
b 5L e e e Ea— Amount =HTENCY Status Status  —— = Error
(- Manufacturing Definitions .
[ Production Control 1 W 03/03/2009 - | verified - 593.93 USD @B ¢ Bz vaid Valid Yes No
(- Configuration Modeler -
. 2z 310312 verifi - 242 Us ] [ vaig valid Yes Mo
(> Product Configurations 7 03/03/2009 fied 192.42 USD B O
[ Quality
(- Demand Planni -
anemowpohc;'lg,lamm 3 [0 03/03/2009 veriied  w 100.00 USD = O B vaid Valid Yes Mo
(- Supply Planning _
> Grants 4 [T 03/03/2009 S =2OB veriied =« 551,40 USD = O B valid valid Yes Mo
[ Project Costing 0182148220180
[> Proposal Management 5 [T 03/03/2009 HAMPTOM INNS Verified > 515.88 USD % O _f; Valid Valid Yes Mo
E'ﬁ"s::jr":;:;rﬂagfgzm“ 8 [T 030372009 HAUPTOMINNS  [Verfied = se2ousD B & R vaid valid  Yes Mo
(> Lease Administration lﬁ = T s n
b Staffing 7 T 03/03/2009 Verified 149.08 USD B O R valid Valid Yes No
(- Travel and Expenses 21022 lﬁ e - = L i Vali ’
> Travel Administration 8 [T 03/03/2009 AVIS RENT-A-CAR erified 20284 USD B O R valid Valid Yes Mo
[ Billing e ] 03/03/2009 ———— Verified - 130.00 USD = 2 Valid Valid Yes Mo
[ Accounts Receivable D CAl 2 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 | (S notify | s Refresh
> Deal Management
[+ Risk Management
(- Financial Gateway
[ VAT and Intrastat
- Excise and Sales Tax/VAT | v/
[T T [epmtene e -

Click the Billing tab.

Click in the Dispute Amount field to enter the disputed difference in the
Billing Amount charge.

7. Enter the desired information into the Dispute Amount field. Enter "3.42".

8. Click the Save button.

Revi

view Disputes

Click the Review Disputes link to search for disputed transactions.

Page 4

Last changed on: 8/12/2009 8:33 AM




Business Process Document
PS FIN Purchasing: Reconciler_Resolving Disputed

Transactions

[- 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

Review Disputes Search

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

Mew Window | Help | Customize Page | 15

Role Name:
Employee 1D:
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

[ -

Done

[

| tnternet

H100% -

Step

Action

10.

Click the Reconciler list item.

Last changed on: 8/12/2009 8:33 AM

Page 5




Business Process Document
PS FIN Purchasing: Reconciler_Resolving Disputed ‘?ﬂiﬂiﬁﬂ
Transactions

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

= Reconcile | New Window | Help | Customize Page | 15
— Reconcile Staternent
— Review Disputes R .
I Process Statements Review Disputes Search
> Reports
b Security Role Name: E
[> Definitions " Q
Employee 1D:
— Review Bank Statement ploy
[ Supplier Schedules Employee Name: | Q
[ Analyze Procurement =
> Inventory Card Issuer: I J
(- 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:
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 =
[ 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 & ntenet ES R

Step | Action

11. | Enter the desired information into the Employee ID field. Enter "pcarduser2".

12. Click the Search button.

Search
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~ Reconcile
— Recancile Staternent
— 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

Review Disputes

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

New Window | Help | Customize Page | 15

Procurement Card Transactions

EmpliD: PCARDUSERZ HName:

I Transactions with Dispute
Biing | Cardholder

Transaction

Acerno,Tead

Collected Dispute Amount Card Number Description

& save | =] notify

|4l

Trans Date

r O 9353 *rrrereERA TG 03/03/2008
r O 342 FrEEEEETES EUD316584 03/03/2009

Transaction
Amou

593.93 USD

193.42 USD

nt Currency Merchant

AMERICAN AIRD0174

THRIFTY CAR RENTA

i

Done

T

/@ tnternet

,100%

A

Step

Action

13.

=

Click the Comments button.
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< Reconcile
— Recancils 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 it

Review Disputes

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

Mew Window | Help | Customize Page | 15

Line Comments
Line: 1 Description:

Reference:

Transaction Line Comments

Comments:

000000000000000

Status: =

Attachment:

OK Cancel

> 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 @ ternet

0% -

Step | Action

14. | Enter the desired information into the Comments field. Enter "Disputing this

charge because | was charged the incorrect amount.”.

15. Click the OK button.
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Home | _Workist | MuliChannel Console | _Add o Favorites | _Sian out

= New Window | Help | Customize Page | 15
[ Process Statements Review Disputes
> Reports .
I Security Procurement Card Transactions
[> Definitions
- Review Bank Statement EmpliD: PCARDUSERZ2 Name: Acerno Tead

[ Supplier Schedules

[ Analyze Procurement
- Inventory " Transaction
[- eProcurement Collected Dispute Amount Card Number Description Trans Date Amount Currency Merchant
[+ Services Procurement ———

(> Sourcing r O 9353 *rrrereERA TG 03/03/2008 593.93 USD AMERICAN AIRD0174

> Engineering

(> Manufacturing Definitions r O EX 4765 EUD316584 03/03/2009 193.42 USD THRIFTY CAR RENTA
[+ Production Control
(- Configuration Modeler

> Product Configurations % M
[ 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 | «| 4| d

Done [ [T e tenet e -

I Transactions with Dispute
Transaction Biing | Cardholder

Step | Action

16. | Click the Billing tab to review information regarding the disputed transactions.

17. Click the Cardholder tab.

18. | Click the Collected option once the dispute has been settled.

19. Click the Save button.

20. Click the Reconcile Statement link.
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< Reconcile
— Reconcile Statement
— Review Disputes
[> Process Statements
> Reports
[ Security
[> Definitions
— Review Bank Statement
[ Supplier Schedules
[ Analyze Procurement
[ Inventory
(> eProcurement

Reconcile Statement

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

Mew Window | Help | Customize Page | 15

Procurement Card Transactions

EmplID: PCARDUSERZ Hame:
Card Number:  *=rsisigag Card Provider:
™ Run Budget Validation on Save

Bank Statement

Acemo,Tead

FBOA

[+ Services Procurement Transaction Biling
[+ Sourcing a
[> Engineering Trans Date Merchant IStatus Tira"‘s;:;l‘mcurrency 2;‘;@2‘ csiraaggem strib gfrti"y
> Manufacturing Definitions D — — —
> Production Control 1 03/03/2009 . [veriied = sozgalEsD [ Valid No
[- Configuration Modeler T —
- Product Configurations 2 [ 03032000 THRIFTY CAR [Vermea =] 10z42us0 B O valid Mo
[ Quality REN
[ Demand Planning UNITED AIR l—_l = »
b T T TR e 3 [ 03032009 54oofooon verfied = 100.00 USD B o Valid Mo
(- Supply Planning _
> Grants 4 [T 03/03/2009 g:gf% veriied =« 551,40 USD B O valid Mo
[ Project Costing —
[> Proposal Management 5 [T 03/03/2009 HAMPTOM INNS Verified > 515.88 USD E% O Valid Mo
(> Maintenance Management . - = = .
> Resource Management 6 [T 03/03/2009 HAMPTOM INNS Verified 84,29 USD FE O valid Mo
[ Lease Administration HAMPTON INNS lﬁ =h vali
> Staffing 7 7 03/03/2009 = Verified 1a008usD B O Valid No
(- Travel and Expenses a e lﬁ = e
> Travel Administration 3 [T 03/03/2009 AVISRENT-A-CAR  |Verified 20234 U2D 5} =} Valid No
> Biling | 9 [ oawaops HERTZRENTA: g™ = 13000USD [ valid M
[ Accounts Receivable D CAR srine B 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 | (S notify | s Refresh
> Deal Management
[+ Risk Management
(- Financial Gateway
[> VAT and Intrastat
- Excise and Sales Tax/VAT | v/

[T T [epmtene 0% -

Step | Action

21.

Click the Billing tab.
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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

[ seleatan

Reconcile Statement

Mew Window | Help | Customize Page | 15

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

Procurement Card Transactions

EmplID:
Card Humber:

PCARDUSERZ

sareaserans 4755

™ Run Budget Validation on Save
Bank Statement

Transaction y  Billing

Hame:

Card Provider:

Acerno, Tead
PBOA

Search

Reference

1 000000000000000

3 000000000000000

Clear All

Description

[ o3ztzoe
2 [Euoateses | oastizoos
[ |ozstzo0
4 [ otz
5 [ o3ztzoe
] [ o3tz
7 [ |oazuzo0s
8 [Fozesizz oaetiz009
9 [sa01aa31 03muzo09

Stage | Werify

Billing
Date

Billing

Currency Prepaid Ref

Credit

Dispute Amount

Amount
59393 USD

193,42 USD
100.00 UsD
551.40 USD
51588 USD
8429 USD
149.08 UsD
20284 UsD

13000 USD

Purchase Details

SplitLine

Distribution Template

=] sﬂ.-s| Elmmy| ) Refresh

> Banking

> Cash Management

> Deal Management

[+ Risk Management

[ Financial Gateway

[ VAT and Intrastat

[ Excise and Sales Tax/VAT

|4l

| Validate Budget

Collected
2008033101 93.53 2
2008033101 342
2009033101
2009033101
2008033101
2008033101 0.00
2009033101 0.00

2002033101

H 0 EEEEEO

2008033101 0.00

I

|
H100% -

| tnternet

Step

Action

22.

| Home

Click the Home link.

Notice: There is a check in the Credit Collected column for the Disputed
Amount that was settled.

23.

Congratulations. You have successfully Resolved a Disputed Transaction.
End of Procedure.
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