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Overview

This course describes and illustrates how to create a Pro-Card Report in PantherSoft.

Currently, you reconcile the Pro-Card Activity to a Pro-Card Report generated from
SAMAS. As of July 1, 2004, instead of using SAMAS, you will create a Pro-Card Report in
PantherSoft to capture all Pro Card Activity. The intention of this course is to guide you

through this process.

Business Notes

The transactions for each P-card User will be loaded into PantherSoft at the beginning of
each week. You will have from Tuesday morning until the end of Business Day Thursday
to create and submit the Pro-Card Report.
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Chapter 1 — Creating a Pro-Card Report from My
Wallet

1. Follow the navigation shown below to display the Pro-Card Report screen.

L Pro-Card Approval
Navigation

: Pro-Card Report @
o Employee Self-

i
Service 2 =
e Procurement Card & =
|

e Pro-Card Expense _ _
Createlpdate Wiey Frint
CreateUpdate a Wiew Pro-Card Print a hardcopy
Pro-Card Report Repaorts that have of a Fro-Card
and submit it for already heen Report.
approval ar save submitted.
for further wark,

2. Click the Create/Update link to create or update a Pro-Card Report.

Note: The View link will allow you to view a Pro-Card Report that you have already
created and submitted.

The P-Card Expense Report page will be displayed.

3. Click the Add a New Value Tab.

PCard Expense Report

{ Find an Existing Yalue | Add a New Value '

EmpliD: | PCTRMA0 =
Add

Find an Existing Yalue | Add a Mew Value

Note: Use the Find an Existing Value tab to retrieve and approve an existing Pro-Card
Report that you have already created and saved.
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4. Enter or Lookup Al the Employee ID in the EMPLID field for the individual you would
like to create a P-Card report for.

Note: You will only be able to access the employees that you are authorized to

approve for.

PCard Expense Report

{ Eind an Existing Yalue | Add a New Value

EmpliD: | PCTRIAD Q|
Add

Find an Existing Yalue | Add a Mew Value

5. Click |

The following page will be displayed containing Header information related to the P-Card
Expense report.
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Pro-Card Report Header Page

Create Pro Card Report Qlé

Pro-Card Report
PCTRN1O0 PCTRNIO Report ID: NEXT

‘Report Description: P-Card Report

Comments
related to the
PCard Report

‘Business Purpose: P-Card Charges E4

Reference;

Comment:

_ Continue | %Click Continue

Go To Default Accounting For This Pro-Card Eeport

* Required Field

The Report Description field will default with a value of “P-Card Report”.

In addition, “P-Card Charges” will be selected in the Business Purpose dropdown box.

6. Enter any additional details related to this PCard Report in the Comment field.

Continue

7. Click

The Expense Report Details page will be displayed.
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Populate from My Wallet

Create Pro Card Report L%

Expense Report Details

FCTEM10 PCTEM10 Report ID; MEXT
General Information

Report Description: P-Card Report Employee Base: Home
Business Purpose; P-Card Charges

Reference:

Custornize | Find | B8

Expense Line tems

Expense Type Date Merchant Amount Currency
} 0.00 s
Save For Later Submit For Approval |

Go To: Modify Report nformation
Populate From by Wiallet Populate from My Wallet
Explanation of Totals

A blank Pro-Card Report will be displayed. It will be necessary for you to populate this

report with expenses from My Wallet.

8. Click the Populate From My Wallet link.
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The My Wallet page will be displayed with a list of transactions generated as a result of

the P-Card usage.

Create Pro Card Report E@

My Wallet Select the Expenses you would like
PCTRN10 PCTRNTO place in the Pro-Card Report

Below is a camplate list of unassigneTmrans oo The wallet menu

aption under"Other Expense Functiong”

Select Al Deselect Al

Select items and selegy) «fnal Expense. Press 'Done'to add them ta the expense report.

Dispute
Transaction

Merchant Amount Reason

F] 2005.08-08  OFFICE DEPOT
Fl 2005-08-03  Staples

400,00 Ush 081 ﬂ Receipts not received

2,400.00 USD Q)

Done

9. Select only those P-Card expenses for which you are ready to pay.

Dispute Transaction: If any charges are to be disputed, use the Lookup button to select a
dispute code. Some common dispute reasons are listed below. If you specify a Dispute
Code of 81, an additional Reason field will be displayed for additional comments.

Dispute Code Dispute Description

080 Description Not Complete; If Agency Required

081 Charge Disapproved Other; (Comment Required)

082 Goods Not Received; Seeking Remedy

083 Unauthorized; Personnel Action May Be Required;
Pa

084 Unéuthorized; Returned For Credit; Pay

085 Damaged Goods; Seeking Remedy; Pay

086 Duplicate Charge; Requesting Credit; Pay

087 Over Charge; Requesting Credit; Pay

088 Returned; Awaiting Credit; Pay
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Review Transaction Details for an Expense in My Wallet

10. Click the blue highlighted Date link to review the transactions details.

You will not be able to update the descriptions from this screen. Once the charges are

loaded into the Pro-Card report, you will be able to verify and update the description.

My Wallet Qlé

My Wallet Detail

PCTREMN10 PCTREMN10 Report ID: NEXT
|
Expense Type: Office supplies

Transaction Date: 0210352005

Payment Type: P-Card

Merchant: OFFICE DEFOT

Expense Location:

Cardmember Humber: Country: LISA
Transaction Amount: 400,00 LsD

Amount: 400.00 LsD

Rate: 1.00000000 Systemn Default

Description: Fax Machine, 4 Routers

Return to by \Wallet

11. Click the Return To My Wallet link when finished.

You will be returned to the My Wallet page.

12. Click
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The Expense Report Details page will be displayed with the expenses selected from My
Wallet.

My Wallet L%é

Expense Report Details

PCTEM10 PCTREM10 Report ID: WEXT
General Information

Report Description: P-Card Report Employee Base: Home

Business Purpose: P-Card Charges

Reference:

Click Link for Additional
Transaction Details for Expense

Expense Line ltems

Expense Type Date I urrency
Office supplies OFFICE DEFOT 400.00 USD = |
Office supplies 08¥03i2005 Staples 2,400.00 UsD = |
Total Employee Expenses: 2,800.00 UsD
Total Personal Expenses: n.oo ush
Total Prepaiid Expenses: 2,800.00 UsSD
Total Employee Credits: 0.oo0 Uso
Total Vendor Credits: n.oo ush
Total Cash Aivances: n.oo ush
Total Due Employee: 0.oo0 Uso
Total Due Vendor: n.oo ush
Sawe For Later Submit For Approval
Go Ta: Modify Repart Infarmmation

Explanation of Totals

— —  ———  —————————————————————————————————————————————————————————————————— ]
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Review Transaction Details in Expense Report

13. To review the transactions details, click on the blue highlighted link under the
Expense Type column.

My Wallet E!ﬁ

Add Expense - Office supplies
FCTRN10 PCTRNIO Report ID: NEXT

Please fill in the following fields for this expensy Id additional expense items,

Billing Type

if desired, atthe bottarn ofthis page or return to hone’.
About This Expense Current Expenses
Expense Date: 0350372004 Date Type Amount
Payment Type: P-Card 0803105 Office suppliss 400.00
‘Billing Type: Man-Travel o 2 400,00
. _ Description
Merchant:  preferred:
2,800.00
® Non- OFFICE DEPOT Total Personal Expenzes: .00
preferred: _ Total Prepsid Expenses: 2 50000
‘Description: FaxMachine, 4 Routers Totsl Employes Credits: 0.00
Total Vendor Credits: 0.00
Total Advance Applied: 0.00
Amount Spent: 400.00 LsD
= (& Total Due Employee: 0.00
Conversion Rate: 1.00000000 B @ Tatal Dus Yender: 0.00

Default Rate

Amount: 40000 Ush Update
Done

G0 To:  Accounting For This Expense

14. Billing Type: Specify whether the charge was “Travel” or “Non-Travel” related.

Note: The option that you select here will affect the accounting entries that are generated.

It is important that you make certain your selection is accurate.

15. Description: Verify/Enter a Description for the Pro-Card expense.
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Review Accounting Details for Expense in Pro-Card Report

My Wallet Qé

Add Expense - Office supplies
PCTRM10PCTRNIO Report ID: NEXT

Please fill in the following fields for this expense transaction. You can then add additional expense items,
if desired, at the bottom of this page ar return to the main page by pressing 'Done’.
About This Expense Current Expenses

Expense Date: Qam3rzo0ns Date  Type Amount
Payment Type: P-Card . 0803105 Office supplies 400.00
‘Billing Type: Mon-Travel Rl 0303105 Cffice supplies 2.400.00
‘Merchant: ) prefarred: [l
Total Employee Expenses: 2,.800.00
@ Non- OFFICE DEPOT Total Personal Expenses; 0.00
preferred: Tatal Prepaid Expenszes: 2 800,00
‘Description: FaxMachine, 4 Routers Totsl Employes Credits: 0.00
Total Vendor Credits: .00
Total Advance Applied: 0.00
Amount Spent: 400.00 LUSD
=, (& Total Due Employee: 0.a0
Conmversion Rate: 1.00000000 |.:||§| L Tatal Due Yendar: Q.00
Defaul Rate

Amount: 400,00 UsSD Lindate
Daone

Click to View Accounting

_ _ Details for Expense
G0 To:  Accounting For Thizs Expense

16. Accounting for This Expense: Select this link to review or modify the accounting
details for this specific transaction. Make sure that you select the proper Account and

Dept/Project ID that will be funding this charge.
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My Wallet

Accounting Detail
PCTRM10 PCTRN1O Report ID: MEXT

This is the accounting detail for expense type Office supplies with a transaction
date of 2005-08-03 in the amount of 400 USD f changes are made inadvertenthy,
wou may reset the default accounting values by hitting the 'REestore Defaults' button,

Restore Defaults |

Set Personalizations | Find | First 1 aof 1 Last

].f GL ChartFields 1 " GL ChariFields 2 | [F==¥

N o Monetary & ency Exchange _
Amount GL Unit Amount Code Rate Account Alt Acct Oper Unit
40000 Flum | Q) 400.00 USD 1.00000000)| 773301 R 77300 = al =

add | Refresh |

| Mext Expense Line

Ok

Click the [F=¥ icon to review all of the chartfield distributions (see below).

My Wallet

Accounting Detail
PCTRM10 PCTRN10 Report ID: NEXT

This is the accounting detail for expense type Office supplies with a transaction
date of 2005-08-03 in the amount of 400 LUSD. If changes are made inadvertently,
you may reset the default accounting values by hitting the 'Restore Defaults' button

Restore Defaults
Amount GL Unit Wonetary  Curtency Exchange Account Alt Acct Oper Unit Fund Deptil Prgaram  Class Bud Ref Project
Amount Code Rate
400,00/ FIUDT | Q) 400.00 USD 1.00000000 | 773301 Q77300 al Q210 § | @l 110400101 | Q) B alh al Ql Q[
Add Refresh
‘ hext Expense Ling
oK

Note: If you update the DeptID or Project field, the additional required chartfields
(Program, Class, Fund) will default.

17. Click when completed.
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You will be returned to the Add Expense page for that charge.

My Wallet Elﬁ

Add Expense - Office supplies
PCTRM10 PCTRM10 Report ID: NEXT

Please fill in the fallowing fields far this expense transaction. You can then add additional expense items,
if desired, atthe bottom of this page or return to the main pade by pressing 'Done’.
About This Expense Current Expenses

Expense Date: 02320045 Date Type Amount
Payment Type: P-Card - 08/03/05 Office supplies 400,00
‘Billing Type: Mon-Travel Il 0310305 Office supplies 2400.00
‘Merchant: O preferred: dl
Tatal Employee Expenzes: 280000
® Non- OFFICE DEFOT Total Personal Expenses: .00
preferred: Tatal Prepaid Expenses: 2 500,00
‘Description: FrisLiEla e e Auallic] Total Emplovee Credits: 0.00
Tatal Wendaor Credits: .00
Tatal Advance Applied: 0.00
Amount Spent: 400.00 UsD
= [ Tatal Due Employee: 0.00
Conversion Rate: 1.00000000 |-:I|§I + Tatal Due Yendor: 0.00
Default Rate

Amount: 400.00 USD Update
Done

G0 To: Accounting For This Expense

18.  Click ﬂl to return to the Expense Report Details Page.

———— —— —— ——————————————————————————————————————————————————————————————————————————
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19. Click on ___SaeForLater | t5 save the Expense Report.

My Wallet E&

Expense Report Details

PCTRMIOPCTREM10 Report ID; MEXT
General Information
Feport Description: P-Card Report Employee Base: Harme
Business Purpose: P-Card Charges
Reference:
Expense Line ltems Custormize | Find | B8
Expense Type Date Merchant Amount Currency
office supplies 025032005 QFFICE DEROT 400.00 LISD = |
office supplies 025032005 Staples 240000 LSD = |
Total Employee Expenses: 280000 UsD
Total Personal Expenses: n.oo0 Uso
Total Prepaid Expenses: 280000 UsD
Total Employee Credits: 0.00 UsD
Total Vendor Credits: 0.00 UsD
Total Cash Advances: 0.00 UsD
Total Due Employee: 0.00 UsD
Total Due Vendor: 0.00 UsD

Sawve For Later

Budget Status:
Go Ta: hodify Repart Information Run Budget Check

M

Explanation of Totals

Run Budget Checl

20.Click on | to verify that the selected Department/Project ID and
Account have the funds available to pay the vendor.

NOTE: You will not be able to Submit this Expense Report until you have a Budget
Status of Valid (V).

Budget Status
Not Checked
Valid
Error

m<2z2
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. Subimit Faor Approval
21. Click on o

to submit this Expense Report.

22. Once you have reviewed the statement, click LI to confirm the Pro-Card
report.

Create Pro Card Report Qlﬁ

Submit Confirmation
PCTRMI0PCTRMIO Report Ix: MNEXT

‘/ The Submitwas successiul.

23. A confirmation page will be displayed. Click LI to return to the Expense
Report.
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24. Write down the Report ID created.

View Expense Report Qlé
Expense Report Details
PCTRN10PCTRN1O

General Information

Feport Description: P-Card Report Employee Base: Haome
Business Purpose:; P-Card Charges
Reference:
Status: Paid
Expense Line tems Custornize | Find | B
Expense Type Date Merchant Amount Currency
Cffice supplies 0aroarzo0s DFFICE DERPOT 400.00 USD
Office supplies 0aroarzoong Staples 240000 USD

Total Employee Expenses: 2,800.00 USD

Total Personal Expenses: 000 UsD

Total Prepaid Expenses: 000 UsD

Total Employee Credits: 000 UsD

Total Vendor Credits: 000 Ush

Total Cash Advances: 000 Ush

Total Due Employee: 280000 UsD

Total Due Vendor: 000 Ush

Expense Report Status

Routing Hame Status Date
Qriginator FCTRMAOPCTRRIO Approved 0313172004
Approval Detail Find | e Al First 1 of 1
Name:

Comment:
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