PCARD PROCESS DOC #1: REVIEWING CHARGES IN
PURCHASING (OPTIONAL, REQUIRED FOR PO’S)

Purpose:

* View/monitor charges as they hit your account daily in WFS

¢ Edit SmartKey/Account, split charges

* Include business purpose

* Relate a PO that was created to pay with Pcard to a Pcard transaction to relieve
encumbrance

Steps/Instructions | Screen Capture

Navigate to P—

PURCHASING> ’ ‘ @
PROCUREMENT o -
CARDS> > St Solaons
RECONCILE> [> Wesleyan Menu
RECONCILE <> Purchasing
STATEMENT <> Procurement Cards

= Reconcile

= Reccncile Statement
E ) Disputes

[> Process Statements

[> Reports

[> Security

[> Definitions
— Review Bank Statement
[> Grants
> Commitment Control
[> Reporting Tools
— Change My Password
— My Personalizations
— My System Profile




Employee Name:
click on
magnifying glass
and search for
cardholder by last
name

(Only if user has
access to multiple
cards)

Reconcile Statement Search

Role Name: ‘— VI
Employee ID: Q

Employee Name:

Card Issuer: v‘

Card Number:

Transaction Number:

Sequence Number:
Line Number:
Billing Date:
Statement Status:
Budget Status:
Chartfield Status:

Merchant:

Transaction Date:
Charge Type:
Posted Date:

Search |

HITNIH

CLICK NAME

CLICK SEARCH

Look Up Employee Name

Name:’ hegins with Hgambell ]

LookUpl Clear | Cancel ||3391.3L.3.3kug

Search Results

Name EmpliD

Gambell.Lynne A 280054




CLICK SEARCH

Reconcile Statement Search

Role Name:

Employee ID:

Employee Name:

Card Issuer:

| vl
s JQ
’Gambell Lynne A

vl

Card Number:

Transaction Number:

Sequence Number:
Line Number:
Billing Date:
Statement Status:
Budget Status:
Chartfield Status:

Merchant:

Transaction Date:
Charge Type:
Posted Date:

Search |

ik

Click on

Reconcile Statement

DISTRIBUTION Procurement Card Transactions
EmpliD: 280054 Name: Gambell,Lynne A.
Card Number: *******220405290 Card Provider: JPMOR
Bank Statement Customize | Find | View All | B First [ 13013 [*] L2
Transaction Biling
. Transaction Chartfield - .- Voucher
Trans Date Merchant Status Amount Currency Status Redistrib Error
W WEBB =h = i
1 05/19/2009 = Staged v 100.00 USD & O [2 valid No No
COLPANY ,h
2 0O [staged ¥ 20000usD B Q No  No
3 O 05/19/2009 T":EE:—\E(’- Staged v 401.20 USD B O 53 valid No No
™ selectan O clearan Stage | Verify |
Search Purchase Details SplitLine Distribution Template
B2 Sa-.'el [=] Notify | L Refresh |
Reconcile Statement
Change Account A Pr=—"
. ccount Distribution
and SmartKey, if
Line: 1 PO Qty: 1.0000 uom: EA
necessary Billing Date: 05/20/2009 Billing Amount:  USD 100.00 Unit Price: 701.20000

SpeedChart:

Q_ Transaction Unit
100.00000

Price

“Distribute by: | Amount v

Distributions
Chartfields

Details/Tax | Assetinformation ) Statuses |

Customize | Find | View All

Source

First (4] 1 of 1 [¥] Last

la @ =

Dist Percent Amount Currency *GL Unit  *Account Activity Type Smartkey Location
1[1000000[  100.00/usD  [wsLYNQ [s7220 S8 e [ |@ [1001005100 | |
OK | Cancel | Revresnl




Show All Columns

Reconcile Statement

Procurement Card Transactions

EmplID: 280054 Name: Gambell Lynne A.
Card Number: ********20405290 Card Provider: JPLOR

Bank Statement Customize | Find | View Al First 4] 13 or3 [¥]

Transaction Biling \\‘
- Transaction Chartfield ... Voucher
Trans Date Merch: Show all columns Status Amount Currency Status Redistrib Error

1 05/19/2009 Foj Staged v 10000UsD B QO B3 valid  No No
Staged v 20000usD B QO ERvalid  No No

Staged v 401.20 USD F{% O E“i Valid No No

™ selectan O clearan Stage | Verify |

2 O 05/19/2009

3 O 05/19/2009

Search Purchase Details SplitLine Distribution Template

B save | [=] Notify | % Refresh

Enter Description
(invoice #, if

Reconcile Statement
Procurement Card Transactions

EmplID: 280054 Name: Gambell,Lynne A.
Card Number: 20405290 Card Provider:  JPMOR

i
available) =
Trans Date Merchant Status % Currency % Redistrib ﬁher Reference Description
1 [] 0519/2009 10000UsD B QO R valid  No No Invaice 1
Flows to PCard N
oy - 2 [] 05/19/2009 20000UsD B QO Edvalid  No No Invoice 2
voucher “Line 1 e L T E—
3 [ 05/19/2009 40120UsD B Q Edvaid  No No Invoice 3
gl ED)
Descrlptlon ﬁeld ™ selectan O clearan Stage Verify
Search Purchase Details ~ SplitLine D Template
@ save | [=] Notify | & Refresh
Spht Transactions Reconcile Statement
Procurement Card Transactions
EmplID: 280054 Name: Gambell,Lynne A
Card Number:  *******220405290 Card Provider:  JPIIOR

Bank Statement
Transaction

Customize | Find | View Al

Biling

Trans Date Merchant *Status % Currency Chartfield

- Voucher
Status wError

F W WEBB =h E‘ (T,
1 0511912009 ¢oro=ss Staged v 10000usD [ (O G valid  No No
Staged v 200.00 USD B © ER vaid No No

EWWEBB =h = vali
3 [0 081912009 conoo Staged v 401.20 USD B O & vaid No No

2 O 05/19/2009

™ selectan O clear stage | veny |

Search Purchase Details Splity ine Distribution Template

& save | [=] Notify | L Refresh

Click +

Enter # of lines to
add

OK

Click Distribution
and change
SmartKey and/or
Account

Reconcile Statement
Split Transaction

Line: 1

Trans Date: 05/19/2009 Billing Amount: 100.00 USD
Posted Date:  05/20/2009 Reference:

Merchant: F W WEBB COMPANY

Description: Invoice 1

C 10f1 > Last
Description Transaction Amount Billing Amount Percentage
(Invoice 1 100.00 | 100.00| [ 100.000000| (3] =]

Add a ne

OK Cancel




SAVE

Reconcile Statement

Procurement Card Transactions

EmplID: 280054 Name: Gambell,Lynne A.

Card Number:  **+++::20405290 Card Provider:  JPMOR

Bank Statement

. Transaction
Trans Date Merchant status 1SaCton ¢, rrency
05192009 EULUEBE Staged v 100.00 USD
COUPANY -
2 [] oser2000 ELUEEE [Stagea ¥] 200.00 USD
COMPANY -
3 [] os/er2000 ELUEEE [Stagea v] 40120 USD
COUPANY -
™ selectan O ciearan Stage Verify
Search Purchase Details SplitLine Di Template

@ save | [] Notify | s Refresh

B
B
B

O R
O R
O R

Chartfield
Status

Valid
Valid

Valid

Redistrib

No

No

No

Voucher

Error

No

No

No

Reference Description

Invoice 1
‘Invmcez [“\5

‘Inv‘mce 3

August 23, 2010




RELATING PO’S TO YOUR PCARD PAYMENT

PROCESS

1.) If paying a PO by PCard, check the “Use Procurement Card” box on the PO.

The buyer must have a PCard to be able to check this box.

2.) After the PO is created, it must be dispatched.
*NOTE: THESE PO’S ARE NOT AVAILABLE TO COPY TO A REGULAR

VOUCHER.

3.) A PO must be tied to the related PCard transaction PRIOR TO THE VOUCHER
DOWNLOAD DATE (usually the 20t of each month). Otherwise, the

encumbrance will not be relieved. If you miss relating the PO to the PCard

charge, contact finance@wesleyan.edu to request the PO to be cancelled.

4.) When PCard vouchers are created at the end of the billing cycle, budget

checking will relieve the encumbrance and create an expense just as if the PO

had been copied to a voucher.

Steps/Instructions

Screen Capture

1st STEP:

When creating a
PO, be sure to
check the “Use
Procurement
Card” box.
Otherwise, the PO
cannot be tied to

a PCard charge.

Purchase Order

Business Unit: WSLYN

PO ID: MNEXT
*P0 Date: 08/06/2010
Copy From PO:
S
Vendor:
*Vendor ID:
*Buyer:
*Vendor Location:
*Address: Q

PO Reference:

¥ Comments

El

a Gof

Q Advanced Vendor Search

a
a

*Dispatch Method:  Print -

*Billing Location: &}

Entered By: TSABO Sabo, Tami

WorkFlow Status: [nitial

Hold From Further Processing

Merchandise: 0.00

Tax: 0.00
Total Amount: 0.00 USD

Eind|View Al First 4] 4 o1 [¥] Last



mailto:finance@wesleyan.edu�

2nd STEP:
Tyinga PO to a
PCard charge:

Once payment is
made and the
charge hits WFS,

navigate to

Reconcile
Review, manage, or approve procurement card tranzactionzs and dizputezs.
= Reconcile Statement

Review Dizputes

Purchasing>Reco
ncile>Reconcile
Statement.
Reconcile Statement
CLICK BOX ON Procurement Card Transactions
EmpliD: 709023 Hame: Bookas, Clga
FAR LEFT OF Card Number:  #=====:30405877 Card Provider:  JPMOR
Bank Statement
CHARGE (Green
. . Billing Billing Chartfield
check will appear Trans Date [Herchant -Status amount " pate Status
. amnng MARKETING DATA  [1 - amnng B .
in box) e ‘&8.31.-4009 2oL 1540.00 USD  DonMarzooe By O B valid
7 [ 08/31/2009 MEREETINGDATS 38500 USD 0911812009 [ O 5% valid
. Y Select Al Clear All Stage | Verify
Then click on
Search Purchase Details SplitLine Distribution Template

Purchasing

Details link

*Important: This
must be done
prior to when
PCard vouchers
are created at the
end of the billing

cycle.

B save | [&] rf' L Refresh




Reconcile Statement

Purchase Details

Click on the
Line: B
magnifying glass Merchant: WMARKETING DATA SOLUTIO
N
Country: UsSA
S
*Business Unit; Q Original PO: 1
PO ID: [ & +
PO Line: [ &
PO Sched: [ &
Vendor 1D | |Q
Location: | |Q
Ship To: | (¢}
item ID: | 1
Category: | |Q
Vendor ltem: | |
*Quantity: | 1.0000 |
*UOM: EA |Q
Unit Price: | 1.54D.DDDDD| UsD Transaction Amount  1540.00
Bill Includes Tax if Applied
[¥] Tax Paid
Salesilise Tax Category 3earch View Hierarchy PO Pick List
0K | Cancel | Refrezh ‘
Look Up PO ID
Select PO.
Procurement Card Number: 221
Business Unit: WELYM
PO must be PO Number: |heginswith w ||

dispatched to be
tied to a Pcard

transaction.

LnukUp| Clear | Cancel |E|;351.;|_.;..:.|;L|3

Search Results
1-7Tof 7

PO Humber Purchase Order Date PO Status

0000000554 08/31/2009 Dispatched
DDDDDDDEZﬁE:‘EE:‘EDDQ Approved

0000000352 N7/27/2009 Dispatched
0000000315 07/20/2009 Dispatched
0000000295 07/13/2009 Dispatched
0000000285 07/09/2009 Dispatched

0000000266 07/02/2009 Dispatched




Reconcile Statement

Purchase Details

When the PO ID

Line: 3

field populates, Merchant: MARKETING DATA SOLUTIO

. City: FRAMEKLIM

click OK Y
State: A
Country: LISA
o
*Business Unit: WSLYN| Gy Original PO: M

PO ID: 0000000554 |QL
PO Line: [ =
PO Sched: [ &

Vendor ID; | |Q

Location: | |CL

Ship To: | [

item ID: | [

Category: | |Q,

Vendor [tem: | |
“Quantity: | 1.0000|
*UOn: EA [

Unit Price: | 1.54D.EIDEIIZIEI| UsD Transaction Amount  1540.00

Bill Includes Tax if Applied

[¥] Tax Paid
Sales.u'L%Tax Category Search View Hierarchy PO Pick List

QK ‘ Cancel ‘ Refresh|

C"Ck SAVE Reconcile Statement
Procurement Card Transactions

EmpliD: 709023 Name: Bookas,Olga
Card Number:  #===:30405477 Card Provider:  JFMOR
Bank Statement

=
. Billing Billing Chartfield
Trans Date Merchant Status Amount Currency Date Status

& [7] 08/31/2009 m& 154000 USD 09Merz009 B OO 3 valid
7 [ 087312009 gor ETNGDATS 38500 USD 09182000 B O [ valia

selegta ) Clearan Stage | Verify

SearchyPurchase Details  SplitLine Distribution Template

B save | [=] Notify | ty Refrezh






