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Objectives

By the end of this class, you should be able to:

e Locate a P-card Transaction

Allocate P-Card charges to the appropriate Chartfield strings;

Split Transactions;

e Approve P-Card transactions;

Run P-card Reports;

Overview

The Procurement Card Allocation and Reallocation process in PeopleSoft includes:

e Receive and review the procurement card bank charges from VISA,
e Assign the accounting distributions (Allocation),

e Approve the charges.

Note: The system will not automatically allocate the charges if you do nothing by the 24™ of
the month. With the PeopleSoft P-Card system, you are responsible for allocating the
charges, as well as reallocating the charges if you need to distribute charges among different
Chartfield strings.
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Module 1: P-card Overview

By the end of this module, you will be able to:

Describe the PeopleSoft P-card process

Navigate to the P-card Bank Statement in PeopleSoft
Identify the components of the Bank Statement page
Define the columns on the Bank Statement

Perform the steps to customize the Bank Statement

P-card Process in PeopleSoft

The Procurement Department will grant access to the PS P-card system to those employees who

have 1) submitted a specialized access form (http://www.umbc.edu/procurement) to Financial

Services and 2) submitted a P-card Proxy Authorization Form (http://www.umbc.edu/procurement/) to
Procurement.

The Bank of America charges are downloaded on a daily basis to UMBC. The charges are loaded
into PeopleSoft, and are available to view via the PeopleSoft P-card Bank Statement. Once charges
are loaded into PeopleSoft, it is the user’s responsibility to review and approve each transaction
before they are sent to the General Ledger.

Below is the overall PeopleSoft P-card process.

Navigate to the
PeopleSoft Bank
Statement

Review the Bank
—® Charges to ensure -
they are accurate

Complete the BOA
Dispute Form and
fax to Procurement

Problems with
a Charge?

Yesm|

+7N

Selecta
transaction

Allocate expenses
to the appropriate
chartfield

t Yes

Additional
transactions?

Approve

Transaction

(—m Save Changes Save Changes

N‘)

You can view all procurement card transactions for which you have been granted authority to access

on the Bank of America statement page.

If you do not have access to the appropriate data, the

Procurement Department will make adjustments to the Employee-Profile — Proxy page whenever
they receive a completed Procurement Card Maintenance Form (http://www.umbc.edu/procurement)
requesting a change.

Note: The billing cycle begins on the 26" of the month, and ends on the 25" of the following
month.

At UMBC, even if you currently do not reallocate expenses, at a minimum, you must
approve the transactions on the Bank Statement page. Since a transaction is not sent to the
General Ledger until you approve that transaction, you must change the status of a transaction

from Staged to Approved, and select SAVE. The system will not automatically charge the
transaction to your department, fund, or project after the 24" of the month.
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Navigating to the P-card Bank Statement

1. To review charges navigate to the Reconcile Statement - Bank Statement page:

Purchasing ¥ Procurement Cards P Reconcile P Reconcile Statement

2. The system returns the following page.

mupp\er ontracts A

= Purchasing =

2

[» Requisitions

b Request for Quotes Recencile Statement Search
[ Purchase Orders
DEEEEIE Role Name: I
+ Procurement Cards
= Reconcile EmpliD: Q
— Reconcile Staterment Employee Name: aQ,
— Review Disputes
[ Process Statements Card Issuer: A/
[» Reports Card Number:
b Securty ard Number:
[ Definitions Billing Date: aQ
— Review Bank Statement X 3
I eProcurement Statement Status:
b Grants Budget Status: N
I Project Casting
& Billing Chartfield Status: b
[» Accounts Receivable
Merchant:
» Accounts Payable erehan
I> Commitment Control Transaction Date: )
[> General Ledger . 3
[ Set Up FinancialsiSupply Charge Type:
Chain
Search
[ Tree Manager 4

What can | view?

Users are only able to view P-card Charges that they have been given access to view. Most users
will only be able to view their own P-card Charge. If you are responsible for reconciling multiple P-
cards, you may have access to view multiple P-card Charges.

Locating a Statement

Users can locate an entire Statement or a specific transaction on a Statement via the Reconcile
Statement Search screen. The two most common search fields are the Employee Name and the
Card Number.

To locate a statement for an employee, follow these steps:

Q

3. Locate the Employee Name field and click once on the search icon . Alist of the

employees that you have access to view are displayed.
4. Click once on the name link of the desired employee. You are returned to the Search screen,

and the Empl ID field and the Employee Name field are populated with the selected
employee data.

5. Click on ﬂl. Your Bank Statement page is displayed on the screen.
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Identifies the
number of
transactions.

0

V
o) #  First KN sg50 of 102 B L ast

Reconcile Statement
Procurement Card Transactions

Bank Statement

Billing Tab

Tran=saction Billing
Card Transaction Chartfield 4o Woucher
Employee Nathe -~ Lard Number Irans Date Merchant Status T At —UrENCY tatne  DEOISIIR — -
Employes Name ISsuer Card Number Trans Date Merchant Status Amount Curret Status Redistrib Er
a BOA  emeEeEERLET 0452652007 EMD CHEMICALS IStaged vl 0.00 ush O _;g', Recycled Mo Mo
a BOA LG 3T 05/0152007 FISHER SCIATL IStaged vl 0.00 UsD O _;g', Recycled Mo Mo
©
a BOA  emeEeEERLET 050152007 SARSTEDT IMC Staged - 0.00 ush O _;gl, Recycled Mo Mo
Qo
49 1 B a BOA emeEeEERLET 050152007 BlIO RAD IStaged vl 0.00 ush Q .w?ll Recycled Mo Mo
50 71 % a BOA LG 3T 047262007 EMD CHEMICALS IStaged vl 0.00 UsD O _;g', Recycled Mo Mo Tra
5 1 D: a BOA emeEeEERLET 050152007 IMGEMEX IStaged vl 0.00 ush O _;gl, Recycled Mo Mo
© Cnnnen BE CRMAM lﬁ 1
210 '.(E a BOA 8937 0a/01r2007 COULTER 101 OF 01 Staged - 0.00 Ush Q 5% Recycled Mo Mo
s 0O a BOA Teeeeeego37 05022007 %E [tages =] ooouso O R Recyeled Mo Mo
84 [T 0 a BOA  emeEeEERLET 0sd01r2007 W IStaged vl 0.00 ush O _;g', Recycled Mo Mo
<+

¥ Select Al Clear All Approve |

Search Purchase Details  Splitline Distribution Template

Save Motif 4 Refresh
v | |

March 2010 Privileged and Confidential — For Internal use Only
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Reviewing the Bank Statement Page

Transaction Tab

The system automatically displays the transactions for your “EmplID” or for an Employee ID for which
you have proxy authority. Note: The statement will show all charges that have not been approved in
current and previous billing cycles.

Reconcile Statement

Procurement Card Transactions

Bank Staterment

Transaction {  Biling
Card N Transaction Chartfield - o Woucher
E e lssuer Card Humber Trans Date Merchant Status Amount Currency Status Redistrib Error

46 C - BOA TR AT 04126/2007 EMD CHEMICALS IStaged Vl 000 uso O _.;?I, Recycled Mo Mo
710 ¢C ()] BOA TR aT 05/0172007 EISHER SCIATL Staged bl 000 uso O ,JQI, Recycled Mo Mo

>
g C o BOA TR AT 05/0172007 SARSTEDT IMC IStaged Vl 000 uso O _.;?I, Recycled Mo Mo
e g BOA TR aT 05/0172007 BIO RAD IStaged Vl 000 uso Q _.;?I, Recycled Mo Mo
soC C D: BOA TR AT 04126/2007 EMD CHEMICALS IStaged Vl 000 uso O _.;?I, Recycled Mo Mo
s C © BOA TR aT 050172007 [MGEMEX IStaged Vl 000 uso O _.;?I, Recycled Mo Mo

—

© ST BECKMAN ,
52 C D BOA 8837 050172007 COULTER 101 OF 01 IStaged l 000 uso O 5% Recycled Mo Mo
53 C BOA  eeeeeeeeeng37  (05/02/2007 %E IStaged -] 0,00 USD > [ Recyeled Mo Mo
54 [ DebordPaticia BOA ~~~~==gg37  og01on7 2 SATONERSOR (o004 o poousD (O R Recyeled Mo Na

¥ Select Al Clear All Approve |

Search Purchase Details  SplitLine  Distribution Template

B save | [=] Motify | 4 Refresh |

Row Number  Select the check box for the line that you would like to review.

Employee Name*  The system displays the name of the card holder.
Card Issuer®  The system displays the Bank Name who issued the card.

Card Number  The system displays the last four digits of the credit card number.

Trans Date  Displays the date that the transaction occurred. (The date that you made the
purchase.)

Merchant Name  Displays the merchant's name — the source of the purchased goods. The
name is a hyperlink to the Merchant Details page.

March 2010 Privileged and Confidential — For Internal use Only
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Transaction Tab, continued

Status

Transaction Amount
Currency

1
o EE
Distribution

»

Comments

Chartfield Status

Redistrib

Voucher Error

Displays the status of the transaction.
Closed, Initial, Staged, and Verified.

Valid values are: Approved,

Displays $0.00 in the field. This field is NOT the amount of the transaction.

Displays the currency for the transaction.
UMBC is using is USD.

The only Currency Code that

Select to access the Account Distribution page.

Click on this link to go to the Line and Dispute Comments page.
(Comments are for Internal Use Only.)

Identifies if the Chartfield used for distribution of charges is a Valid
Chartfield. Values presented could be either Valid or Recycled. If the
chartfield status is Recycled, it indicates that the chartfield did not pass the
system validation check. (Go to Module 2 for additional details.)

Identifies if the charges have been redistributed.

Identifies if there is a voucher error.

Y Select Al Clear All Approve
Search Purchase Details Splitline Distribution Template
Bl save | [Z] notify | i Refresh
Select All  Click on this link to select all transactions on the page.
Clear All  Click on this ink to unselect all transactions on the page.
Approve Click this button to Approve the selected transactions.
Search Click on this link to open the Reconcile Statement Search page.

Purchase Details
Split Line

Distribution Template

Not Applicable.

Click on this link to go to the Transaction Splits page.

Click on this link to access the Distribution Templates and Reset Status
page.

March 2010
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Billing Tab

The Billing page displays the Line Description, Billing Date (the date that the bank billed your VISA
card), Billing Amount, Currency (always USD), the Collected check boxes, and the Dispute
Amount.

Reconcile Statement

Procurement Card Transactions

Bank Statement Customize | Find | View All | i First ] 1.0 or54 O Last
Transaction §  Billing
Reference Description % ﬁ Currency Prepaid Ref Dispute Amount STt

1 YISA-PD-08172006- 08/22/2006 200.00 USD 0.00
2 VISA-PD-08172006--2 08/22/2006 3475 UsSD 0.00
3 5524335‘1 08M15/2006 89.55 USD 0.00
4 01 08M11/2006 92.51 UsD 0.00
5 07-0447/2 08/22/2006 60.11 USD 0.00
G 07-0465/M 08/22/2006 1911 USD 0.00
7 07-0460/5 08/22/2006 92279 UsSD 0.00
8 07-0460/3 08/22/2006 314 UsD 0.00
9 07-0460/3 08/22/2006 2450 UsSD 0.00

Reference Line number associated to the transaction line on the Transaction tab.

Description Enter additional information about the goods purchased. (Information
entered in this field displays on P-card reports.)

Billing Date Displays the date of the statement on which this transaction was billed.

Billing Amount Displays the amount billed on the statement line. (The data in the field is
the amount of the transaction.)

Currency Displays the currency for the transaction. The only Currency Code that
UMBC is using is USD.

Prepaid Ref Not Used

-10-
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Billing Tab (continued)

Dispute Amount

Not Required — this field is for internal use only.

If your records disagree with the billing amount, enter the amount
difference in this field. Entering an amount in the Dispute Amount field
does not mean that UMBC is not liable for the purchase, but rather acts
as a notation that the user reconciling this account must follow up with
the merchant or procurement card vendor to settle the disputed amount.
If an amount is entered here, the statement line is visible on the Dispute
History — Dispute page until it has been marked as collected.

If you dispute an amount, enter the amount in question in this field.
Entering this information does not automatically notify Bank of America
or the Procurement Department. Cardholders are still required to submit
a Bank of America dispute form within 60 days of the charge to
Procurement for processing. Note: If a charge is in PS P-card that you
do not recognize, you should not approve it if it does not belong to your
department. Leave it as “staged” and indicate in PeopleSoft that you are
disputing this charge. Submit a dispute form to Procurement when you
receive your bank statement. When the charge is credited by the vendor
or Bank of America then you should approve both the charge and the
credit. The net effect on your chartfield would then be $0.

March 2010

-11-
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Personalizing the Bank Statement

Show All Columns

The Transaction and Billing information can be displayed separately in a tabbed view or together in a
combined view. (Note: this course and manual focuses on displaying the tabbed view.)

To view information in a combined view, select the Show All Columns icon A=y

Bank Statement Customize | Find | View All | 3 First (1] 1.9 or53 B Last
Transaction Billing

If the header displays all columns, select the Show Tabs icon.

Reconcile Staterment

-12-
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Customize

The Transaction and Billing Tabs can be customized to change the columns that appear in each tab.
Each column can either be Hidden or Frozen.

Hide Columns

To Hide columns that appear on the Bank Statement, follow these steps:

Bank Statement
Transaction Y

Biling

Customize | Find | View All | i First El 1-9 of 53 [} Last

1. From the Bank Statement, click once on the Customize link. The Personalize Column and

Sort Order screen is displayed.

Tab Transaction
indicates the
Transaction Tab.
You are unable to
manipulate this item.

Tab Billing indicates
the Billing Tab. You
are unable to

manipulate this item.

Tab Transaction

(Column Order
T

Employee Name
Card Issuer
Card Numnber
Trans Date
Merchant
*Status
Transaction Amount
Currency
(column 20)
(column 21)
Chartfield Status
Redistrib
Voucher Error
Tab Billing
Reference
Description
Billing Date
Billing Amount
Currency
Prepaid Ref
Dispute Amount
Credit Collected

oK | Cancel |

Selecting the Hidden
checkbox hides the column on
the Bank Statement page.

= =
= @ﬁ

Hidden Descending
rozen

Selecting the Frozen
checkbox prevents the
column from being relocated
on the Bank Statement Page.

Each column on the
Bank Statement is
represented with the
matching column
name on the list.

Preview | Copy Seftings

2. Click once on the column name to Hide from the Bank Statement page.
3. Click on the Hidden checkbox.
4. Repeat for each column to hide.
5. Click once on the OK button to save the changes and return to the Bank Statement Page.
-13-
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Module 2: P-card Transactions 101

By the end of this module, you will be able to:
e Locate a transaction
e Describe the difference between a Valid and Recycled Chartfield Status
e Review the Chartfield distribution for a transaction
e Approve a single transaction

Locating Transactions

To locate a transaction via the Scroll feature, you can either select View All to display all transactions
at one time on the screen, or select the Scroll arrows to view nine (9) transactions per page.

Bank Statement Customize | Find |View All | B First Kl 1015 or54 B Last

If more than 100 transactions are available to view, the View All button will state View 100.

Bank Statement Customize | Find “iew 100 H First E 1-9 of 102 [ Last

Once you select View All, or View 100, the link is replaced with View 9.

Bank Statement Customize | Find 1] First [] 1-100 of 102 I | ast

Valid vs. Recycled Chartfield Status

When transactions are downloaded from Bank of America, the transactions are subject to the
automatic PeopleSoft Chartfield validation process. This process verifies that the appropriate
chartfields are completed for each transaction. Note that the process does not verify that the
chartfields are correct.

T[T BOA  D427I2007 YR SCIENTIFIC IApprDved vl 0.00 UsD 2[5 valid

FROD WCTS 185 Mo
PERKINELMER  [goca o]
8 7 BOA 04282007 =2 st Staged poouso (0 5 Recycled [Mo Ma

-14-
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After the transactions go through the automated PeopleSoft validation process during the download
from Bank of America, they are given either a Valid or Recycled Chartfield Status.

e AValid chartfield status means that the appropriate chartfield fields are completed.
e A Recycled chartfield status indicates that the chartfield fields did not pass the validation
process. This typically means that all required chartfield fields are not completed.
0 Fund Code 1253, the Grant Fund Code, often appears as Recycled.

In order to Approve a transaction, the chartfield status must be Valid. To change a chartfield status
from Recycled to Valid, you must modify the account distribution for the transaction.

Account Distribution

In order to ensure your transactions are posted properly to the General Ledger, it is important to
allocate each transaction to the appropriate Chartfield. The Account Distribution page allows the
user to determine which chartfield string to allocate the charges for each transaction. The chartfield
default values are based on your user ID and the information provided on the P-card Application.

To allocate charges for a transaction, follow these steps:

1. Select the transaction to review.

Reconcile Statement
Procurement Card Transactions

Bank Statement
Y Eilling

Transaction

Card " Transaction Chartfield : - Youcher
Emplovee Hame =2 Card Number Trans Date *Status ~ansacion oy e LOUCHET
Employee Hame Issuer Card Number Trans Date Merchant Status Amount Curren Status Redistrib Error
19 [ b BOA  ~eeeeegg37  04027/2007 Sigma-Aldrich [Approved =] poouUsD G B valid  Yes Mo
0 b BOA  Teeeeege37 042772007 W [Approved =] pooUSD 2 % valid  Yes Mo
nr| B b BOA  Teeeeeege37  0427/2007 Wﬂ [Approved =] poousD (> E§valid  Yes Mo
o NG
2 g b BOA  eeeeegg37  04027/2007 BIO RAD [Approved =] poouUsD G0 E§valid  yes Mo
znr| o© L BOA 037 Q402802007 BIO RAD [Approved =] poousD GO R valid  yes Mo
I % h BOA TTeeega37 0412702007 BDBIOSCIENCES  [Approved v poousD 0 B vald  ves Mo
= MSCLIL .
B0 b BOA 037 040262007 INDUSTRIAL [Approved =] poousp (O B valid  Yes Mo
SUPPLY
% L BOA  reeeseeeggdy 044302007 w [aged =] 0.00 USD Recycled Mo Mo
7 b BOA w037 040282007 FISHERSCIATL  Staged =) 0o0usD G 3 Recycled Mo Mo
¥ Selectal Clear Al Approve |

Search Purchase Details  SplitLine Distribution Template

B save | [=] Motity | L Refresh |

1
2. Click once on the Distribution icon () for the desired transaction. The Account Distribution
screen is displayed.

-15-
March 2010 Privileged and Confidential — For Internal use Only




UMBC

AN HOMORS UMIVERSITY IN MARYCLAND Using the PS P-CARD System kit

Reconclile Statement

Account Distribution

Line: 1 PO Qty: 1.0000 UOM: EA
Billing Date:  05/09/2007 Billing Amount:  USD 349.00 Unit Price: 349.00000
SpeedChart: =l “Distribute by:l Amount |

Distributions

f Chartfields | DetaisiTax {_ Asset Information | Statuses
* Prog . Prog  PC Bus
Dist Percent Amount Currency *GL Unit TCODE Fund FIN Dept Account Oper Unit
1 |1D{J.{J{J{J{] | 349.00 USD IUMBC1 Q413 |1111 a F542 Q, |1{]11B Q, |TDB112{] a | 3, JUMBC1 G
OK | Cancel | Rafrash |

3. Enter the desired chartfields for the transaction. The entire chartfield string must be
completed in order to save and exit the Account Distribution page.
e Fund Code 1111, 1112 and 1113 requires:
e GL Unit
e Fund Code
e Prog Fin
e Department
e Account.
e Fund Code 1253 requires the same fields as above, plus
e PC Bus Unit (UMBC1)
e Project
o Activity
¢ Resource Code.
4. Click OK to return to the Bank Statement page.
5. Click Save to save your changes.

Note: The Account Chartfield may automatically display the number 7090200, which is the account
for miscellaneous supplies. At a minimum, when you are purchasing audio visual equipment,

computers, phone charges, and equipment, you are required to change this account number to the
appropriate code.

-16-
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Approving Single Transactions

After reviewing the transaction, and distributing transactions to the appropriate chartfield, you must
Approve the transaction. You can either approve transactions one at a time, or approve multiple
transactions at a time.

Before approving transactions, it is important to first Save any transactions on which you have
worked.

To approve a transaction, follow these steps:

1. Open your Bank Statement.

Reconcile Statement

Procurement Card Transactions

Bank Statement

Transaction Y Billir
Card N Transaction Chartfield <o Moucher
Employee Name = Lard Number Irans Date Nerchamt mtatus T pmnnt =HITENCY Redistrin
Employee Hame |ssuer Card Number Trans Date Merchant Status Amount Curren atus Redistrib Error
19 3 BOA  Teeemeeeeeggay 04/27/2007 Sigrna-Aldrich IAppru\red v[ 0.00 UgD > E& valid Yes No
PN PERKIN ELMER l—;l 1 )
20 3 BOA 2937 0412702007 i S Approved 0.00 USD > Ea valid Yeg No
21 M S 3 BOA gy 04i27/2007 Ww IAppruved v[ 0.00 USD > 5 valid Yes Mo
4 NG
2 0 o 3 BOA  Teeeeeeeagay 04/27/2007 BIO RAD Approved - 0.00 UgD > E& valid Yes No
IS
3 r 3 BOA  FmeeeeeRGaY 04/28/2007 BIO RAD Approved  w 0.00 Uso o _é Walid Yes Ma
(4]
24 - eé 3 BOA  FmeeeeRGaY 0412712007 BD BIOSCIEMCES IAppruved vl 0.00 Uso o _é Walid Yes Ma
'ES‘ MECLIL .
5 O o) 3 BOA  FmeeeeeRGaY 04/26/2007 |INDUSTRIAL IAppruved vl 0.00 Uso o 52 valid Yes Ma
SUPPLY
26 3 BOA  Teeemeeeeeggay 04/30/2007 w IStaged v[ 0.00 USD > i Recycled Mo Mo
27 0 EIN =10 T - 1* I 04/28/2007 FISHER SCIATL IBtaged vl 0.o0 uUso O _é Recycled Mo Ma

# Select All Clear All Approve |

Search Purchase Details  Split Line  Distribution Template

B save | [=] Motify | 1) Refresh |

2. Select the transaction to approve by clicking in the checkbox to the left of the Employee
Name. Note: The Chartfield Status must state Valid to proceed.

13 Data Removed *™*==+5g15  08M17/2006 W ipproved |G poousD O ERovaid  Yes  No

3. Select the Drop Down box, and select Approved.
4. Save the transaction.
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Module 3: Advanced P-card Features

By the end of this module, you will be able to:
e Perform the steps to narrow your search results
Approve multiple transactions at a time
Split Account Distributions
Split Transactions
Add a Line Comment for a transaction
Define how to dispute a charge

Searching for a Specific Transaction

To search for a specific transaction without viewing each transaction, the system provides the ability
to search by Merchant, Transaction Date, Billing Date, Status or other search criteria. When you
search for specific transactions, you must Save your data prior to proceeding as the Search action
closes what you are working on to return to the Reconcile Search page.

To search for specific transaction (s), follow these steps: (Note: the following example will search for
transactions with a Status of Closed. However, the same steps can be used for searching for
transactions using other criteria.)

1. Click the Save button to save any changes that have been made to the bank statement
thus far.

Reconcile Statement

Procurement Card Transactions

Bank Staternent C mize | Find 0] i First [ 1.5 of 102 O

Transaction |  Biling
Card . Transaction Chartfield _,_,. . . Woucher
Issuer Trans Date Merchant Status Amount Curreng}[ Status Redistrib Error
1 @ DO0A 047262007 %RIES [Approved =] ooouso 0 G valid  ves Mo
7 [ BOA 047262007 W [approved =] ooouso 0 G valid  ves Mo
3 [ BOA D4/2612007 HP HOME STORE [Approved | poouUsD G0 EZwalid  Yes Mo
4 T BOA D4272007 LASERQUIPTING  [Approved | nooUsD GO B3 walid  Yes Mo
§ [ D0A 047262007 EELLM’”‘w [approved =] oooush (0 5B valid  ves Mo
[ BOA 04272007 ETOPSL\:’Engms [Approves =] poouUsD 0 ERwvalid  Yes Mo
7 [ BOA 04272007 W [approved =] poouso (0 ERwvalid  ves Mo
8 [ B0A  04EE007 W [Staged =] oooust (0 53 Recycled Mo Mo
9 [ BOA 042702007 w [Approves =] poouUsD 0 ERwald  Yes Mo

L Select All Clear All Approve |

Search] Purchase Details Splitline Distribution Template

& zave | [=] Motify | 4 Refresh
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2. Select the Search link. If you have not saved your page, the following screen will appear.
Ifyou change the search criteria you may lose any unsaved data. Do you want to proceed? (10070, 166)

To save any changed data, choose Mo and then click the Save button. After saving the data, you can click Search button again and change search criteria.
Yes K[l

a. If the above screen appears, select No to return to save your data.

Reconcile Statement Search

Role Name: | |

EmplD: [ a

Employee Name: | aQ
Card Issuer: | |

Card Number: |

Billing Date: I Q

Statement Status:

Budget Status:

Chartfield Status: | |

Merchant: |

Transaction Date: I Y
Charge Type: I |

Search |

3. Identify the Statement Status field, and select Closed from the drop down list.

4. Your results are returned. If you enter criteria that does not match a transaction in the
database, the following message will be displayed. If the message is displayed, click OK,
and modify your search results.

Microsoft Internet Explorer

"j Mo transactions found, specify different search criteria (10700,311)
-

Note: If you are responsible for managing more than one P-card, transactions for all the P-cards you
can view are returned. The Search process can be used to view only one P-card at a time. Search
by either the Card Number or Employee Name to narrow search results by one P-card.
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Distributing to Multiple Transactions

If you have several transactions that will be distributed across the same chartfield strings, PeopleSoft
allows you the ability to perform the distribution once for all transactions. To distribute to multiple
transaction, follow these steps:

Reconcile Statement
Procurement Card Transactions

Bank Statement

W

Trangaction Billirg [F= M
Card . Transaction Chartfield . Woucher
lssuer Trans Date Merchant Status Amount Currency Status Redistrib Error
1 W BOA D42E2007 AP—EEE%&TER [staged =] poousD (0 3 Reeyeled Mo Mo
3 [ BOA  D4E02007 w [staged =] poouso (2 3 Resyeled Mo Mo
3 [T BOA 042812007 FISHERGCIATL  [Staged  v] 000uso (2 53 Recycled No ND
4 [T BOA 043012007 GEHEALTHCARE |Staged  v] poouso (2 3 Recycled Mo Mo
5 [T BOA 043012007 GEHEALTHCARE |Staged ] 0.00UsD (2 3 Recycled Mo No
B [ BOA 042802007 FISHERGCIATL  |Staged =) 0.00usD (2 3 Recyeled Mo Mo
7% | poa  oara02007 AlRGAS EAST [tages =] p.o0usD (0 [ valid  ves Mo
8| @ | Boa  osm1i2007 W [sages =] poouso (0 S valid  ves Mo
g | = | poa osm1i2007 W [taged =] p.00uUsD (0 [ valid  ves Mo

¥ gelect Al Clear Al Approve |

Search Purchage Details  SplitLine [Distribution Template|

Bl save | Platify | L Refresh |

1. Select the transactions to include in the multiple transaction distribution by clicking on the
checkbox to the left of the transaction(s).
2. Click on the Distribution Template link. The Distribution Template screen is displayed.

Reconcile Statement
Distribution Template

SpeedChart:
Distributions:
* i B Prog  PCBus ) )
Seq Pct ‘GL Unit TCODE Fund Prog FIN Dept Account Oper nit Project Activity Res Type Category
1 |}0o.0000||UMBCT QL aQ, a, a, (7091440 |G [} Q, Q, Q s} Q

Custornize | Find | View All | First (4] 1 or 4 [ Last
SubCat SOF Affiliate Fund Affil Location Chartfield Status
Q Q Q Q Q, valid =l

3. The following fields are required:
a. If State Funds (Fund Code 1111, 1112, or 1113)
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If for a Project (Fund Code 1253 or 1114))

GL Unit

TCODE -(always 413 for p-card)
Fund

Prog Fin

Dept

Account

Location

Same as State Funds plus:
PC Bus Unit (UMBC1)
Project Number

Activity ID

Resource Type

4. Add lines if necessary, and complete the appropriate chartfields.
5. Click OK. You are returned to the Bank Statement. The Redistribution field changes in the
selected transactions from No to Yes.

6. Click Save.

After modifying multiple transactions, the Chartfield Status still states Recycled. To approve the
transaction, the Chartfield Status must state Valid. To validate the chartfield, you must follow the
Account Distribution steps.

March 2010
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Splitting Distributions vs. Splitting Transactions
PeopleSoft provides the functionality to allocate charges between different chartfield strings (Split
Distribution), or to provide additional information regarding a transaction (Split Transaction).

Splitting distributions is different than splitting transactions in PeopleSoft. Below is a table
representing the differences between the two actions, and when you would use both?

What is it?

When to use it?

What happens?

Split Distribution

Allocating a transaction
to more than one
chartfield string.

When a purchase
needs to be charged to
more than one
chartfield string. (i.e.,
you manage a Grant,
and you have State
funds. You purchased
$100 of office supplies;
$30 is dedicated to the
Grant, and $70 is
dedicated to the State

The amount of the
transaction is split
between the selected
chartfield strings. The
amount allocated to
each chartfield string
displays on the General
Ledger, and all
subsequent reports.

The Bank Statement

Funds.) page does not change.
Split Transaction Splitting a transaction When you want to The transaction is split
charge into more than spell out the into multiple

one transaction.

differences between
each purchase on a
transaction. (i.e., you
purchased three
separate items in the
same transaction. You
want to identify each of
the items for your P-
card reports.)

transactions on the
Bank Statement page.

A different description
can be entered for each
transaction. The
description will appear
on the P-card reports.

Once a transaction is
split and saved, it
cannot be reversed.

Split transactions
appear on the

PeopleSoft Bank
Statement page.

The changes are NOT
reported to Bank of
America, or to the
General Ledger. ltis for
DEPARTMENTAL
PURPOSES ONLY.

March 2010
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Splitting Distributions
You can split a distribution and allocate expenses to different chartfields.

To split the distribution line for the selected transaction, follow these steps:
o From within the Account Distribution page, scroll to the right of the page.

e Click the plus icon to add an addition row. The following prompt appears where
you enter the number of lines you wish to add for the split.

Explorer User Prompt il

Script Prompt: 0K

Enter number of rows to add:

Cancel

o Enter the number of rows to add to the original row, and click OK. You are returned to
the Account Distribution page. Hint: If you want a total of two rows, enter the number
1.

Reconcile Statement
Account Distribution

Line: 20 PO Qty: 0.4545 UOM: EA
Billing Date:  (08/M19/2006 I Billing Amount: UsD 15.00 I Unit Price: 33.00000
SpeedChart: “Distribute by: | Amount v

Distributions
Chartfields | DetaisTax | Statuses

Prog PC Bus

Dist Percent Amount Currency *GL Unit TCODE Fund Prog FIN Dept *Account Oper Unit Project Activity
1 15.00| USD UMBC1|C, 413 1253 |Q, (022 |3 10423 |Q, (7091410 |Q, @, |UMBCA|C, |00000104 |3 (000000000000002 |3
2 hDD.DDDD 15.00| USD UMBC1|Q, 413 1253 |Q, (022 [Q (10423 |Q (7091410 |Q, Q, |UMBCA|C, (00000104 |3, |000000000000002 | O
Ok | Cancel | Refrezh |

¢ The new distribution line inherits the same chartfield string as the original line. Modify
the chartfields on the additional line as necessary.

o Modify the amount in each line so the total of all lines equal the total Billing Amount for
the transaction. Credits must be allocated/reallocated by percentage only.

NOTE: You can change the distribution by percentage or by amount. If you choose to change the
distribution, the percentages must equal 100 percent, and the amounts must add up to the original
amount. If you change the amounts, the amounts must equal the original amount. The system wiill
calculate the percentages. Therefore, the percentages may not add up to exactly 100 percent, but
the system will accept them.

e Select OK to return to the Bank Statement page.
e Select Save to save your changes.
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Splitting Transactions

Using the Split Transaction page, you can split a billing amount among several different items. In
addition, it allows you to record more detail for a purchase. Note: This information is not forwarded to
Bank of America or Procurement. It is for departmental purposes only.

To split a transaction, follow these steps:

1. Select a transaction by clicking on the checkbox to the left of the Employee Name on the
Bank Statement page.

Reconcile Statement

Procurement Card Transactions

Bank Statement

Transaction Y Billing ]
Card . Transaction Chartfield , .. . . Voucher
Issuer Trans Date Merchant Status Amount Curreng{ Status Redistrib Error
1 BOA 04282007 ;—EEE%E:E‘ER [tages =] 0o0uUsD (0 5% Recycled Mo Mo
7 [ BOA 043072007 w [stages =] poousp (O [ER Recveled Mo Mo
3 [ BOA 047282007 FISHERSCIATL  |Staged =] noouso GO (53 Recycled Mo Mo
4 [ BOA 0473002007 GEHEALTHCARE |Staged v noouso GO 53 Recycled Mo Mo
5 [ BOA 043002007 GEHEALTHCARE [Staged v noouso G0 53 Recyclsd Mo Mo
§ [ BOA 04282007 FISHERSCIATL  |Staged =] 0oousD G0 5% Reccled Mo Mo
7| #| poa 040007 AIRGAS EAST [stages =] poousp GO G ovalid  Yes Mo
§ [ BOA 05017007 w [staged =] poouUsn (O G valid  Yes Mo
9 [ BOA  0s012007 W [Stages =] poousp (O G4 valid  ves Mo

L SelectAll Clear All Approve |

Search Purchase Details !SnlitLineI Distribution Template

B Save | Matify | % Refresh |

2. Select the Split Line link from the Bank Statement Page. You are taken to the Split
Transaction page.
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Reconcile Statement

Split Transaction

Line: 7
Trans Date: 045302007 Billing Amount: 69.30 USD
Posted Date:  05/02/2007 Reference:
Merchant: AIRGAS EAST
Description: F
Custa g £ First [H] 1 of 4 [ Last
Description Transaction Amount Billing Amount Percentage
[supplies | £9.30 | 100.000000 ]
ok | cancel |

3. Click the plus sign to add an additional line.

Reconcile Statement

Split Transaction

Line: 7
Trans Date: 04/30/2007 Billing Amount: £9.30 USD
Posted Date:  05/02/2007 Reference:
Merchant: AIRGAS EAST
Description: P
C mize | Eind | A
Description Transaction Amount Billing Amount Percentaue
[Supplies | £9.30 | 100.000000 =l
[guppties - z | | =
ok | cancel |

4, Delete the default text in the Description field. Enter text which describes the purchase. If
the Description field is left blank for a line, the system will insert a number in the
Description field. Note: Information in the Description field is what is populated on the
report.

5. Enter the billing amount for each line. Take care to ensure that the total amount is split
properly as to sum to the original amount.

6. Press Tab to go to the Percentage field. The percentage is automatically calculated
based on the total billing amount, and the amount entered in the Billing Amount field for the
line.
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Reconcile Statement
Split Transaction

Lire: 7

Trans Date: D4r3nsz007 Billing Amount: 69.30  UsSD
Posted Date:  05/02/2007 Reference:

Merchant: AIRGAS EAST

Description: P

Description Transaction Amount Billing Amount Percentage

|Supplies | 34.65 | 50.000000 =
|supplies - 2 | 3465 | s0.000000 [#] 5]
(6134 | Cancel |

7. Select OK to return to the Bank Statement page.
8. Click Save to save the changes.

Reconcile Statement

Procurement Card Transactions

Bank Statement

"y

Transaction Billirgy
Card N Transaction Chartfield ... Woucher
lssuer Trans Date Merchant Status Amount Currency Status Redistrib Error
1 [T BOA  04/232007 W [staged =] poouso G2 E3 Recycled MNa Mo
2 [ Boa o30;007 DNALLSERVICES fooioi o] 000usD (O 5% Recysled Mo Mo
_ L
3 T Bof Changes appear as two taged | ooouso  C0 B3 Recyeled Mo Mo
transactions on the Bank ,
4 [T B9 Statement taged | poousp O 5 Reeycled Mo Mo
5 [T BoA Staged | poousp O 53 Reeycled Mo Mo
E [T BoA j2007 FISHER SCIATL  [Staged  +] poousp G0 53 Recycled Mo Mo
7 W BOA  04/30/2007 AIRGAS EAST [staged  ~] onouso  GJ 5z valid  es Mo
8 [T BOA  04/20/2007 AIRGAS EAST [staged =] poouso OO0 5} valid Mo Mo
5 [ BOA DSMO1/2007 W [staged =] 000USD (0 [ valid  Yes Mo

v Select All Clear All Approve |

Search Purchase Details  SplitLine Distribution Termnmplate

Bl save | [=] Matity | L Refresh |

When you return to the Bank Statement page, the additional line is displayed on the Transaction tab
and the Billing tab.
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The newly created lines will inherit the same accounting distribution as the original line. If the
distributions need to be changed or split, you will need to click the Sel check box beside the line and
then click the Distribution link.

NOTE. When you split a line, the information does not change the distribution of the charges.
Splitting a line is for your own records only; the information does not affect the UMBC ledgers or your
VISA charges and payments.

NOTE: Splitting a transaction will add a new line for each split line on both the Transaction Tab and
the Billing Tab. When approving transactions after splitting lines, it is recommended to select the

View All Columns icon ( ) in order to view the details for each line prior to approving it.

NOTE: If you split the line AFTER you reallocate the accounting distribution, the new lines will inherit
the reallocation Chartfields.
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Approving Multiple Transactions

PeopleSoft provides the capability to approve and save multiple rows in the bank statement at the
same time. To successfully approve multiple rows in the bank statement, it is important to
understand the following:

e You must select each row, and review the transaction as always.

e If you need to change the distribution for any row on the bank statement, you must follow the
standard procedures previously discussed.

o After reviewing the transaction, and modifying the distribution (if appropriate), you must Save
the transactions, and the Chartfield Status must be Valid.

Reconcile Statement

Procurement Card Transactions

Bank Statement

"y

Transaction Billing
card . Iransaction Chartfield ., ,. . . Woucher
lssuer Trans Date Merchant Status Amount Currency Status Redistrib Error
PEREIM ELMER Iﬁ 1 .
1 ™ BOA 0472802007 A—NALWICAL Staged 0.00 ush Q =2 Walid Ves [ [a]
7 ¥ BOA 043052007 w [Staged = poouUsD (0 B3 valid  ves Mo
3 I~ BOA 047282007 FISHER SCIATL ISTagEd vl 0.00 ush Q _J,EI’. Walid Yes [x]
4 - BOA 0473002007 GE HEALTHCARE IStaged VI 0.oouso Q _J,gl’, Recycled Mo [ [x]
a r BOA 0473002007 GE HEALTHCARE IStaged VI 0.00uso @ _4::: Recycled Mo [ [a]
5 - BOA 0452202007 FISHER SCIATL IStagEd VI 0.oouso Q _4:;’: Recycled Mo [ [x]
7 - BOA 0473002007 AIRGAS EAST IStagEd VI 0.00 ush Q _J,'sl’i Recycled Mo Mo
BEWY ERGLARD Iﬁ 1
g | BOA 050152007 —EIIOLP\EIS NG Staged 0.00 ush Q 5% Recycled Mo Mo
%G INYITROGEMN Iﬁ 1
9 Il BOA 050152007 7CORF‘ORA Staged 0.00 uso Q 5% Recycled Mo Mo

4 Select All Clear All Approve |

Search Purchase Details  SplitLine Distribution Template

B save || [Z] Matity | L Refresh |

i

To approve all transactions, follow these steps:

1. Click the Select All link. A checkbox is placed on all transactions.
2. Click the Approve button. The status is changed from Staged to Approved.
3. Click the Save button.

Note: The Select All feature changes the status of ALL transactions, not just those displayed on the
screen. This means that if you have 1-9 of 77 transactions displayed, and you select the Select All
link, all 77 transactions are selected, not just the 9 that are displayed on the screen.

If you accidently select Select All, you can click once on Clear All to clear the transactions.
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To approve multiple transactions (but not all), follow these steps:

Reconcile Statement

Procurement Card Transactions

Bank Statement [ omize | Find
Transaction 7 Billirg [F=2 M
Card . Transaction Chartfield .. - Youcher
fr—— Trans Date Merchant Status Amount Currency Status Redistrib Error
PERKIM ELMER I—;, 1 )
1 W |B0OA 04282007 ANALTTICAL Staged 0.00 USD Q,—.} 5 valid Yes Ma
: = |Boa 040007 w [taged =] poousD (0 B valid  ves Mo
3 [ | BOA 0428/2007 FISHER SCIATL IStaged "I 0.00 UsD Q,—_} _;g', Yalid Yes Ma
4 [C  BOA 0430/2007 GE HEALTHCARE IStaged "I 0.00 USD - _;g', Recycled Mo Ma
5 [T BOA 0430/2007 GE HEALTHCARE IStaged 'I 0.00 USD . _;g', Recycled Mo Ma
6 [ BOA 04/28/2007 FISHER SCIATL Istaged 'I 0.00 USD Q _+?I. Recycled Mo Mo
7 [ BOA  0430/2007 AIRGAS EAST IStaged 'I 0.00 USD @ _ﬁ:. Recycled Mo Mo
NEW EMGLAMD I—L, 1
a8 [ BOA 05012007 BIOLADS MO Staged 0.00 UsSD Q,—.} G Recycled Mo Mo
WG INVITROGER I—l, 1
9 [ BOA 05012007 CORPORA Staged 0.00 USD (2 % recycled Mo Mo

L4 Select All Claar Al Approve |

Search Purchase Details SplitLine Distribution Template

B save | [=] Matify | Ls Refresh |

1. Select the checkbox for those transactions to Approve.
2. Click the Approve button.
3. Click the Save button.

March 2010 -29- Privileged and Confidential — For Internal use Only




DELTA

Using the PS P-CARD System

Adding Comments

The Line Comments provides the ability for additional information to be entered regarding the
transaction. This is very helpful when purchases are required to be justified for projects or grants.
You may want to record information about returns, credits, or disputed amounts. In addition to
entering comments in the Comments text field, the ability to Attach documentation is also available.

The information entered into the Line Comments page is for the department use only. The
information does not transfer to the General Ledger, or to any reports.

To enter Line Comments, follow these steps:

1. Open the Bank Statement.

Reconcile Statement

Procurement Card Transactions

Bank Staternent Cus ind | Il | E First [4] ract 77 B Last
Transaction Billing
Card . Transaction Chartfield .o Vioucher
lssuer Trans Date Merchant Status Amount Currency Status Bedistrib Error
PERKNELMER  [gpges 3] @ D
1 W  BOA  0428/2007 AMALYTICAL Staged 0.00 USD 3 valid Yes MNa
2 [T BoA 0453002007 w IStaged "I 0.00 UsD C,:' _;{', Walid Yes Ma
3 [ BOA  04/28/2007 FISHER SCIATL IStaged 'I 0.oo Jso C.:’ _r’sl. Walid Yes Mo
4 [T BOA 043002007 GE HEALTHCARE IStaged "I 0.o0usD l:,__) _J{', Recycled Mo Ma
5 [ BOA 04/30/2007 GE HEALTHCARE IStaged 'I 0.00 UsD - _;{', Recycled Mo Ma
6 [ BOA  04/28/2007 FISHER SCIATL IStaged 'I 0.oo Jso C.:’ _r’sl. Recycled Mo Mo
7 [T BOA 043002007 AIRGAS EAST IStaged "I 0.00 UshD ‘:,_-} _.;.gl’, Recycled Mo Ma
MEYY EMGLAND I—;, !
8 [T BOA 08012007 BIOLABS NG Staged 0.00 UsD C,:' &% Fecycled Mo Ma
G INVITROGEN I—;, !
8 [T BOA 050172007 CORPORA Staged 0.00 USD Q,_.} 5% Recycled Mo MNa

o Salect Al Clear All Approve |

Search Purchase Details SplitLine Distribution Template

Bl save | [=] Motity | % Refresh

2. ldentify the transaction.

3. Click once on the Comments (@) icon. The Line Comments page is displayed.
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Reconcile Statement

Line Comments

Line: Description: Office Supplies
Reference:
Transaction Line Comments First [4] 1of 1 [¥] Last
Comments: Status: I*“‘Cti‘fe EHEE
=€
[~
Attachment; attach | wview | pelst |
Ok Cancel Refrezh
4. Click once in the Comments text box, and enter the desired text.
5. To Attach a document, click once on the Attach button. The following screen is displayed.
| Browse. . |
Lpload | Cancel
6. Click once on the Browse button. A list of your file structure is displayed.
7. Navigate to locate the file to upload.
8. Either double-click on the file to upload, or click once on the file name, and click once on the
Open button. The selected file name is displayed in the Browse field.
9. Click once on the Upload button to attach the document to the transaction Line Comment.

10. When all comments are entered, click once on the OK button to return to the Bank

Statement.

11. Click Save to save the changes.

12. If a comment is entered for a transaction, the Comment Icon changes to @,
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Locating Comments

Once a transaction is approved, and validated by Procurement, the transaction is no longer on the
Bank Statement. This does not mean that the transaction is not available to view. You can view old
transactions by performing a Search on Closed transactions.

To perform a search on Closed transactions, follow the steps in the Searching for a Specific
Transaction section of the manual. When prompted on the search screen, select the Statement
Status of Closed. You can further narrow the search by date, or other criteria if desired.

Transactions with comments can be identified by the Comment icon with text lines inside (). Click
once on the comment icon to open the comments. Please note, that you should not make any
changes after the transaction has been approved.

Disputing a Charge (Information only)

If a charge on your bank statement needs to be disputed, you should complete the Bank of America
Dispute Form, located on the Procurement web page. Fax the completed dispute form to
procurement at xX51009.

If desired, you can identify transactions which are in dispute with Bank of America in PeopleSoft. To
identify transactions in dispute via PeopleSoft, follow these steps:

(Note: This is an optional activity, and is not required when disputing a charge.)

Reconcile Statement
Procurement Card Transactions

Bank Statement Customize | Find | Wiew All | i First [«] 13077 O Last
Tranzaction §  Billing

Reference Description %ﬂ Am Currency Prepaid Ref Dispute Amournt cullr:;';d
1 [office Supplies 05082007 570.00 USD |
2 [P 0SM9/2007  1995.00 USD R
3 [P 0509/2007 16.42 USD [ wwm &
a [P 05972007 536.00 USD [ Twn ¢
5 [P 05m9/2007 24.95 USD [ wwm ¢
B [P n5maia0n7 4566 USD |
7 [P 05/09/2007 £9.30 USD [ o &
8 [P 0510912007 305.00 USD T
5 [P 05972007 350.00 USD [ ww ¢
4 selectal I clearal Approve |

Search Purchase Detfails  SplitLine Distribution Template

E save | [=] hctify | 4 Refresh |

1. Click once on the Billing Tab.

2. Click once in the Dispute Amount field for the desired transaction.
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Reconcile Statement

Procurement Card Transactions

Bank Statement

Transaction |  Billing [=h
Reference Description %ﬂ ﬁ Currency Prepaid Ref Dispute Amount C%d
1 [orfice Suppiies 050812007 570.00 USD [ oo O
2 IF' 05/09i2007 1985.00 USD 0.00 |
3 IF' 05/09/2007 16.42 USD 0.00 (|
4 IF' 05/09/2007 536.00 USD 0.00 |
8 IF' 05/09/2007 24.95 USD 0.00 (|
B IF' 05i09iz2007 45,66 USD 0.00 -
7 IF' 0&i09iz2007 69.30 USD 0.00 I}
8 IF' 05i09iz2007 305.00 UsSD 0.00 -
9 IF' 05i09/2007 350,00 USD 0.00 ]
i Select All Clear All Approve |

Search Purchase Details  Splitline  Distribution Template

B Save | [=] Matify | 4 Refresh |

3. Enter the amount of the transaction that is in dispute.

4. Click once on the Save button. Once saved, the Credit Collected field is activated.

Note: Changes made on the Bank Statement are for Departmental purposes only. All disputes must
be reported and managed directly through Bank of America.

Once a dispute is identified, you must complete the Bank of America Cardholder Statement of
Disputed Item form, which is located on the Procurement website.

1. To locate a disputed item form, navigate to www.umbc.edu/procurement.
2. Select the All Forms link.
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On-Line P-Card Forms

« FPurchasing Card Cardholder & Supervisor
Adgreement

« Purchasing Card Cardholder Information & Signature

Form

P-Card Prosey Authorization Form

Furchasing Card Maintenance Request

Furchasing Card "Supervisor' Maintenance Eequest

Furchasing Card - Cardholder Transaction Log &

Feconciliation Sheet

o Furchasing Card - Missing Receipt Form

o Purchasing Card - Cardholder Statement of Disputed
ltermn for Bank of America

o SUpervisory Eeview Wemo

« Cuarterly Certification from DeanfVF

o CUarterly Cettification from Supervisor

Department of Procurement Home Fage

3. Scroll to the bottom of the page, and select the appropriate form.
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Module 4. P-card Reports

By the end of this module, you should be able to:
e Navigate to P-card Reports
e Perform the steps to run each P-card Report
o |dentify the P-card Queries

P-card Reports
Three P-card reports are available in PeopleSoft. They are all available through the following
navigation from PeopleSoft Finance:

Purchasing D Procurement Cards D Reports

The three reports are:
Report by Amount — Displays all transactions for a selected date range sorted by amount.

Run Control ID:  test Report Manager Process Monitor

Language: English i3

Run |

Date From: [ To: [31]

P-Card Account #

Report by Card Number — Displays all transactions for a selected date range sorted by status and
chartstring.

Report by Card Number
Run Control ID:  test Report Manager Process Monitar i

Language: ﬁ‘iﬂ-ﬂﬁm v

Date From: EH To E

P-Card Account #:

Report by Department — Displays all department transactions for a selected date range sorted by
cardholder, status and chartstring.
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{ Report by Department

Run Control ID:  test Report Manager Process Monitor

Run

Language: English R

Date From: [ To: [

Department:

Menu = — X
Search:

[> My Favorites
[+ Effort Reporting
[ Payroll Reporting
[» Requisitions
[ Request for Quotes
[ Purchase Orders
> Reconcile Cardholder Info
— Account Summary
— Purchase Details
— Report by Amount
— Report by Card Mumber
— Report by Department

The steps for running the reports include:

1. Open the desired report.

2. Select an existing Run Control ID, or create a new Run Control ID for the desired report. Do
not use your 16 digit card number as the Run Control ID. This Run Control ID is a semi-
public field within PeopleSoft. Please create a Run Control ID using the name and/or last five
digits of the P-card. (See the screen captures above for specific criteria required for each
report.)

3. Enter the desired date range and other criteria for the desired report.

4, Select Eﬂ.

5. Select Run . The Process Scheduler Request screen is displayed.
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Process Scheduler Request

User ID: SDAWSON Run Control ID: test

Servertame:; MMM | RunDate; 0212012005 B

Recurrence: ~| RunTime: 9:22:19P W Resetto Current Date/Time

Time Zone: Q

Process List

Select Description Process Name Process Type *Type *Format Distribution

Report by Department UMGMRO12 Crystal Web « || PDF + | Distribution
OK Cancel

6. Select L. The Server Name is automatically populated when the request is saved

(PSUNX). You are returned to the Run Control screen.

7. Select the Process Monitor link from the Run Control screen. The Process List is displayed.

10.

11.

{ Process List
User ID: | SDAWSON | Type: + | Last: 30| |Days |»| Refresh
Server: | PSUMX | Name: Cl Instance: to
Run + | Distribution w Save On Refresh
Status: Status
Process List Customize | Find | View All | - First E 10f1 E| Last
Select Instance Seq. Process Type User Run Date/Time Run Status w

Select the Mbutton periodically until the Run Status changes to Success, and the
Distribution Status changes to Posted.

Select the Details link on the right.

Click the View Log/Trace link listed beneath the Actions column. The View Log/Trace window
is opened.

Click the document link that ends in PDF to open the report. Your Adobe Acrobat report will
open in a separate window.

P-card Queries

Queries are available to identify specific transactions, and to display information in a different format
than is displayed on the PeopleSoft P-card Bank Statement. A list of queries is available on the
Procurement website at www.umbc.edu/procurement.

1. Click once on the PeopleSoft Information link.
2. Scroll to the bottom of the page and locate the Miscellaneous section.
3. Click once on the P-card Queries/Reports Descriptions link to view the Excel spreadsheet.
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Module 5: Getting Help

By the end of this module, you will be able to:
e Navigate the Procurement website
e Use the PeopleSoft KnowledgeBase

The Procurement website includes valuable information related to PeopleSoft as well as general P-
card questions. The procurement website is available at www.umbc.edu/procurement.

v ot | casemman | war [IMBC coweviion | wonasar | stascs

UMBC Department of Procurement

s the UMBC Department of Procurement

Departmental information

Vendor infarmation

PeopleSoft information

Telephone: (41

FAX (410) 455-100¢
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The PeopleSoft Knowledgebase provides an online user manual as well as training plan. P-card
specific questions are answered, and can be found at https://spaces.umbc.edu/display/ps/Home

PeopleSoft End-Users Manual

KnowledgeBase | Manual Home | Delta Initiative | UMBC | Feedback | Site Map

= PeopleSoft Finance 8.9 Change Documents =
BI_FiNaNcE ]
& Introduction to PCard Change Document
PeopleSoft
Requisitions Document
PeopleSoft

Fundamentals The fallowing sections have heen updated to reflect the changes in versian 5.9

Requisitions
s Prard

Burchase Orders + Requisitions

EBudget Sections to be updated in the near future:
+ Budge

E| » Purchasing Orders

Timekeeping

Payroll Welcome to the online Peoplesoft End-User Manual sitel This manual is task-based, and is organized into

[ Position Management categories that reflect the business processes in which PeopleSoft is used. The full task-based manual is still in
development. Additional categories and guestions will be added as they are made available. The full manual is
expected to be completed by January 2007

How to use this online manual:

1. Please use the navigation rmenu at the |eft to navigate to the guestion and answer page you want to view.

2. To print out & page, just click the printing icon at the top of each answer page to get a hard copy
If you are unable to view the navigation menu on the left, check the following

If & yellow information bar displays at the top of this page, click on the information bar and select the "allow
blocked content” option. The left-side navigation menu should appear.

Click once on the P-card menu item. A list of P-card related questions are displayed. Click on a
specific question to display the answer in the main window.
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Summary

e PeopleSoft P-card bank statement is updated daily.

e Since a transaction is not sent to the General Ledger until you approve that transaction,
you must change the status of a transaction from Staged to Approved. The system will
not automatically charge the transaction to your department, fund, or project after the 24"
of the month.

e When splitting a line, the information does not change the distribution of the charges.
Splitting a line is for your own records only; the information does not affect the UMBC
ledgers or your VISA charges and payments.

e The Account Distribution page’s Chartfield default values are based on your user ID.

IMPORTANT: REMEMBER TO HIT THE “SAVE” BUTTON AFTER
COMPLETING EACH TRANSACTION.

March 2010 -40- Privileged and Confidential — For Internal use Only




e US I n g th e PS P'CA R D SyStem 53 AHUODHE FEIFEDSINT I KL IVLAER

March 2010 -41- Privileged and Confidential — For Internal use Only




