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PCard
Roles
Department Users:

Proxies (Reconcilers, Approvers)
Cardholders
PCard Administrators

Overview
With the implementation of the FAST Procurement Card function, users will be able to view and reconcile PCard bank statements online within the current FAST system.
Proxies authorized by the cardholder and the department chair, dean or vice-president will review, change or correct chartfields, note disputes and approve charges made to the University’s Procurement Card account by cardholders.  Timely approval of all charges will be mandatory with corrective action performed by the University’s PCard Administrator if necessary. 

Bank charges will be downloaded every business day and Proxies will be given a 7 business day turnaround time to review and approve the charges or to register a dispute, should that be necessary.  PCard Administrators will contact Proxies and/or Cardholders if no action has taken place by the end of this time period.  Proxies will be given 3 more business days to approve all charges.  If this does not happen, the Administrator will approve the charges using the default chartfield supplied by the Cardholder on the 10th business day after the charges are downloaded.  Departments will then be required to submit expenditure transfer requests to move the charges to the correct chartfield string.

The system will perform both a budget and combo edit check.  A transaction that does not pass cannot be saved or approved.

Approval will generate a transfer of department funds to a clearinghouse account that will be used to pay monthly bank statements from the University’s credit card vendor.  
This section outlines the steps executed to review and approve charges.
NOTE: The information in this guide is based on certain assumptions:


· Users have previously received training in PeopleSoft navigation

· Control tables have been set up with needed values prior to performing the activities described below.

Occurrence

Online Review
As charges are downloaded
Online Approval
Within 10 business days
Disputes
Noted online and registered with the bank
Scenarios:



Roles Perfoming:
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 ReCONCILIATION of bank charges
Short Guide:


Step 1:
Navigate to the Reconcile Statement Page


Step 2:
Find Cardholder Transactions 


Step 3:
Change Chartfield Distribution and/or Budget Check a Transaction

Step 4:
Approve Transaction
Step 1 
Navigate to the Reconcile Statement Page

1.1 Navigate to the Reconcile Statement page by selecting Purchasing, Procurement Cards, Reconcile Cardholder Info, Reconcile Statement from the menu on the left of the page
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Step 2
Find Cardholder Transactions 

2.1 Click on the Search button
2.2 The system will return a list of Cardholder names and accounts for which the Proxy has authorization to review and approve.  The system will only show cardholders that have existing charges to approve.  If no charges exist, the search will show there are no matching values and no further action is needed by the Proxy at that time  
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Note: Cardmember numbers are blocked in this manual for security reasons
2.3 Click on the link of the employee id, name or card you wish to review to display the unapproved charges

2.4 The below screen shows the initial entry in this module. You may click on OK for direct entry to the charges or modify the criteria to select only certain charges.  See 2.10 for further information on Fetch procedures to modify the criteria
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2.5 Note that the Status is Initial
2.6 By clicking on the Show All Columns icon [image: image5.bmp] the entire line can be viewed
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2.7 The Posted Date is the date used to time the speed of approvals.  As charges will be downloaded each business day, they should be reconciled within 7 business days.  This period is counted from three business days AFTER the posting date.

2.8 If charges are not approved by Proxies and no formal dispute has been sent to the bank, Proxies will be contacted by PCard Administration and given 3 additional days to approve the charges

2.9 If charges are not reconciled by the 10th business day (posting date + 13 days) the charge will be automatically changed to Approved and processed against the Default Chartfield string set up for that Cardholder  

2.10 If users wish to view only some of the charges, they can click on the Fetch hyperlink
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Enter the search criteria such as a Status, Transaction Date, merchant name (use the % as a 
wildcard otherwise the name must be typed in exactly as it appears on the statement)

2.11 Remember that the Status is Initial when the charges are downloaded

2.12 Click on the OK button
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2.13 You will see a warning that means any action taken up to this point but not Saved will be lost (e.g. any changes to distribution, status, description etc.)

2.14 Click OK
2.15 The system will return only those transactions that meet your criteria
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using TEMPLATES

Templates allow you to make changes to a selection of transactions at the same time to eliminate repetitive steps.  Templates can be used on all transactions or on a selected number using the Fetch feature.
Short Guide:


Step 1:
Navigate to Reconcile Statement Page


Step 2:
Optional - Use Fetch 


Step 3:
Create Template

 Step 1
Navigate to Reconcile Statement Page

See Reconciliation of Bank Charges Step 1.

 Step 2
Optional – Use Fetch

Reconcilers can select a specific group of transactions to change using the Fetch feature.  See Reconciliation of Bank Charges Steps 2.5 through 2.15 above
Step  3
Create Template

3.1 Click on the Template link
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3.2 If all selected transactions are to be changed, put a check in the box to the right of Apply Distrib Template to All
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3.3 If all transaction statuses are to change to Approved or Verified, choose that status in the drop down box to the right of Set All Transactions Status To.  If they are to remain unchanged, Remain As Is should be left untouched.  In this example we will change all transactions to Approved.  Important Note:  This feature is used when changing all the existing charges at one time.  If one charge is worked, this feature cannot be applied unless the reconciler goes completely out of that cardholder’s charges and back in. 
Note:  The SpeedChart feature does not currently work with the Template.  A case has been logged with PeopleSoft and this should be corrected in a future update.
3.4 Fill out the chartfields to be used on all selected transactions.  In the sample below, the default values for account and fund are being changed.  Do not forget to put in a percentage.  Use 100.0000 if you are not splitting the distribution
3.5 Click OK
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3.6 The new chartfields will be on all the transactions and the status of each will be updated if you chose to change them
3.7 You may only add/change descriptions or comments 
3.8 Click Save to keep your descriptions or comments
[image: image14.png]Name:

Ooo0o0oooag

: Brenner,Caroling R EmplD:

00000014664

Credit Card: BoA  Account:

04/30/2005  DOE H2 PROGRAM 055

04130/2005  DOE H2 PROGRAM 058
04/30/2005  DOE H2 PROGRAM 058

MARLIN P JONES &
5500

05/03/2005  AMZ"SUPERSTORE

0510372008

0510372005 AGILENT
05/03/2005  AIRGAS SOUTH #038

0739
0739
07388
05085
05042
05085
05169

Approved
Approved
Approved
Approved
Approved
Approved
Approved

425.00 USD
425.00 USD
425.00 USD
33.35 USD
35.48 USD
24081 USD
9511 USD

Fetch

Template  SplitLine PO Related Info  Distribution

Comments




Step 4
Split a Transaction Line  ***** Note:  Not in use at this time
to better identify or segregate parts of a single transaction, the transaction can be split to use different descriptions.  This is NOT the method to use if you are only trying to create multiple lines of distribution.

4.1 Click in the Sel box to the left of the transaction 

4.2 Click on the Split Line link at the bottom of the page
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4.3 Change the amount or the percentage and click the Add icon[image: image16.png]


to the right of the charge
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4.4 Add a description or explanation and click OK
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4.5 A separate line is created on the statement
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4.5 The description now shows in the Details
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**** Not in use at this time.  Reserved for future implementation.

using Purchase Orders with PCard  ****

Although the PCard is intended to replace purchase orders wherever appropriate, some departments may still wish to encumber funds and use the PCard to make faster payments. A good example of this would be cell phone charges.  A blanket order would be created for payment of monthly charges.  Since payments can be held up due to matched exceptions or other problems, a department may find they are faced with the possibility of discontinued service.  Instead, they can pay invoices using their PCard and associate that payment with the purchase order.  The purchase order will be liquidated by the amount of the payment and the department will be able to keep track of expenditures.
Short Guide:


Step 1:
Navigate to Reconcile Statement Page


Step 2:
Associate Purchase Order with Transaction


Step 3:
Approve Transaction

 Step 1
Navigate to Reconcile Statement Page


See Reconciliation of Bank Charges Step 1.

 Step 2
Associate Purchase Order wth Transaction

2.1 In the Sel column, click in the box to the left of the transaction

2.2 Click on the PO Related Info link
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2.3 Make sure the correct PO Business Unit is selected

2.4 Type in the PO number, PO Line number and PO Schedule number

NOTE: The magnifying glasses will lead to Search screens but these are of little help.  PO number information should be known before beginning 
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2.5 Do not fill out any other information

2.6 Click OK
2.7 Do not change chartfields
2.8 Click Save
Step 5
Change Chartfield Distribution and/or budget check a Transaction

5.1 Click in the Sel box to the left of the transaction 
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5.2 Click on the Distribution link at the bottom of the page

5.3 The Account Distribution displays the default chartfield string provided by the Cardholder when the account was set up.  Note:  This manual shows all the distribution values as available to change.  In “live” applications, the Operating Unit and the Department Id cannot be changed unless special authorization is obtained from the PCard Administrator. 
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5.4 Click on the  box of the line you are working on and put in the GL Unit USF01 if it is missing,  or you won’t be able to choose any chartfield values

5.5 Change the chartfield values as needed by either typing them in or using the Look Up magnifying glass to the right of the field


5.6 If a Project chartfield needs to be added, make sure the Sel box to the left of the line is checked and click on the Project link at the bottom of the page
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5.7 Add in Project chartfields and click OK when finished to return to the Account Distribution page
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5.8 Be sure to change the Account number from 64900 which is a generic number to one that better describes the purchase

5.9 Click OK to return to the Bank Statement page
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5.10 Click OK and the system will automatically budget check the transaction looking    at combination edits, available budget and budget dates
5.11 An error message will be generated if there is a problem in any of these areas

5.12 The transaction will not be saved or approved if it fails this check

5.13 Click Cancel to exit out of the screen if budget checking fails

5.14 If the transaction passes budget and combination edit check, the Status shows Initial with a highlight box around it 

5.15 Change the Status to Approved
5.16 This posts the charge to your departmental ledger (KK)
5.17 No other changes to the chartfield can be made once approved, but the description can be inserted or modified at this point. If the description is modified, click Save to record the changes
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Step 6
Split a Distribution 

Select the transaction to be split by checking the Sel box to the left of the transaction
6.1 Click on  the Distribution link 
6.2 Click on the Add icon[image: image31.png]


to the right of the charge
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6.3  Enter the number of additional rows in the Prompt displayed at the top of the screen


6.4  Click OK

6.5  Change distribution as needed
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6.6  Grant or Project chartfields are added to the selected line by clicking on the Project link (See Steps 5.6-5.13 above)


6.7  Click OK and change the Status to Approved
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Step 7
Approved Transactions

Approved transactions will be uploaded to the Voucher Stage tables each afternoon.  Once this occurs, the transaction will no longer be available for further changes although it can be “fetched” (See Reconciliation of Bank Charges Steps 2.5-3.17) using the Status “Closed” as a search criterion
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disputes

Short Guide:


Step 1:
Record Dispute


Step 2:
Record Dispute Resolution 


Step 3:
Review Outstanding Disputes

 Step 1
Record Disputes

1.1 If a transaction amount or part of a transaction amount is in dispute, click on the Details tab or the Show All Columns icon
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1.2 Under the Sel column, click in the box to the left of the transaction

1.3 Place the amount of the dispute in the Dispute Amount column to the right of the transaction in question using only the total transaction amount
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1.4 Click on the Comments link to record information about the dispute
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1.5 Click OK
1.6 If the transaction charge is in dispute and a dispute form http://isis.fastmail.usf.edu/pcard/content/forms/Dispute%20Form.doc  has been sent to the PCard Administrator, do not change the Status to Approved
1.7  The dispute will serve as a reminder that a credit is outstanding or the dispute is unresolved.  The system cannot make a partial payment on a single transaction. Remember to SAVE information before proceeding.
1.8  All current procedures to record a dispute with the bank through the PCard Administrator remain the same.  Refer to the PCard web site for Disputes at http://isis.fastmail.usf.edu/pcard/content/cert_train/cardholder/after/chtcap3.html 

 Step 2
Record Dispute Resolution

2.1 Once a credit is received, check the Collected box to the right of the Dispute Amount to record that the dispute is resolved

2.2 If necessary, use the Fetch feature to pull up Disputes by using the Sort By Dispute Amount criterion.(See Reconciliation of Bank Charges Steps 2.5-3.17)
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2.3 Click on the Comments link

2.4 Add Comments
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2.5 Click OK
2.6 Save the comments.

2.7 Apply the chartfield distribution, click OK, then approve the charge 

Step 3
Review Open Disputes

1.1 Navigate: Purchasing, Procurement Cards, Reconcile Cardholder Info, Reconcile Statements, Review Disputes
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1.2 Click Search to bring up cardholders and click on the cardholder account to be reviewed

1.3 If you navigate here from the Reconcile Cardholder Info page, that cardholder’s uncollected disputes will be brought up automatically.  You can go back and forth between these pages for that cardholder
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1.4 Click on the box in the Sel column to select a line for comment 

1.5 Click the Comment link to review or add comments (See Steps 2.3-2.6 above)

1.6 Click in the box in the Collected column to mark the dispute resolved

1.7 Click Save
1.8 Go back to the main charge screen and change the status to Approved


Click on the comments link to add any comments needed.  Comments are required for disputes and any other situation that requires the charge to remain unapproved past the required processing time.  Unapproved charges past the required processing time without comments will be charges to the cardholder’s default chartfield.
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This completes the instructions for proxies (reconcilers) to process cardholder charges in Fast. It was designed for proxies with Fast access and some knowledge of Fast procedures. It supplements, but does not replace the cardholder/reconciler directives found on the PCard Website:  http://isis.fastmail.usf.edu/pcard/index.html 


Questions on procedures or suggestions for improvement to this manual should be directed to PCard@admin.usf.edu.  Your support and understanding is appreciated. 
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