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Process Flow
Semi-monthly: users need to log on to the Comdata website and review their transactions for the 1st – 15th, and the 16th – 30th time periods, respectively. Watch for an email with deadline dates.
Updating and/or Reviewing GL Code Assignments to PCard Transactions

1. Log on to Comdata’s website at:  www.iconnectdata.com/classic using the log on information emailed to each user from Comdata.
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Enter your User ID and Password below:

User ID:

Password:

Have you forgotten your User ID or Password?
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If you do not receive your user ID or password, or if you have any trouble logging on, contact Kay Guilette or Brandie Van Asten (see contact info on front page).
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2. Along the top part of the screen, click on Tools/Transaction Mgmt/Transaction Activity Maintenance.
3. The screen on the next page will appear.
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4. Click on the radio button next to the Date Type and select “Posted Date”. 
5. Change the Start and End Dates to reflect the 2 week period that you are reviewing (i.e. 9/1 – 9/15, or 9/16 – 9/30).

6. Click on Submit.
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7. Your purchase card transactions will appear.  There is a G/L Code (i.e. FOAPAL string) that each transaction defaults to, based on your normal fund and org.  The account default is based on vendor type.  The remainder of the account string should default to zeros.
NOTE: The Lawrence University FOAPAL string follows the following rational:
Fund (6 digits) – Org (4) – Account (5) – Activity Code (3) – Location (6) – Project Code (8)

8. If you do not need to make any changes to the G/L code, then skip to Step 19. 

9. If you need to edit the G/L string in anyway, click on the “Trans Date” field for the transaction that needs to be edited. 
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10. Click on “Edit GL Assignment”
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11. If you know the number of the fund, org, account, activity code, location or project code that you need to edit, make the necessary corrections in the “Selected GL Codes” window box.

If you need to “SPLIT” charges, then type the additional GL Code on the lines provided. Change the dollar amounts or the percentage field (whichever is easier for you) to reflect the transactions properly.
12. After making the changes, click on “Reassign Codes”, then skip to Step 14.
13. If you do not know the exact number of the fund, org, account, activity code, location or project code that you need to edit, please contact your department’s budget manager or administrative assistant and go back to step 11.
14. Click on the “Reviewed” box next to all of your transactions.
15. Click on “Submit”. The screen will not change, but the process has worked to let Finance know that you have reviewed your transactions.

Printing Report to sign, attach receipts, and gain approval:
16. Print the “Transaction Activity Maintenance” screen after you have coded your transactions.
· Right click your mouse
· select print preview
· select landscape icon in upper left corner

· under “shrink to fit” select custom
· enter 55 hit enter

· click the print icon 
· Internet Explorer works well with this print application.

17. Sign the report and highlight your name and the time period (i.e. 9-1-17 to 9-15-17).
18. Attach receipts in the order they appear on the report.  Highlight the total on each receipt.
19. Give to your supervisor for approval.
20. Keep a copy (electronic preferred) for your records.

21. Send paperwork to “Credit Card Reports”, Brokaw Hall.
If you need to repay Lawrence University for a transaction:

22. Please attach a check to the credit card report and write the account number on the check so the cashier knows where to deposit the check.  The account number should be the same number on your credit card report where the expense was charged.  Please make a note on the front of your credit card report stating what you are repaying.
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