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OBJECTIVES

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

e Locate a P-card Transaction

e Allocate P-Card charges to the appropriate chartfield strings
e Split Transactions

e Approve P-Card transactions

e 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: 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. Any
transactions that are not reallocated by the 20t day of the following month will be posted to the
default chartfield string. We advise updating descriptions/chartfield strings as transactions post.

BUSINESS FLOW DIAGRAM

Bank File

—> Staging
Table
P-CardTransaction
Tables
Error Correction [—p{ Review > Load AP »|  LoadGL
purchases
- Allocate charges
- Approve
- Cardholder
Information
- User ID l
- Default CF
- Proxy Uses
Detail
Rppm‘tc
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MODULE 1: P-CARD OVERVIEW

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

e Describe the PeopleSoft P-card process
e Navigate to the P-card Bank Statement in PeopleSoft
e Identify the components of the Bank Statement page
e Define the columns on the Bank Statement
e Perform the steps to personalize 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 an Individual Security Access Form to Financial Services and 2) submitted a P-
card Proxy Authorization Form to Procurement.

You can view all procurement card transactions for which you have been granted authority to
access on the US Bank 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 Request Form requesting a change.

The US Bank 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 Review the
e Bank Pml'): N Attempt resolution Complete the
People Soft + Charges to -’ e ves + with Vendor? [— Yes _’ US Bank
T * M
Bank ensure they Charge? Dispute Form
Statement are cofrect
* No
Allocate Ave there
Selecta + expenses to the ' SAVE ' Approve SAVE I Additional
Transaction appropriate Changes Transaction I Transactions?
chartfleld
T Yes
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Note: The billing cycle begins on the 26t of the month, and ends on the 25t of the following month.

At UMBGC, even if you currently do not reallocate expenses, at a minimum, you must approve
the transactions on the PS Bank Statement page. If you want the charge to go to a different
chartfield string other than the default chartfield string, you must reallocate the charge; change
the status of a transaction from Staged to Approved, and select SAVE. The system will
automatically charge the transaction to your department default chartfield string after the 20th of
the following month, if you do not take any action. Your monthly report will reflect the charges as
staged and not approved.

NAVIGATING TO THE P-CARD BANK STATEMENT

To review charges navigate to the Reconcile Statement - Bank Statement page, go to the Campus
Workcenter. Under the Links section, click the triangle next to P-Card, and select Reconcile
Statement. The system returns the following page:

Campus Work Center &« New Window Help | Personaliz

[ wain || Reporsiqueries Reconcile Statement Search

35 My Work c Role Name v
I Employee ID
@ Links c mployee Q)
| Name Q
- Requisition
>  Receipt Card Issuer v
-  Payment Request
= P-Card Card Number

Transaction Number
0 PCard Reports Suite

Merchant
Reconcile Statement
Sequence Number

Review Disputes Line Number

- Purchase Orders Rillina Nata o] Tn o]

WHAT CAN I 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 holders.
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LOCATING A STATEMENT

Users can locate an entire Statement or a specific transaction on a Statement via the Reconcile
Statement Search screen. The most common search field is the Employee Name.

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

e Locate the Employee Name field and click once on the search icon Q A list of the card
holders that you have access to view are displayed.

e (lick 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.

e (lickon — . Your Bank Statement page is displayed on the screen.

Reconcile Statement
Procurement Card Transactions

of transactions
Bank Statement

Transaction Tab Billing Tab 1-30f3 ¥ | iew Al
Transaction Billing 113
Trans Date Merchant *Status
1 il 112772019 IN *HARAMIS ELECTRIC LLC Staged v o =
2 111212019 IN *HARAMIS ELECTRIC LLC Staged A o Ez
3 11/05/2019 CORRIDOR FLOORING Staged v o =
Select All Clear Al Approve
Search Furchase Details Split Line Distribution Template

Save Notify Refresh

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 current charges that have not
been approved.

Dec 2019 6
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Reconcile Statement

Procurement Card Transactions

Bank Statement

B Q 130f3 v
Transaction Billing 13
Trans Date Merchant *Status
1 ] 114272019 IN *HARAMIS ELECTRIC LLC Staged r -
2 1111272018 IN *HARAMIS ELECTRIC LLC Staged r .
3 11/05/2019 CORRIDOR FLOORING Staged A -
Select All Clear Al Approve
Search Furchase Details Spiit Line Distribution Template
| save | Moty || Refresn

Row Number:
Trans Date:

Select the check box for the line that you would like to review.
Displays the date that the transaction occurred. (The date that you
made the purchase.)

Displays the merchant’s name - the source of the purchased goods.
The name is a hyperlink to the Merchant Details page.

Merchant Name:

Status: Displays the status of the transaction. Valid values are: Approved,
Closed, and Staged.
Comments Icon: ) Click on this link to go to the Line and Dispute Comments page.

(Comments are for Internal Use Only.)

Distribution Icon: 1 Select to access the Account Distribution page.

£
Select All: Click on this link to select all transactions on the page.
Clear All: Click on this link 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: Not applicable.
Split Line: Click on this link to go to the Transaction Splits page.

Distribution Template: Click on this link to access the Distribution Templates page.

BILLING TAB

The Billing page displays the Line Description, Billing Date (the date that the bank billed your VISA
card), and Billing Amount.

Dec 2019 7
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Reconcile Statement
Procurement Card Transactions

Bank Statement
5 Q
Transaction Billing 13
Description
1 XAIWCEEBVCNFUS13H

2 | GTPWPZLIEJOPPJMSD

3 819135
Select All Clear Al

Search Furchase Details Split Line

Save Motify

Line Number:
Description:

Refresh

Distribution Template

Billing Date

12/02/2019

11/16/2019

11/10/2019

Approve

130f3 ¥ | View Al

Billing Amount=

520.00

520.00

2,485.00

Line number associated to the transaction line on the Transaction tab.
Enter additional information about the goods purchased. (Information

entered in this field displays on P-card reports.)

Billing Date:
Billing Amount:

amount of the transaction.)

Displays the date of the statement on which this transaction was billed.
Displays the amount billed on the statement line. (The data in the field is the

PERSONALIZING THE BANK STATEMENT

This section is optional. All required fields are currently showing.

SHOW ALL COLUMNS

The Transaction and Billing information can be displayed separately in a tabbed view or together in
a combined view by clicking the Show All Fields icon.

Bank Statement

B Q
Transaction Billing 13
Trans Date Merchant
Bank Statement
5 Q
1l
Trans Date Merchant *Status

Dec 2019
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PERSONALIZE

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:

e From the Bank Statement, click once on the Grid Action Menu icon, and select Personalize.

Reconcile Statement
Procurement Card Transactions

Bank Statement

B Q 1-30f3 ¥
J—iemonalize

Zoom Bank Statement Merchant

*Status
Download Bank Statement Table to Excel N *HARAMIS ELECTRIC LLC Staged v [}
2 111122019 IN*HARAMIS ELECTRIC LLC Staged A o
3 11/05/2019 CORRIDOR FLOORING Staged A o
Select Al Clear Al Approve
Search Purchase Details Split Line Distribution Template

Notify Refresh

e The Personalize Column and Sort Order screen is displayed.
Grid Customization

Help
Bank Statement

Personalize Column and Sort Order

To order columns or add fields to sort order, highlight column name, then press the appropriate button.
Frozen columns display under every tab.

Column Order Sort Order
Tab Transacfion (2l _ |Billing Amount [
| Select =1 = |Transaction Amount = Lt
‘Card Issuer (hidden) Redistrib (desc)
Card Mumber (hidden) Currency
Trans Date o Chartfield Status
Merchant Hidden |Voucher Emor Descending
*Slatus Reference
Tranzaction Amount (hidden) Frozen Prepaid Ref
Currency (hidden) Dispute Amount
Comments Credit Collected
Distribution
Chartfield Status (hidden)
Redistrib (hidden)
Voucher Error (hidden)
Tab Eilling
Reference (hidden)
Description
Eilling Date
Eilling Amount
Currency (hidden)
Prepaid Ref (hidden}
Dispute Amount (hidden)
Credit Collected (hidden)
OK Cancel Paranl Copy Settings Share Settings Delete Settings

Dec 2019
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e C(lick once on the column name to Hide from the Bank Statement page.

e C(lick on the Hidden checkbox.

e Repeat for each column to hide.

e C(lick once on the OK button to save the changes and return to the Bank Statement Page.

MODULE 2: P-CARD TRANSACTIONS 101

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

e Locate a transaction
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.

1-9 of 100 . M | viewAl

Or you can select the dropdown to specify a specific range:

|1-90f100 vi » M | ViewAl

1-9 of 100
10-18 of 100
19-27 of 100
28-36 of 100
37-45 of 100
46-54 of 100
55-63 of 100 B
64-72 of 100
73-81 of 100
82-90 of 100 o
91-99 of 100
100-100 of 100 K

Al

Al

&l

If more than 100 transactions are available to view, the View All button will show up to 100
transactions at a time.

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

1-100 of 100 ¥ | View9

To view ranges above 100, you can use the range listed above this one. It will allow you to select
ranges in groups of 100.

Dec 2019 10
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1to 100|;—?|f 1&7],3

You can also click on Column headers to sort the results by the column you select:

Trans Date=]

1@2&?123

Merchant

0[1550 1123 of 1123

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:

e (lick on the Distribution icon

Reconcile Statement

Procurement Card Transactions

Bank Statement

5 Q
Transaction Billing li»
Trans Date
1 Wi 111272019
2 11272019
3 11/05/2019
Select All Clear Al
Search Purchase Details

Save Notify Refresh

Dec 2019
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IN *HARAMIS ELECTRIC LLC

IN *HARAMIS ELECTRIC LLC

CORRIDOR FLOCRING

Split Line

Distr

for the desired transaction.

*Status

Staged

Staged

Staged

Approve

bution Template

1-30f3
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e The account distribution screen is displayed.

ProCard Account Distribution x
Help
Line 3 PO Qty 1.0000 UOM EA
Billing Date  12/02/2019 Billing Amount 680.00 USD Unit Price 680.00000
SpeedChart || Q | Transaction Unit Price 0.00000 “Distribute By | Amount v
Distributions
B Q 1-1of1 v View All
Chartfields 1]
" " " Program FIN . 5 - el
Percent= Amount= Dept= Fund T Account PC Bus Unit  Project Activity
100.0009 680.00 10302 Q M3 Q 031 Q 7090400 Q UMBC1 Q CV3680150 Q CNV Q +. —
oK Cancel Refresh

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

O O O O O O

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 account number for those items.

Dec 2019 12
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LIST OF ACCOUNT NUMBERS

Account
7000002
7020800
7029900
7030200
7030500
7030600
7040100
7040115
7040125
7040300
7040310
7040320
7060300
7060600
7062000
7062100
7062200
7069901
7070100
7070110
7070200
7070300
7080000
7080100
7080105
7080400
7080500
7080800
7080900
7081100
7081120
7081600
7082100
7082600
7089200
7089300

Dec 2019

Account Description

Other Direct Costs

Training & Staff Development
Other-Technical & Special Fees
Telephone

DBM Paid Tele-BudgetOfficeOnly
Cellular Telephone Equip & Ser
In State/Routine Operations
Athletic Team In State

Athletic Recruit In State
Out-of-State/Routine Operation
Athletic Team Out-of-State
Athletic Recruit Out-of-State
Fuel - Oil #2

Fuel - Natural Gas/Propane
Utilities - Electricity

Utilities - Water/Sewage
Utilities - Steam

Utilities Reimbursement
Purchase Cost Motor Veh > $5K
Capital Lease Motor Vehicles
Gas and Oil

Motor Vic. Maint. and Repair
Contractual Services
Advertising

Employment - Advertising
Printing and Reproduction
Bookbinding

Equipment Rental

Equipment Maint. & Repair
Food Services

Conference Services
Housekeeping

Studies - Consultan & Leg Serv
Freight & Delivery

Data Proc - Academic/Research

Data Processing - Admin

Account
7089900
7089915
7089920
7089925
7090000
7090200
7090400
7091100
7091400
7091410
7092000
7095100
7099000
7099100
7099900
7099910
7099950
7099951
7099952
7099953
7099954
7110710
7110711
7119900
7119910
7130100
7130500
7139900
7149900
7149910
7149915
7149920
7149925
7149930
7149999

Account Description

Other Contract Serv - Non DP
Recruitment Cost -non Employee
GNT Sub Contr $25000 and under
GNT Sub Contr over $25000
Supplies

Office & Other Supplies
Building & Household Supply
Medical, Drugs and Chemicals
Instructional Supplies

Supplies - Lab

Food

Items for Resale

Data Proc Acad Supplies

Data Proc - Admin Supplies
Audio Visual Supplies
Animals-Purchase & Care of
Sensitive Equipment - General
Sensitive Equip >$1K <S5 peru
Non Cap Equip <$5K PER UNIT
Hand Guns

DHMH purchases > $500
Library Books - AOK Libr

Library Serials - AOK Libr

Cap Equip $5K & Over PER ITEM
Purch.Comp Equip >$5K PER ITEM
Rent (Real Property)

Assoc Dues and Subscriptions
Other Fixed Charges

Capital Land & Structures

Land

Land Improvments

Building Construction

Building Improvments >250K
Utility Extensions > $250K
Facilities Renewal Set A Side

13
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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:

e Open your Bank Statement.

e Make sure you have already made the changes necessary to the chartfield string and

description fields, which can be edited by selecting the distribution icon (covered in the

previous section).

e Update the description field (see page 22 of this guide)

e Select the transaction to approve by clicking in the checkbox to the left of the Transaction

Date

e Select the Drop Down box, and select Approved.

e Save the transaction.

Reconcile Statement
Procurement Card Transactions

empiio ] Name [
Bank Statement
B Q
a
Trans Date Merchant “Status
1 L 12112/2019 IN *HARAMIS ELECTRIC LLC Approved v »]
Select All Clear Al

Search Purchase Details Split Line Distribution Template

Notify Refresh

MODULE 3: ADVANCED P-CARD FEATURES

1-1oi1 ¥

[ view Al

Billing Amount=

2137.46

These are optional functions that may be explored after the class.

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

e Perform the steps to narrow your search results
e Approve multiple transactions at a time

e Split Account Distributions
e Split Transactions
e Add aLine Comment for a transaction

Dec 2019
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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.)

e (lick the Save button to save any changes that have been made to the bank statement thus

far.

Reconcile Statement
Procurement Card Transactions

Bank Statement

o Q 1-30f3 v View All
Transaction Billing | |I»
Trans Date Merchant *Status
1 7 172772019 IN *HARAMIS ELECTRIC LLC Staged v . a
2 111222019 IN *HARAMIS ELECTRIC LLC Staged v O i
3 11/05/2019 CORRIDOR FLOORING Staged v 5 i
Select All Clear All Approve
Search Purchase Details Spiit Line Distnbution Template

Notify Refresh

e Select the Search link. If you have not saved your page, the following screen will appear.
Select No to return to save your data and then click search again.

If you change the search criteria you may lose any unsaved data. Do you want fo proceed? (10070,166)

To zave any changed data, choose Mo and then select the Save butfon. After zaving the data, you can use the Search bution
again and change search criteria.

No

Dec 2019 15
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o Identify the Statement Status field, and select Closed from the drop down list.

ProCard Recon Workbench X

Help
Reconcile Statement Search

Role Name v

Employee ID I:I Q
vome [ a

Card Issuer v
Card Number
Transaction Number
Merchant ¥ Exact Match
Sequence Number
Line Number

Billing Date Q To Q

{

Statement Status
Budget Status v
Chartfield Status ¥
Transaction Date j22 To
Charge Type v
Posted Date [es2] To
Rows Per Page 100
Auto Save When Scrolling Through Chunks

OK Cancel | Clear

e 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.

Mo transactions found, specify different search criteria (10700.311)

Dec 2019
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Note: Ifyou 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.

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:

Bank Statement

5 Q
Transaction Billing 113
Trang Date Merchant *StatL
1 ik TM27/2019 IN *HARAMIS ELECTRIC LLC Stag
2 - 11272019 IN *HARAMIS ELECTRIC LLC Stag
3 - 1170572019 CORRIDOR FLOORING Stag
Select Al Clear &ll Approve
Search FPurchase Details Split Line Distnibution Template

Save MNotify Refresh

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

ProCard Distrib Templates x
Help
SpeedChart || Q
Distributions
F Q
seq Pct *GLUnit  *Account CSPROJCF Fund Dept Prog SOF HELTD Project Activity SOnIEE Category Sub
Oper Unit Type
1| 100.0000 Q Q Q Q Q Q Q Q Q Q Q Q

OK Cancel Refresh

Dec 2019 17
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The following fields are required:

e [f State Funds (Fund Code 1111, 1112, 0r 1113)

o Fund
o ProgFin
o Dept

o Account
e I[ffor a Project (Fund Code 1253 or 1114). Same as State Funds plus:
o PC Bus Unit (UMBC1)
o Project Number
o Activity ID
e Add lines if necessary, and complete the appropriate chartfields.
e (lick OK. You are returned to the Bank Statement.
e (lick Save.

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 from splitting transactions in PeopleSoft. See sections below that
go over the differences between the two actions, and when you would use both.

SPLIT DISTRIBUTION:

What is it? Allocating a transaction to more than one chartfield string.
When to use it? 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 Funds.)
What happens?

e The amount of the transaction is split between the selected chartfield strings.

e The amount allocated to each chartfield string displays on the General Ledger, and all

subsequent reports.
e The Bank Statement page does not change.

SPLIT TRANSACTION:

What is it? Splitting a transaction charge into more than one transaction.
When to use it? When you want to spell out the 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.)
What happens?

e The transaction is split into multiple transactions on the Bank Statement page.

Dec 2019 18
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o A different description can be entered for each transaction. The description will appear on

the P-card reports.
e Once a transaction is split and saved, it cannot be reversed.
e Split transactions appear on the PeopleSoft Bank Statement page.
e The changes are NOT reported to US Bank, or to the General Ledger.
e Itis for DEPARTMENTAL PURPOSES ONLY.

HOW TO SPLIT DISTRIBUTIONS

You can split a distribution and allocate expenses to different chartfields.
To split the distribution line for the selected transaction, follow these steps:

e From within the Account Distribution page, scroll to the right of the page.

e (lick the +icon to add an additional row. The following prompt appears where you enter

the number of lines you wish to add for the split.

C  lumbcedusays
Enter number of rows to add:

“ cance‘

e 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.

ProCard Account Distribution

Line 2 PO Qty 1.0000 UoM EA
Billing Date  11/16/2019 Billing Amount G30.00 USD Unit Price 68000000
SpeedChart Q Transaction Unit Price 0.00000 *Distribute By | Amount v
Distributions
H Q 1-20f2 ¥
Chartfields 13
. . . Program FIN " PC Bus . -
Percent= Amount= Dept= Fund Name Account Unit Project Activity
1000000 680.00 ||[10302 Q ms3 Q| on a 7080400 Q UMBC1T @ CV360150 Q CHY a
| || 10302 Q M3 Q| |03 Q 7080400 Q | |umBCt1 @ | |CV3BD1S0 Q| |CNV Q

E Cancel Refresh

| view Al

Dec 2019
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e The new distribution line inherits the same chartfield string as the original line. Modify the
chartfields on the additional line as necessary.

e 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. Ifyou change the amounts, the amounts must equal the original amount. The system will

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.

HOW TO SPLIT 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 US Bank or Procurement. It is for departmental purposes only.

To split a transaction, follow these steps:

e Select a transaction by clicking on the checkbox to the left of the Transaction Date on the
Bank Statement page.

e Note: this only works for one transaction at a time.
Reconcile Statement
Procurement Card Transactions

Bank Statement

5 Q 1-30f3 v | Viewal
Transaction Billing 113
Trans Date~ Merchant *Status
1 i 11/05/2019 CORRIDOR FLOORING Staged v Q &=
2 11/12/2019 IN *HARAMIS ELECTRIC LLC Staged v Q W
3 11/27/2019 IN "HARAMIS ELECTRIC LLC Staged v Q &
4
Select All Clear All Approve
Search Purchase Details Split Line Distribution Template
‘ Save ‘ Notify Refresh

e Select the Split Line link from the Bank Statement Page. You are taken to the Split
Transaction page.
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ProCard Transaction Splits X
Help
Line 3
Trans Date  11/05/2019 Billing Amount 243500 USD
Posted Date  11/07/2019 Reference
Merchant CORRIDOR FLOORING
Description  818-135
Split Rules
HF Q 1-10f1 ¥ | View a1l
Description Transaction Amount Billing Amount Percentage
819-135 [ 2,485.00 100000000 | -
ot | oo

]

e (lick the + sign to add an additional line.

ProCard Transaction Splits X
Help
Line 3
Trans Date  11/05/2019 Billing Amount 2,485.00 USD
Posted Date  11/07/2019 Reference
Merchant CORRIDOR FLOORING
Description 8§19-135
Split Rules
HF Q 1-20f2 ¥ [ View Al
Description Transaction Amount Billing Amount Percentage
812-135 [ 243500 100.000000 + -
319-135 | -
[

e 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.
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e 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.
e The percentage is automatically calculated based on the total billing amount, and the
amount entered in the Billing Amount field for the line.

Line

Trans Date
Posted Date
Merchant

Description

Split Rules
5 Q

Description
818-135

B20-650

3

11/05/2019

1140772019

CORRIDOR FLOCRING
§19-135

ST T

ProCard Transaction Splits

Billing Amount 248500 USD

Reference

Transaction Amount Billing Amount

2,000.00

455.00

1-20f2 ¥
Percentage

80432897 |

19.517103

Help

| wiew Al

e Select OK to return to the Bank Statement page.
e C(lick Save to save the changes.

Reconcile Statement
Procurement Card Transactions

Bank Statement
5 Q
Transaction Biling  II»

Trans Date~
11/05/2019
2 11/12/2019

3 11/27/2019
Select All Clear All

Search Purchase Detalls

i Save I Notify Refresh

Merchant

CORRIDOR FLOORING

IN *"HARAMIS ELECTRIC LLC

IN "HARAMIS ELECTRIC LLC

Split Line

*Status
Staged
Staged
Staged

Approve

Distribution Template

1-30f3 ~

e 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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Reconcile Statement
Procurement Card Transactions

Bank Statement
F Q 1-40f4 v | View Al
Transaction Billing (13
Trans Date Merchant *Status
1 “ 11/05/2019 CORRIDOR FLOORING Staged v o 3
2 ” 11/05/2019 CORRIDOR FLOORING Staged v (&} 3
3 ” 11/12/2019 IN *HARAMIS ELECTRIC LLC Staged v (@] =1
4 4 11/27/2019 IN *HARAMIS ELECTRIC LLC Staged v (®) _?;.
v
Select All Clear All Approve
Search Purchase Details Split Line Distribution Template
| Save ‘ Notify Refresh

e 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 ( |lv ) 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.

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.
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e Ifyou need to change the distribution for any row on the bank statement, you must follow
the standard procedures previously discussed.
e After reviewing the transaction, and modifying the distribution (if appropriate), you must

Save the transactions.

Reconcile Statement
Procurement Card Transactions

T e— Nams [

Bank Statement

H Q 1-40f4 v [ View Al
Transaction Billing I
Trans Date Merchant *Status
1 v 11/05/2019 CORRIDOR FLOORING Staged v Q -1
2 v 11/05/2019 CORRIDOR FLOORING Staged v Q =1
3 v 11/12/2019 IN "HARAMIS ELECTRIC LLC Staged v Q a
4 I 11/27/2019 IN *"HARAMIS ELECTRIC LLC Staged v O 1
‘ Select All Clear All Approve
Search Purchase Details Split Line Distribution Template

Notify Refresh

To approve all transactions, follow these steps:

e (lick the Select All link. A checkbox is placed on all transactions.
e C(lick the Approve button. The status is changed from Staged to Approved.
e 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

To approve multiple transactions (but not all), follow these steps:

e Select the checkbox for those transactions to Approve.
e (lick the Approve button.
e C(lick the Save button.
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Reconcile Statement
Procurement Card Transactions

Bank Statement
B Q
Transaction Billing 113
Trans Date
1 2 11/05/2019
2 v 11/05/2019
3 2 11/12/2019
4 Wi 11/27/2019
v
Select All Clear All
Search Purchase Details

Notify Refresh

Merchant

CORRIDOR FLOORING

CORRIDOR FLOORING

IN *HARAMIS ELECTRIC LLC

IN *HARAMIS ELECTRIC LLC

1-40f4 v | view Al
*Status
Staged v (@] &
Staged v (@] &
Staged v (@] =)
Staged 4 9] =

Split Line

Approve

Distribution Template

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:

e Open the Bank Statement
o I[dentify the transaction.

e (lick once on the Comments (C—j‘) icon. The Line Comments page is displayed
e C(lick once in the Comments text box, and enter the desired text.
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Reconcile Statement
Procurement Card Transactions

Bank Statement

H Q i-40f4 v | view Al
Transaction ‘ ‘ Billing | I»
Trans Date Merchant *Status
1 €4 11/05/2019 CORRIDOR FLOORING Staged v Q =
2 £3 11/05/2019 CORRIDOR FLOORING Staged v O =)
3 £4 11/12/2019 IN "HARAMIS ELECTRIC LLC Staged v Q =
4 K4 11/27/2019 IN *HARAMIS ELECTRIC LLC Staged v O &)
v Select All = Clear All Approve
Search Purchase Details Split Line Distribution Template

Notify Refresh

ProCard Comments x
Help
Line 3 Description XANCEEBWVCNFUZ12H
Reference
Transaction Line Comments Q 10f1 ¥ View All
Commonts: Status | Active A || -
4
&
Associated Document
Attachment Attach View Delete

o | s

e To Attach a document, click once on the Attach button. The following screen is displayed:
File Attachment  x
Help

i Choose File | Mo file chosen

Upload Cancel
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e (lick once on the Browse button. A list of your file structure is displayed.

e Navigate to locate the file to upload.

e 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.

e (Click once on the Upload button to attach the document to the transaction Line Comment.

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

e Click Save to save the changes. -

e Ifacommentis entered for a transaction, the Comment Icon changes to ¢,

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 ((1:").
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.

MODULE 4: P-CARD REPORT

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

e Navigate to P-card Reports Suite
e Perform the steps to run the P-card Report
o Identify the P-card Queries

P-CARD REPORT

The P-card report is available in PeopleSoft. You can find it in the Campus WorkCenter in
PeopleSoft.

To navigate to this report:

e (Go to the Campus WorkCenter.
e Under the Links section, click the triangle next to P-Card
e (lick P-Card Reports Suite
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Campus Work Center L=
Main Reports/Queries

42 My Work

@, Links g

[ Requisition

[ Payment Request
P-Card

PCard Reporis Suite
Reconcile Statement

Review Disputes

Musrnbnnn Pedoes

You will be asked for a Run Control ID.
o You can search for an existing one.
o Ifyou have not created one for this report suite, click on the Add a New Value tab at
the top
o If creating a new Run Control ID
= Do not use spaces
= Avoid using a year in the ID
= Try to use a name that relates to the report being run.
= These names cannot be changed later.
= Do not use your 16 digit card number as the Run Control ID. This Run
Control ID is a semipublic 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.)
Once the Run Control ID has been loaded or created, you will be brought to a page that
allows you enter different criteria for the report.
Next to Select P-Card Report Type, select the Cardholder Transaction Log
o This is the report that needs to be printed out and signed that displays all approved
transactions that have been re-allocated. This report needs to be signed monthly
and turned in to supervisor for review and signature.
Enter the fiscal year, accounting period (billing period), Employee PeopleSoft ID, Card
Issuer, and CC account (with no spaces or dashes).
Select the Save button at the bottom left.
Select the Run button at the top right.
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Pcard Report Suite

*Select Pcard Report Type | Cardholder Transaction Log v Run

Cardholder Transaction Log
Report By Amount
Report By Card Number

Required Report Paramete| Report By Depariment

Go to Process Monitor

Date From: To:
Empl ID: @
Card Issuer: Q
CC Account: Display Unmasked Card Number

Options To Look Up Date Range (Set From and To Above)

Option 1. Enter Fiscal Year and Period Fiscal Q. | AND pccounting Period: Q

Year:
Option 2. Select Current Period

Save Notify Add Update/Display

e The Process Scheduler Request screen pops up.
e Select OK without changing any of the server information.
o The Server Name is automatically populated when the request is saved (PSUNX) or
it is blank. Either way, leave the default selections for the servers.
e You will then either be brought directly to the Process Monitor or the Run Control Screen.
o Ifbrought to the run control screen, select the Process Monitor link at the top right.
The process list is displayed

Process List

View Process Request For

userd [ ] Q| ype v Last v 1 Days v | Refresh |
Server K Name Q Instance From Instance To
Run v Distribution Status v| ¥ Save OnRefresh

Status

Process List

H Q 1-10f1 v [ ViewAll
Select Instance Seq. Process Type Process Name  User Run Date/Time Run Status g:::[::utlon Details
3042632 Application Engine UMGMRO12 [ ] 1211312019 5:55:04PM EST Success Posted Details

e Select the Refresh button periodically until the Run Status changes to Success, and the
Distribution Status changes to Posted.
e Select the Details link on the right.
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Process Detail X
Help
Process
Instance 3042632 Type Application Engine
Name UMGMRO012 Description Pcard Reports Spawn XML
Run Status Success Distribution Status Posted
Run Update Process
Run Control ID Manual_TEST Hold Request
Queue Request
Location Server
Cancel Request
Server PSUNIX1 Delete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On  12/13/2019 5:55:04PM EST Parameters Transfer
. Message Log View Locks
Run Anytime After 12/13/2019 5:55:04PM EST
Batch Timings
Began Process At 12/13/2019 5:55:28PM EST View Log/Trace
Ended Process At  12/13/2019 5:55:42PM EST
e C(lick the View Log/Trace link listed beneath the Actions column. The View Log/Trace
window is opened.
e C(lick the document link that ends in PDF to open the report. Your Adobe Acrobat report
will open in a separate window.
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View Log/Trace X
Help
Report
ReportID 2607378 Process Instance 3042632
Name UMGMRO012 Process Type Application Engine

Run Status Success

Pcard Reports Spawn XML

Distribution Details

Distribution Node psfsdev Expiration Date 01/12/2020
File List
Name File Size (bytes) Datetime Created
AE_UMGMR012_3042632.stdout 854 12/13/2019 5:55:42.949538PM EST
AE_UMGMR012_3042632.trc 2,443 12/13/2019 5:55:42.949538PM EST
AE_UMGMR012_3042632_1213175433.AET 928 12/13/2019 5:55:42.949538PM EST
UMGMRO35.pdf 248,075 12/13/2019 5:55:42.949538PM EST

Distribute To

Distribution ID Type *Distribution ID
User 1]
‘ Return ‘
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Here is a screenshot of the finished report:

l l MB( Purchasing Cardholder Transaction Log 121319
Cardholder Name: [ | Month/Biling Cycle: 2019-10-26 to 2019-11-25
Card Number:
By signing and dating this log, the Cardholder and Supervisor or approved desagnee certify that the purchases represented here 1)are reasonable and
appropriate for their using department, 2) match the corresp g VISA si 1t and 3) comply with the current UMBC and Maryland State
purchasing card regulations, policies and procedures. Original re(‘ﬂp.l‘s to riacumenf each transaction are attached/included.
Cardholder Signature/Date: Supervisor Signature/Date:
Trans Dt Merchant Description Status Amt Fund | Prog | Dept Acct Project Activity | Post Dt
10/25/2019 | IN *NATIONAL Maintenance Service for Closed 92.01 | 1111 [ 011 | 10322 | 7080400 10/28/2019
IMAGING SYTE the copiers
10/28/2019 UMBC CATERING URA Luncheon for Closed 1628.40 | 1111 | 011 10325 | 7081120 00005690 MAIN 10/30/2019
24198087 Undergraduate Academic
Affairs-A.H.
10/28/2019 AJ STATIONERS Tape/Mounting, Hook, Closed 62.12 | 1111 | 011 10322 | 7090200 10/30/2019
wipes & paper-B.S.
10/30/2019 AJ STATIONERS Hanger cubicle-B.S. Closed 7.69 | 1111 | 011 10322 | 7090200 11/1/2019
11/13/2019 UMBC CATERING Catering for URA Closed 719.70 | 1111 | 011 10325 | 7089900 00005690 MAIN 11/15/2019
24198087 Workshop-A.H.

Report Total: 2,509.92

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 can be found on
the procurement website, here: P-Card & Purchasing Queries/Reports Descriptions or:

e Go to the Campus WorkCenter.

e (lick on the Reports/Queries tab.
e Under the Queries section, select the triangle next to the UMBC P-Card Queries section to

expand it.
e Select the desired query you would like to run.

e Fill in the appropriate information at the top and click View Results
e To download the results, click on the Excel Spreadsheet or CSV Text File link and it will
automatically download the results into a file.

Download results in :
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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 Submitan RT ticket to Procurement
e Forms for changes to existing P-Cards

PROCUREMENT WEBSITE

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

ey | L

Procurement & Strategic Sourcino

UMBC PROCUREMENT v RESOURCES FOR VENDORS RESOURCES FOR UMBC STAFF ¥ BID BOARD AWARDS FORMS

Welcome!

Paw Procurement System Training
Welcome to the UMBC Department of Procurement.

Nov. 12 10:00-11:00 Sherman Hall 464
This site is designed to assist UMBC departments and outside vendors with the process of doing Nov. 14 10:00-11:00 Sherman Hall 464
business with and within the University. If you have any questions not addressed by this site please
do not hesitate to contact an appropriate staff member.

In support of UMBC'’s mission, this department procures goods and services using best value psn oot Dipein Howrs
practices while working collaboratively to meet the needs of our customers. The office ensures the Daily during December through 12/13 unless
University's procurements are conducted in a competitive, fair and open environment and in full specified.  1:00-3:00 pm. AD-729
compliance with applicable policies, laws, and regulations. We identify opportunities to establish
contracts that capitalize on the University’s buying power and work closely with the institution’s
community to ensure contract compliance
Notice to Suppliers: Fraudulent Purchase Order E-mail Activity
Pcard Training

Tuesday, January 14, 2020
Tuesday, February 11
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On-Line P-Card Forms

« Obtaining a University Purchasing Card — Checklist
« Purchasing Card Packet * for initial Pcard set-up *

Additional Pcard Forms

ing Card Cardholder Agreement

ard Supervisor Agreement

ard Proxy Authorization

ard Maintenance Request

ard Supervisor Maintenance

ard — Cardholder Transaction Log & Reconciliation Sheet
ard — Missing Receipt

ard — Dispute form for US Bank

» Quarterly Certification By Dean or Vice President

» Quarterly Certification from Supervisor

« Purchasing Card Cardholder Transaction Log (use in place of printed envelope)

RT TICKETS

Procurement has a queue in the RT ticketing system. To submit a ticket directly to them:

¢ Go to https://my.umbc.edu
e C(licking on the Help Button in the top bar.

e From there, scroll down to the Financial Services and Account section, and click on the link
to Procurement

Financial Services & Accounting (Topic Page)
Financial Services Support « Business Services « Procurement

e Putin arequest type.
o Depending on the request type, additional fields may pop up that are required. Fill
out all required fields (marked with a red asterisk)
e Add attachments if applicable.
e Putin amessage.
e C(lick submit.
e You will get an automated email from the system letting you know your ticket number and
that the ticket has been created and entered in their queue.

e Someone from the Procurement team will get back to you regarding your question or
concern.
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SUMMARY

PeopleSoft P-card bank statement is updated daily.

If you want the charge to go to a different chartfield string other than the default chartfield
string, you must reallocate the charge.

We advise that you change the description box on each line to something more meaningful.

When you are finished editing the transaction and are ready to approve it, change the status
of a transaction from Staged to Approved, and select SAVE. Otherwise, the system will
automatically charge the transaction to your department default chartfield string after the
20th of the following month.

When splitting a line, the information does not change the distribution of the charges.
Splitting a line is for your own internal records only; the information does not affect the

UMBC ledgers or your VISA charges and payments.

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