Reconciling P-Card Transactions
Created on 6/21/2013 3:54:00 PM



COPYRIGHT & TRADEMARKS
Copyright © 1998, 2009, Oracle and/or its affiliates. All rights reserved.

Oracle is a registered trademark of Oracle Corporation and/or its affiliates. Other names
may be trademarks of their respective owners.

This software and related documentation are provided under a license agreement
containing restrictions on use and disclosure and are protected by intellectual property
laws. Except as expressly permitted in your license agreement or allowed by law, you
may not use, copy, reproduce, translate, broadcast, modify, license, transmit, distribute,
exhibit, perform, publish or display any part, in any form, or by any means. Reverse
engineering, disassembly, or decompilation of this software, unless required by law for
interoperability, is prohibited.

The information contained herein is subject to change without notice and is not warranted
to be error-free. If you find any errors, please report them to us in writing.

If this software or related documentation is delivered to the U.S. Government or anyone
licensing it on behalf of the U.S. Government, the following notice is applicable:

U.S. GOVERNMENT RIGHTS

Programs, software, databases, and related documentation and technical data delivered to
U.S. Government customers are “commercial computer software” or “commercial
technical data” pursuant to the applicable Federal Acquisition Regulation and agency-
specific supplemental regulations. As such, the use, duplication, disclosure, modification,
and adaptation shall be subject to the restrictions and license terms set forth in the
applicable Government contract, and, to the extent applicable by the terms of the
Government contract, the additional rights set forth in FAR 52.227-19, Commercial
Computer Software License (December 2007). Oracle USA, Inc., 500 Oracle Parkway,
Redwood City, CA 94065.

This software is developed for general use in a variety of information management
applications. It is not developed or intended for use in any inherently dangerous
applications, including applications which may create a risk of personal injury. If you use
this software in dangerous applications, then you shall be responsible to take all
appropriate fail-safe, backup, redundancy and other measures to ensure the safe use of
this software. Oracle Corporation and its affiliates disclaim any liability for any damages
caused by use of this software in dangerous applications.

This software and documentation may provide access to or information on content,
products and services from third parties. Oracle Corporation and its affiliates are not
responsible for and expressly disclaim all warranties of any kind with respect to third
party content, products and services. Oracle Corporation and its affiliates will not be
responsible for any loss, costs, or damages incurred due to your access to or use of third
party content, products or services.



.Jk‘R‘C'” Training Guide
Reconciling P-Card Transactions

Table of Contents

Reconciling P-Card TranSaCliONS..........cccveiviieieeie e e se e sa e sae e ens 2
Reconciling P-Card Transactions OVEFVIEW ...........cccvciveiiieeriesieeie e sie e siesee e e sne e saesnens 3
P-Card PrOXY ROIES ...ttt bbbttt e bbbt b e bt b e e st e n b e nbe et e sbesbeebeene e 5
P-Card Roles and ReSPONSIDIIITIES .........couiiiiiiiiiiiiee e 6
Bank of America Integration With ARC .........coi it 7
WHAL'S CRANGING? ...ttt bbbt bbbt e b e b e bt s be e bt bt e bt e st e e et e nbesaesbesbeebeenes 8
Reconciling P-Card Transactions PrOCESS..........ccieiiiieiiieese st sre e 9
P-Card RECONCIHET ......c.iitiieiiitiieeicte ettt bbbttt bbb bbb e ne e 10

e OF Lo A o] ] {0 S 11
Reconciling P-Card TransSaCtioNS..........ccoouiiiiiiieieeieese s 12
Search for P-Card Transactions t0 be RECONCHEM..........ccoiiiiiiiiiiiiice e 13
Review P-Card Transaction Ling Details .........ccocooiiiiiiiiiiieiineece e 20
Enter Comments on the Associated P-Card Transaction LiNe ..o, 26
Define Accounting Distributions for @ StatemMent...........ccovviviiiieiiee s 34
Change Accounting Distributions for MUItiple LiNeS...........ccoovvviieiiicnie s 41
Validate ChartFIEld STATUS ........coveiiiieiie ettt 49
Validate BUAGEE STALUS. ......ccviiieerieiiie e sies et et e et e sttt se e s e e et et st e tesneaseesaeneeseenneseesnesreaneeneas 53
Verify ReCONCIIEA TraNSACIONS. .....c..civeiiiiriieeeee ettt e et sae st s reere e e e e e e nresresresreaneeneas 57
Disputing P-Card TranSaCtiONS ...........c.couiiiiriiiiereeeeeese e 66
Track DiSPULEd TFANSACTIONS ......cueiuirieiiieiieierte sttt bbbttt sb et st e s e e et e sbesbesbesneeneas 67
Resolve a Disputed P-Card TraNSACTION ......c..oveiuiiieiieie ettt bbb 76
AppProving P-Card TranSaCtiONS .........cccuciveieiieie ettt sre s sre e 79
Search for P-Card Transactions t0 be APPrOVEM .........c.coevvreiiieie e 80
APProve P-Card TranSACTIONS . .....cueviierieriereseeeeeesie e s e stestestesseeseeseesteseessestesseaseeseesseseesseseessessesseanens 84
Withholding Approval for P-Card TranSaCtioNS ...........cccvieivrviieeieieesesesesesesreseeee e sse e sressesneenens 90
APPIOVING WVOUCKETS ...ttt e b bbbt et e b e bt b e btk e e st en b e b e ebesbesbeebesneeneas 98
P-Card Spend DrillDack QUETY ........ccooiiiiiiiiiieceeee e 99
Export P-Card Transaction Search Criteria to EXCel ........cociiiiiiiiiiiiiiie e 100
L)Y =] 10RO TSR 104
COUISE RETEIEICES. ......ititiee ettt ettt bbbt nenre s 105
KNOWIEAGE ASSESSIMEINT ...ttt 106
(€] [0151S7= 1 YOS SRR 107

Page iii






Training Guide
Reconciling P-Card Transactions

Page 1



Training Guide
Reconciling P-Card Transactions

Reconciling P-Card Transactions

Page 2



J’\*RC‘“ Training Guide
Reconciling P-Card Transactions

Reconciling P-Card Transactions Overview

This is the Reconciling P-Card Transactions course. If you need a reminder on how to navigate
through this course using ARC's Web Based System Training Tool, click here
(http://finance.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_Getting_Started W
ith_the Web Based_Tool.pdf) for a quick reference guide. To receive certification credit for
this course, you will need to take a Knowledge Assessment at the end - passing score is 90% or
better. See final slide for a link to the required KA.

This course is for anyone who:

1. HasaP-Card role in ARC to reconcile or approve
2. Is aP-Card cardholder (Note: there is additional live training offered by the P-Card Team
that is required before a card is issued to a user.)

Note: This course only addresses reviewing, reconciling, and approving P-Card transactions in
ARC. There is a required live P-Card training course for anyone who needs to get the card. This
training is not the one you take in order to get a card. It is the one you take once you have the
card. Please review the P-Card Policies by clicking here
(http://policylibrary.columbia.edu/purchasing-cards-pcards) to determine if you are eligible to
apply for and receive a P-Card and to determine what types of goods may be purchased using a P-
Card.

Holders of the T-Card (still in a pilot program) should refer to this training for details on how to
reconcile their charges, as the process is the same as P-Card reconciliations.

In general, the P-Card may be used by authorized cardholders to purchase goods and some
services with a cost of less than $2,500 per transaction. There is a P-Card policy that must be
reviewed by clicking here (http://policylibrary.columbia.edu/purchasing-cards-pcards). Goods
and/or services which require prior approval or require additional oversight/control cannot be
purchased with the P-Card (i.e., live animals, gift cards, gifts, alcoholic beverages, etc.).
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Accounts
Payable

Reconciling P-Card
Transactions

1.5 hours

1. Reconciling
P-Card
Transactions
Overview
10 minttes

3. Disputing P-
Card

Transactions
10 minutes

— /

5.P-Card

Reperting in
ARC

10 minutes

—

After completing the Reconciling P-Card
Transactions course, you will be able to:

* Describethe end-to-end P-Card reconciliation process
in ARC and identify key process changes

+ Identify the rcles invelved in the new P-Card

(~ 2. Reconciling reconciliation process and understand the key
P-Card activities performed by each of these roles
Transactions » Understand new key terms
Process * Understand the integration between ARC and Bank of
45 minutes S America
* Review and reconcile P-Card transactions
4, Approvin )
szard g + Track and resolve disputed P-Card charges
Transactions * Review and approve verified P-Card transacticns
15 minutes * Review the inventory of reports and reporting tools
ARC will provide to support P-Card reconciliation
4 ™
6. Knowledge
Assessment
10 minutes
~
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P-Card Proxy Roles

Each P-Card that is established will have designated users assigned to the P-Card as a proxy.
Users will only be able to view and take the appropriate action against P-Card transactions for
which they are assigned as a proxy.

Note: The term “Proxy” is not delegation permission. Proxy is an ARC term that identifies
a user(s) who has a security access role(s) associated to a Cardholder Profile as a reviewer,
reconciler, or approver for a specific P-Card.

The following table provides details regarding the P-Card Proxy roles and responsibilities.

P-Card Proxy Role Responsibility

Reconciler + Has the authority to reconcile P-Card transactions for their
owin P-Card or others
Can add comments and/or attachments o transactions

Approver + Has the authority fo approve P-Card transactions for
specific P-Cards
+ Can add comments and/or attachments to transactions

Reviewer + Has the authority to review P-Card transactions for their
own P-Card or others
Can add comments and/or attachments to transactions
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P-Card Roles and Responsibilities

We will use the following characters to help inform you on how responsibilities align to roles
throughout the Reconciling P-Card Transactions course.

This is Amy She works in the Psychology Department and is a
i P-Card Reconciler responsible for:

T - own P-Gard as wellas the P-
Card transactions for several other P.Cardholders in her
dopanmant bacause she (5 assigned as a proxy
Reconciling Staged transactions

. g P-Card the i hanField
coding

i P
Updating recenciled transactions to 'Verified' status

Hote: The P.Card Reconciler in most cases will be the P.Card
cardholder

This is Susan. She also waerks in the Psychology Department and is
a P-Card Approver responsible for:

* Rewiewing Verified' transactions for policy compliance

= Updating 'Verdied transactons to ' Approved status as applicable

Werified by placing the ion back to
Pl ‘Staged’ status along with documenting commentsto the P.Card
providing detail why the was not
approved
dir = App g P-Card ions for all P-Card her

department because she is assigned as a proxy

This is Sean. He also works in the Psychology Departmentand is a

P-Card Reviewer responsible for.

+ Reviewing P-Card

+ Being assignedas a proxy to a P-Card designatingthat he has the
authodty to review the P-Card transactions, however, he will nat
have the ability to take any actons against the P.Card.

. P-Card for his P-Card is
assigned as a proxy

Nete: A cardholderwill likely be assigned as a P-Card Reviewer
prowy in the case whene another user will ba reconciling P-Card
ions on behalf of the

This is Michelle. She works in Central Procurement and is a P-
Card Administrator, She is responsible for,
- E and

* Assigning proxy users for P-Cards
Resolving any errors that result frem the nightly P-Card
reconciliation file received from Bank of America
Force i ions at the end of the
that have not been reconciled or approved

+  Administering the P-Card program

profile inf

Page 6



m Training Guide
Reconciling P-Card Transactions

Bank of America Integration with ARC

ARC will integrate with Bank of America in the transmission of Bank of America's reconciliation
file. The following diagram illustrates the integration between Bank of America and ARC.

o
27 Works™ 0
1. P-Card office sends active users, 2. Bank of America issues P- 3. Cardholders use P-Card for
tion limits, and all bl Cards to active users University-authorized purchases
category codes to Bank of America
> "
%7 Works
4. Vendors charge Bank of America 5. Mightly File Transmission of P- &, P-Card file is loaded into ARC
Cardholders transaction data to for appropriate users to reconcile
ARC, i.e., vendor name, dollar and approve P-Card transactions.

amount charged, and transaction
date

Bank of America will transmit a file on a daily basis to ARC that will contain transactions that
posted to the WORKS system the previous day. These transactions will be loaded to a staging
table and subsequently loaded to the Reconcile Statement page.

ARC will capture and set aside transactions that fail to load to the Reconcile Statement page for
review and resolution will be reviewed by the P-Card Administrator. Examples of an error may
include a P-Card transaction provided in the Bank of America file that does not have an
associated P-Card established in ARC.

Note: A file will be sent to WORKS on a weekly basis to establish new and update existing
cardholder information. The P-Card team will manage your permissions.
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What's Changing?

+ Single system for processing and
reconciling P-Card transactions

I« Separate system for processing P-
1 Card transactions

! + Approvals based on a specific P-

Card

+ Integration with the expanded ARC
Financials Chart of Accounts

« P-Card approvals based on a
Department

« Separate systems for reporting

« Increased reporting capability with
the ability to drill to the General
Ledger detail
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Reconciling P-Card Transactions Process

Based on assigned roles in ARC, a P-Card Reconciler and/or Approver will manage P-Card
transactions accordingly. On a nightly basis, ARC will receive a P-Card file from Bank of
America that contains all of the P-Card transactions that have been posted to the Bank of America
system.

Note: Reconcilers and Approvers should review the P-Card Policies by clicking here
(http://procurement.columbia.edu/purchasing/pcardPolicy.html) to determine approval authority
required to reconcile and/or approve P-Card transactions.

No Cardholder may approve his or her own purchases/transactions nor may he or she direct
someone else to approve transactions in a manner that would violate policy, i.e., without
reviewing the transactions in detail, etc. The Approver should not report to the Cardholder whose
transactions he or she is reviewing.

The following diagram illustrates the P-Card Reconciliation process overview:

P-Card Reconciliation
Process

ARC | | ARC &-— | £-
~ i

File Transactions
Loaded to

> ale et 3 . -~
Bank of America Reconciliation P-Card Transactions
* Statement Page in P-Card Transactions Flagged as "In Dispute”
Cardholder Uses P- Nightly File P N
card Received,Processed Staged’ Status - Reviewed/Reconciled and Comments.
Ready to be by P-Card Users Documented, As
Reconciled Needed

&'* 3 ARC ARC
= | |~

ol

| | = Approved Transactions —»  Approved Vouchers

Reconciled P-Card PP Built Budget Checked,
Transactions Placed in Place Transactions inte Approved Pasted, and Journal
“Werified” Status & Back to ‘Staged” Status Wouchers During Generated to General
Ready for Approval = Comments Inserted Nightly Batch Ledger
for P-Card Reconciler Processing
for Any Required
Action

Estimated time to complete lesson: 45 minutes
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P-Card Reconciler
When reconciling transactions, the P-Card Reconciler is confirming the following:

The P-Card was used to make a University-authorized purchase

Goods were received and not in dispute

Receipts are on file

Accounting is in compliance with University’s Accounting policies

If allocating to a grant, the transaction is in compliance with grant policies

The P-Card Reconciler will then have the ability to:

Reconcile staged P-Card transactions
Reallocate ChartField coding

Provide comments when required

Flag any transactions that are in dispute

In completing these actions, they will change a transaction's status from "Staged" to "Verified."
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P-Card Approver

P-Card Approvers are associated with a P-Cardholder. The P-Card Approver will review all
verified transactions and provide comments as needed. In completing these actions, they will
change the status from "Verified" to "Approved."”

When approving a transaction, the P-Card Approver is confirming:

e The P-Card transaction is in compliance with P-Card policies and procedures as well as
University policies

A legitimate business purpose is provided

Accounting is in compliance with University’s Accounting policies

If allocating to a grant, transaction is in compliance with grant policies

Receipt is provided

ChartFields used are appropriate (Note: There is no system check on ChartFields. There
is no Workflow and if a Reconciler allocates to a foreign department for approval, the
transaction will not be routed for this approval.)
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Reconciling P-Card Transactions

This is the Reconciling P-Card Transactions lesson of the Reconciling P-Card Transactions
course. Upon completion of this lesson, you will be able to:

o Search for P-Card transactions to be reconciled
¢ Reconcile P-Card transactions

e Enter comments and attach documents

¢ Validate ChartField status

o Validate Budget status

o Update reconciled transactions to 'Verified'

The Reconciler role will reconcile P-Card transactions per the process flows below:

1. If there is no transaction dispute:

Reconcilerwill update
ChartFields and
validate budgets Yes

3 ]

‘ Modify
Review Staged > ChartFields/Run
Transactions

Budget Validation

No
Reconciler
Set Transactions to changes status
“Verified" from "Staged" to
“Verified”

2. If there is a transaction dispute:

¥ the transaction needs

ta bo disputed, itwil be

ks “in dispute” by

defirang 3 dallar ameunt

Ehat 15 B dlis puted Ho

Reconcilerssll update
ChartFields and ves.
validate bodgets

Wiy .
¥ CharFiekisMun

Trargactions Dudpes Valdation

Once acreditis
ntobned, Bhe
transactan is
maned Collected”

Reconciler notes

" Recanciler

Alsputid amaunt an o i
e s TrackiResche Mark “Coliactae ! Sot Tranaactions. | changes status
wangacton and Disputed P-Card > Appecwe Dispate o varer | from Etaged- 1o

Charges Amount 1 -
conacts bank or 3 Vantied
esales dmpule
'with Merchant “if the dispute has besn

resched the disputed
amount will b 5ot 10 50

Estimated time to complete lesson: 45 minutes
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Search for P-Card Transactions to be Reconciled

Users can enter search criteria for the P-Card transactions to be reconciled that have been loaded
by the Load Statement process. Transactions that are available to be reconciled will have a status
of "Staged." Users will only be able to view P-Card transactions for which they are assigned as a

proxy.

Please review the P-Card Policies and Procedures by clicking here
(http://procurement.columbia.edu/purchasing/pcardPolicy.html) for P-Card monthly cycle sign-
off deadlines.

To search and review P-Card transactions, users will access the Procurement Cards - Reconcile
Statement Search page in the Purchasing module. The following diagram illustrates when the P-
Card Reconciler or Reviewer searches and reviews P-Card transactions.

ARC ARC &: &3

File Transactions
Loaded to

Bank of America Reconciliation P-Card Transactions
» Statement Page in P-Card Transactions Flagged as ‘In Dispute’
Cardholder Uses P- Nightly File P 4 "
Card Received/Processed ‘Staged’ Status — Reviewed/Reconciled and Comments
Ready to be by P-Card Users Documented, As
Reconciled Needed

&J - '% ARC | | ARC

n

— {—3 Approved Transactions —3{ Approved Vouchers
Reconciled P-Card Approvers Approve or Automatically Built Budget Checked,

Transactions Placed in Place Transactions into Approved Posted, and Journal
“Verified” Status & Back to ‘Staged’ Status Vouchers During Generated to General
Ready for Approval — Comments Inserted Nightly Batch Ledger

for P-Card Reconciler Processing
for Any Required

Action

In this scenario, Amy will access the Procurement Cards - Reconcile Statement Search page to
search for a P-Card transaction to be reconciled.

To see this transaction in ARC, please click the "See It!" button on the top of your screen. To
practice this transaction, click the "Try It!" button.

Estimated time to complete topic: 5 minutes

Procedure

Welcome to the Search for P-Card Transactions to be Reconciled topic where you learn how to
search for P-Card transactions.
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ARC™

Favegrites - Main Menu

Fersonalize Content | Layout
Menu 1= (]

Search:

[ @
> Columbia Specific

> Purchasing

[- Procurement

> Enterprise Components

[ Warklist

[ PeopleTools

— Change My Password

? Help

|

Done [ [ @[ trustedsies UL v [Foow -

Step

Action

Click the Purchasing link.
[ Purchasing

ARC

Favnvrite; Ma\nvMenu +  Purchasing

Home

Purchasing
=1
&@ Purchasing

Manage requistions, purchase ordsrs, receipts, GPO cortracts, and relsted data
Reconcile

4 Review, manage, or approve procurement card transections and disputes
=] Reconcile Statement

=] Review Disputes

Done LT T [l [ Trusted sites a v [Ro0n -
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Step Action

2. Click the Reconcile Statement link.
|Reu:-:unu:ile Statetnent
3. The Reconcile Statement Search page displays which allows a user to search for

specific transactions.

Search criteria can be entered such as Employee ID, Merchant, Statement Status or
other search criteria.

In this scenario, Amy will enter her Employee ID and select a Statement Status of

'Staged.'
m Home | ‘Workist | AddtoFavorites | Signout
Favnvritas Ma\nvMenu > Durc@asing > Pmcuramvent Cards > Recnvncile > Reconcile Statement — - - -
@NEWWman ? Help [,/Cusmmize Page hﬂp
Reconcile Statement Search
Fole Hrne R
Employee ID: Q
Naine: ‘ Q
Card Issuer: | ﬂ
Card Number: ‘
Transaction Number: ‘
Merchant: ‘
Sequence Number:
Line Number:
Billing Date: Q
Statemnent Status: j'
Budget Status: j'
Chartfield Status: i
Transaction Date:
Charge Type: j'
Posted Date:
Search
Dane LT T T [l [ Trusted sies [%a ~ [Ri1o% -
Step Action
4. Click the Look up Employee ID (Alt+5) button.
5. Click the POO00000001 link.
Foooaaooany
6. Click the Statement Status list.
| =
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ARC™

Favuvntes Mavaenu > F‘urc@aslng 3 Pm:uremvent Cards » Recuvn:lle » Reconcile Statement

ENewwindow P Help [ Customize Page B nitp

L=

Reconcile Statement Search

Role Name: I ﬂ
Employee ID: [PoconODDD0T @

Name: ‘Amy‘Marlm Q
Card Issuer: | j

Card Number:

\
Transaction Number: ‘
Merchant: ‘
Sequence Number:
Line Number:
Billing Date:
Statement Status:
Budget Status:
Chartfield Status:
Transaction Date:
Charge Type:
Posted Date:

| Search |

[ [ @[ trustedsies [Fa - [Hmow ~

Step

Action

Click the Staged list item.

Staged

ARC

Favnvrite; Ma\nvMenu s Purchasing > Procurement Cards > Reconcle > Reconcile Statement

@Nemednw ? Help E/Custnmizepage hﬂp

hitn
Reconcile Statement Search

Role Name: I ﬂ
Employee ID: ’WQ

Name: [army Marlin Q
Card Issuer: [ =l

Card Number:

\
Transaction Number: ‘
Merchant: ‘
Sequence Number:
Line Number:
Billing Date:
Statement Status:
Budget Status:
Chartfield Status:
Transaction Date:
Charge Type:
Posted Date:

| Search |

[T T[T [l Trustedstes [~ oo -
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Step

Action

Click the Search button.
Search

The Reconcile Statement - Procurement Card Transactions page displays all
merchant transactions charged against a P-Card based on the search criteria.

10.

There are 2 tabs displayed on the Bank Statement:
1. Transaction - displays the transactions based on the search criteria.

2. Billing - displays the Line Description, Billing Date, Billing Amount, Currency,
Collected check box, and Dispute Amount.

Note: The Reconciler is required to confirm that the information posted in ARC
matches the information on the receipt, such as transaction amount, merchant name,
etc.

11.

The number of rows indicates the total number of transactions based on the search

criteria.

Favnvrite; Ma\nvMenu s Purchasing > Procurement Cards > Reconcle > Reconcile Statement

@Nemednw ? Help L/Cusmmizepage hﬂp

Receoncile Statement

Procurement Card Transactions
Empl ID:

Card Number:
™ Run Budget Validation on Save

POOO0OOOOM Name:
i Card Provider:

Ay Marlin
FCARD

Bank Statement Customize | Fingt [ view & [ B | # Frot £ a3 0r3 Lot
Biling
TransDate  Merchant *Status T"'::ﬂ“m“ Currency :;’;ﬂ: ;’:L':E'“ Redistrib Vou
1 F 11172004 W Staged - 46,35 USD 2 || & vaiid valid Yes o
3 [ 11rzazond Ww Staged - 105.34 USD B ¢ 5 valia valid Yes Mo
3 [ 1162004 FLYING JICFJ Staged - 44.56 USD B ¢ 5 valid Valid Yas o
< | o
Selact All ] Clear All Stage Werify Walidate Budget
Search Purchase Details Split Line Distribution Termplate
B save ) metity | 7 Refresh
LT [T T [ [ Trusted sites a v [Rio0w -
Step Action
12. Click and drag the scroll bar to the right to review additional fields.

|| J
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Favuvntes Mavaenu > F‘urc@aslng 3 Pm:uremvent Cards » Recuvn:lle » Reconcile Statement
E Newwindow P Help & Customize Page ' nitp
Recencile Statement
Procurement Card Transactions
Empl ID: POOOOOOOOON Name: Ay blarlin
Card Number: 4768 Card Provider: FCARD
™ Run Budget Validation on Save
Bank Statemne Customize | Find
[ rreneecten T
L, Transaction Budget  Chartfield o
Status Amount Currency o St Redistrib Voucher Error
BN reed - 46.85 USD B O R vaid valid Ves Mo
1 = =
EROT Staged - 106.34 USD B ¢ B vai valid ves Mo
IICE Staged - 44,56 USD B & B vaid walid Ves Mo
Al [+]
E Select All D Clear All Stage werify Walidate Budget
Search Purchase Details SplitLine Distribution Template
B save | Metify | | Refresh |
[ [ @[ trustedsies UL v [Foow -

Step Action

13. Click the Billing tab to review additional information.
Billirgy
14. The Billing tab displays additional details such as:

1. Description - Enter additional information about the goods purchased.
2. Billing Amount - Displays the amount billed on the statement line.

3. Dispute Amount - If your records disagree with the billing amount, enter the
amount difference.

Please note: You are responsible for contacting the Merchant to dispute the
transaction and to obtain a credit (if applicable). If needed, you may also contact
Bank of America and request assistance in disputing the transaction (Please review
the P-Card Policies and Procedures for additional information by clicking here
(http://procurement.columbia.edu/purchasing/pcardPolicy.html).). Disputing an item
in ARC does not prevent the Merchant from receiving payment.

4. Credit Collected - Displays the status of the disputed amount. If clear, the
dispute is still open. If selected, the dispute has been identified as collected or closed
on the Review Disputes - Dispute page.
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Step

Action

15.

You have successfully searched for P-Card transactions to be reconciled.

You can now move onto the Review P-Card Transactions Line Details topic where

you will review P-Card transaction lines.
End of Procedure.

Page 19




Training Guide m
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Review P-Card Transaction Line Details
There are several common actions users can take when reconciling transactions:

1. Users can review transaction line details as provided by merchants that transmit level 3
data, i.e., additional information related to a transaction such as car rental, lodging, and
passenger itinerary information) through the credit card system.

2. Users can enter comment text that remains with the associated procurement card

transaction line. Please review the P-Card Policies by clicking here

(http://policylibrary.columbia.edu/purchasing-cards-pcards) to determine types of

transactions which require comments, i.e., food or hotel charges, if allowed, and what

information is required in the comment field.

Define accounting distributions or override defaults for a statement one line at a time.

4. Change accounting distributions for multiple lines selected all at once. Users might use
this feature to assign the same ChartFields to several statement lines from a particular
merchant.

w

In this scenario, Amy will reconcile P-Card transactions by reviewing the transaction line details
as provided by merchants that transmitted level 3 data through the credit card system. She will
access the Reconcile Statement - Procurement Card Transactions page.

To see this transaction in ARC, please click the "See It!" button on the top of your screen. To
practice this transaction, click the "Try It!" button.

Estimated time to complete topic: 5 minutes

Procedure

Welcome to the Review P-Card Transaction Line Details topic where you learn how to review P-
Card transaction line details.
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Favegrites - Main Menu
Fersonalize Content | Layout
Menu 1= (]

Search:

[ @
> Columbia Specific

> Purchasing

[- Procurement

> Enterprise Components

[ Warklist

[ PeopleTools

— Change My Password

Training Guide
Reconciling P-Card Transactions

? Help

|

[ [ [ [ Trusted sites

Fp v [Ri0% -

Step

Action

Click the Purchasing link.
[ Purchasing

Favnvrite; Ma\nvMenu +  Purchasing
Purchasing
=1 .
&@ Purchasing
Manage requistions, purchase ordsrs, receipts, GPO cortracts, and relsted data

Reconcile

Review, manage, or approve procurement card transections and disputes
=] Reconcile Statement

=] Review Disputes

Home

Done

| [y [ Trusted sites

v [ mw -
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Step Action

2. Click the Reconcile Statement link.

|Reu:-:unu:ile Statemeri]

ARC
Favnvrite; Ma\nvMenu > Durc@a;ing > Pmcuremvent Cards > Recnvncile > Reconcile Statement
|_E| Mewwindow 7 Help L/ Customnize Page hittp

Reconcile Statement Search

Role Name: I

Employee ID: Q

Name: ‘ a

Card Issuer: | ﬂ

Card Number: ‘

Transaction Number: ‘

Merchant: ‘

Sequence Number:

Line Number:

Billing Date: Q

Statement Status: i

Budget Status: hal

Chartfield Status: i

Transaction Date:

Charge Type: j'

Posted Date: &

Search
Done [ [ [ @ |7 Trusted sites [7a ~ [®am0w ~

Step Action

3. Click the Look up Employee ID (Alt+5) button.

&

4. Click the PO0O00000001 link.
FOoooagoand

5. Click the Statement Status list.

[ =
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ARC™

Favuvntes Mavaenu > F‘urc@aslng 3 Pm:uremvent Cards » Recuvn:lle » Reconcile Statement

ENewwindow P Help [ Customize Page B nitp

L=

Reconcile Statement Search

Role Name: I ﬂ
Employee ID: [PoconODDD0T @

Name: ‘Amy‘Marlm Q
Card Issuer: | j

Card Number:

\
Transaction Number: ‘
Merchant: ‘
Sequence Number:
Line Number:
Billing Date:
Statement Status:
Budget Status:
Chartfield Status:
Transaction Date:
Charge Type:
Posted Date:

| Search |

[ [ @7 trustedsies [Fa - [Hmow ~

Step Action

6. Click the Staged list item.

Staged

ARC

Favnvrite; Ma\nvMenu s Purchasing > Procurement Cards > Reconcle > Reconcile Statement

@Nemednw ? Help E/Custnmizepage hﬂp

hitn
Reconcile Statement Search

Role Natne: [ E
Employee ID: ’WQ

Name: [army Marlin Q
Card Issuer: [ =l

Card Number:

\
Transaction Number: ‘
Merchant: ‘
Sequence Number:
Line Number:
Billing Date:
Statement Status:
Budget Status:
Chartfield Status:
Transaction Date:

Charge Type:

Posted Date:

| Search |

[ LT[ [l rustedstes [~ oo -
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Step Action

7. Click the Search button.
Search

Favuvntes Mavaenu > Durc@aslng > Pm:uremvent Cards » Recuvn:lle > Reconcile Statement
E e window  ? Help & Customnize Page B nitp
Reconcile Statement
Procurement Card Transactions
Empl ID: POOOOOOOOOT Name: Ay, Matlin
Card Number: 4768 Card Provider: PCARD
™ Run Budget Validation on Save
d Bani al E‘“Ing
TransDate  Merchant *Status T"':\’r:‘f:::: Currency :::3:‘ g:ﬁe'd Redistrib Vou
1% 11172004 W [stages 7] 46.85 USD By OB valid valid Yes o
2 ™ 117zazong gyﬂ [Stages 7] 105.34 USD By O B vaid Valig ves Mo
3 T 11162004  ELYING JCEJ Staged ~ 44.56 USD B (O [ valid Valig Yes Ho
1 | o
E SelectAll D Clear All Stage werify Walidate Budget
Search Purchase Details SplitLine Listribution Template
& save | [=] Netity | | Retresh |
[T [ Trusted sites [F5 ~ [Fmw -
Step Action
8. To review the transaction line details, click the Line Details button.
9. The Reconcile Statement - Visa Transaction Details page displays transaction
details provided by merchants that transmitted Level 3 data through the credit card
system.

Level 3 data is additional information related to a transaction such as number of
items purchased and item description.

The Reconciler is required to confirm that the transaction details match the
information provided on the Merchant receipt.

10. You have successfully reviewed P-Card transaction line details.

You can now move onto the Enter Comments on the Associated P-Card Transaction
Line topic where you will enter comments.
End of Procedure.
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Enter Comments on the Associated P-Card Transaction Line

Once a P-Card transaction has been reviewed, users can enter comment text that remains with the
associated procurement card transaction line.

Please review the P-Card Policies by clicking here (http://policylibrary.columbia.edu/purchasing-
cards-pcards) to determine types of transactions which require comments, i.e., food or hotel
charges, if allowed, and what information is required in the comment field.

In this scenario, Amy will enter comments and attach a document on a P-Card transaction line by
accessing the Reconcile Statement - Procurement Card Transactions page.

To see this transaction in ARC, please click the "See It!" button on the top of your screen. To
practice this transaction, click the "Try It!" button.

Estimated time to complete topic: 5 minutes

Procedure

Welcome to the Enter Comments on the Associated P-Card Transaction Line topic where you
learn how to enter comments and attachments.

Please note: The transactions included in this training are sample transactions for training
purposes only and may or may not be “allowable purchases” under the current P-Card Policies.

For a complete list of allowable purchases, please review the P-Card Policies by clicking here
(http://policylibrary.columbia.edu/purchasing-cards-pcards).

Faverites - Main Menu

Personalize Content | Layout ? Help
[Menu =) (]

&

> Columbia Specific

> Purchasing

[- Procurement

> Enterprise Components
[ Warklist

[> PeopleTools

— Change My Password

Dane [T T [ [ [ Trusted sites Cav [ Mow -
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ARC™

Training Guide
Reconciling P-Card Transactions

Step

Action

Click the Purchasing link.

ARC™

Favuvntes Mavaenu > F‘urc@aslng

Purchasing
=] )
@ﬁj Purchasing

Manage requisitions, purchase orders, receipts, GPO contracts, and relsted data.
Reconcile
Review, manage, or approve procurement card transactions and disputes:
[=] Reconeile Statement
= Review Disputes

Dare

[ [ [ [ Trusted sites

Yo v [Ri0% -

Step

Action

Click the Reconcile Statement link.

|Reu:-:unu:ile Statemeri]
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Recon

ARC™

Favuvntes Mavaenu > F‘urc@aslng 3 Pm:uremvent Cards » Recuvn:lle » Reconcile Statement

Reconcile Statement Search

Role Narme: O
Employee ID: Q

Name: ‘

Card Issuer: I ﬂ
\
\
\

Card Number:

Transaction Number:

Merchant:

Sequence Number:

Line Number:

Billing Date: Q
Statement Status: hd
Budget Status: a
Chartfield Status: :['
Transaction Date:

Charge Type: =]
Posted Date:

Search

E Newwindow P Help [# Customize Page htlp

Done [ [ @[ trustedsies

Yo v [Ri0% -

Step

Action

Click the Look up Employee ID (Alt+5) button.

=

Click the POO00000001 link.
Fooooaoooay

Click the Statement Status list.

|
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ARC™

Favuvntes Mavaenu > F‘urc@aslng 3 Pm:uremvent Cards » Recuvn:lle » Reconcile Statement

ENewwindow P Help [ Customize Page B nitp

L=

Reconcile Statement Search

Role Name: I ﬂ
Employee ID: [PoconODDD0T @

Name: ‘Amy‘Marlm Q
Card Issuer: | j

Card Number:

\
Transaction Number: ‘
Merchant: ‘
Sequence Number:
Line Number:
Billing Date:
Statement Status:
Budget Status:
Chartfield Status:
Transaction Date:
Charge Type:
Posted Date:

| Search |

[ [ @7 trustedsies [Fa - [Hmow ~

Step Action

6. Click the Staged list item.

Staged

ARC

Favnvrite; Ma\nvMenu s Purchasing > Procurement Cards > Reconcle > Reconcile Statement

@Nemednw ? Help E/Custnmizepage hﬂp

hitn
Reconcile Statement Search

Role Natne: [ E
Employee ID: ’WQ

Name: [army Marlin Q
Card Issuer: [ =l

Card Number:

\
Transaction Number: ‘
Merchant: ‘
Sequence Number:
Line Number:
Billing Date:
Statement Status:
Budget Status:
Chartfield Status:
Transaction Date:

Charge Type:

Posted Date:

| Search |

[ LT[ [l rustedstes [~ oo -
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Step

Action

7.

Click the Search button.

Search

Favuvntes Mavaenu > Durc@aslng > Pm:uremvent Cards » Recuvn:lle > Reconcile Statement

Reconcile Statement

E e window  ? Help & Customnize Page B nitp

Procurement Card Transactions

Empl ID:
Card Humber:
™ Run Budget Validation on Save

PoOooOOooOO1
4768

Bank Staternent
Billing

Name:

Card Provider:

Ay, Marlin
FCARD

N Transaction Budget Chartfield et

Trans Date Merchant Status Amount Currency Status Status Redistrib Vou

1 [ 11172004 w Staged - 4B.85 USD By O[5 valid Valid Yes Mo

2 T 110232004 Ww Staged - 105,34 USD B B [vana Valld ves Mo

3 T 11162004 ELYING JICFS Staged ~ 44,56 USD B B vaid alid Yes No

4 | o

E SelectAll D Clear All Stage werify Walidate Budget
Search Purchase Details SplitLine Distribution Template
B save | [Z] Motity | | Retresh |

Done [ [ @[ trustedsies U5 - [ -

Step

Action

8. To enter comments and/or attachments that will remain with the associated P-Card
transaction line, click the Comments button.

=
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Reconcile Statement

Line Comments

Line: 1 Description: 404750495
Reference:
Transaction Line Comments
G Status: ETEN—— =
g

Associated Document

Training Guide
Reconciling P-Card Transactions

Done [ @7 trustedsies [Fh = [Famw -
Step Action
9. Click in the Comments field.
10. Enter the desired information into the Comments field. Enter "This car rental was
for a meeting in St. Louis, MO.".
11. To add attachments, click the Attach button.
Attach
12. Click the Browse... button.

Browse. .
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Choose File to Upload

Laok in: | 155 ARC_Training Home

C51ARC Customized Conkent
C1ARC logos

1] DEN_STL airfare receipt
181 pracurement Approvals Job Aid

pen |
Cancel

7]

Fle name: I |
=l

Files of type: [ Files 7]

[ [ [ [f [ Trusted sites [Fo-[®w - |

Step Action

13. Double-click the DEN_STL airfare receipt list item.
DEN_STL airfare receipk |

Home |

Favnvrite; Ma\nvMenu s Purchasing > Procurement Cards > Reconcle > Reconcile Statement

File Attachment

|pone LT T T [l [ Trusted siees R |
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Step

Action

14.

Click the Upload button.

Lpload _

15.

Click the OK button.

o
e

16.

The Comments button displays lines within the bubble that indicates linked text
and/or attachments.

Favnvrite; Ma\nvMenu s Purchasing > Procurement Cards > Reconcle > Reconcile Statement
@Nemednw ? Help L/Cusmmize Page hﬂp
Reconcile Statement
Procurement Card Transactions
Empl ID: FOOO0OO0001 Name: Ay Marlin
Card Number: TS Card Provider: FCARD
I Run Budget Validation on Save
Bank Statement Customize | Find | /i
Billing
I Transaction Budget  Chartfield .
Trans Date Merchant Status — Currency et atus letatus Redistrib Vou
1 ¥ 11172004 W Staged - 46,85 USD B @ B vaid alid Yes No
2 [T A1rzarn0d Ww Staged - 105,34 USD By O [ valid Valid Yes Mo
3 [0 11062004 | FLYING JCFJ Staged ~ 44 56 USD B O | valid Valid Yes Na
Ll | i
Selact All ] Clear All Stage Werify I Walidate Budget
Search Purchase Details SplitLine Distribution Template
B save | = Motify | | Refresh
bore LT T [l [ Trusted siees Ch o [Fen -

Step

Action

17.

Click the Save button.

18.

You have successfully entered comments and attachments on the associated P-Card
transaction line.

You can now move onto the Define Accounting Distributions for a Statement topic
where you will define accounting distributions.
End of Procedure.
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Define Accounting Distributions for a Statement

Once a P-Card transaction has been reconciled and is valid and appropriate, users should define
accounting distributions for a statement one line at a time. Users can override the defaulted
ChartField information that is populated on the transaction from the card profile.

In this scenario, Amy will define the accounting distribution for a statement one line at a time by
accessing the Reconcile Statement - Procurement Card Transactions page.

To see this transaction in ARC, please click the "See It!" button on the top of your screen. To
practice this transaction, click the "Try It!" button.

Estimated time to complete topic: 5 minutes

Procedure

Welcome to the Define Accounting Distributions for a Statement topic where you learn how to
define accounting distributions.

winrklist

Adde! ton Favorites

Favirites © Main Meru
Personalize Content | Layout ? Help
|Menu = ]
[ Calumbla Specific

> Purchasing
[ eProcurement

> Enterprise Components
[ Warklist

> PeopleTools

— Change My Password

— [l T T [l [ Trusted sies Vo~ [Fmn -

Step Action

1. Click the Purchasing link.
[> Purchasing
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Favuvntes Mavaenu > F‘urc@aslng

Purchasing
= )
@‘@ Purchasing

Manage requisitions, purchase orders, receipts, GPO contracts, and relsted data.
Reconcile
Review, manage, or approve procurement card transactions and disputes:
[=] Reconeile Statement
= Review Disputes

Training Guide
Reconciling P-Card Transactions

Dare

[ [ [ ristedssices [Fa - [How ~

Step

Action

Click the Reconcile Statement link.

|Reu:-:unu:ile Statemeri]

ARC

Faviites

Reconcile Statement Search

Ma\nvMenu s Purchasing > Procurement Cards > Reconcle > Reconcile Statement

Role Naime:
Employee ID:

Name: ‘

Card Issuer: | ﬂ
\
\
\

Card Number:

Transaction Number:

Merchant:

Sequence Number:

Line Number:

Billing Date: Q
Statement Status: i
Budget Status: hal
Chartfield Status: i

Transaction Date:

@Nemednw ? Help E/Custnmizepage hﬂp

L=

Charge Type:
Posted Date: &
| Search |
Done LT[ [ Trosted sies a - [Rio0w -
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Step Action

3. Click the Look up Name (Alt+5) button.

=

4. Click the Amy,Marlin link.

5. Click the Statement Status list.

Favuvntes Mavaenu > F‘urc@aslng 3 Pm:uremvent Cards » Recuvn:lle » Reconcile Statement

Reconcile Statement Search

Role Name: I ﬂ
Employee ID: [PooonODDD0T @

Name: ‘Amy‘Marlm Q
Card Issuer: | j

Card Number:

\
Transaction Number: ‘
\

Merchant:
Sequence Number:
Line Number:
Billing Date:
Statement Status:
Budget Status:
Chartfield Status:
Transaction Date:
Charge Type:

Posted Date:

Search

FNewwindow P Help & Customize Page htlp

[ [ [ trusted sites UL v [ -

Step Action

6. Click the Staged list item.
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Favuvntes Mavaenu > F‘urc@aslng 3 Pm:uremvent Cards » Recuvn:lle » Reconcile Statement
E Newwindow P Help [ Customize Page htlp

Reconcile Statement Search

Role Name: I ﬂ
Employee ID: [PoconODDD0T @

Name: ‘Amy‘Marlm Q
Card Issuer: | j

Card Number:

\
Transaction Number: ‘
Merchant: ‘
Sequence Number:
Line Number:

Billing Date:
Statement Status:
Budget Status:
Chartfield Status:
Transaction Date:
Charge Type:

Posted Date:

[ search |

[ [ Trusted sites UL v [ -

Step

Action

Click the Search button.
Search

Favuvntes Mavaenu > Durc@aslng > Pm:uremvent Cards » Recuvn:lle > Reconcile Statement
E e window  ? Help & Customnize Page B nitp
Reconcile Statement
Procurement Card Transactions
Empl ID: POOOOOOOOON Name: Ay blarlin
Card Number: 4768 Card Provider: FCARD
™ Run Budget Validation on Save
Billing
N Transaction Budget Chartfield et
Trans Date Merchant Status Amount Currency Status Status Redistrib Vou
1 [ 11172004 w Staged - 4B.85 USD B @ | valid Valid Yes Mo
2 T 110232004 Ww Staged - 105,34 USD B B vana Valld ves Mo
3 T 11162004 ELYING JICFS Staged ~ 44,56 USD B B vaid alid Yes No
4 | o
# selertan O cizarm | Stage Il werify | | Walidale Budget |
Search Purchase Details SplitLine Distribution Template
B save | [=] Motity | [ Retresh |
Done [ [ [ @7 trustedsies U5 - [ -
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Step

Action

8.

To view/update the ChartField distribution, click the Distribution button.

The Reconcile Statement - Account Distribution page displays the ChartField
allocated to the transaction.

In order to ensure that transactions are posted properly to the General Ledger, it is
important to allocate each transaction to the appropriate ChartField.

Please note: you are only able to reallocate to accounts within your ChartField
Security.

The order of the ChartFields in the live ARC environment may vary from the order
presented in this training course. Please keep this in mind as you review the hands-
on training activities. For the correct order of the ChartFields in all ARC modules,
please reference this job aid by clicking here (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Ai
d_ChartString.pdf). The meaning of each ChartField, and the values that should be
entered in each Field, will remain the same regardless of order.

10.

When populating the ChartField string, the following fields are not required:
1. PC Business Unit - defaults from Project.

2. Fund - defaults from Segment.

3. Function - defaults from Project.

4. Affiliate

5. Fund Affil

6. Location

Page 38



http://gateway-7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_ChartString.pdf
http://gateway-7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_ChartString.pdf
http://gateway-7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Aid_ChartString.pdf

m Training Guide
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Favuvntes Mavaenu > F‘urc@aslng 3 Pm:uremvent Cards » Recuvn:lle » Reconcile Statement
2 Mew Window ?He\p E/Custumlzef—‘age htlp
Reconcile Statement
Account Distribution
Line: 1 PO Oty: 1.0000 UomM: EA
Billing Date: 1201472004 Billing Amount: 46.85 USD Unit Price: 46.85000
SpeedChart: I . Transaction Unit Price: 4685000 “Distribute By: Amnunt H
e ————— Custoimize | i ) EEER T i
Dist  Percent Amount Currency  *GLUnit  “Account Dept :g:“s Praject Activity Initiative Segment site
1[Toooo0o0] [ 668 jusp  |[coru@ [saos |@ [1zo10d@, [GENRIQ, [GTooton@, o1 |@, [ooooo |@ |[acoooconck | |
4 | ™
oK | Cancel Refresh
4 | &
Do [ [ @7 trustedsies [Fh = [Famw -
Step Action
11. In this scenario, Amy will change the Account number in the ChartField.
Click the Look up Account (Alt+5) button.
12. Click in the Account field.
13. Enter the desired information into the Account field. Enter "653".
14. Click the Look Up button.
Look Up
15. Click the 65310 link.
F5310
16. Click the OK button.
17. The Budget Status changed from "Valid' to 'Not Chk'd" after changing the

ChartField.

To validate the budget for the new ChartField, budget validation should be run.
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Favuvntes Mavaenu > F‘urc@aslng 3 Pm:uremvent Cards » Recuvn:lle » Reconcile Statement

Recencile Statement

E Newwindow P Help & Customize Page htlp

Procurement Card Transactions

Empl ID:

Card Number:
™ Run Budget Validation on Save
Bank Staternent

PoOooOOooOO1
4768

Name:

Card Provider:

Ay, Marlin

FCARD

| %8 Fist S 430F3 L Lact

Transaction  TRCILL]
N Transaction Budget Chartfield et
Trans Date Merchant Status Amount Currency Status Status Redistrib
1 [ 1172004 % Staged - 46,85 USD E& 2 53 moiChkd valid Yes
2 T 110232004 Ww Staged - 105,34 USD B B vana Valld ves
3 T 11162004 ELYING JICFS Staged ~ 44,56 USD B B vaid alid Yes
4 |
E SelectAll D Clear All Stage werify Walidate Budget
Search Purchase Details SplitLine Distribution Template

B save | [ natify

s Refrash |

Vou

Mo

Mo

Mo

Dare

[T [ [ trusted sies

Yo v [Rio% -

Step

Action

18.

Click the Run Budget Validation on Save checkbox.

19.

Click the Save button.

20.

The Budget Status is now updated to 'Valid.'

21.

You have successfully defined accounting distributions for a statement.

You can now move onto the Change Accounting Distributions for a Statement topic
where you change accounting distributions.
End of Procedure.
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Change Accounting Distributions for Multiple Lines

Once a P-Card transaction has been reviewed, users can change the accounting distributions for
multiple lines selected all at once. Users might use this feature to assign the same SpeedChart to
several statement lines for a particular merchant or to assign the same ChartField string to
multiple transactions.

In this scenario, Amy will change the accounting distributions for multiple lines selected all at
once by accessing the Reconcile Statement - Procurement Card Transactions page.

To see this transaction in ARC, please click the "See It!" button on the top of your screen. To
practice this transaction, click the "Try It!" button.

Estimated time to complete topic: 5 minutes

Procedure

Welcome to the Change Accounting Distributions for Multiple Lines topic where you learn how
to change accounting distributions for multiple lines.

Favegrites - Main Menu
Fersonalize Content | Layout ? Help
[Menu 1= (x]

[ @
> Columbia Specific

> Purchasing

[- Procurement

> Enterprise Components

[ Warklist

[ PeopleTools

— Change My Passward

Done [ [ @7 trustedsies UL v [Foow -

Step Action

1. Click the Purchasing link.
[ Purchasing
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Favuvntes Mavaenu > F‘urc@aslng

Purchasing
= )
@‘@ Purchasing

Manage requisitions, purchase orders, receipts, GPO contracts, and relsted data.
Reconcile
Review, manage, or approve procurement card transactions and disputes:
[=] Reconeile Statement
= Review Disputes

Done [ [ @[ trustedsies UL v [Foow -

Step Action

2. Click the Reconcile Statement link.

|Reu:-:unu:ile Statemeri]

ARC

Favnvrite; Ma\nvMenu s Purchasing > Procurement Cards > Reconcle > Reconcile Statement

@Nemednw ? Help E/Custnmizepage hﬂp

L=

Reconcile Statement Search

Role Naime:
Employee ID: Q
Name: ‘
Card Issuer: | ﬂ
\
\
\

Card Number:

Transaction Number:

Merchant:

Sequence Number: ’—
Line Number: ’—
Billing Date: [ a
Statement Status: l—L[
Budget Status: l—L[
Chartfield Status: lﬁ
Transaction Date:
Charge Type: lﬁ
Posted Date: ]

| Search |

Done LT T [l [ Trusted sites a - [Rio0w -
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Step Action

3. Click the Statement Status list.

Favuvntes Mavaenu > Durc@aslng > Pm:uremvent Cards » Recuvn:lle > Reconcile Statement

Reconcile Statement Search

Role Name: I ﬂ
Employee ID: Q
Name: Q

Card Number:

Transaction Number:

\
Card Issuer: I ﬂ
\
\
\

Merchant:
Sequence Number:
Line Number:
Billing Date:
Statement Status:
Budget Status:
Chartfield Status:
Transaction Date:
Charge Tyne:
Posted Date:

Search

E e window  ? Help  [& Customnize Page B hitp

Done [

[ [ [ [ mrusted sites U5 - [Roow -

Step Action

4, Click the Staged list item.
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ARC™

Favuvntes Mavaenu > F‘urc@aslng 3 Pm:uremvent Cards » Recuvn:lle » Reconcile Statement

Reconcile Statement Search

Role Name: I ﬂ
Employee ID: Q
Name: Q

Card Number:

\
Card Issuer: I ﬂ
\
Transaction Number: ‘

\

Merchant:
Sequence Number:

Line Number:
Billing Date:
Statement Status:
Budget Status:
Chartfield Status:
Transaction Date:
Charge Type:
Posted Date:

Search

E Newwindow P Help [# Customize Page htlp

Done [ [ @[ trustedsies [Fh = [Famw -
Step Action
5. Click the Search button.
Search
6. The Reconcile Statement Search page displays the specific transactions based on

the search criteria.

Note: The first line defaults to being checked.

In this scenario, Amy will change the accounting distributions for multiple lines by
selecting the appropriate transaction lines and then entering a ChartField string.
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Home | Worklist | AddtoFavorites |

Favuvntes Mavaenu > F‘urc@aslng 3 Pm:uremvent Cards » Recuvn:lle » Reconcile Statement
E Newwindow P Help  [# Customize Page Entp =
Reconcile Statement
Procurement Card Transactions
™ Run Budget Validation on Save
m Biling
Employee Hame: :;:':er Card Humber TransDate  Merchant *Status T"'::ﬂ“m“ Currency
1 W Duggins,Ralph PCARD 4000 12110/2004 ?UH;ELS%\BH Staged B 18.50 USD
2 [ meadows, Connie PCARD T8 117222004 PAYMENT Staged hd -144,287 .04 USD
3 [ ‘WerberRichard PCARD TR 12/06/2004 EPBI;S?SAE%BW Staged hd 25250 USD
4 [ WerberRichard PCARD R TR 11/28/2004 wﬂ Staged hd 148.35 USD
5 [ ‘WerherRichard PCARD R TR 120132004 W Staged hd 63.83 USD
B [T ‘WerherRichard PCARD T 62 12132004 ﬁw Staged hd 11.73 USD
7 [T ‘WerberRichard PCARD R TR 11/29/2004 g;D%fRﬂgg\lg Staged hd 2790 USD
8 [T JefersElla PCARD St Y1) NMAT2004 géﬂg::“‘ CAR Staged B 100.00 UsD
9 [ JeffersElla PCARD R T RS 111752004 Eé‘“?pﬁ' CAR Staged hd 77127 USD
4| | o —
Select All ] Clear All Stage Werify Walidate Budget ]
Search Purchase Details SnlitLine Distribution Template
B
Done [ [ @7 trustedsies [Fh = [Famw -
Step Action
7. Click the Werber,Richard checkbox.
8. Click the Werber,Richard checkbox.
9. To change the accounting distributions for all of the selected lines at once, click
the Distribution Template link.
Note: Users can also use this link to assign the same SpeedChart to several lines.
[Distribution Template]
10. The Reconcile Statement - Distribution Template displays where users can assign

a specific SpeedChart or ChartField string.
In this scenario, Amy will assign a specific ChartField string.

Note: The order of the ChartFields in the live ARC environment may vary from the
order presented in this training course. Please keep this in mind as you review the
hands-on training activities. For the correct order of the ChartFields in all ARC
modules, please reference this job aid by clicking here (http://gateway-
7.webservices.lamptest.columbia.edu/files/gateway/content/training/job_aids/Job_Ai
d_ChartString.pdf). The meaning of each ChartField, and the values that should be
entered in each Field, will remain the same regardless of order.
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Favuvntes Mavaenu > F‘urc@aslng 3 Pm:uremvent Cards » Recuvn:lle » Reconcile Statement

E Newwindow P Help [# Customize Page htlp

Reconcile Statement
Distribution Template

SpeedChart:

Distributions

seq Pt *GLUNIt  *Account  Dept :g:“s Project Activity Initiative Segment site Fund  Function  Affiiate

thoooone [ @ [ e [ e el el el Al ol aflal al &l

D‘Dne [ ]_]_]W[\f Trusted sites [Fh = [Famw - ;

Step Action
11. Click the Look up GL Unit (Alt+5) button.
12. Click the COLUM link.

COLLIM
13. Click the Look up Account (Alt+5) button.
14. Click in the Account field.

|| |
15. Enter the desired information into the Account field. Enter "68305".
16. Click the Look Up button.
17. Click the 68305 link.

BE305
18. Click the Look up Dept (Alt+5) button.
19. Click in the Department field.

|| |
20. Enter the desired information into the Department field. Enter *1208103".
21. Click the Look Up button.
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Step Action
22. Click the 1208103 link.
1208103
23. Click the Look up PC Bus Unit (Alt+5) button.
24. Click the GENRL link.
25. Click the Look up Project (Alt+5) button.
26. |Click in the Project fiel|d.
217. Enter the desired information into the Project field. Enter "GT001008".
28. Click the Look Up button.
29. Click the GT001008 link.
37001008
30. Click the Look up Activity (Alt+5) button.
31. Click the 1 link.
32. Click the Look up Initiative (Alt+5) button.
33. Click the 00000 link.
Qoooo
34. Click the Look up Segment (Alt+5) button.
35. Click the 00000000 link.
Qoooooog
36. Click the Look up Fund (Alt+5) button.
37. Click the 30 link.
38. Click the Look up Function (Alt+5) button.
39. |Click in the Function fi|e|d.
40. Enter the desired information into the Function field. Enter *200".
41. Click the Look Up button.
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Step Action

42. Click the 200 link.
200

43. Upon completion, click the OK button.

Favuvntes Mavaenu > Durc@aslng > Pm:uremvent Cards » Recuvn:lle > Reconcile Statement
0 Mews Window ?He\p [q/Custumlze Page htlp J=
Reconcile Statement
Procurement Card Transactions
I’ Run Budget Validation on Save
Bank Statement
Biling
Employee Hame: I(;as[:er Card Humber Trans Date  Merchant *Status ""'f:‘ﬂ“m“ Currency
1 M Duggins,Ralph PCARD ~ ==m==emyaqQ 1201062004 ?UHHEH%UOQEH Staged - 18.50 USD
2 [T MeadowsConnie | PCARD | ==r=wy75g 1102202004 PAYMENT Staged - -144,287 04 USD
3 [T WerherRichard — PGARD  reeeesg7gn 121062004 EPEI;EES?TRAEEE Staged - 25250 USD
4 [T WerberRichard  PCARD  meeeseeg7gn 112812004 W Staged - 14836 USD
§ [ WererRichard  FOARD  =====y753 tziazone EELERRRCR [EEper  w 63.83|UsD
6 [ ‘WerberRichard  PCARD =763 1201312004 Ww Staged - 11.73UsD
7 W WetherRichard  POARD  meeemeeg7gy t1nanoos  SHESEON Staged - 27.90 USD
8 [ Jefers Ella PCARD ===y 7gs 111712004 gg’}gxmcm Staged - 100,00 USD
8 [ Jefiers Ella PCARD ~ =eeemsony7gg tin7ons  BATCRALCAR Staged - 77.27 USD
4| | o j=
&4 SelectAll o Clear All Stage Werify Walidate Budget ]
Search Purchase Details SplitLine Distribution Template
=
Dane [T T [ [ [ Trusted sites o - [How -~
Step Action
44, Click the Run Budget Validation on Save checkbox.
45. Click and drag the scroll bar down to click the Save button.
46. Click the Save button.
E save
47. You have successfully changed accounting distributions for multiple lines.
You can now move onto the Validate ChartField Status topic to learn how to
validate the ChartField status.
End of Procedure.
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Validate ChartField Status

The ChartField Status identifies whether all required ChartField values have been entered on the
Distribution page, as well as validating that the ChartField combination does not violate
combination edit rules.

Valid values include "Recycled" and "Valid." Users will view the "ChartField Status"” to confirm
that the ChartFields entered on the distribution line are valid and do not violate ChartField
combination edit rules on the Reconcile Statement - Procurement Card Transactions page.

In this scenario, Amy will validate the ChartField status by accessing the Reconcile Statement -
Procurement Card Transactions page.

To see this transaction in ARC, please click the "See It!" button on the top of your screen. To
practice this transaction, click the "Try It!" button.

Estimated time to complete topic: 5 minutes

Procedure

Welcome to the Validate ChartField Status topic where you learn how to validate the ChartField
status.

m Workist Add to Favorites

Faverites - Main Menu
Personalize Content | Layout ? Help
|Menu =) (3]

Search:

> Columbia Specific

> Purchasing

[- Procurement

> Enterprise Components

[ Warklist

[> PeopleTools

— Change My Password

[ [ @7 trustedsies U5 - [Roow -

Step Action

1. Click the Purchasing link.

[ Purchasing
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Favuvntes Mavaenu > F‘urc@aslng

Purchasing
= )
@‘@ Purchasing

Manage requisitions, purchase orders, receipts, GPO contracts, and relsted data.
Reconcile
Review, manage, or approve procurement card transactions and disputes:
[=] Reconeile Statement
= Review Disputes

Done [ [ @[ trustedsies UL v [Foow -

Step Action

2. Click the Reconcile Statement link.

|Reu:-:unu:ile Statemeri]

ARC

Favnvrite; Ma\nvMenu s Purchasing > Procurement Cards > Reconcle > Reconcile Statement

@Nemednw ? Help E/Custnmizepage hﬂp

L=

Reconcile Statement Search

Role Naime:
Employee ID: Q
Name: ‘
Card Issuer: | ﬂ
\
\
\

Card Number:

Transaction Number:

Merchant:

Sequence Number: ’—
Line Number: ’—
Billing Date: [ a
Statement Status: l—L[
Budget Status: l—L[
Chartfield Status: lﬁ
Transaction Date:
Charge Type: lﬁ
Posted Date: ]

| Search |

Done LT T [l [ Trusted sites a - [Rio0w -

Page 50




ARC™

Training Guide
Reconciling P-Card Transactions

Step Action

3. Click the Look up Employee ID (Alt+5) button.

=

4. Click the POO00000001 link.
Foooo00a00

5. Click the Statement Status list.

Reconcile Statement Search

Favuvntes Mavaenu > F‘urc@aslng 3 Pm:uremvent Cards » Recuvn:lle » Reconcile Statement

Role Name: I ﬂ
Employee ID: FOO0000000T
Name: ‘Amy‘Marlm

Card Issuer: | j

Card Number:

\
Transaction Number: ‘
\

Merchant:
Sequence Number:
Line Number:
Billing Date:
Statement Status:
Budget Status:
Chartfield Status:
Transaction Date:
Charge Type:

Posted Date:

Search

ENewwindow P Help  [# Customize Page htlp

[T [ mrstedsites UL v [ -

Step Action

6. Click the Staged list item.
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ARC™

Favuvntes Mavaenu > F‘urc@aslng 3 Pm:uremvent Cards » Recuvn:lle » Reconcile Statement

Reconcile Statement Search

E Newwindow P Help [# Customize Page htlp

Role Name: I ﬂ
Employee ID: [PoconODDD0T @

Name: ‘Amy‘Marlm Q
Card Issuer: | j

Card Number:

Merchant:
Sequence Number:

Line Number:

\
Transaction Number: ‘
\

[ [ @[ trustedsies [Fh = [Famw -
Step Action
7. Click the Search button.
Search

8. Users will view the ChartField Status to confirm that the ChartFields entered on
the distribution line are valid and do not violate ChartField combination edit rules.
Valid values include:
1. Valid - Indicates that the appropriate ChartField values are completed.
2. Recycled - Indicates that the ChartField values did not pass the validation
process.

9. You have successfully validated the ChartField status.

You can now move onto the Validate Budget Status topic where you will validate
the budget status.
End of Procedure.
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Validate Budget Status

Reconcilers and Approvers are required to run the budget validation process. When initiated, the
process validates that a budget row exists for the ChartField combinations associated with the P-
Card transaction. This process checks for an existing budget row, but does not check for a
budgetary amount. It has no budgetary impact nor does it validate remaining budget balances.

Possible values include "Not Checked," "Error," and "Valid."

There are two ways to perform budget validation against transactions on the Reconcile Statement
- Procurement Card page. The options are:

1. Run Budget Validation on Save - Click the checkbox to validate the budget for all reconciled
transactions at one time upon save.

2. Validate Budget - Click the "Validate Budget" button* to validate the budget for each
transaction that has been selected.

*Note: This button can still be clicked for specific transactions even if the "Run Budget
Validation on Save" checkbox is selected.

The following diagram illustrates the P-Card Budget Status Validation process:

P-Card Budget Validation

ARC ARC

Transaction

h 4

¥ Transaction Budget Status
A Passes Budget Updated to
\J Validation “alid’
Run Budget
Validation ARC ARC
1 Transaction Fails > Update
Budget Transaction
Validation ChartField

In this scenario, Amy will validate the budget by accessing the Reconcile Statement -
Procurement Card Transactions page.

To see this transaction in ARC, please click the "See It!" button on the top of your screen. To
practice this transaction, click the "Try It!" button.

Estimated time to complete topic: 5 minutes
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Procedure

Welcome to the Validate Budget Status topic where you learn how to validate the Budget status.

ARC™

Favgrites - Main Menu

Pergonalize Content | Layout
‘Menu =l

Search:
@

> Columbia Specific

> Purchasing

[- 8Procurement

> Enterprise Components
[ Warklist

> PeopleTools

— Change My Passwaord

Done [ [ @[ trustedsies V- [Raow - )

Step Action

1. Click the Purchasing link.

2. Click the Reconcile Statement link.
|Reu:-:unu:ile Statement]
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Favuvrltgs MalnvMenu > Durc@aslﬂg > Pm:uremvent Cards > Recuvnclle > Recondle Statement

Home | Workdist | AdeltoFaverites | Signout

@ NewWindow 7 Help [ Customize Page htlp
Reconcile Statement Search

Role Name: R
Employee ID: Q
Name: Q

Card Number:

Transaction Number:

\
Card Issuer: I ﬂ
\
\
\

Merchant:

Sequence Number:

Line Humber:

Billing Date: Q
Statement Status: :I'
Budget Status: :I'
Chartfield Status: :I'
Transaction Date:

Charge Type: :I'
Posted Date:

Search

Done [ [ @7 trustedsies UL v [ -

Training Guide
Reconciling P-Card Transactions

Step

Action

Click the Look up Employee ID (Alt+5) button.

=

Click the POO00000001 link.
Fooooooooay

Click the Statement Status list.

|

Click the Staged list item.

Click the Search button.
Search |

The Budget Status field indicates the status for existing budget rows for the
ChartField combinations.

The valid values include:
1. Not Chk'd (Not Checked)

2. Error
3. Valid
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Step

Action

9.

Budget Validation must be run to validate the existing budget rows for the
ChartField combinations associated with the P-Card.

This process, however, has no budgetary impact nor does it validate remaining
budget balances.

10.

There are two ways to perform budget validation against transactions.
The options are:

1. Run Budget Validation on Save - Click the checkbox to validate the budget for
all reconciled transaction at one time upon save.

2. Validate Budget - Click the "Validate Budget" button™* to validate the budget for
each transaction that has been selected.

*Note: This button can still be clicked for specific transactions even if the "Run
Budget Validation on Save" check box is selected.

11.

In this scenario, Amy will validate all reconciled transactions at the same time.

Click the Run Budget Validation on Save option.

12.

Click the Save button.

13.

The Budget Status is now "Valid" for all transactions.

14.

You have successfully validated the Budget status.

You can now move onto the Verify Reconciled Transactions topic where you will
verify reconciled P-Card transactions.
End of Procedure.
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Verify Reconciled Transactions

Once a user has reconciled the P-Card transaction and allocated the charges appropriately, the
transaction will be placed in "Verified" status, indicating that the transaction is ready for
approval. Reconciled transactions can be updated to "Verified" for single and/or multiple
transactions at a given time.

The following diagram illustrates when the P-Card Reconciler places the transaction in a
"Verified" status.

=] P am i
ARE ARC & &
File Transactions
Loaded ta
> 2| f—>{ -
Bank of America Reconciliation P-Card Transactions
. o Statement Page in P-Card Transactions Flagged as ‘In Dispute’
Cardholder Uses P- Nightly File , - >
card Received,Processed ‘Staged’ Status — Reviewed/Reconciled and Comments
Ready ta be by P-Card Users. Documented, As
Reconciled Needed
am = -
b 3 ARC ARC
\j o
P
—— {—>1{ Approved Transactions [—3>{ Approved Vouchers
Reconciled P-Card Approvers Approve or Automatically Built Budget Checked,
Transactions Placed in Place Transactions into Appraved Posted, and lournal
Verified” Status & Back to 'Staged’ Status Vouchers During Generated to General
Ready for Approval — Comments Inserted Nightly Batch Ledger
for P-Card Reconciler Processing
for Any Required
Action

In this scenario, Amy has reconciled a P-Card transaction and will place it in "Verified" status
using the Reconcile Statement - Procurement Card Transactions page.

To see this transaction in ARC, please click the "See It!" button on the top of your screen. To
practice this transaction, click the "Try It!" button.

Estimated time to complete topic: 5 minutes

Procedure

Welcome to the Verify Reconciled Transactions topic where you learn how to verify P-Card
transactions.
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ARC™

Favegrites - Main Menu

Fersonalize Content | Layout

Menu 1= (]
Search:

> Columbia Specific

> Purchasing

[- Procurement

> Enterprise Components

[ Warklist

[ PeopleTools

— Change My Password

Dare

? Help

|

[ [ [ [ Trusted sites

Fp v [Ri0% -

Step Action

1. Click the Purchasing link.
[ Purchasing

ARC

Favnvrite; Ma\nvMenu +  Purchasing

Purchasing
=1
&@ Purchasing

Manage requistions, purchase ordsrs, receipts, GPO cortracts, and relsted data
Reconcile
Review, manage, or approve procurement card transections and disputes
=] Reconcile Statement
=] Review Disputes

Done

Home

| [ [ Trusted sites

v [ mw -
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Step Action

2. Click the Reconcile Statement link.

|Reu:-:unu:ile Statemeri]

ARC

Favnvrite; Ma\nvMenu s Purchasing > Procurement Cards > Reconcle > Reconcile Statement

@Nemednw ? Help L/Custnmizepage hﬂp

Reconcile Statement Search

Role Name: I
Employee ID: Q
Name: a

Card Number:

\
Card Issuer: | ﬂ
\
Transaction Number: ‘

\

Merchant:

Sequence Number:

Line Number:

Billing Date: Q

Statement Status: i
Budget Status: hal
Chartfield Status: i

Transaction Date:
Charge Type: j'
Posted Date: ]
Search
Done LT T [l [ Trusted sites [7a ~ [®am0w ~

Step Action

3. Click the Look up Employee ID (Alt+5) button.

&

4. Click the PO0O00000001 link.
FOoooagoand

5. Click the Statement Status list.

[ =
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Favuvntes Mavaenu > F‘urc@aslng 3 Pm:uremvent Cards » Recuvn:lle » Reconcile Statement
ENewwindow P Help [ Customize Page B nitp

L=

Reconcile Statement Search

Role Name: I ﬂ
Employee ID: [PoconODDD0T @

Name: ‘Amy‘Marlm Q
Card Issuer: | j

Card Number:

\
Transaction Number: ‘
Merchant: ‘
Sequence Number:
Line Number:
Billing Date:
Statement Status:
Budget Status:
Chartfield Status:
Transaction Date:
Charge Type:
Posted Date:

| Search |

[ [ @[ trustedsies [Fa - [Hmow ~

Step

Action

Click the Staged list item.

Staged

ARC

Favnvrite; Ma\nvMenu s Purchasing > Procurement Cards > Reconcle > Reconcile Statement
@Nemednw ? Help E/Custnmizepage hﬂp

L=

Reconcile Statement Search

Role Natne: [ =]
Employee ID: ’WQ

Name: [army Marlin Q
Card Issuer: [ =l

Card Number:

\
Transaction Number: ‘
Merchant: ‘
Sequence Number:
Line Number:
Billing Date:
Statement Status:
Budget Status:
Chartfield Status:
Transaction Date:

Charge Type:

Posted Date:

| Search |

[T T[T [l Trustedstes [~ oo -
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Step

Action

Click the Search button.
Search

transaction is ready for approval.

transactions at a given time.

In this scenario, Amy will place three (3) transactions in 'Verified' status.

Once a user has reconciled the P-Card transaction and allocated the charges
appropriately, the transaction will be placed in 'Verified" status, indicating that the

Reconciled transactions can be updated to 'Verified' for single and/or multiple

Favuvntes Mavaenu > F‘urc@aslng 3 Pm:uremvent Cards » Recuvn:lle » Reconcile Statement

FNewwindow P Help  [# Customize Page htlp

Reconcile Statement

Procurement Card Transactions

Empl ID:

Card Humber:
™ Run Budget Validation on Save
Bank Statement

Name:
Card Provider:

PoOooOOooOO1
4768

Ay, Marlin
FCARD

et 11 1.30F3 O Lact

Biling

N Transacti Budget  Chartfield L
TransDate  Merchant Status "':\’r:m::: Currency S:ﬂgs sm‘:us'e Redistrib Vou
1 & 11172004 w Staged - 4685 USD B & 5 vald Valid e Mo
2 ™ 117zazong Ww Staged - 105.34 USD B B vana valig ves o
3 [ 11162004 FLYING JCFJ Staged - 14,56 USD B B vaid Valid Yes o
4 | o
E Select All D Clear All Stage werify Walidate Budget
Search Purchase Details SplitLine Distribution Template
B save | [Z] Notity | |7 Refresh |
Done [ [ @7 trustedsies UL v [Foow -
Step Action
9. Click the Status dropdown button to activate the menu.
|| Staned il ||
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Home Sign out
Favgrites  Main Menu > F‘urc@aslng b3 Pm:uremvent Cards > Recuvn:lle > Reconcile Statement
E Newwindow P Help & Customize Page htlp
Recencile Statement
Procurement Card Transactions
Empl ID: POOOOOOOOON Name: Ay blarlin
Card Number: 4768 Card Provider: FCARD
™ Run Budget Validation on Save
Bank Staternent
(518  Biling
b Transaction Budget Chartfield -
Trans Date Merchant Status Amount Currency Status Status Redistrib Vo
1 [ 1172004 % Staged - 46,85 USD = valid Valid Yes Mo
2 T 11z3004 Ww 10534 USD By O 5 valia valid Yes o
3 T 11162004 ELYING JICFJ Staged B 44,56 USD Walid Walid Yes Mo
4| | »
™ setectan O gearan | Stage I verify J [ Validate Budget J
Search Purchase Details SplitLine Distribution Template
/& save | [Z] Motity | |7 Retresh |
Done [T [ Trusted sites [Fh = [Flmw -

Step

Action

10.

Click the Verified list item.
[verified |

Home
Favnvrite; Ma\nvMenu s Purchasing > Procurement Cards > Reconcle > Reconcile Statement

Reconcile Statement

@Nemednw ? Help [—fcusmmizepage hﬂp

L=

Procurement Card Transactions

Empl ID: FOOO0OO0001 Name: Ay Marlin
Card Number: TS Card Provider: FCARD
I Run Budget Validation on Save
Bank Statement First 1 1.30F3 L
{ Biling
I Transaction Budget  Chartfield .
Trans Date  Merchant Status Amount SUITENEY Fere Femn Redistrib Vo
1 M 111772004 E‘ESTZ& 48,85 USD Walid Walid Yes Mo
2 [T A1rzarn0d Ww Staged - 105,34 USD % valid Valid Yes Mo
3 [ 1116/2004 FLYIMG JICF.1 Staged = 44 56 USD 5 % Valid Walid Yes Mo
4| | »
Select All IO cigaran | Stage II Werify | | walidate Budget |
Search Purchase Details SplitLine Distribution Template
B save [Z] Mtity | Refresh
Done LT T [l [ Trusted sites a v [Rio0w -
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Step Action

11. Click the Status dropdown button to activate the menu.

|| Staged

|

ARC™

Favuvntes Mavaenu »> Purchasing > Procurement Cards > Reconcile

Reconcile Statement

& Mew Window 7 Help

Efcustumlze Page http

L=

Card Number:

Biling

Procurement Card Transactions
Empl ID: POO00DO00DT

4768

™ Run Budget Validation on Save
Bank Statement

Trans Date
1 1101752004

2 [T 1172372004

Merchant

HERTZ REWT-A-
CAR

OFFICE DEPOT
#2308

Budget Chartfield

Status Status
G R valid Valid Yes
O 5 vana vali Yo
2 5 valid walid Yes

3 T 11162004 ELYING JICFJ
4
] SelectAll ] Clear All
Search Purchase Details

B save | [Z] Motity | | Retresh |

Walidate Budget

Redistrib

Dare

[ [ [ [ Trusted sites

Fa - [Ri0% -

Step Action

12. Click the Verified list item.

[verified
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Favuvntes Mavaenu > F‘urc@aslng 3 Pm:uremvent Cards » Recuvn:lle » Reconcile Statement
E Newwindow P Help & Customize Page htlp
Recencile Statement
Procurement Card Transactions
Empl ID: POOOOOOOOON Name: Ay blarlin
Card Number: 4768 Card Provider: FCARD
™ Run Budget Validation on Save
Bank Staternent
Billing
N Transaction Budget Chartfield et
Trans Date Merchant Status Amount Currency Status Status Redistrib Vou
1 [ 11172004 % weriied - 4B.85 USD B @ | valid Valid Yes Mo
2 [ 11232004 Ww Vered - 105.34 USD B & B vaia alld Yes Mo
3 T 11162004 ELYING JICFS Staged ~ 44,56 USD B & alid alid Yes No
4 | o
# selectan O cearan I Stage II erify | | walidate Budget |
Search Purchase Details SplitLine Distribution Template
/& save | [Z] Motity | |7 Retresh |
Done [T [ Trusted sites UL v [Foow -

Step Action

13. Click the Staged dropdown button to activate the menu.
|| Staged

Favuvntes Mavaenu > Durc@aslng > Pm:uremvent Cards » Recuvn:lle > Reconcile Statement
E e window  ? Help & Customize Page B nitp
Reconcile Statement
Procurement Card Transactions
Empl ID: POOOOOOOOON Name: Ay blarlin
Card Number: 4768 Card Provider: FCARD
™ Run Budget Validation on Save
Billing
N Transaction Budget Chartfield et
Trans Date Merchant Status Amount Currency Status Status Redistrib Vou
1 [ 11172004 w weriied - 4B.85 USD B @ | valid Valid Yes Mo
2 T 110232004 Ww verfed - 105,34 USD B B [vana Valld ves Mo
3 [ 1116/2004 ELYING JICFJ Staged B 44,56 USD Walid Walid Yes Mo
1 | o
™ setectan O gearan I verify J [ Validate Budget J
Search Purchase Details SplitLine Distribution Template
B save | [=] Motity | [ Retresh |
[ [ @[ trustedsies U5 - [ -
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Step Action
14. Click the Verified list item.
[verified |

Favnvrite; Ma\nvMenu s Purchasing > Procurement Cards > Reconcle > Reconcile Statement

@Nemednw ? Help L/Custnmizepage hﬂp

Reconcile Statement
Procurement Card Transactions

Empl ID: FOOO0OO0001 Name: Ay Marlin
Card Number: TS Card Provider: FCARD
I Run Budget Validation on Save

Bank Statement Customize | Find B 45 o B 303 L Last
Transaction  [EL0L]

I Transaction Budget  Chartfield .
Trans Date Merchant Status — Currency et atus letatus Redistrib Vou
1 W 11172004 W werified ~ 46,85 USD B @ B vaid alid Yes No
2 [T A1rzarn0d Ww werified - 105,34 USD By O [ valid Valid Yes Mo
3 [ 11062004  FLYING JCFJ Jerie 44 56 USD B O & vald Valid Yos Mo
Ll | i
Selact All ] Clear All Stage Werify I Walidate Budget
Search Purchase Details SplitLine Distribution Template
B save | =] Motify | | Refresh
LT [T T [ [ Trusted sites a v [Rio0w -

Step

Action

15.

Click the Save button.

16.

You have successfully verified reconciled transactions.

learn how to dispute P-Card transactions.
End of Procedure.

You can now move onto the Disputing P-Card Transactions lesson where you will
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ARCT™

Disputing P-Card Transactions

This is the Disputing P-Card Transactions lesson of the Reconciling P-Card Transactions course.
Upon completion of this lesson, you will be able to:

e Track and resolve disputed P-Card charges
The reasons to dispute a transaction with a merchant are:

1. If a merchant has charged you the incorrect amount or charged you in error
2. If a P-Card has been compromised

The user is responsible for contacting the Merchant to dispute the transaction and to obtain a
credit (if applicable). If needed, the user may also contact Bank of America and request assistance
in disputing the transaction (Please review the P-Card Policies and Procedures for additional
information by clicking here (http://procurement.columbia.edu/purchasing/pcardPolicy.html).).
Disputing an item in ARC does not prevent the Merchant from receiving payment.

The following diagram illustrates when P-Card transactions are flagged as 'In Dispute":

Reconciled P-Card
Transactions Placed in
“Verified” Status &
Ready for Approval

Approvers Approve or
Place Transactions
Back to ‘Staged’ Status
— Comments Inserted
for P-Card Reconciler
for Any Required
Action

Automatically Built
into Approved
Vouchers During
Nightly Batch
Processing

Budget Checked,
Posted, and Journal
Generated to General
Ledger

Estimated time to complete lesson: 10 minutes
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