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ARC™

P-Card Maintenance

Training Guide
P-Card Maintenance

This is the P-Card Maintenance course within the Accounts Payable curriculum. If you need a
reminder on how to navigate through this course using ARC's Web Based System Training Tool,
click here for a quick reference guide.

P-Card
Maintenance

2 hours

1. P-Card
Maintenance
Overview
30 minutes

[ 2.Managing and

Maintaining P-
] Card User
N Information
3. Reviewing \___#5minutes )

Access Rights and | |
Assigning Proxies

20 minutes 4. Loading P-Card
| | Transactions and

—_— Resolving Errors

20 minutes
5. P-Card
Reporting in ARC [
20 minutes (—\

— 4. Knowledge

— Assessment
10 minutes

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

= Describe the end-to-end P-Card maintenance process
in ARC and identify key process changes

= Identify the roles involved in the new P-Card
maintenance processes and understand the key
activities performed by each of these roles

* Understand new key terms

+ Understand the integration between ARC and Bank of
America

= Maintain Cardholder Profile data and defaults
= Assign P-Card roles to users

* Review and correct staging errors

= Understand the ARC Reporting inventory to support P-

Card review and reconciliation

~—
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P-Card Maintenance Overview

In ARC, the P-Card Administrator will be responsible for creating and maintaining cardholder
profile information, assigning proxy users to cardholder profiles, and resolving any errors
resulting from loading the nightly P-Card reconciliation file sent to ARC from Bank of America.

The P-Card Administrator is responsible for the following maintenance activities:
e Resolving the reconciliation file errors from Bank of America
e Managing and maintaining P-Card user information
o Auditing transactions for the month-end close process
Benefits of the new P-Card processing system include:
e Utilizing a single system to reconcile and approve P-Card transactions
e Ability to obtain increased visibility into P-Card spend

e Integrate with the expanded PeopleSoft Financials Chart of Accounts

Estimated time to complete lesson: 10 minutes
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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 P-Card Maintenance course.

This is Amy. She works in the Psychology Departmentand is a
m P-Card Reconciler responsible for:

- - own P-Card wellas the P-
Card transactions for several other P-Cardholders in her
department because she is assigned as a proxy

\I Reconciling‘Staged' transactions

g P-Card i to the ChartField

coding

transactions in dispute
Updating reconciled transactions to ‘Verified' status

Note: The P-Card Reconciler in most cases will be the P-Card
cardholder

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

‘Verified' for policy

* Updating ‘Verified" { to ‘App!  status as

. g ‘Verified' by placing the back to
| ‘Staged' status along with documenting commentsto the P-Card
] Reconciler providing detail regarding why the transaction was not
approved
4 * Approving P-Card for all P-Card in her
» department because she is assigned as a proxy
A AN This is Sean. He also works in the Psychology Departmentand is a
P-Card Reviewer responsible for.
. P-Card

Being assigned as a proxy to a P-Card designating that he has the
authority to review the P-Card transactions, however, he will not
have the ability to take any actions against the P-Card.

Reviewing P-Card transactions for his P-Card because he is
assigned as a proxy

Note: A cardholder will likely be assigned as a P-Card Reviewer
proxy in the case where another user will be reconciling P-Card
transactions on behalf of the cardholder.

This is Michelle. She works in Central Procurementand is a P-
Card Administrator. She is responsible for:
. and

+ Assigning proxy users for P-Cards
Resolving any errors that result from the nightly P-Card
reconciliation file received from Bank of America

Force reconciling transactions at the end of the billing cycle
that have not been reconciled or approved
Administering the P-Card program

profile
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P-Card Proxy Roles

Each Cardholder Profile 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
own P-Card or others
+ Can add comments and/or attachments to transactions

Approver + Has the authority to 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

Administrator + Has the authority to manage P-Card transactions for a P-
Card. This will mainly be utilized to force reconcile P-Card
transactions that have not been reconciled/approved by the
close of the monthly billing cycle.

Note: A P-Card Administrator will be assigned as a Proxy to every Cardholder profile.

Page 6



m Training Guide
P-Card Maintenance

Reconciling P-Card Transactions Overview

Based on assigned roles in ARC, a P-Card Reconciler and 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 for the previous day.

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 i‘ ARC &: é:

File Transactions

< ? > Loaded to ?| p-card Transactions P-Card Transactions
Bankof America Correct Any Load i i Flagged as ‘In Dispute’
Codhatie: ow Mahtiy i Errors Statement Page In by P-Card Users and Comments

card Received/Processed “Staged” Status - Documented, As
Ready to be Needed
Reconciled

é: % i‘! “ARC | | ARG |

> Approved Transactions Approved Vouchers.

Reconciled P-Card Approvers Approve or — " Automatically Built Budget Checked,
ions Placed i Place i ransactions Swept by into Approved Posted, and Journal
- Ve Durii ]

“Verified” Status & Back to ‘Staged’ Status Monthly .

Ready for Approval ~ Comments Inserted Nightly Batch Ledger
for P-Card Reconciler Processing

for Any Required

Estimated time to complete lesson: 45 minutes
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Bank of America Integration with ARC

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

>
> n
2 \orks
1. P-Card office sends active users, 2. Bank of America issues P- 3. Cardholders use P-Card for
transaction limits, and allowable Cards to active users University-authorized purchases
category codes to Bank of America
L — 4/ hakiheie? —— ARC
N
/ P> »
S 27 Works
4. Vendors charge Bank of America 5. Nightly File Transmission of P- 6. 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 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.
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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

Receipts are provided

ChartFields used are appropriate. The ARC P-Card module does not route P-Card
transactions through Workflow to approvers based on department/ChartField coding.
Thus, P-Card transactions that are allocated to a foreign department will not be routed for
approval by the foreign department.
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What's Changing?

« Single system for processing and
reconciling P-Card transactions

+ Separate system for processing P-
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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Managing and Maintaining P-Card User Information

This is the Managing and Maintaining P-Card User Information lesson of the P-Card
Maintenance course. Upon completion of this lesson, you will be able to:

e Maintain Cardholder profile information and defaults
e Assign P-Card roles to users

Estimated time to complete lesson: 45 minutes
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Enter Cardholder Data

Columbia University will send a file to Works to establish new cardholders. Once a card has been
established, the P-Card will be sent to the Central AP P-Card team. The P-Card team will
communicate with the user to take the required training prior to distributing the card to the
cardholder.

P-Card Administrators will have the ability to review employee information in ARC that is
maintained in the Personal Data table that is synced from HR PAC to ARC. They will associate
cardholder information to employees established in the Personal Data table.

In this scenario, Michelle will enter the cardholder's business unit, card issuer, card number, card
expiration date, and card type.

Estimated time to complete topic: 10 minutes
Procedure

Welcome to the Enter Cardholder Data topic where you will learn how to enter cardholder
information such as card issuer, card number, and card expiration date.

Winrklist Add to Favorites

Favorites — Main Maru
Personalize Content | Layout 7 Help
‘Menu ==X

®

I Golurnbia Specific

[> Purchasing

[> eProcurement

> Enterprise Components
[ Worklist

> PeopleTools

— Change My Password

=

[T T T e | mrustedsies [~ (R -

Step Action

1. Click the Purchasing link.

[ Purchasing
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Favorites : Main Menu > Purchasing
Purchasing
=l .
@@ Purchasing
Marege requistions, purchass orders, receipts, GPO contracts, and relted data

= Review Bank Staternent Reconcile ﬁ Process Statements
Wiew statement summaries by credit card vendor, hiling Review, Manage, O Spprove procuremsnt card Reconcile inbound procurement card dats; stage vouchers
clat, or status transactions and dizputes for approved statements.

= Reconcile Statement =] Load ProCard Stace
= Review Disputes = Load Statemert
= Correct Errors
2Mare..
Renorts ﬁ] Security Defini
Generate reports for procurement card summary and Define roles, access rights, proxiss and SpescCharts for Define procurement card setup data such as card profiles
exception reporting. procurement cards and card-issuing banks
=] Accourt Summary. =l Reister Roles [ Cardholder Profile:
=] Carcholder Information = Assion Access Rishts =] Preferred Vendors
=] Expected! Credts = Assion Proxies =] UOM Maings
7 More =l Assign SpeedCharts
Done [T T [ [ rusted sites [Fa = [®aew « )

Step Action

2. Click the Cardholder Profile link.

Cardholder Profile

ARC™

Favgrites - Main Menu > Purch'as\mg 3 F‘rucuremventcards > Deﬁrﬁtlums > Cardholder Profile

Home

E ewwindow P Help Bl hitp

=

Cardhelder Prefile

Enter any information you have and click Search. Leave fields blank for a list of all values

Limit the number of results to (up to 300;, ,3?
Employee ID:[beginz with 7] |
Name: |hegins W\lhj‘
Last Name: |hegmswwlhj‘

™ Case Sensitive

Search Clear  |pasic Search [ Save Search Criteria

4 | »

Done [ [ [ [ [ [f [ Trusedsies o~ [Fiom -
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Step Action

3. Click the Name dropdown button to activate the menu.

Favnvmtas i MainvMEnu » Purchasing > Procurement Cards > Definitions > Cardholder Profile
Erewwindow P Help B nitp

Cardholder Profile

Enter any information you have and click Search. Leave fields blank for a list of all values.

Litnit the number of results to (up to 300y (200

Employee ID:|hegins W\lhj‘

Name: |hegms W\Ihj‘

Last Name:

contains

I~ case Sen{=

- search |* c Search [E] Save Search Criteria
4 | 3
Done | T T [ mrusted sites 5 - [Hw -

Step Action

4, Click the contains list item.

contains ‘
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Favnvr\tes'MalnvMenu > Purchasing > Procurement Cards > Definitions > Cardhalder Profile [2]

A newwindow 7 Help B nip

neen

Cardholder Profile

Enter any information you have and click Search. Leave fields blank for a list of all values.

Limitthe number of results to (up 1o 3003 [200 |
Employee ID:|hegins W\lhj‘

Name: 3

Last Hame: [bedins with 7]
I” Case Sensitive

[ gearch || Glear |Basic Search [ Save Search Criteria

| 3
[T T [ mrustedsites |45 - [ #1005

Action

Enter the desired information (first or last name) into the Name field.
Enter "Marlin".

Favarites | MainMend > Purchasing > Procurement Cards > Definitions > Cardholder Profie [5]

Cardhelder Prefile

Enter any information you have and click Search. Leave fields blank for a list of all values

Limit the number of results to (up to 300;, ,3?
Employee ID:|hEgms W\Ihj‘

Name: |tnntams j‘Mar\in|

Last Name: |hegmswwlhj‘

™ Case Sensitive

Search |

E ewwindow P Help B hitp

=

Clear | Basic Gearch [E) Save Search Criteria

| »
[ [ [ [ [ [ rusedsees

7 - [Hio0w -

Page 16




ARC™

Training Guide
P-Card Maintenance

Action

Click the Search button.

FavnvmtasEMainvMEnu > Purchasing > Procuremnent Cards > Definitions > Cardholder Profile [o

Cardholder Profile

Enter any information you have and click Search. Leave fields blank for a list of all values.

A Newwindow P Help B hip

niEn

Limitthe number of results to fup to 3003 [300 |
Employee ID:|hegins W\lhj‘

j‘Mamn

Last Hame: [Leains with =]

I” Case Sensitive

Name: |nnmams

Search Clear  |Basic Search [F) Save Search Criteria

Search Results

Miew All First [4] 1-16 0718 [B] Last
Employee ID  Hame Last Hame
057160 Bruce,Stuart Marlin BRUCE
032032 ChappellMarlin R CHAPPELL
10165979 DowneyMarlin K DOWNEY
136207 Karr Marlin D KARR
10056093 Kimball Marlin C KIMBALL
10017544 Marlin JLEIMer P MARLIN JR
POO0000000T MarlinAmy MARLIM
028841 Mcdougall Marlin R MCDOUGALL
038903 MecaregarJrMarlin F MCGREGOR
159784 Dlelsan,Warlin B NELEQN
10138037 Santiagn,Marlin SANTIAGO
054972 Srnith,Marlin O SMITH
10059075 Temple,John Marlin TEMPLE
009575 Weber Marlin R WEBER
10051747 Wihite, Marlin WHITE
10144860 welon JrMarlin B YELTOM

| 3

L

[ |7 Trusted stes

Fa (R -

Step Action

7. Click the Marlin,Amy link.
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Favnvr\tes i MalnvMenu > Purchasing > Procurement Cards > Definitions > Cardhalder Profile [2]
[_E’NEWW\TMDW “? Help E,»/Cuamm\ze Page hrlp
Card Data
Name: Marlin,Amy
Employee ID: Poooooonoot
Personnel Status: Employee
Telephone:
Home Address Mailing Address
Country: UBA Uniled States Usa
3280 Broadway
Address 1: 3280 Broadway
Address 2:
Address 3
Mew Yok
city: Mews York Wy 10027
County: Postal: 10027
State: MY e York
B save | | RetuntoSearch | [+3 PreviousinList | 45 MextinList | [ Natity |
Personal Data | Card Data
4 3
Done | T T [ [ usted sites [Fa = [®ae «

Step Action

and home address.

Note: This is a display-only page.

The Personal Data page displays cardholder information such as personnel status
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[_E’NEWW\TMDW “? Help E,»/Cuamm\ze Page hrlp
Name: Marlin,Amy
Employee ID: POOO0000001
Personnel Status: Employee
Telephone:
Country: UBA Uniled States Usa
3280 Broadway
Address 1: 3280 Broadway
Address 2:
Address 3
Mew Yok
city: Mew ork W 10027
County: Postal: 10027
State: MY e York
B save | | RetuntoSearch | [+3 PreviousinList | 45 MextinList | [ Natity |
Personal Data | Card Data
4 | 3
Done | T T [ [ usted sites [Fa = [®ae <
Step Action
9. To scroll through the list of names that display in the search criteria, click the Next

in List or Previous in List button.

Click the Next in List button.
:+|§| Mext in List
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Favnvr\tes i MalnvMenu > Purchasing > Procurement Cards > Definitions > Cardhalder Profile [2]
= (e
) . @NEWWmdnw “? Help Efcuamm\ze Page hrlp
Card Data
Name: Medougall Marlin R
Employee ID: 1nozge41
Personnel Status: Employee
Telephone:
Home Address Mal Address
Country: UBA United States
Address 1: 321 Russell Ave
Address 2:
Address 3
City: Edyewater
County: Postal: 07020-3124
State: ] New Jersey
| save | [{£4 RetuntoSsarch | [+ PreviousinList | 4 MextinLst | [Z] oty |
Personal Data | Card Data
4 | 3
Done | T T [ [ usted sites [Fa = [®ae «

Step Action

10. Click the Previous in List button.
ITEI Previous in List ||

Favnvmtas H MainvMEnu > Purchasing > Procurement Cards > Definitions > Cardholder Profile [2
@Nemednw ? Help E{Custnm\ze Page htm
Card Data
Name: Marlin,Amy
Employee ID: Poooooonoot
Personnel Status: Employee
Telephone:
Home Address Mailing Address
Country: USA Unitad States Usa
3280 Broadway
Address 1: 3280 Broadway
Address 2:
Address 3:
Mew Yok
city: Mews York Wy 10027
County: Postal: 10027
State: MY e York
| save | [£4 RetuntoSearch | 4[] PreviousinList | 4 MextinList | |[=] hotity |
Personal Data | Card Data
4 | 3
Done | T T [ [ mrusted sites 5 - [Hmw -
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Step

Action

11.

To enter cardholder data such as card issuer, card number, and set the credit limits
for that card, click the Card Data tab.

izard Data

Favnvr\tes’MainvMenu > Purchasing > Procurement Cards > Definitions > Cardhalder Profile 2]
[_E’Nemednw ? Help E{Custnm\ze?age htm

Persanal Data Card Data

Marlin,Amy

[ Display Unmasked Card Number

T

0 Addoitionsal Information | Crect Limts || Transaction Limts

*Business Unit *Cardlssuer *Card Humber *Expiry Date Card Type Date Issued

\ a | a | [ B | H | B EE

B save | & Returnto Search | 1E) PreviousinList | [+E MextinList | 5] Netity |

Personal Data | Card Data

1 | 2

pone | T T [ [ rusted sites [“a = [®ao0w <

Step

Action

12.

The Credit Card tab requires the following to be entered:

1. Business Unit
2. Card Issuer
3. Card Number
4. Expiry Date
5. Card Type

6. Date Issued
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@NEWWmdnw “? Help E]gcuamm\ze Page ,@mhnp
|
Marlin,Amy
I Display Unmasked Card Number
Additional Information | Credt Lints [ Transaction Limts
*Business Unit *Card Issuer *Card Humber *Expiry Date Card Type Date Issued
\ | [a | | & | El &
B save [a Returnto Sesmh] [rEl Previous in um] [¢E| Mestt us1] [E Metity ]
Personal Data | Card Data
4 | 3
Done | T T [ mustedsites [ - [ -

Step
13.

Action

Click the Look up Business Unit (Alt+5) button.

|pars

Favorites | MainMend > Purchasing > Procurement Cards > Definitions > Cardholder Profie [5]

Look Up

Look Up Business Unit

Business Unit:[ begins with ﬁl
Description: I begins with ﬁl

~LookUp || Clear | Cancel Basic Lookup

Search Results

Description
Columbia Uniersity)

Home |

[ [T [ [ [ usedsees [¥5 ~ [#100%
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Step Action

14, Click the COLUM link.
O L

Favarites | MainMend > Purchasing > Procurement Cards > Definitions > Cardholder Profie [5]
ENewwindow  ? Help  [E Customize Page hrlp
Personal Data Card Data
Marlin,Amy
™ Display Unmasked Card Number
Card Data cu Find | B irst K 4 or4 X (oot
Additional Information | Credit Limts | Transaction Limits
“Business Unit *Card Issuer *Card Humber *Expiry Date Card Type Date lssued
oL @ | a | [ | =l [oenezmz [H =
[& save &L RetuntoSearch |t PreviousinList 4 MextinList | =] wotify
Personal Data | Card Data
. | i
[ [ T [ [ [ trusedsees V5 ~ [Foms -

Step Action

15. Click the Look up Card Issuer (Alt+5) button.

=
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Favnvr\tes'MalnvMenu » Purchasing > Procurement Cards > Definitions > Cardholder Profile

Look Up

Look Up Card Issuer

SetiD:
Card Issuer: I_h_t_agir!_s_ with

Search Results

»
| | T T [ mrustedsites RIS |

Step

Action

16.

Click the PCARD link.
FCARD

Home

Favarites | MainMend > Purchasing > Procurement Cards > Definitions > Cardholder Profie [5]

ENewwindow  ? Help  [F Customize Page B hitp

niEn

Personal Data 3

Personal Data | Card Data

Marlin,Amy

™ Display Unmasked Card Number
Card Data
-

Adftional Information | Crecit Limts | Transaction Limits

*Business Unit *Card Issuer *Card Humber Card Type Date Issued
lcoLum @ PcarD a | Il B =l [pensemz H R

[ Save |2\ RetumtoSearch | 1[5 Previousinlist | 4] NextinList | (=] Natity |

| »

[T T [ [ T gl musedanss [% - [Rooe - 4
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Step

Action

17.

Click in the Card Number field.

Favarites | Main Menu > Purcrlasmg > Prncuremventcards > Deﬁnvitioms > Carcholder Profile 5]

Elewwindow 7 Help [ Gustomize Page B it

Persanal Data Card Data

Marlin,Amy

™ Display Unmasked Card Number

Card Data ind
Additional Information || Credi Limits | Transaction Limits:

First K1 or1 O oot

*Buginess Unit *Card lssuer *Card Humber *Expiry Date Card Type Date Issued

lcoLum @, FCaRD a | [ E =l penszmz H R E

B save | |2 RetuntoSearch | +5 PreviousinList | 45 MextinList | |[Z] Natity |

Personal Data | Card Data

|
[ T [ [ @[ Trusedsies [¥5 - [®100% -

i
4

Step

Action

18.

Enter the desired information into the Card Number field. Enter
""'4900000034814780".
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Favnvr\tes'MalnvMenu > Purchasing > Procurement Cards > Definitions > Cardhalder Profile [2]

[_EINEWW\TMDW “? Help Efcuammwze?age hrlp

=

Personal Data

Marlin,Amy

I Display Unmasked Card Number

First K 1 or1 O Last

Accitional Informeation Crecit Limits Transaction Limts

*Business Unit *Card Issuer *Card Humber *Expiry Date Card Type Date lssued

lcoLum @ [PCARD < [4s00000034814780) | | | = |osoezorz B R [E

| save | £ RetuntoSearch | 1[E] PreviousinList | 4 Mextinlist | |[] hotity

Personal Data | Card Data

4 | 3

| T T [ mustedsites [ - [ -

Step

Action

19.

Click the Choose a date (Alt+5) button.

Favarites | MainMend > Purchasing > Procurement Cards > Definitions > Cardholder Profie (5]
Enewwindow P Help & customize Page B nitp

=)
Personal Data

Marlin,Amy

™ Display Unmasked Card Number
Card Data

First K1 or1 O oot

[ Addftional Informeation Credi Limits Transaction Limits

*Business Unit *Card Issuer Date Issued

*Card Humber *Expiry Date Card Type

lcoLum @, PCaRD @ [4o00000034814780 |

£l

|E save | & Returnta Search | 4] PreviousinList 4 Mextinbist | =] Moty | June =l |22+

Personal Data | Gard Data S M T W T F 5

[nBmarzo12

£l

12
3 [As e 7 8 8
10 11 12 13 14 15 16
1713 13 20 M 2 23
24025 %/ ¥ W M@ W

(4] CurentDate [}

4 | »

Done [ [ [ [ [ rusedsees 5~ [Foms -
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Step

Action

20.

Click the Month dropdown button to activate the menu.

Favnvr\tes’MainvMenu > Purchasing > Procurement Cards > Definitions > Cardhalder Profile 2]

Eersonal Data

Marlin,Amy

I Display Unmasked Card Number
Card Data

First K 1 of 1 O Last

Transaction Limts

Crecit Limits

Acicitiorel Informeation
*Business Unit *Card Issuer *Card Humber *Expiry Date Card Type Date Issued
lcoLum @ [PCARD @ [4s00000034814780 | | i ~| [opro4zoiz  E =
B save &L RetuntoSearch | (13 PreviousinList | +E Mextinlist | [Z] notify | Tune ElEEEE
January
Personal Data | Card Data
SFebruary |
hdarch 12
3|April Fos o3
Ila
1 4 15 16
uly 22 23
24 August 5 29 30
September
October
Mavember pte [0
—|December

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

| i

T T T [l msedste

Done

ERERR

Step

Action

21.

Click the December list item.

December

Page 27



Training Guide M
P-Card Maintenance

Favnvr\tes'MalnvMenu > Purchasing > Procurement Cards > Definitions > Cardhalder Profile  [2]

[_EINEWW\TMDW “? Help Efcuammwze?age hrlp

Personal Data

Marlin,Amy

I Display Unmasked Card Number

First K 1 or1 O Last

Accitional Informeation Crecit Limits Transaction Limts

*Business Unit *Card Humber Card Type Date lssued

lcoLum @ [PCARD @ [4g00000034814780 | | 5 -

| save | £ RetuntoSearch | 1[E] PreviousinList | 4 Mextinlist | |[] hotity

“Card Issuer *Expiry Date

[oBroarzoiz F B =]

Personal Data | Card Data S M T W T F S

9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 2% X xm M

(A] curentDate [B)

4 | 3

Done | T T [ [ rusted sites [Fa = [®ae «

Step Action

22. Click the Year dropdown button to activate the menu.

Favnvr\tes'MainvMenu > Purchasing > Procurement Cards > Definitions > Cardhalder Profile 2] o015

2016 _EINEWW\TIE'DW “? Help Efcuammwze?age hrlp

N 2017
B | Dat; mlﬁn
Persanal Data o018

. 2019
Marlin,Amy 2020
) 2021

[ pisplay Unmasked Card Number 2022

(]

1of1 0 Last

First

Accitional Informeation Crecit Limits Transaction Limts

*Business Unit *Card Issuer *Card Humber *Expiry Date Card Type o026 Date Issued
2027

lcoLum @ [PCARD @ [4s00000034814780 | | [ e ~| [oemaszotz = =
2029
|E) save | [£4 Retuntosearch | 1] PreviousinList | 4 MextinList | |[=] Notity | December =] ggg?
Personal Data | Card Data 2032
SOMOT W 033
2034
2 3[4 s Egggg
9 102 P

1617 18 19 Ao
23 24 25 2 2039

30 3 2040

4 | 3

pone | T T [ | Trustedssites [“a = [®a00w «
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Step

Action

23.

Click the 2013 list item.

Personal Data

Favarites | MainMend > Purchasing > Procurement Cards > Definitions > Cardholder Profie (5]
ENewwindow  ? Help  [E Customize Page hrlp

Marlin,Amy

™ Display Unmasked Card Number

Transaction Limits

Addtional Information Credi Limits

*Business Unit *Card Issuer *Card Humber *Expiry Date

Card Type Date Issued

lcoLum @, PCaRD @ [4o00000034814780 |

& save &\ ReturntoSearch |+ Previousinlist  +E Mextinlist | =] hatify

Personal Data | Card Data

5] ~| [oemezmz Rl =]

December = | [ |

M T W T F 5

2 3 4 5 8 7
a 10 11 12 13 14
16 17 18 13 20 21
23 24 2 2% 27T 2

(4] CurentDate [

o

Done

[ [ T [ [ [ rusedsees

7 - [Hio0w -

Step

Action

24.

Click the 31 link.
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Favnvr\tes'MalnvMenu > Purchasing > Procurement Cards > Definitions > Cardhalder Profile [2]

[_EINEWW\TMDW “? Help Efcuammwze?age hrlp

=

Eersonal Data

Marlin,Amy

I Display Unmasked Card Number

First K 1 or1 O Last

Accitional Informeation Crecit Limits Transaction Limts

*Business Unit *Card Issuer *Card Humber *Expiry Date Card Type Date lssued

4780 [1zia1rz013 5 | = |osoezorz B R [E

lcoLum @ [PCARD Q |

| save | £ RetuntoSearch | 1[E] PreviousinList | 4 Mextinlist | |[] hotity

Personal Data | Card Data

4 3

Done | T T [ [ rusted sites [Fa = [®ae «

Step Action

25. Click the Card Type dropdown button to activate the menu.

FavnvmtasEMainvMEnu > Purchasing > Procurement Cards > Definitions > Cardholder Profile [2

Personal Data mlﬁn

[_ENemednw ? Help E{Custnm\ze?age htm

hita

Marlin,Amy

[ Display Unmasked Card Number
Card Data
r

(]

First K 1 of 1 O Last

" Addtional Information | Creclit Limits | Transaction Limits

*Business Unit *Cardlssuer *Card Humber

*Expiry Date Card Type Date Issued

[coLum @ [PoaRD a | 4780 EECENCN| Gl =

T

American Express
MasterCard
Visa

(B Sswe O RetumtoSesich 1 Freviousinlist  vE Mestinlist (5] notity

Personal Data | Card Data

4 | 3

Done | T T [ [ mrusted sites 5 - [H -
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Step Action

26. Click the Visa list item.
[+isa

Home |

Favarites | MainMend > Purchasing > Procurement Cards > Definitions > Cardholder Profie [5]
ENewwindow  ? Help  [E Customize Page hrlp

Personal Data

Marlin,Amy

™ Display Unmasked Card Number
ma irst K 4 or1 O Loot

Card Data
Transaction Limits

Credi Limits

Addtional Information

Date Issued

=l [pensemz H R

*Expiry Date Card Type

*Card Humber
4780 [1zi31i2013 B [visa

*Business Unit *Card Issuer

lcoLum @, PCaRD Q |

& save &\ ReturntoSearch |+ Previousinlist  +E Mextinlist | =] hatify

Personal Data | Card Data

o

1 |
[ [ T [ [ [ trusedsees V5 ~ [Foms -

Step Action
217. Click the Choose a date (Alt+5) button.
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Favnvr\tes'MalnvMenu > Purchasing > Procurement Cards > Definitions > Cardhalder Profile  [2]
@NEWWmdnw “? Help Efcuammwze?age hrlp
Personal Data
Marlin,Amy
I Display Unmasked Card Number
First K1 of 1 I et
Agddtional Information | Credt Limts | Transaction Limits
*Business Unit *Card Issuer *Card Humber *Expiry Date Card Type Date Issued
lcoLum @ [PCARD Q | 4780 [1zi31rz013 5 [visa = osoezorz B R [=
|B Save | {£L RetuntoSearch | 1] Previousinlist  +E Mextinlist | ] Notify | June =l[zmz2 =]
Personal Data | Card Data s M T W T F s
102
s[@s & 7 s @
10011 12 13 14 15 18
17 18 18 20 1 22 23
24 25 26 27 28 28 30
4] curertat= [¥)
4 | 3
Done | T T [ [ rusted sites [Fa = [®ae «

Step Action

28. Click the 1 link.

Favgrites : MainMenu > Purchasing > Procurement Cards > Definitions > Carcholder Profie 5]

Personal Data mlﬁn

ENewwindow  ? Help  [F Customize Page B hitp

niEn

Marlin, Amy

™ Display Unmasked Card Number

Card Data Find First K1 4 of 4 13 Last
© Addional Information  Credit Limts ~ Transaction Limits

*Business Unit *Card Issuer *Card Humber *Expiry Date Card Type Date Issued

4780 [123112013 [viza =l [oemiszmz B =

lcoLum @ [PcaRD Q |

| save | [{£4 RetuntoSearch | [+E] PreviousinList | 4 Mextinist | |[Z] hatity |

Personal Data | Card Data

4 | »

Done [ [ [ [ [ [ tusedsies 75~ [Foms -
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Step

Action

29.

To add or remove a credit card, click the add '+' or remove '-' button.

Fa

Home | worklist | A

vnvr\les'MalnvMEnu > Purchasing > Procurement Cards > Definitions > Carcholder Profile [2]
[_E’NEWWIndDW 7 Help E»fCuStum\zePage ,hnp

Personal Dala Card Data

[ pisplay Unmasked Card Number

Marlin,Amy

Card Data
C Adcitional Infarmation Crecit Limits Transaction Limits
*Business Unit *Card Issuer *Card Humber *Expiry Date Card Type Date Issued
4780 [1zia102013 5 [wisa = fomoiporz BFoOREEE

lcoLuM @ [FcARD Q |
B save | O\ ReturntoSearch | |15 Previousinlist | 4 Mextinlist | |[Z] Watify

Personal Data | Card Data

i

|75 - [ #100e

CEE T T [l msedstes

T 4

Step

Action

30.

To enter credit limits, click the Credit Limits tab.

Credit Limits
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Favgrites  MainMenu > Purchasing > Procursment Cards > Definitions > Cardholder Profie 2]
[_ENEWWmdDW 7 Help E‘fCuatum\ze Page , hitp
Personal Data ﬂlﬁn
Marlin,Amy
I Display Unmasked Card Number
Card Data i Firat Kl aor1 O Last
Credt Card Acicitional Infarmation Crecit Limits Transaction Limits
“Business I ., Maximum Credit |~ Limit Per I
= Card Issuer Card Humber e Limit Per Cycle 0 on Currency
lcoLum @ [PcarD Q | 4780 [ [ usb  |Q =
| save | &L RetuntoSearch | [+E] PreviousinList | +E Mextinlist | |[=] holity |
Personal Data | Card Data
q \ B
[ T [E | musedsites [ - [ -

Step Action

31. Click in the Limit Per Cycle field.

Favgrites © MainMenu > Purchasing > Procurement Cards > Definitions > Cardhalder Profie  [o]
D Mo indowe 7 Helo B Customize Page B, hitn
Personal Data mlﬁn
Marlin,Amy
I Display Unmasked Card Number
Card Data Frst K11 oF1 I Last
" Credit Card || Additional Information | " Transaction Limts |
*Business I N Maximum Credit | Limit Per I
e Card Issuer Card Humber i Limit Per Cyele -0 o Currency
[coLum (@ [PCARD Q| 4780 [ [ 10 uso @ =
|E) save | & Retuntossarch | |1 PreviousinList | +F nextmust | [=] notry |
Personal Data | Card Data
‘ | B
[T [ [ [f [ Tusedsies [7a - [Fiom -
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Step

Action

32.

Enter the desired information into the Limit Per Cycle field. Enter "10000".

Home | worklist | A
Favnvr\les'MalnvMEmu > Purchasing > Procurement Cards > Definitions > Carcholder Profile [
[_E’NEWWIndDW 7 Help E»fCuatum\ze Page ,hnp

Eersonal Data Card Data

Marlin,Amy

[ pisplay Unmasked Card Number
Card Data Customize T i

Transaction Limits

Credit Card Accitional Informeation

‘Business Maximum Credit Limit Per

= *Card lssuer *Card Humber e Limit Per Cycle 0 on *Currency
lcoLum @ [PcarD Q | 4780 [ 10000 | usb  |Q =
B Save A RetuntoSearch | |15 Previousinist | [+ Mextinlist | (=] hetity
Personal Data | Card Data
. \ I
[T [E | trusedsites [% - [ -

Step

Action

33.

Click in the Limit Per Transaction field.

L 1
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Favgrites  MainMenu > Purchasing > Procursment Cards > Definitions > Cardholder Profie 2]
[_ENEWWmdDW 7 Help E‘fCuatum\ze Page , hitp
Personal Data ﬂlﬁn
Marlin,Amy
I Display Unmasked Card Number
Card Data
Credt Card Acicitional Infarmation Crecit Limits Transaction Limits
“Business I ., Maximum Credit |~ Limit Per I
= Card Issuer Card Humber e Limit Per Cycle 0 on Currency
lcoLum @ [PcarD Q | 4780 [ [ 10000 | uso & =
| save | &L RetuntoSearch | [+E] PreviousinList | +E Mextinlist | |[=] holity |
Personal Data | Card Data
q \ B
[ T [E | musedsites [ - [ -

Step

Action

34.

Enter the desired information into the Limit Per Transaction field. Enter “2500",

Home:
Favnvr\les'MalnvMEmu > Purchasing > Procurement Cards > Definitions > Carcholder Profile [

. [_ENEWWmdDW 7 Help E‘fCuatum\zePage ,hnp
Eersonal Data ﬁilﬁn
Marlin,Amy

[ pisplay Unmasked Card Number

Card Data
Credit Card Accitional Informeation Crecit Limits Transaction Limits
“Business N N Maximum Credit | _ Limit Per N
= Card Issuer -Card Humber e Limit Per Cycle 0 on Currency
lcoLum @ [PcarD Q | 4780 [ [ 10000 500 [UsD | Q =

| save | &L RetuntoSearch | |15 PreviousinList | 4 Nextinlist | |[=] hatity |

Personal Data | Card Data

\ I
[

T [ [ [ [ [fol/ Tusedstes [a - [®Ri00% -
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Step

Action

35.

The Credit Limits have been successfully entered.

in the next topic.

Before being able to save, you must enter accounting distributions, which is covered

Home | workist | Addt

Favarites © Main Mend > Purchasing > Procurement Carcs > Definitions > Carchalder Profile o]

Personal Data

Marlin,Amy

I Display Unmasked Card Number

Card Data Cusiomize 2 first Klqorr I Lot
Credit Card Additional Infarmeation Credit Limits Transaction Limits

*Business R ., Maximum Credit | . Limit Per R

e Card Issuer Card Humber i Limit Per Cyele -0 o Currency

[coLum (@ [PCARD Q| 4780 [ [ o000 | 2500 [UsD Q& =

B save | & Returntosearch | |15 PreviousinList | +E mextinList | [S] netity |

Personal Data | Card Data

i

[T g [ Trusted sites

[ 75 - [ % 100%

T 4

Step

Action

36.

to enter a single-line accounting distribution.
End of Procedure.

You have successfully entered Card Data Credit Card information.

You can now move onto Enter Accounting Distributions where you will learn how
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Enter Accounting Distributions

P-Card Administrators will enter accounting distribution defaults for a single-line ChartString
and/or assign a SpeedChart to a cardholder profile. The default distribution information will be
pre-populated on P-Card transactions for the specified card. Users will have the ability to override
the values if necessary.

Note: A default ChartString or SpeedChart value must be provided on the P-Card application. P-
Card transactions will not be allowed to default to a grant.

In this scenario, Michelle will enter a single-line distribution.

Estimated time to complete topic: 10 minutes
Procedure

Welcome to the Enter Accounting Distributions topic where you will learn how to enter a single-
line accounting distribution.

Favarites © Man Menu > Purcrlasmg > F‘rncuremventcards > Deﬁnvmoms > Carcholder Profile [5]

Enewwingow P Help & customize Page B np
Personal Data ﬂlﬁn
Marlin,Amy

™ Display Unmasked Card Number

Card Data customize [Find | B | First Kl 4 or4 O Logt
Agcftional Information || Credt Limits | Transaction Limits:

*Buginess Unit *Card lssuer *Card Humber *Expiry Date Card Type Date Issued

4780 [1zi31i2013 B [visa =l [peoemz H R

lcoLum @, PCaRD Q |

& save &\ ReturntoSearch |+ Previousinlist <5 Mextinlist | =] Watity

Personal Data | Card Data

4 | »

Done [ [ T [ [ [ trusedsees 5~ [Fomm -

Step Action

1. To enter an accounting distribution, click the Additional Information tab.

| Additional Infarmation
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Favnvr\tes i MalnvMenu > Purchasing > Procurement Cards > Definitions > Cardhalder Profile [2]
[_E’NEWW\TMDW “? Help E,»/Cuamm\ze Page hrlp
Eersonal Data Card Data
Marlin,Amy
I Display Unmasked Card Number
customize | Fin | B3 | 8 First 54 001 O Lae
Credit Card Cracit Limits Transaction Limits
“Business 0 . _ Default _
- Card Issuer Card Humber Vendor Card Vendors  Proxies i Commodity Codes
lcoLum @ [PoaRD Q | 4780 (] Vendors  Prodes ggﬁ“ﬂ‘ Cornmodity Codes =
B save | |2 RetuntoSearch | 43 PreviousinList | |45 Nextinlist | ] Natity |
Personal Data | Card Data
. | i
| T T [ mrustedsites [ - [®or -

Step

Action

The Additional Information page allows you to:

1. Indicate whether the card is a Vendor Card. (Functionality will not be utilized in
ARC))

2. Assign Proxies.
3. Enter single or multi-line Default Distributions.
4. Assign Commodity Codes. (Functionality will not be utilized in ARC.)

In this scenario, Michelle will enter a default distribution.
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[_EINEWW\TMDW “? Help E,/Cuamrmze Page hrlp
Marlin,Amy
I Display Unmasked Card Number
Fret Klqor1 O Laet
Credt Card | (EIERIETRN  Crecit Limits | Transaction Limits
“Business N N . Default §
lunit Card lssuer Card Humber Vendor Card  Vendors  Prosies ol Commodity Codes
lcoLum @ [PoaRD Q | 4780 (] Vendors  Prodes ggﬁ“ﬂ‘ Cornmodity Codes =
| save | &4 RetuntoSearch | [+ PreviousinList | [+ nextinbet | [ hotity |
Personal Data | Card Data
4 | 3
| T T [ mrustedsites [ - [®om -

Step

Action

Click the Default Distrib link.

Default
Distrik
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Favnvr\tes'MalnvMenu > Purchasing > Procurement Cards > Definitions > Cardhalder Profile [2]

@NEWWmdnw “? Help Efcuammwze?age hrlp

Default Accounting Distribution

Marlin,Amy

PCARD Card Number: Bt 1)
~ Default Values

Ship To: Q

~ Distribution Choices

@ Use Single-Line Distribution
€ Use Multi-Line Distribution
~ Use Single-Line Distribution

# First Kl g or1 Oiast

Account Distribution Customize | Fing | view 2 [E1 | 2

Training Guide
P-Card Maintenance

*GLURt  *Account  Dept Eg:“" Project Activity Initiative Segment Site Fund  Function Affiliate ;‘:,"_:I"
couQ Q Q Q Q Q Q a [ la [a Q a [
(i | ™
0K H Cancel |
Done [T T [ [ rusted sites [Fa = [®aew « )
Action

The Default Distribution page allows you to enter accounting distribution
information for a single-line distribution or assign a SpeedChart(s). The
SpeedChart(s) may contain single or multi-line distributions.

In this scenario, Michelle will enter a single-line distribution.
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Favnvr\tes'MalnvMenu > Purchasing > Procurement Cards > Definitions > Cardhalder Profile [2]

@NEWWmdnw “? Help Igfcuamm\zePagE hrlp

Default Accounting Distribution

Marlin,Amy

PCARD Card Number: Bt 1)
~ Default Values

Ship To: Q

~ Distribution Choices

@ Use Single-Line Distribution
€ Use Multi-Line Distribution

~ Use Single-Line Distribution
[ N

Account Distribution

PC Bus - Fund

*GL Unit *Account Dept Unit Project Activity Initiative Segment Site Fund Function Affiliate Affil

couQ Q Q Q Q Q Q a [ la [a Q a [

< | |
0K H Cancel |
Done [T T [ [ rusted sites [Fa = [®aew «

Step

Action

Click the Look up Ship To (Alt+5) button.

Note: You can also type the value into the field.
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Home |
Favorites  Main Menu > Purchasing > Procursment Cards > Definitions > Cardholder Profie 2]

Look Up

Look Up Ship To

SetiD: CUSET
Ship To Location: I begins with %‘
Description: [beging with g\

el il || Basic Lookup

Search Results
n bhe displayed.

ormincside Drive

[T T [ mustedsites Fa - [®aow -

|pone |

Action

Click in the Ship To Location field.

| |

Favarites © Main Mend > Purchasing > Procurement Carcs > Definitions > Carcholder Profile o]

Look Up

Look Up Ship To

SetiD: CUSET
Ship To Location: [begins with ﬁ I
Description: Ihaglna with i‘

LookUp || Clear || Cancel |BPasic Lookup

Search Results

Only the first 300 results of 3 possikle 435 can he displayed.

M5-100 Lagalle

ingside Drive
ME-101 Wiest End Avenue

orningside Drive
Amslerdam
LaSalle
orningside Drive

[ [ [ [ tusedsies

|pars [

[Fa - [®aow - A
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Step Action

7. Enter the desired information into the Ship To Location field. Enter "CU%".

Favnvr\les'MalnvMEmu > Purchasing > Procurement Cards > Definitions > Carcholder Profile [5]

Look Up

Look Up Ship To

SetiD: CUSET
Ship To Location: lhaglna wnhg {CU%\
Description:  [begins with =] |

[ LookUp || Clear || cancel |gasic Laokup

Search Results
e displayed.

n
100 LaSalle

orningside Drive
estEnd Avenug

Amsterdam
SELHRERIEE S S
0 Morninaside Drive

[T T [ trustedsites o - [Haow -

|pone |

Step Action

8. Click the Look Up button.
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Home |

Main Menu > Pur[h'as\ng > Prnturemvent Cards > DE!ﬁr!tIDHS > Carcholder Profile [5

Favorites

Look Up

Look Up Ship To

SetiD: CUSET
Ship To Location: lhaglna wnhg {CU%
Description:  [begins with =] |

I | Basic Lookup

I I

Search Results

Fa - [®aow -

[T [ musedsites

|pone

Step Action

9. Click the CU00000001 link.

Main Meru > Purchvaswng > Prncuvemvent Cards > Deﬁnvitions > Carchalder Profile 5]

Favuvmtes
Elewwindow 7 Help [ Gustomize Page B ntt

Default Accounting Distribution

Marlin,Amy

PCARD Card Humber: o TO))

~ Default Values

Ship To: cunoonooot Q
~ Distribution Choices

@ Use Single-Line Distribution

" Use Multi-Line Distribution
~ Use Single-Line Distribution

Account Distribution

[ lalJallal al &l |
| |

al lal Jal Ja[ Jal Ja [

[ [ [ [ musedstes 7o~ [Foms -
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Step

Action

10.

The GL Unit ChartField should be entered first.

Note: This field will default to COLUM.

Home | workist | Addto Favorites

Favarites © Main Mend > Purchasing > Procurement Carcs > Definitions > Carchalder Profile o]
Mo indowe 7 Helo B Customize Page B, hitn

Default Accounting Distribution

Marlin,Amy

FCARD Card Humber:  —T ]

~ Default Values
Ship To: cuooooooot Q
~ Distribution Choices

& Use Single-Line Distribution
" Use Multi-Line Distribution

~ Use Single-Line Distribution

oo B A B g op O et

Account Distribution Customize | Fin | e

*GLUR'  *Account  Dept Zg:“s Project Activity Initiative Segment Site Fund  Function Affiliate :‘:;:Id
coLq Q aQ Q aQ a @ a [ la [Ja < a [ e
4 | i
ok | cancel |
[T [ [f [ Tusedsies [7a - [Fioem -

Step

Action

11.

Click the Look up Account (Alt+5) button.
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Home:
Favorites  Main Menu > Purchasing > Procursment Cards > Definitions > Cardholder Profie 2]

Look Up

Look Up Account

SetiD: CUSET
Account: I begins with §|
Descrimiun:l begins with §|

el il || Basic Lookup

Search Results

CUJPM CONCEMNTRATION ACCT
UACCOUNTS PATABLE

U PAYROLL

FOREIGH PAYROLL

FEILIATED INDEPEMDERNT PRAC

LAN H SEPLOVITZ

| [T [ musiedsites o - [®aew -

Step Action

12. Click in the Account field.

Favarites © Main Mend > Purchasing > Procurement Carcs > Definitions > Carcholder Profile o]

Look Up

Look Up Account

SetiD: CUSET
account:  [begins with xﬂ
Des[:npliun:l begins with ﬁl

LookUp || Clear || Cancel |BPasic Lookup

Search Results

Only the first 300 results of a possikle 1646 can he displayed.

FOREIGN PAYROLL

AFFILIATED INDEPENDENT FRAC
ALAN H SEPLOWITZ
ANESTHESIOLOGY SVC OF COLUM
ARTHUR MARC MAGLUN

| [ [ [ [ Tusedsies [Fa~[Hiowe - |
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Step Action

13. Enter the desired information into the Account field. Enter "65305",

Favnvr\les'MalnvMEmu > Purchasing > Procurement Cards > Definitions > Carcholder Profile [5]

Look Up

Look Up Account

SetlD: CUSET
Account: |hegmswnh glﬁﬁﬂﬂﬁl
Description: [begins with §|

[ LookUp || Clear || cancel |gasic Laokup

Search Results

U JPM CONCENTRATION ACCT
UACCOUNTS PAYABLE
)2 UPAYROLL

FOREIGN PAYROLL
FFILIATED INDEPENDENT PRAC
LAN H SEPLOWITZ
IESTHEEIOLOGY 8YC OF COLUY
RTHUR MARC MAGLUIN

| [T [ trusedsites o - [Haow -

Step Action

14. Click the L_ook Up button.

Ut}_
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Look Up

Look Up Account

SetlD: CUSET
Account: |hegmswnh glﬁﬁﬂﬂﬁ
Description: [begins with §|

i kUp | Cl il || Basic Lookup

Search Results

[T [Ee | musedsites o - [®aew -

Training Guide
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Step

Action

15.

Click the 65305 link.
F5a05

Favarites | Main Menu > Purchvaswng > Prncuremventcards > Deﬁnvitions > Carchalder Profile 5]

Elewwindow 7 Help [ Gustomize Page B ntt

Default Accounting Distribution

Marlin,Amy

PCARD Card Number: o TO))
~ Default Values

Ship To: cunoonooot Q
~ Distribution Choices

@ Use Single-Line Distribution
" Use Multi-Line Distribution

~ Use Single-Line Di ion

Fund

! Segment e Fund  Function  Affliate s
al laf al Jal Jal —lal afl afla[ af[ &afl
| i

[ [ [ [ musedstes 7o~ [Foms -
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Step Action

16. Click the Look up Dept (Alt+5) button.

Favarites | Main Menu > Purchvaswng > Prncuremventcards > Deﬁnvitions > Carchalder Profile [

Look Up

Look Up Dept

SetiD: CUSET

Description: I begins with ggj |

. LookUp | Clear | Cancel Basiclookup

Search Results

Description

\PRE Office afthe President

COM EVP Comm & Public Affairs
COM Gomm & Public Affairs Adm
COM Publications

UPE University Prgms & Events
|BDE Ornbuds Omce

TR Trictaas

| [T [ [ trusedsees [Fa - [Haow - |

Step Action

17. Click in the Department field.

| |
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Home |
Favorites  Main Menu > Purchasing > Procursment Cards > Definitions > Cardholder Profie 2]

Look Up

Look Up Dept

SetiD: CUSET
Depanmem:l begins with @ﬂ
Description: | begins with §|

i kUp | Cl il || Basic Lookup

Search Results

Office ofthe President

EVP Comm & Public Affairs
Cormnm & Public Affairs Adm
Publications

WUPE University Prums & Events
BDS Ombuds Office

MRS TR Thictase

| [T [ musiedsites Fa - [®aow -

Step Action

18. Enter the desired information into the Department field. Enter "5502103".

Favnvr\les'MalnvMEmu > Purchasing > Procurement Cards > Definitions > Carcholder Profile [5]

Look Up

Look Up Dept

SetiD: CUSET
Depanmem:l begins with §|55D21 EIB\
Description: [ begins with §|

[ LookUp [ clear | Cancel | Basic Laokup

Search Results

0102102 | PRE Office ofthe President
0103102 | COM EVP Comm & Public Affairs
0103103 COM Comm & Public Affairs Adm
0103202 | COM Publications

0104102 UPE Universily Prgms & Events
010510 D5 Ombuds Office
MRS TR Thictase

| [T [ trusiedsites [Fa - [Haow -
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Step Action

19. Click the Look Up button.
..... ‘HU‘F}

Favgrites | MainMenu > Purchasing > Procurement Cards > Definitions > Cardhalder Profie [5]

Look Up

Look Up Dept

SetiD: CUSET

Description: I begins with ggj |

 LookUp | Clear | Cancel Basiclookup

Search Results

5502103 | LAW Admissions|(hlank)

| [T [ [ [ Tusedsies [Fa - [Haow -

Step Action

20. Click the 5502103 link.
5502103
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Main Menu > Pur[h'as\ng > Prnturemvent Cards > DE!ﬁr!tIDHS > Carcholder Profile [5

Favorites
@NEWWmdnw 7 Help Cuatum\zePage ,hnp

Default Aceounting Distribution

Marlin,Amy

PCARD Card Humber: B 1)

~ Default Values
Ship To: cunoonaoot Q

~ Distribution Choices

@' Use Single-Line Distribution

' Use Multi-Line Distribution
~ Use Single-Line Distribution

Account Distribution

Initiative

*GL Unit
Fame, e Fmme, [ [ Ja [ Ja [Ja [_a [Ja [Ja & [_a [
| | >

[T [Ee | musedsites R

Step Action

21. Click the Look up PC Bus Unit (Alt+5) button.

Home |

Favarites | Main Menu > Purchvaswng > Prncuremventcards > Deﬁnvitions > Carchalder Profile [

Look Up

Look Up PC Bus Unit

[ [ [ [ musedstes [75 - [®io0w -
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Step

Action

22.

Click the GENRL link.

Hame

Favarites | Main Menu > Purchvaswng > Prncuremventcards > Deﬁnvitions > Carchalder Profile 5]

Elewwindow 7 Help [ Gustomize Page B ntt

Default Accounting Distribution

Marlin,Amy

PCARD Card Number:
Ship To: cunoonnoot Q
@ Use Single-Line Distribution
" Use Multi-Line Distribution

e 7D

~ Use Single-Line Distribution
B

Account Distribution

PC Bus

*GL Unit *Account Dept Unit Project Activity Initiative Segment Site Fund Function Affiliate :‘:;:Id
coLuQ, [asans @ [ssozi0d@, BENRQ aQ a aQ a [ la | a a a [ e
1l | |
oK | Cancal |

[T [ [ rusedsees

75 - [Hio0w -

Step

Action

23.

Click the Look up Project (Alt+5) button.
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Home:
Favorites  Main Menu > Purchasing > Procurement Cards > Definitions > Cardholder Profie 2]

Look Up

Look Up Project

Project: I begins with §|
Desnriminn:l begins with %l

o il | |Basic Lookup

Search Results
Only the first 300 results of a possible 16380 can be displayed

AGOO1005 Ats Career Bervices Fee
(AGOO006 T Fellows App Fee
AGO01007 Film Festival Ticket Sales
|AGOO1008 China

| [T [Ee | musedsites o - [®aew -

Step Action

24. Click in the Project field.

Favarites © Main Mend > Purchasing > Procurement Carcs > Definitions > Carcholder Profile o]

Look Up

Look Up Project

Project: I begins with xﬂ
Descnpliun:l begins with §|

Search Results

6380 can he displayed

AGO01004 Visual Arts Studio Deposits
AGO01005|Ars Career Services Fee

AGOO1008 Chi

| [ [ [ [ Tusedsies [Fa~[Hiowe - |
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Step Action

25. Enter the desired information into the Project field. Enter "GT001008".

Home |

Favnvr\les'MalnvMEmu > Purchasing > Procurement Cards > Definitions > Carcholder Profile [

Look Up

Look Up Project

Project: |hegmswnh glGTUEH UUE\
Destriminn:l begins with §|

| Lookup | cl Il | |Basic Lookup

Search Results
Only the first 300 results of a possible 16380 can be displayed

/AGOO1000 Trading Places Group
AGO01001 Architecture Student Associati
AGOO100Z STUD GOVT ACTVT FEE

AGO01005 Arls Career Senices Fee

AGOO1007 Film Festival Ticket Sales
/AGOD1008 China

| [T [ trusedsites [Fa - [Haon -

Step Action

26. Click the Look Up button.
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Home |

Main Menu > Pur[h'as\ng > Prnturemvent Cards > DE!ﬁr!tIDHS > Carcholder Profile  [5

Look Up

Look Up Project

Project: |hegmswnh glGTUEH oog
Desnriminn:l begins with §|

kU I | Basic Lookup

I I

Search Results

[T [ musiedsites o - [®aew -

P-Card Maintenance

Step

Action

217.

Click the GT001008 link.

Main Meru > Purchvaswng > Prncuvemvent Cards > Deﬁnvitions > Carchalder Profile 5]

Favuvmtes

D rew Window T Help I?Custom\zePage neen 1
Default Accounting Distribution

Marlin,Amy

PCARD Card Humber: o TO))

~ Default Values

Ship To: cunoonooot Q
~ Distribution Choices

@ Use Single-Line Distribution

" Use Multi-Line Distribution
~ Use Single-Line Distribution

Account Distribution

[ lalJallal al &l |
| |

a froosa [ [

o femoia

[ [ [ [ musedstes 7o~ [Foms -
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Step Action

28. Click the Look up Activity (Alt+5) button.

Favarites | Main Menu > Purchvaswng > Prncuremventcards > Deﬁnvitions > Carchalder Profile [

Look Up

Look Up Activity

WBS ID: [ begins wnh@‘

. LookUp || Clear || Cancel |BasicLookup

Search Results

| [T [ [ trusedsees [Fa - [Haow -

Step Action

29. Click the 01 link.
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& New Window 7 Help Cuatum\zePage ,hnp

Default Aceounting Distribution

Marlin,Amy

PCARD Card Humber: B 1)

~ Default Values

Ship To: cunoonaoot Q

~ Distribution Choices

@' Use Single-Line Distribution

' Use Multi-Line Distribution
~ Use Single-Line Distribution

Account Distribution

*GL Unit

[T [Ee | musedsites R

Training Guide
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Step

Action

30.

Click the Look up Initiative (Alt+5) button.

Hame

Favarites | Main Menu > Purchvaswng > Prncuremventcards > Deﬁnvitions > Carchalder Profile [

Look Up

Look Up Initiative

SetiD: CUSET
mitiatie: [Geains witn =]
Des[:npliun:l begins with §|

 LookUp | Clear | Cancel Basiclookup

Pl

Search Results
can be displayed

Payroll Suspense
P-Card Suspense
Alurmni R
Comrnunications
Frantling Developrment

Jil
MOW Executive Office

[ [ [ [ musedstes [75 - [Fo0e -
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Step

Action

31.

Click the 00000 link.
nooon

Hame

Favarites | Main Menu > Purchvaswng > Prncuremventcards > Deﬁnvitions > Carchalder Profile 5]

Elewwindow 7 Help [ Gustomize Page B ntt

Default Accounting Distribution

Marlin,Amy

PCARD Card Number:
Ship To: cunoonnoot Q
@ Use Single-Line Distribution
" Use Multi-Line Distribution

e 7D

~ Use Single-Line Distribution
B

Account Distribution

PC Bus

*GLUNM  “Account  Dept ot Project Activity Initiative Segment site Fund  Function  Amfiliate :‘;::1
CoLUG, [5305 @ [5802103Cy [GENRGy [6ToOTODEC, 01 |@, poooo @ aQ a [ |a a Q 4
1l | |
oK | Cancal |

[T [ [ rusedsees

75 - [Hio0w -

Step

Action

32.

Click the Look up Segment (Alt+5) button.
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Home:
Favorites  Main Menu > Purchasing > Procursment Cards > Definitions > Cardholder Profie 2]

Look Up

Look Up Segment

SetlD: CUSET
Segment: | begins with gl
Description: [begins with §|

el il || Basic Lookup

Search Results

an be displayed.

Prezidential Funds
01000005 PRE Froperty Operation
01000006 UPE Commentement

| [T [Ee | musedsites o - [®aew -

Step

Action

33.

Click the 00000000 link.

Home | klist | Addto

Favarites | Main Menu > Purchvaswng > Prncuremventcards > Deﬁnvitions > Carchalder Profile 5]
Enewwindow 7 Help [ customize Page B np

neen

Default Accounting Distribution

Marlin,Amy

PCARD Card Number: F————aTE0
@ Use Single-Line Distribution
" Use Multi-Line Distribution

~ Use Single-Line Distribution

Account Distribution

Inttiative

Q fpoonoooie, [ Ja [Ja [ la [ a [ I
| i

[ [ [ [ musedstes 7o~ [Foms -
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Step Action

34. Click the Look up Fund (Alt+5) button.

Favarites | Main Menu > Purchvaswng > Prncuremventcards > Deﬁnvitions > Carchalder Profile [

Look Up

Look Up Fund

SetiD: CUSET

Des[:npliun:l begins with §|

. LookUp | Clear | Cancel Basiclookup

Search Results

Patient Care
avernrment Grant and Contract
Private Grant and Contracts
UR

[Endowment Principal PR~ |

| [T [ [ trusedsees [Fa - [Haow - |

Step Action

35. Click the 30 link.
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& New Window 7 Help Cuatum\zePage ,hnp

Default Aceounting Distribution

Marlin,Amy

PCARD Card Humber: B 1)

~ Default Values

Ship To: cunoonaoot Q

~ Distribution Choices

@' Use Single-Line Distribution

' Use Multi-Line Distribution
~ Use Single-Line Distribution

Account Distribution Find =
*GLUNIt  “Aecount  Dept Eﬁ:“s Project Activity Initiative Segment Site Fund  Function  Affiliate :"‘,"_:Id
colUa, (65305 @ [s50r03Q [GENRQ, [GTOOT00EC, |01 @ [poooo @ [poooodoog, o oo a Q c
4 I i
ok | cancel |
| I [ [ Trusted stes R

Training Guide
P-Card Maintenance

Action

Click in the Location field.

Favgrites © MainMenu > Purchasing > Procurement Cards > Definitions > Cardhalder Profie [o]

B pew Window 7 Heln & customize Fage 5 nttp

Default Accounting Distribution

Marlin,Amy
PCARD Card Number: e 751

~ Default Values

Ship To: cuooooooot Q

~ Distribution Choices

& Use Single-Line Distribution

" Use Multi-Line Distribution
~ Use Single-Line Distribution

Account Distribution Find .
Fund

‘GLUnt  *Account  Dept FCBUS  project Activity Intiative Segment site Fund  Function  Afiliste s
coLuq [Bsans @ [5502103Q [GENRQL [GTOOT0DER |01 Q [ooooo @ [ooooooonGy a [a | Q a [ e
4 | i
ok | cancel |
[ [ [ [f 7 Tusedsies [7a - [Fiomm -
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Step

Action

37.

Enter the desired information into the Location field. Enter 225",

Home:

Favnvr\les'MalnvMEmu > Purchasing > Procurement Cards > Definitions > Carcholder Profile [
= (E)
O Mew Window 7 Help  [# Customize Page ,hnp

Default Aceounting Distribution

Marlin,Amy
PCARD Card Humber: B 1)

~ Default Values

CcuN000n001 e}

Ship To:
~ Distribution Choices

@ Use Single-Line Distribution

€ Use Multi-Line Distribution
~ Use Single-Line Distribution

Account Distribution Find 2
Fund

‘GLUNt  *Atcount  Dept VeEUs  project Activity Initiative Segment site Fund  Function  Affiliate P
colJa [s5a0s @ [ss0n03q. [GENRGQL [GTootoodq |01 @ [mooo @ [ooooooooy Q [l 29 a a [ e
4 | |
0K H Cancel |
[T [ trusedsites R

Step Action

38.

Click the OK button.
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Favgrites  MainMenu > Purchasing > Procursment Cards > Definitions > Cardholder Profie 2]

Personal Data

[_ENEWWmdDW 7 Help E‘fCuatum\zePage ,hnp

I Disj

Card

Marlin,Amy

Credit Card

play Unmasked Card Number
Data

Transaction Limits

Crecit Limits

= Commadity Codes

“Business N N )
Unit Card Issuer ‘Card Humber Vendor Card Vendors Proxies Distrib
lcoLum @ [PoarD Q| 4780 (] Vendors | Prodes B‘Esrtarﬁ]" Cornmodity Codes =

| save | £ RetuntoSsarch | [+ PreviousinList | 4 Mextinlist | |[Z] notity |

Ferso

nal Data | Gard Data

| I

[P |/ Trusted stes RS

1

Done

50

Step

Action

39.

Upon completion, click the Save button.

Favnvr\les’MainvMEmu > Purchasing > Procurement Cards > Definitions
@Newwindnw 7 Help EfcuatumwzePage niey MR

> Carchalder Profile [

Personal Data

I Display Unmasked Card Number

Marlin,Amy

Card Data

Credit Card A i Crecit Limits Transaction Limits
Defautt

Vendor Card Vendors Prosies oo

Commodity Codes

| Business *Card Issuer *Card Humber
Unit

q Default .
lcoLum @ [PoarD a | 4780 (] vendars  Prodes iy Commodity Codes

| save | £ RetuntoSsarch | [+ PreviousinList | 4 Mextinlist | |[Z] notity |

Personal Data | Card Data

\ |

4
[T T T e | mrustedsies [Fa~[Roe -

Done
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Step

Action

40.

You have successfully entered a single-line accounting distribution.

You can now move onto the Assigning User Roles and Proxies lesson where you
will learn how to assign user roles and proxies.
End of Procedure.
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Reviewing Access Rights and Assigning Proxies

This is the Reviewing Access Rights and Proxies lesson of the P-Card Maintenance course. Upon
completion of this lesson, you will be able to:

o Review Access Rights Assigned to P-Card roles
e Assign Proxies to Cardholder Profiles

School/Department P-Card users that require a P-Card role must complete the security request
form to request the appropriate role access. Once the role has been assigned to a user, the P-Card
Administrator will create the cardholder profile and assign the applicable P-Card Reconciler and
P-Card Approvers to the card based on the information provided in the P-Card application.

In this scenario, Michelle will create a cardholder profile and assign the applicable proxy users
(Reconciler and Approver) to the card based on the information provided in the P-Card
application.

Estimated time to complete lesson: 20 minutes
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Review P-Card Access Rights

The P-Card Access Rights have been configured for each procurement card role. This determines
the actions that specific P-Card roles will be able to complete.

In this scenario, Michelle will review the P-Card access rights for a procurement card role.

Estimated time to complete topic: 5 minutes

Procedure

Welcome to the Review P-Card Access Rights topic where you will learn how to review P-Card
Access Rights.

Worklist Add to Favorites
Favorites  Main Menu
Personalize Content | Layout ? Help
‘Menu =) ]
Search:
> Columbia Specific
> Purchasing
[ eProcurement
> Enterprise Components
[ Waorklist
> PeopleTools
— Change My Pagsword
Done [T [ [ mustedsites [55 « [®mw -

Step Action

1. Click the Purchasing link.

[ Purchasing
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ARC

Favnvr\les : Mall‘\vMEﬂLl > Pur[h'as\ng
Purchasing

=] .

@@ Purchasing

Manags requistions, purchase orders, receipts, GPO contracts, and related data

E Review Bank Staternent Reconcile
Wiew statement summaries by credt card vendor, biling Review, manage, or approve procuremsrt card
date, or status.

transactions and disputes:
=] Reconcile Statement
=] Review Dispues

Reports
Generste reports for procurement card summary and
exception reporting
=] Account Summary
= Cardholder Information
=] Expected Creclts
7 Mare:

Security

Define roles, access rights, proxies and SpeeciCharts for
procurement cards

=l Register Roles

=] Assign Access Richts

=] Assian Prozies

= Assign SpeedCharts

& P

2

“

Training Guide
P-Card Maintenance

Home:

Process Statements
Reconeile inbound procursment card data; stage vouchers
for approved statements.
[=| Load ProCard Stage
=] Load Statement
[=] Correct Errars
2 hiore

Definitions

Define pracuremert card setup data such as card profiles
and card-issuing banks

=] Carcholder Prodile

[= Preferred Yendors

F=] UOM Mappings

Done |

[0

[ [ Trusted sites

R

Step

Action

Click the Security link.
Security

ARC

Favorites Main Menu > Purcrlasm

Furchasing

ﬁ Security

Define roles, access rights, proxies and SpeedCharts for procuremert cards

= Bedister Roles

Define procuremsnt card roles

ssign Access Rights
A:ssign an indvidual access right for ach procurement
card role

Assign SpeedCharts
Agsign SpeedCharts for each procurement card.

ssifn Proxies
Assign proxies for each procurement card

Done [

]

" Trusted sites T
£
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Step Action
3. Click the Assign Access Rights link.
|nssign ACcess Flights|
Favnvr\les : Mall‘\vMEﬂLl > Pur[h'as\ng > Prnturemvent Cards > SEEgrlty »  Assign Access Rights
[_E’NEWWIndDW 7 Help E{Cuatum\ze Page , hitp =
Procurement Card Access Rights
Assign Access Rights to Role(s) e
a Right. CUP-Card CuPp-card €U P-Card -Card
ceess Rights Administrator Approver Reconciler Reviewer
Usage - Use Procurement Card on =
Requigition F r r r
Review Staternent = ~ ~ ~
Recaoncile - Modify Errar Transactions 2 O r r
Access Reports ¥ [ r r
Recaoncile - Set Status to Staged =2 W ¥ r
Recancile - Modify Staged Transactions ~ W =2 r
Cardholder - Maintain Profile ¥ (m} r r
Usage - Allow Override of Vendor Gard - [ - r
Recaoncile - Update Distribution (Unrestrictad) 2 W ¥ r
Reconcile - Set Status to Verifiad 2 - W~ r
Unmask Card Number r (m} r r
Cardholder - Maintain Distribution ~ r r r
Recaoncile - Update Distribution (Restrictad) r O r r
Reconcile - Modify Approved Transactions 2 ¥ r r
Recaoncile - Modify Yerified Transactions =2 W ¥ r <l
B save | =] Motify I
=|
Done [T T [ [ ustedssites [Fa = [®aew «
Step Action
4. The Procurement Card Access Rights page displays all Access Rights assigned to

P-Card roles.

The applicable access rights assigned to a P-Card role are checked.

disable an Access Right, leave the checkbox unchecked.

require an update to the access rights for a specific P-Card role.
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To enable an Access Right per P-Card role, click the appropriate check box. To

Note: Generally, this is a one-time configuration. These access rights are static and
should not change unless a change in business process is determined which should




ARC

Favorites

Assign Access Rights to Role(s)

Access Rights

Usage - Use Procurement Card on
Requigition

Review Staternent
Reconcile - Modify Error Transactions

Access Reports

Reconcile - Set Status to Staged

Reconcile - Modify Staged Transactions
Cardhalder - Maintain Prafile

Usage - Allow Override of Vendor Gard
Reconcile - Update Distribution (Unrestricted)

Recancile - Set Status to Varifisd
Unmask Card Nurnber

Cardholder - Maintain Distribution

Reconcile - Update Distribution (Restricted)
Reconcile - Modify Approved Transactions

Reconcile - Modify Verified Transactions

B Save | [Z] Metify |

Procurement Card Access Rights

CUP-Card
Administrator

~

Q7R

CU e B R B

<

CUP-Card
Approver

r

"o OO0 00 a™aaaq

K

CU P-Card
Reconciler

r

e e I < < e e R B e A B |

<

Mall‘\vMEﬂLl > Pur[h'as\ng > Prn[uremventtards > SEEgrlty »  Assign Access Rights

CU P-Card
Reviewer

r =

K

Lo e o e e o Y O R A o e I N R R

Training Guide
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Home:

[_E’NEWWIndDW 7 Help E-{'CuatumwzePage

=

hitn - =4

Done

50

| [¥% [ Trusted sites

|5 - [ %100

|
* A

Action

Click and drag the scroll bar down to review additional Access Rights and assigned
to each P-Card role.

ARC™

Favuvmtes i

n Access Rights to Role(s)

Access Rights

FELUNLITE = IOy 10T (1A ELius

Access Reports

Reconcile - Set Status to Staged

Reconcile - Modify Staged Transactions
Cardhalder - Maintain Prafile

Usage - Allow Override of Vendor Card
Reconcile - Update Distribution (Unrestricted)

Reconcile - Set Status to Verified
Unmask Card Nurnber

Cardholder - Maintain Distribution
Reconcile - Update Distribution (Restricted)
Reconcile - Modily Approved Transactions
Reconcile - Modify Verified Transactions

Usage - Use Procurement Card on PO
Reconcile - Set Status to Approved

Cardholder - Maintain Progy

| save | [=] notify |

Procurement Card Access Rights

CUP-Card
Administrator
w

U

A

] 0

|

U I |

A

CU P-Card
Appraver
'

KU

1 1 O a0 x a0

[ a

CUP-Card
Reconciler

LU |

N I |

I . e R |

mEim iR

MainvMemu > Purchvaswng > Prncuremventcards > Secyrity > Assign Access Rights

CUP-Card
Reviewer
1

=l

o e o e o 1 e e e e A R i i R A R R |

1l

Done

[ [ [ [ musedstes

Home |

Enewwindow 7 Help & customize Fage

neen

fity

[“5 - [ % 100%

=|
- 4
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Step Action

6. Review the remaining Access Rights assigned to P-Card roles.

Favnvr\les H Mall‘\vMEﬂLl » Purchasing > Procurement Cards > Security > Assign Access Rights H‘Z‘me
. ; i : [_E’NEWWIndDW 7 Help E{Cuatum\ze Page , http 2|
Procurement Card Access Rights
Assign Access Rights to Role(s)
. CUP-Card CuPp-card €U P-Card CU p-Card
(Access Rights Administrastor  Appraver | Recanciler Reviewer
FELUNILIE = WL C1UL i uus = 1 [ [ =l
ACCESS Repors ~ r r r
Reconcile - Set Status to Staged 2 = ~ r
Recancile - Modity Staged Transactions 2 ~ ~ r
Cardholder - Maintain Profile ~ r r r
Usage - Allow Override of Vendor Card r [l r r
Reconcile - Update Distribution (Unrestricted) ¥ = ~ r
Reconcile - Set Status to verified =2 r ¥ r
Unimask Card Murmber r r r r
Cardholder - Maintain Distribution 2 - - r
Reconcile - Update Distribution (Restricted) r I r r
Reconcile - Modify Approved Transactions 2 W r r
Recancile - Modify Verified Transactions ¥ 2 W~ r
Usage - Use Pracurernent Card on PO =2 r r r
Reconcile - Set Status to Approved 72 72 r r
Cardhalder - Maintain Prosgy ~ [ r r =l
B save  [Z] Matify N
=|
pone [T T [ [ rustedssites [Fa = [®aoow «
Step Action
7. You have successfully reviewed P-Card Access Rights.

You can now move onto the Assign a Proxy Role topic where you will assign a
proxy role.
End of Procedure.
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P-Card Administrators will assign a user as a proxy to a cardholder profile with the applicable
role that was assigned through the security access form based on the information provided in the

P-Card application.

In this scenario, Michelle will assign a user as a proxy to a cardholder profile.

Estimated time to complete topic: 5 minutes

Procedure

Welcome to the Assign a Proxy topic where you will learn how to assign a proxy to a cardholder.

ARC

Favorites  Main Meru
Personalize Content | Layout
‘Menu 2] (=) x|

Search:

[» Columbia Specific
> Purchasing

[> eProcurement

> Enterprise Components
[ Worklist

> PeopleTools

— Change My Password

=

T e [ Trusted skes

|75 = | % 100

T

Step Action

1. Click the Purchasing link.

[ Purchasing
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Favorites : Main Menu > Purchasing
Purchasing
=l .
@@ Purchasing
Marege requistions, purchass orders, receipts, GPO contracts, and relted data

= Review Bank Staternent Reconcile ﬁ Process Statements
Wiew statement summaries by credit card vendor, hiling Review, Manage, O Spprove procuremsnt card Reconcile inbound procurement card dats; stage vouchers
clat, or status transactions and dizputes for approved statements.

= Reconcile Statement =] Load ProCard Stace
= Review Disputes = Load Statemert
= Correct Errors
2Mare..
Renorts ﬁ] Security Defini
Generate reports for procurement card summary and Define roles, access rights, proxiss and SpescCharts for Define procurement card setup data such as card profiles
exception reporting. procurement cards and card-issuing banks
=] Accourt Summary. =l Reister Roles [ Cardholder Profile:
=] Carcholder Information = Assion Access Rishts =] Preferred Vendors
=] Expected! Credts = Assion Proxies =] UOM Maings
7 More =l Assign SpeedCharts
Done [T T [ [ rusted sites [Fa = [®aew « )

Step Action

2. Click the Cardholder Profile link.

Cardholder Profile

ARC™

Favgrites - Main Menu > Purch'as\mg 3 F‘rucuremventcards > Deﬁrﬁtlums > Cardholder Profile

Home

E ewwindow P Help Bl hitp

=

Cardhelder Prefile

Enter any information you have and click Search. Leave fields blank for a list of all values

Limit the number of results to (up to 300;, ,3?
Employee ID:[beginz with 7] |
Name: |hegins W\lhj‘
Last Name: |hegmswwlhj‘

™ Case Sensitive

Search Clear  |pasic Search [ Save Search Criteria

4 | »

Done [ [ [ [ [ [f [ Trusedsies o~ [Fiom -
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Step Action

3. Click the Name dropdown button to activate the menu.

Favnvmtas i MainvMEnu » Purchasing > Procurement Cards > Definitions > Cardholder Profile
Erewwindow P Help B nitp

Cardholder Profile

Enter any information you have and click Search. Leave fields blank for a list of all values.

Litnit the number of results to (up to 300y (200

Employee ID:|hegins W\lhj‘

Name: |hegms W\Ihj‘

Last Name:

contains

I~ case Sen{=

- search |* c Search [E] Save Search Criteria
4 | 3
Done | T T [ mrusted sites 5 - [Hw -

Step Action

4, Click the contains list item.

contains ‘
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Favnvr\tes'MalnvMenu > Purchasing > Procurement Cards > Definitions > Cardholder Profile

A newwindow 7 Help B nip

neen

Cardholder Profile

Enter any information you have and click Search. Leave fields blank for a list of all values.

Limitthe number of results to (up 1o 3003 [200 |
Employee ID:|hegins W\lhj‘

Name: 3

Last Hame: [bedins with 7]
I” Case Sensitive

[ gearch || Glear |pasic Search [ Save Search Criteria

Done

| 3
[T T T T [ [ Trusted sies

RN

Step Action

Enter the desired information into the Name field. Enter "Marlin".

Favnvr\tes’MainvMenu > Purchasing > Procurement Cards > Definitions > Cardhalder Profile  [2]

E newwindow 7 Help B nmp

Cardholder Profile

Enter any information you have and click Search. Leave fields blank for a list of all values.

Litnit the number of results to (up to 300y (200
Employee ID:|hegins W\lhj‘

Name: |cumams j‘Mamn

Last Hame: [Leains with =]

I” Case Sensitive

[ gearch || Glear |Basic Search [ Save Search riteria

Done

| v
[T T [ | trustedstes

EREER

Page 76



m Training Guide
P-Card Maintenance

Step Action

6. Click the Search button.

ARC™

Favgrites : MainMenu > Purchasing > Procurement Cards > Definitions > Carcholder Profie 5]

E ewwindow P Help B hitp

=

Cardhelder Prefile

Enter any information you have and click Search. Leave fields blank for a list of all values

Limit the number of results to (up to 300;, ,3?
Employee ID:|hEgms W\Ihj‘

Name: |tnntams j‘Mar\in

Last Name: |hegmswwlhj‘

™ Case Sensitive

Search Clear  |pasic Search [ Save Search Criteria

Search Results
Wiew All First [q] 118 of18 [i] Last

Employee ID  Hame Last Hame
10057160 Bruce,Stuart Marlin  BRUCE
10032032 Chappell,Marlin R CHAPPELL
10165979 DowneyMarlinkl — DOWNEY
10136207 Farr,Marlin D KARR
10056083 Kimball Marlin C KIMBALL
10017544 Marlin JrElmer P MARLIN JR
PO0OO0O0O0T Marlin Ay MARLIN
10028541 MedounallMarlin R MCDOUGALL
10038903 Mcgregor JrMarlin F MCGREGOR
10155764 MNelson,Marlin B MELSOMN
10138037 Santiago,Marlin SANTIAGO
10054972 Srnith,Marlin D ShITH
059075 TempleJohh Marlin TEMPLE
009575 Weher,Marlin R WEBER
051747 Wihite Matlin WHITE
10144860 welon rMarlin B YELTOM

4 | »

Done [ [ T [ [ @[ Tusedsies Vo~ [Fiom -

Step Action

7. Click the Marlin,Amy link.
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Favnvr\tes i MalnvMenu > Purchasing > Procurement Cards > Definitions > Cardhalder Profile [2]
[_E’NEWW\TMDW “? Help E,»/Cuamm\ze Page hrlp
Card Data
Name: Marlin Ay x| -
Employee ID: Poooooonoot
Personnel Status: Employee
Telephone:
Home Address Mailing Address
Country: UBA Uniled States Usa
3280 Broadway
Address 1: 3280 Broadway
Address 2:
Address 3
Mew Yok
city: Mews York Wy 10027
County: Postal: 10027
State: MY e York
B save | | RetuntoSearch | [+3 PreviousinList | 45 MextinList | [ Natity |
Personal Data | Card Data
4 3
Done | T T [ | usted sites [Fa = [®ae «

Step Action

and home address.

Note: This is a display-only page.

The Personal Data page displays cardholder information such as personnel status
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" CardData |

Training Guide
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=

@NEWWmdnw “? Help Efcuammwze?age

hitp

Name:

Employee ID:

Personnel Status:
Telephone:

Home Address

Marlin Amy x -
POOO0000001

Employee

. i Address

Country: UBA Uniled States Usa
3280 Broadway
Address 1: 3280 Broadway
Address 2:
Address 3
Mew Yok
City: TEwy York MY 10027
County: Postal: 10027
State: Y e Yiork

| save | [{£4 RetuntoSsarch | [+ PreviousinList | 4 MextinLst | [Z] oty |

Fersonal Data | Card Data

3

Done |

[

| [P | Trusted sites RN

Action

Click the Card Data tab.

' Card Data

Favorites — Main Menu > Purchasing > Procursment Cards > Definitions > Cardholder Profils (5]

Personal Data |

Marlin,Amy

[ Display Unmasked Card Number
Card Data
r ’

Accitional Informeation Crecit Limits Transaction Limts

[_EINEWW\TMDW 7 Help E‘fCuamm\zePagE

=

hitp

*Business Unit *Card Issuer *Card Humber *Expiry Date Card Type

Date Issued

lcoLum @ [PCARD Q | 4780 [1zi31rz013 5 [visa

= fosoizorz EOEED =

| save | £ RetuntoSearch | 1[E] PreviousinList | 4 Mextinlist | |[] hotity

Personal Data | Card Data

| 3

Done |

L

| % [ Trusted sites [T~ %% -

Page 79




Training Guide M
P-Card Maintenance

Step Action

10. To assign a proxy to the cardholder, click the Additional Information tab.
Additional Information

Favnvr\tes ! MainvMenu > Pur[h'as\ng > DrD(urem_ent Cards > Deﬁrﬂtinns > Cardhalder Profile 2]
[_E’NEWW\TMDW “? Help IL/Cuamm\zePagE hrlp
Eersonal Data mlﬁn
Marlin,Amy
I Display Unmasked Card Number
Card Data
Credit Card Information Cracit Limits Transaction Limits
;':":‘Si"ess *Card Issuer *Card Humber Vendor Card Vendors  Proxies g?:r'i’: Commodity Codes
lcoLum @ [PCARD Q 4TE0 (i Vendors  Prosies % Commodity Codes =
[5) sewe [ ReturntoSearch 4[] Previousinlist 4[5 MextinLlist  [Z] Notify
Personal Data | Card Data
4 | 3
[T T [ tustedsites [ - [®R1oew -
Step Action
11. The Additional Information page allows you to:

1. Indicate whether the card is a Vendor Card. (Functionality will not be utilized in
ARC))

2. Assign Proxies.
3. Enter single or multi-line Default Distributions.
4. Assign Commodity Codes. (Functionality will not be utilized in ARC.)

In this scenario, Michelle will assign a proxy to the cardholder.
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Personal Data |

Marlin,Amy

I Display Unmasked Card Number

Training Guide

P-Card Maintenance

@NEWWmdnw “? Help Efcuammwze?age hrlp

<
First

Credit Card Accitional Informeation Crecit Limits Transaction Limts
“Business I , _ Default _
Unit Card Issuer *Card Humber Vendor Card Vendors Prozxies Distrib Commodity Codes
lcoLum @ [PoaRD Q | 4780 (] Vendors  Prodes ggﬁ“ﬂ‘ Cornmodity Codes =

1of1 U et

| save | &4 RetuntoSearch | [+ PreviousinList | 4 MextinList | |[Z] hotity |

Personal Data | Card Data

3

[T T T e [ Trusted sies

RS

Step Action

12. Click the Proxies link.

Favarites | MainMend > Purchasing > Procurement Cards > Definitions > Cardholder Profie [5]

Assign Proxies

ENewwindow  ? Help  [F Customize Page B hitp

Marlin,Amy

PCARD Card Number: T TR0

" o " Requester

User ID Description Role Default Buyer Default

I Q ] [ =
| ok | cancel |

niEn

pone [ [ [ [ musedstes

7 - [Hio0w -
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Step Action

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

The User ID is the ID (UNI) of the user that has been assigned a P-Card role by
completing the Security request form. This user will be designated as either a
Reconciler or Approver.

Note: A P-Card Administrator must be assigned as a Proxy to every cardholder
profile.

Favarites © Man Menu > Purcrlasmg > F‘rncuremventcards > Deﬁnvmoms > Carcholder Profile [5]

Look Up

Look Up User ID

Mame: Ihegmswwlh §|

. LookUp || Clear || Cancel |BasicLookup

T 13P-Card Approver
-Card Reconciler

P-Card Revigwer

PEMNCE ANN

HOU FELICIY

STROBELPEDISICH HELGAT.
OSEPH A

T Myl esdss  [fa-[Rowm -

Step Action

14, Click the PO_TEST _12 link.
Ei:TES T2
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0K Cancel |

Favnvr\tes'MalnvMenu > Purchasing > Procurement Cards > Definitions > Cardhalder Profile [2]

@NEWWmdnw “? Help Efcuammwze?age hrlp

=

Marlin,Amy
PCARD  Card Number: Rt v 11
Proxies 4 B 2E rg K opq O Lant
*User ID Description *Role Requester | p /o nocautt
Default A

Fo_TEST_12 @, P-Card Administrator CU P-Card Administrator = - [l =

[T [Ee | musedsites e

Training Guide
P-Card Maintenance

Step

Action

15.

Click the Add a new row at row 1 (Alt+7) button.

Assign Proxies

ok | cancel |

Favarites | MainMend > Purchasing > Procurement Cards > Definitions > Cardholder Profie [5]

ENewwindow  ? Help  [F Customize Page B hitp

niEn

Marlin,Amy

PCARD Card Number: T TR0

Proxies c Find | E2 First KL 4.2 0f2 1 Las
I . ! Requester

User ID Description Role e Buyer Default

PO_TEST_12 Q. P-Card Administrator U P-Card Administrator = [} |
[ & [ [

[ [ [ [ musedstes 75~ [Fos -
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Step Action

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

Favarites | MainMend > Purchasing > Procurement Cards > Definitions > Cardholder Profie [5]

Look Up

Look Up User ID

User ID:IhegmsW\m gl
Mame: Ihegmswwlh §|

. LookUp || Clear || Cancel |Basic Lookup

e

P Card Administrator |
Approver

ard Reconciler

-Card Reviewer

PENCE ANN

HOU FELICIY

ark Genovesi

C LT[ Rel/mmedss  [a-[Rom -

Step Action

17. Click the PO_TEST _14 link.
PrEERES T

Page 84



M Training Guide

P-Card Maintenance

Favnvr\tes i MalnvMenu > Purchasing > Procurement Cards > Definitions > Cardhalder Profile [2]
= (e
@NEWWmdnw “? Help Efcuamm\ze Page hrlp

Assign Proxies

Marlin,Amy

PCARD  Card Number: R ¥ 11

Proxies First K1 1.2 0r 2 I Lot

- Requester

*User ID Description *Role Default Buyer Default

PO_TEST_12 @ P-Card Administrator CU P-Card Administrator = (| I}

PoO_TEST_14 Q@ P-Card Reconciler CU P-Card Recanciler > i I
ok | cancel |

[ T [Ee | mustedsites e

Step Action

18. Click the Add a new row at row 2 (Alt+7) button.

Favarites | MainMend > Purchasing > Procurement Cards > Definitions > Cardholder Profie [5]

ENewwindow  ? Help  [F Customize Page B hitp

niEn

Assign Proxies

Marlin,Amy
PCARD Card Number: T TR0
Proxies C o | E2 First 1 1.3 0f 3 U Las
I . ! Requester
User ID Description Role Default
PO_TEST_12 Q. P-Card Administrator U P-Card Administrator = [} |
PO_TEST_14 Q@ P-Card Reconciler CU P-Card Reconciler - - -
I« ! = (]
| Ok | =G ancsl |

[ [ [ [ musedstes 75~ [Fos -
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Step Action

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

Favarites | MainMend > Purchasing > Procurement Cards > Definitions > Cardholder Profie [5]

Look Up

Look Up User ID

User ID:IhegmsW\m gl
Mame: Ihegmswwlh §|

. LookUp || Clear || Cancel |Basic Lookup

e

P Card Administrator |
Approver

ard Reconciler

-Card Reviewer

PENCE ANN

HOU FELICIY

ark Genovesi

C LT[ Rel/mmedss  [a-[Rom -

Step Action

20. Click the PO_TEST _13 link.
PO TEST 134
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Assign Proxies

Marlin,Amy

PCARD  Card Number:

e 4 700

Training Guide
P-Card Maintenance

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

customize | Find | BV | % Firct T a30p3 U Lot
*User ID Description *Role R‘;‘L‘::j"f' Buyer Default
FO_TEST_12 @, P-Card Administrator CU P-Card Administrator = - [l =
PO_TEST_14 @ P-Card Reconciler CU P-Card Reconciler - Il [l =
Po_TEST 13 Q. P-Card Approver U P-Card Approver - N M =
[ 0K Cancel
[ T [Ee | mustedsites e

21.

Click the OK button.

Ok

Note: Not every cardholder profile will have a Reviewer assigned as a proxy.

A reviewer is likely to be someone who will not reconcile/approve transactions for a
card, but may need the ability to review the P-Card transaction information.
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@NEWWmdnw “? Help Efcuammwze?age hrlp

Favnvr\tes i MalnvMenu > Purchasing > Procurement Cards Definitions >  Carcholder Profile [5]

Eersonal Data

Marlin,Amy

I Display Unmasked Card Number

Transaction Limts

Crecit Limits

Credit Card

“Business I , _ Default _
Unit Card Issuer *Card Humber Vendor Card Vendors Prozxies Distrib Commodity Codes

lcoLum @ [PoaRD Q | 4780 (] Vendors  Prodes % Cornmodity Codes =

| save | &4 RetuntoSearch | [+ PreviousinList | 4 MextinList | |[Z] hotity |

Personal Data | Card Data

| 3
RS

[# | Trusted stes

[

Step Action

22. Click the Save button.

? Help E{Custnm\ze?age htm

Definitions > Cardholder Profile [o]

Favnvmtas i MainvMEnu > Purchasing > Procurement Cards
B e Window

rzanal Data mlﬁn
Marlin,Amy

[ Display Unmasked Card Number

Card Data
 Credt Card Crect Limits | Transaction Limts
“Business I N , Defautt _
lunit Card Issuer Card Humber Vendor Card  Wendors  Proies ol Commaodity Cades
q Defaul .
lcoLum (@ [PCARD Q | 4780 (m| Vendors  ProMes  Diwin Commodity Codes =

| save |\ RetuntoSearch | 4[] Previousinlist  +F Mextinlist | |[Z] Wotify |

Personal Data | Card Data

| »
RS

[ | Trusted sites

I |
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Step

Action

23.

You have successfully assigned a proxy role.

You can now move onto the Loading P-Card Transactions and Resolving Errors
lesson where you will learn how to resolve P-Card transaction errors.
End of Procedure.
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Loading P-Card Transactions and Resolving Errors

This is the Loading P-Card Transactions and Resolving Errors lesson of the P-Card
Maintenance course. Upon completion of this lesson, you will be able to:

e Review and correct P-Card statement staging errors

Estimated time to complete lesson: 20 minutes
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Review and Correct P-Card Statement Data

P-Card Administrators will be able to correct errors for P-Card transactions loaded to the staging
table before they are loaded into ARC. Statement lines cannot be loaded in the statement tables if
the P-card vendor or P-card account number is not assigned to a cardholder profile. This could
include a P-Card account number being entered incorrectly.

The P-Card Administrator will research to determine if a cardholder profile is set up with an
incorrect card number, or if a cardholder profile has not been established.

In this scenario, Michelle will review and correct errors for P-Card transactions loaded to the
staging table.

Estimated time to complete topic: 15 minutes
Procedure

Welcome to the Review and Correct P-Card Statement Data topic where you will learn how to
review and correct errors for data in the staging table.

Favorites  Main Meru
Personalize Content | Layout ? Help
‘Menu 2] (=) [x]
Search:
[> Columbia Specific
> Purchasing
[> eProcurement
> Enterprise Components
[ Worklist
> PeopleTools
— Change My Password
Done [T T [ [ rusted sites [Fa = [®aew «

Step Action

1. Click the Purchasing link.

[ Purchasing
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ARC

Favnvr\tes i MalnvMenu > Purchasing
Purchasing
=l .
@@ Purchasing
Manage requistions, purchase orders, receipts, GPO contracts, and related data

Review Bank Staternent Reconcile

et oy credit card vendior, biling Review, Manage, O Spprove procuremsnt card
dlat, or status transactions and disputes:
= Reconcile Statement
= Review Disputes
Reports ﬁ] Security
Generate reports for procurement card summary and Define roles, access rights, proxiss and SpescCharts for

procurement cards
= Rejister Roles

=] Assiun Access Rights
=] Assian Prozies

=] Assign SpeedCharts

exception reporting.
=] Account Summary

= Carcholder Information
=] Expected Creclts

7 More

2

Home

Process Statements
Reconcile inbound procurement card dats; stags vouchers
for approved statements.
=] Load ProCard Stace
=] Load Statemert
=] Correct Errors
2 More.
Definitions
Define procurement card setup data such as card profiles
and card-issuing banks
= Cardnolder Profils
= Preferred Yendors
=] UOM Mappings

50

RN

[ [ Trusted sites

Action

Click the Process Statements link.
|Prncess 5tatemerrts|

ARC™

Favuvﬂtes MalnvMEnu 3 Purch'as\mg

Purchasing
ﬁ Process Statements
Reconcile inbound procurement card date; stage vouchers for spproved statements
= Load ProCard Stage

E Load Yisa-compliant data and U.S. bank-compliant cdata into
the staging tables

E" Load Statement
Load procurement card transactions from the staging table
and auto-recancie.

E" Load Voucher Stage
Stage approved procurement card transactions to the
woucher staging tables

E" Budget Chartfield Validation
Fun the Procard Budget Chartfield Validation process
(FSPHEDF3)

Home

Correct Errors
Review and Correct erors for statements loaced to the
staging tables.

50 o

| B [ Trusted sites [7a - [® 100w -
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Step Action

3. Click the Correct Errors link.

Correct Errors

worklist | Addto Favorites |

Favgyites - Main Mend > Purchasing > Proclrement cards > Process Statements > Corect Emrs
ENewwindow P Help  [F Customize Page hrlp

Correct Errors

List of staged rows with errors Customize | Fin 0o | 3 First £ 4.7 of 466 O Lozt
Stage Error  CardIssuer *Card Humber EmpliD  Hame
1 Account |PcarD Q [y75g
2| Account |PcarD Q [yTes
3 Account |PCARD Q[
4 Account [FcarD Q[T
& Account |FcarD Q [rmeeeegray
6| Account |FcarD Q [rmeeeegrag
7 Account |PCarD Q [y a2

5 save [=] Notify

[TE[ [ e [ rusted stes [Fh - [Foe - |

Step Action

4, The Correct Errors page displays a list of staged rows with errors.

The Stage Error column displays the type of staging error. The value is:
Account - Indicates that the cardholder number is invalid or not on file.

In this scenario, there are multiple Account errors indicating that the cardholder
number is invalid or not on file. To correct, the card number will need to be

associated with a cardholder profile.

Upon correction, the number of staged errors should decrease on the Correct
Errors page.
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Favnvr\tes i MalnvMenu > Purchasing

Correct Errors

> Procurement Cards > Process Statements > Correct Errors

List of staged rows with errors

Stage Error
1 Aceount
2 Aceount
3 Account
4 Aceount
& Aceount
G Account

7 Account

Card Issuer

*Card Humber

|FcarRD

g7

|FcarD

[T

|PCarD

[

|PCarD

777

|PCaRD

83

[FCaRD

4789

[PCarD

B save [ Notity

P L L L L LL

[

EmplID  Hame

50

| [P |/ Trusted sites |5 - [ %100

M7

Step

Action

You have successfully completed reviewing and correcting P-Card Statement data.

You can now move onto the P-Card Reporting in ARC lesson where you will learn
how to run the P-Card Spend Drillback query.
End of Procedure.
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P-Card Reporting in ARC

This is the P-Card Reporting in ARC lesson of the P-Card Maintenance course. Upon completion
of this lesson, you will be able to:

e Understand the ARC Reporting inventory to support P-Card processes
A list of queries will be created for users to utilize. It should be noted that some reporting will be
completed out of the MUL database that is used to store P-Card application information and

cardholder data.

Estimated time to complete lesson: 20 minutes
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Run P-Card Spend Drillback

The P-Card Spend Drillback query provides a list of all P-Card transactions existing in ARC that
have been vouchered and/or journal generated. This allows users to track P-Card transactions
through their life-cycle either backwards from Journal ID to P-Card Transaction, or forwards
from P-Card Billing Date and Cardholder ID.

ARC™

In this scenario, Michelle will run and review the P-Card Spend Drillback query.

Estimated time to complete topic: 5 minutes

Procedure

Welcome to the Run P-Card Spend Drillback query where you will learn how to run a P-Card

query.
Favgrites - Main Meru
Personalize Content | Layout ? Help
[Menu (= ]
Search:
®
> Columbia Specific
> Employee Sel-Service
[> Supplier Contracts
[ vendars
[> Procurement Gaontracts
[ Purchasing
[> eProcuremnent
[> Services Procurement
> Accounts Payahle
> Set Up FinancialsiSupply Chain
[ Enterprise Components
[ Waorklist
> Reporting Tools
[» PeopleTools
— Change My Passward
=
[T [ [ [ usedsies 75~ [Foms -
Step Action
1. Click the Reporting Tools link.
| [ Reporing Tools |
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Favnvr\tes i MalnvMenu > Reporting Tools

Reporting Tools

@ Reporting Tools

Run, creste, and manage queres and nision reports

E Report Manager
Review report list

Training Guide
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ue|
ﬁ Extract infonmation Using visusl represertations of your PS database
F=] Quiery Wiewer
[=] Schedule Guery

Done

[T T g [ Trusted sites

R

Action

Click the Query link.

ARC™

Favarites © Main Mend > Reporting Todls
Reporting Tools

ﬁ Query

Extract informetion using visual representations of your PS database:

Query Viewer
Rewigw existing GLeries

Home |

Schedule Query
Run the scheduls query process

Done

[T [ [ [ usedsees

7 - [Hio0w -
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Step

Action

3.

Click the Query Viewer link.

ARC™

Favarites | Main Meru > Reporting Todls > Query > Query Viewer

Query Yiewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

ENewwindow  ? Help  [E Customize Page hrlp

“Search BY:  [quewtame = pegins witn

b Advanced Search

[ [ [ [ usedsees [¥5 ~ [#100%

T 4

Step

Action

Click in the begins with field.
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Favnvr\tes'MalnvMenu > Reporting Tools > Query > Query Viewer

[_E’NEWW\TMDW “? Help BCUETD!’H\ZEF‘EQE hrlp

=

Query Yiewer

Enter any information you have and click Search. Leawe fields blank for a list of all values

“Search By [Suer tame =] begins with I

Search

|Anvamcen Search

[T [E | mustedsites Y

Step Action

5. Enter the desired information into the begins with field. Enter
"CU_AP_PCARD_DRILLBACK".

Favarites | Main Meru > Reporting Todls > Query > Query Viewer

ENewwindow  ? Help  [F Customize Page B hitp

niEn

Query Yiewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

"Search By:  [Qlery Name =l begins with CU_AP_PCARD_DRILLBACH]

Search

lAdvanced Search

[ [ [ [ musedstes 75~ [Foms -
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Step Action

6. Click the Search button.
Search

Favyiites - Man Menu > Reporting Tedls > Query > Query Viewer [al
& New window

Query Yiewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By [query Mame ~] begins with CU_AP_PCARD_DRILLBACK,

b Advanced Search

Search Results

-~ All Folders - =

Description Owner Folder HTML Excel

Public HTML Excel xML Schedule Faviorite

*Folder View:
Add to
XML — Favorites

Runto Runto Runto Schedule

Query Hame
CU_AP_PCARD_DRILLBACK P-Card Spend Drilback

? Help [ customize Page B ity

[T [ [ trusedsees

Done

7 - [®io0w -

Step Action

7. Click the HTML link.
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CU_AP_PCARD_DRILLBACK - P-Card Spend Drillback

Journal ID:
Employee ID: QQ
Bill Dt From: [E]
Bill Dt To: el
View Results
(=) Issuer Merchant i uaniEN fApproved Unit [Vioucher |Imvoice LT V‘]Ifli[n:::Er Distnh_utinn GL. Account |Fund |Dept I:lf:s Project | Activity | Initiative | Segment |Site
D Amt | Nbr | Dt By Date Number Li Unit Unit

4 | »
Done

| T T [ [ mrustedsites R

Step Action

The P-Card Spend Drillback query parameters display. The following fields are
required to run the query:

1. Journal ID or Employee ID
2. Bill Date From/To
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CU_AP_PCARD_DRILLBACK - P-Card Spend Drillback

Journal ID: ,—
Employes ID:’io\
Bilptfrom: [ [
BilDtTo: | [

View Results

Empl

. Voucher PC
0 | suer Merchant Tran |Tran |Bill| &pproved

Unit [Voucher [invoice |TMOICe| ) g DIstribution | GL |, oot Fund |Dept [Bus | Project | Activity |nitiative | Segment |site
Amt | Mbr | Dt By Date |\ mber Li Unit Unit

. | o]
Done |00 T T T [ Tusted sites [Fa = [®aow «
Step Action
9. In this scenario, Michelle will enter a Journal ID.

Click in the Journal ID field.
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CU_AP_PCARD_DRILLBACK - P-Card Spend Drillback =
JournalID; |
Employee ID: QQ
Bill Dt From: [E]
Bill Dt To: el
View Results
. - [Voucher | . PC
(=) Issuer Merchant i uaniEN fApproved Unit [Vioucher |Imvoice LT Line D'smh.u‘"m GL. Account |Fund |Dept |Bus |Project |Activity |Initiative |Segment |Site
D Amt | Nbr | Dt By Date I Li Unit -
umber Linit
4 | »
Done |00 T T T [ Tusted sites [Fa = [®aw «

Step Action

10.

Enter the desired information into the field. Enter "AP00061708".

CU_AP_PCARD_DRILLBACK - P-Card Spend Drillback

Journal ID; APUUUBWUE|

Employee ID: ,70\
Bilptfrom: [
BilDtTo: | [
View Results
[=0e) Issuer Merchant [raifianiEaliApproved Unit [Vioucher |Imvoice Liete V‘]Ifli[n:::Er Dislnb_u(inn GL. Account |Fund |Dept I:lf:s Project | Activity | Initiative | Segment |Site
D Amt | Nbr | Dt By Date (T Li Unit Unit

| »

| T [ Trstedsies [% - [100% -

Done
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Step Action

11. If a Journal ID is entered, the Bill Dt From and To do not need to be entered. Billing
Dates should be used if entering employee ID.
CU_AP_PCARD_DRILLBACK - P-Card Spend Drillback =
JournalD:  |APO0D0E1702
Employee ID: QQ
Bill Dt From: [
Bill Dt To: el
View Results
E:'I;"' Issuer Merchant Tn“’": TN';‘r" BDi‘" ““"{;"‘*“ Unit [Voucher [Invoice '"I;’;:;e :EE:: Dis":_”i“‘"'" Lfr"'n account [Fund [Dept E:% Project | Activity|Initiative |Segment [Site
4 | » .
Done | T [ trustedsites [“a - [®a00e -

Step Action

12. Click the View Results button.
YView Results
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CU_AP_PCARD_DRILLBACK - P-Card Spend Drillback

Joumnal ID:  [AP0DDB1708 ]
Employee ID: Q
Bill DtFrom: | |
BillDtTe: | |W

View Results

Download results in - Excel SpreadSheet CSV Tex File xMLFile (8 kb)

View Al
Tran Invaice | Voucher oe
Empl D Issver | Merchant | 2% Tran Hbr Bill Dt  Approved By | Unit | Voucher Invoice s Line 13 °" 6L Unit | Account Fund| Dept | Bus | Project Activity Initiative Segment Sit
Humber Unit

HERTZ

1 10003482 PCARD RENT-A- | 57.780 242753032927531224677688 12/14/2004 PO_TEST_13 [COLUM 00000337 [15200_0000000000000000002 [12/14/2004 1 1/COLUM|68305 |30 [5502103|GENRL|GT001008 01 00000 00000000
car
HERTZ

2 10003462 PCARD |RENT-A- | 57.760 2427530329275312246776688 1211412004 PO_TEST_13 (COLUM 00000337 [15200_0000000000000000002 | 12/14/2004 1 1/COLUM|€8305 |30 [5502103| GENRL|GT001008 01 00000 00000000
cAR
OFFICE

2 10003482 PCARD MAX 166,950 2439800326318 1061034685 12/14/2004 PO_TEST_13 (COLUM (00000337 [15200_0000000000000000002 |12/14/2004 2 1/COLUM 68305 |30 (5502103  GENRL|GT001008 01 00000 00000000
0u000812
OFFICE

4 10003462 FCARD [MAX 166,950 243980032631851061034685 12/14/2004 FO_TEST_13 [COLUM 00000337 [15200_0000000000000000002 | 12/14/2004. 2 1/cOLUM|68305 |30 (5502103 GENAL|GT001008 01 00000 00000000
0u000812
HERTZ

5 10003482 PCARD RENT-A- | 57.780 242753032927531224677688 12/14/2004 PO_TEST_13 [COLUM 00000337 [15200_0000000000000000002 [12/14/2004 1 1/COLUM|68305 |30 [5502103|GENRL|GT001008 01 00000 00000000
cAR
OFFICE

© 10003462 PCARD [MAX 166,950 243990032831851061034685 121142004 PO_TEST_13 [COLUM (00000337 [15200_0000000000000000002 |12/14/2004 2 1/CoLUM|€8305 |30 [5502103| GENRL|GT001008 01 00000 00000000
ov000e12
HAMPTON

7 10011780 PCARD || 72.080 242797043095284123113453 12/14/2004 PO_TEST_13 [COLUM 15200_ 1 1211472004 1 1/COLUM 68205 |30 (5502103  GENRL|GT001008 01 00000 00000000
HAMPTON

8 10011780 PCARD || 72090 242297043095284123113453 12/14/2004 PO_TEST_13 |COLUM 5 |15200_ 12/1412004 1 1/COLUM|88205 |30 [5502103| GENRL|GT001008 01 00000 00000000
HAMPTON

9 10011780 PCARD || e 72090 242297043095264123113453 12/14/2004 PO_TEST_13 [COLUM 15200_ 11211472004 1 1/COLUM|68205 |30 [5502103|GENRL|GT001008 01 00000 00000000

Step Action

13. The results of the P-Card Spend Drillback query display.

CU_AP_PCARD_DRILLBACK - P-Card Spend Drillback

Journal ID:  [AF0DDB1708 |
Employee ID: Q
Bill DtFrom: | |
BilDtTo: | i

View Results

Download results in - Excel SpreadSheet CSV Tex File xMLFile (8 kb)

View All
T I Voucher | PC
Empl ID  Issuer | Merchant n’:x Tran Hbr BillDt  Approved By | Unit | Voucher Invoice "E"’_;[:" Line i GL Unit| Account|Fund| Dept | Bus | Project Activity Initiative Segment Site
Humber Unit

HERTZ

1 10003482 PCARD RENT-A- | 57.780 242753032927531224677688 12/14/2004 PO_TEST_13 [COLUM 00000337 [15200_0000000000000000002 [12/14/2004 1 1/COLUM|68305 |30 [5502103|GENRL|GT001008 01 00000 00000000
car
HERTZ

2 10003462 PCARD |RENT-A- 5£7.760 24275303292752312248776688 12/14/2004 FO_TEST_12 |COLUM 00000227 [15200_0000000000000000002 |12/14/2004 1 1|COLUM|@8205 |30 5502102 | GENRL|GT001002 01 00000 ‘00000000
CAR
\OFFICE

3 100023482 PCARD MAX 188850 2438800326821821081024885 12/14/2004 PO_TEST_12 |COLUM 000002237 (15200_0000000000000000002 |12/14/2004 2 1|COLUM| 88305 |30 5502103 | GENRL|GT001008 01 00000 ‘00000000
00000812
(OFFICE

4 10003462 FCARD |MAX 1668950 2438800326231881061024665 12/14/2004 PO_TEST_12 |COLUM 00000337 (15200_0000000000000000002 |12/14/2004 2 1|COLUM|88205 |30 5502103 GENRL|GT001008 01 00000 00000000
00000612
HERTZ

5 10003482 PCARD RENT-A- | 57.780 242753032927531224677688 12/14/2004 PO_TEST_13 [COLUM 00000337 [15200_0000000000000000002 [12/14/2004 1 1/COLUM|68305 |30 [5502103|GENRL|GT001008 01 00000 00000000
cAR
[OFFICE

€ 10003462 PCARD |MAX 188.950 243990032021881081024885 12/14/2004 PO_TEST_13 |COLUM 00000237 (15200_0000000000000000002 |12/14/2004 2 1|COLUM|88305 |30 5502102 | GENRL|GT001008 01 00000 ‘00000000
00000812
HAMPTON

7 10011780 PCARD INNS 72080 242297043095264123113453 12/14/2004 PO_TEST_12 |COLUM 15200_( 1[12/14/2004 1 1|COLUM| 88205 |30 5502103 | GENRL|GT001008 01 00000 ‘00000000
HAMFTON

8 10011780 PCARD |’ 72,090 242297043095264123113453 12/14/2004 PO_TEST_13|COLUM 5 15200_ 11211472004 1 1/COLUM|€8205 |30 [5502103| GENRL|GT001008 01 00000 00000000
HAMPTON

S 10011780 PCARD INNS 72,090 242297043095264123113453 12/14/2004 PO_TEST_13 |COLUM 15200_( 1[12/14/2004 1 1|COLUM 88205 |30 5502103 | GENRL|GT001008 01 00000 ‘00000000
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Step Action

14. You have successfully run the P-Card Spend Drillback query.

You can now move onto the Key Terms lesson where you can review key terms and
definitions.

End of Procedure.
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Key Terms
The following terms will be helpful throughout the course:

Proxy A designated person selected to take action against a
P-Card. This can be a P-Card Reconciler, P-Card
Approver, P-Card Reviewer, and/or P-Card
Administrator.

SpeedChart SpeedCharts greatly increase data entry efficiency by
reducing the number of keystrokes required to enter
frequently used ChartField combinations. SpeedCharts
can be used to allocate transactions.

Staged Errors Displays the staging error on the Correct Errors page.
The value is:

Account — Indicates that the cardholder number is
invalid or not on file.
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Course References

Please find links to all of the Job Aids, Policies, and Procedures that were referenced throughout
this course:

1. Getting Started With the New Web-Based Training Tool
2. P-Card Maintenance Training Guide
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Knowledge Assessment

If you are taking this course to obtain security access to one of Columbia University’s Financial
Systems, please ensure you have completed the following:

1. Security Application Request: All security roles must be requested by the user through
the Columbia University Financial Systems Security Application which can be found in the
Service Catalog of ServiceNow (https://columbia.service-now.com/). Note: All security roles
must be approved by both the user’s manager and Department Security Administrator (DSA) for
the School/Admin Unit to which access is being requested.

2. Training Requirements: Security access will only be granted once all training
requirements have been fulfilled. After a user has reviewed all of the applicable training material
for a particular role, users must complete the Knowledge Assessment associated with that training
course with a score of 90% or higher. The Knowledge Assessments can be found in New
CourseWorks. If you have any questions about the training required for any security role, click
here for the Course to Role job aid.

If you are taking this course for information purposes only, i.e., you are not requesting a security
role, no Knowledge Assessment is required.
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Glossary

ARC

Billing Date
Chart of
Accounts
ChartFields
ChartString

Field
PeopleSoft

Proxy
Queries

Security

SpeedChart

Workflow

Accounting and Reporting at Columbia. Columbia University's new financial
system.

Indicates the P-Card billing date for the transactions that will be processed.
Columbia's Chart of Accounts is comprised of 11 ChartFields that are used to
organize and record financial activity at the University.

The fields that make Columbia's Chart of Accounts and provide it with an
overall structure. ARC has a total of eleven ChartFields which are recorded
on every transaction.

The combination of ChartFields and the level at which accounting charges
and credits are applied.

An area on a page that displays or requires data.

Oracle's PeopleSoft system is an integrated software package that provides a
wide variety of business applications to assist in the day-to-day execution and
operation of business processes. Each individual application, such as
Financial's and Human Resources, interacts with each other to offer an
effective and efficient means of working and reporting in an integrated
fashion across the enterprise.

ARC and PeopleSoft are used interchangeably when referring to Columbia's
new financial system.

A designated person selected to take action against a P-Card.

A request against the ARC, ARC Reporting, or UDS database to obtain a set
of data that match a specified search criteria.

Controls what level of access a user can have to pages, dollar thresholds,
data, and allowable actions in the system. Security ensures that users have the
appropriate page access and access to data required to perform their job
functions.

A user-defined shorthand key that designates several ChartFields to be used
for voucher entry.

Automatic, rule-based routing to pre-determined users based on criteria such
as role, department, commaodity, account and dollar amount. Workflow
manages and tracks the flow of work.
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