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Target Audience: Department P-Card Reconciler

Purpose: The purpose of this supplemental job aid is to identify the steps for reconciling P-Card transactions in FI$Cal; the required fields when a PO exists and is linked to P-Card transactions; the required fields when a PO does not exist and is not linked to P-Card transactions.

P-Card Transaction Reconciliation Process in FI$Cal:

This document contains the following sections:
· Section 1: Reconciling P-Card Transactions When a PO Exists
· Section 2: Reconciling P-Card Transactions When a PO Does Not Exist



Section 1: Reconciling P-Card Transactions When a PO ID Exists
For this scenario, a user has already created a PO ID for purchased line items. When the P-Card transaction comes through from US Bank, the Department P-Card Reconciler will log into FI$Cal to link the existing PO ID to the corresponding P-Card transaction.
Step 1.1: Log into FI$Cal as a Department P-Card Reconciler.
Open the Reconcile Statement /Procurement Card Transaction page.
1. Navigation Path: Main Menu  Purchasing  Procurement Cards  Reconcile  Reconcile Statement

Step 1.2: Click the Reconcile Statement link. The Reconcile Statement Search page is displayed.
· Select the Employee ID for the P-Card cardholder for which you need to reconcile.
· Click the Search button. The Reconcile Statement/Procurement Card Transaction page is displayed. All P-Card transactions for this billing cycle are displayed for the selected employee ID.
[image: ]
Note: The following page is visible only when multiple P-Cards are tied to your profile. If only one card is tied to your profile, the system will automatically open the screen shown in Step 1.3.

Step 1.3: Select the P-Card transaction for which you wish to reconcile by checking the checkbox next to the appropriate P-Card transaction.

Note: User can only link PO ID to one P-Card transaction at a time. FI$Cal does not allow multiple selections, concurrently. 

[image: ]

Step 1.4: Click the expand bar; Click the horizontal scroll bar and scroll to the right where Add Purchase Details link is displayed.
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Step 1.5: Click the Add Purchase Details hyperlink. The Reconcile Statement/Purchase Details page is displayed. This is where the Department P-Card Reconciler can link an existing PO to a particular P-Card transaction.
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Step 1.6: Enter applicable PO information for the transaction in the Reconcile Statement/Purchase Details page as follows:
· Click the Lookup icon for PO ID to select the existing PO to this P-Card transaction. This links a transaction to the associated PO.
· Click the Lookup icon and select the appropriate PO Line. This links a transaction to a specific line item within a PO.
Notes: When a PO ID exists with multiple PO lines, and the vendor swipes your P-Card for a combination of multiple PO lines, it is imperative that the Reconciler manually split the P-Card transaction to match the PO lines before linking the PO ID and the PO line to the P-Card transactions. If this is not done, the P-Card transaction will be automatically split by the total # of line items from PO ID.
· Click the Lookup icon and select the appropriate PO Sched if needed. This links a transaction to a specific line schedule within a PO line item.
· Click OK to return to the Reconcile Statement/Procurement Card Transactions page when complete.
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Note: When the P-Card transaction is linked to an existing PO, the system will automatically split the P-Card transaction if there are multiple line items. The Department P-Card Reconciler will need to repeat Step 1.5 to fill in the PO Line and PO Schedule for the additional split lines. The Department P-Card Reconciler only needs to split the P-Card transaction when no PO existed or was created in FI$Cal. (Section 2)

Step 1.7: Click the ChartFields icon. The Reconcile Statement/Account Distribution page is displayed.

Note: The ChartField values from the linked PO ID are copied over to each of the split P-Card transaction lines. The Budget Status and ChartField Status should automatically default to Valid. No budget checking is needed since the PO ID has already been budget checked.
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· Verify the appropriate ChartField values (copied over from the PO ID). See required ChartField values below.
· Required fields are as follows:
1) GL Unit
2) Approp Ref
3) Fund
4) ENY
5) Account / Alt Account by default
6) Program
7) Rptg Structure (if applicable)
· Click the OK button when complete.
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Step 1.8: The Department P-Card Reconciler will need to verify that the Acquisition Type and Acquisition Method are copied over from the PO ID.
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Step 1.9: The Department P-Card Reconciler will need to attach receipt(s) and enter comments for the P-Card transaction line or split transaction lines.
· Scroll to the left and click the Comments icon. The Reconcile Statement/Line Comments page is displayed.
· Enter “Comments” in the comment field if applicable or required.
· Click the Attach button to attach the appropriate required receipt(s).
· Click the OK button when complete, to return to the Reconcile Statement/Procurement Card Transactions page.
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Note: If the P-Card transaction is split into multiple lines, the Department P-Card Reconciler will only need to attach receipt(s) to one of the split transaction lines, preferably the first line. Only one (1) receipt can be attached to each line comment. If additional receipts need to be attached, the Department P-Card Reconciler will need to click the  +  button to add an additional line comment, to attach the receipt.
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Note: A Bubble icon with lines indicates that there are either attachments (i.e., receipts) or comments for this P-Card transaction line.
Step 1.10: Click the Drop-Down Arrow under the Status column and select Verified from the list.
· Click the Save button. This action saves the P-Card transaction and indicates that the P-Card transaction that was just reconciled is now ready to be approved.
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Note: There is only one level of approval for reconciled P-Card transactions. The designated Department P-Card Approver(s) for this particular P-Card cardholder will receive an automated email notification that this P-Card transaction is ready to be approved.




Step 1.11: Click Sign Out to log off of FI$Cal

P-Card is a delivered functionality so the expectation is that the Reconciler will need to take the steps below when the vendors swipe as they ship each line item or swipe as they ship 2 or more of the line items from the same PO ID. This is to allow for partial receipt and payment.

Actions to be taken for each scenario below:
One P-Card transaction per line on PO ID
1. Link PO ID to P-Card transaction by selecting both the PO ID and the PO Line. By doing this way, system will not split this linked P-Card transaction into however many line items on the PO ID.

One P-Card transaction for two or more lines on PO ID
1. Manually split the one P-Card transaction into however many lines the charge is for. Click the Split hyperlink at the bottom of the page to manually split.
1. Link PO ID to each newly split P-Card transaction by select both the PO ID and the PO Line. By doing it this way, system will not split this linked P-Card transaction into however many line items on the PO ID.

One P-Card transaction for all the PO lines on the PO ID
1. Link PO ID to P-Card transaction by selecting ONLY the PO ID. System will automatically split the one P-Card transaction into however many PO lines on the PO ID.


Section 2: Reconciling P-Card transactions (when a PO does not exist)
For this scenario, a PO has not been created for purchased line items. When the P-Card transaction comes through from US Bank, the Department P-Card Reconciler will log into FI$Cal to enter appropriate reconciliation information to the corresponding P-Card transaction.
Step 2.1: Open the Reconcile Statement / Procurement Card Transaction page.
· Navigation Path: Main Menu  eProcurement  Procurement Card Center  Reconcile Statement

Step 2.2: Click the Reconcile Statement link. The Reconcile Statement Search page is displayed.
· Select the Employee ID for the P-Card cardholder for which you need to reconcile.
· Click the Search button. The Reconcile Statement/Procurement Card Transaction page is displayed. All P-Card transactions for this billing cycle are displayed for the selected employee ID.
Note: The following page is visible only when multiple cards are tied to your profile. If only one card is tied to your profile, the system will automatically open the screen shown in Step 1.3.

[image: ]

Step 2.3: Select the P-Card transaction for which you wish to reconcile by checking the checkbox next to the appropriate P-Card transaction.
Note: The user can only reconcile one P-Card transaction at a time. FI$Cal does not allow multiple selections, concurrently.
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Step 2.4: Click the expand bar. Click the horizontal scroll bar and scroll to the right where Add Purchase Details link is displayed.
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Step 2.5: Click the Add Purchase Details hyperlink. The Reconcile Statement/Purchase Details page is displayed. This is where the Department P-Card Reconciler will need to enter required fields when a PO does not exist in FI$Cal.
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· Verify defaulted Business Unit (BU)
· Click the Lookup icon for Vendor ID and select the Vendor for this P-Card transaction, if the supplier is a registered vendor within FI$Cal
· Click the Lookup icon for category (UNSPSC Code) and select the appropriate category for the purchased item.
· Verify defaulted quantity
· Verify defaulted UOM
· Click the OK button when complete, to return to the Reconcile Statement/Procurement Card Transactions page
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Step 2.6: When multiple line items have been purchased on a P-Card transaction and no PO has been created in FI$Cal, the Department P-Card Reconciler will need to split the P-Card transaction if needed.
· Click the Split Line at the bottom of the page. The Reconcile Statement Split Transaction page is displayed.
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· Click the   +  sign to add the 2nd line
· Click the  +  sign to add the 3rd line if needed
· Enter the appropriate percentage in the Percentage field or dollar amount in the Billing Amount field
· Click the OK button when complete

[image: ]

Note: The Department P-Card Reconciler will need to calculate the sales tax based on the Ship To location ID prior to splitting the P-Card transaction since the P-Card transaction from US Bank included sales tax. The total amount of all the manually split lines must equal 100%. Otherwise, the user will not be able to save the split lines.


Step 2.7: Scroll the horizontal scroll bar to the right and Click the Add Subcontracting and SB/DVBE Contracting link. The Add Subcontracting and SB/DVBE Contracting page is displayed.

[image: ]

· Verify the SB/DVBE information for the required fields below:
1) Supplier ID
2) Supplier Name
3) Doing Business As Name (DBA)
4) Certification Number
5) Small Business, Micro Business or Disabled Veteran Business Enterprise checkbox
6) Start Date
7) Expiration Date
· Click the OK button when complete.


Note: The SB/DVBE information would have been populated in production.
Screenshot below is just an example.
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Step 2.8: The Department P-Card Reconciler will need to select the appropriate ChartField values for each of the split P-Card transaction lines. If the appropriate ChartField values are not entered, then the P-Card transactions will not be staged for Voucher build.

Click the ChartFields icon. The Reconcile Statement/Account Distribution page is displayed.

Note: The recycled or EPP items entered on this page will ensure that recycled or EPP items purchased with a P-Card as the payment method will be reported on the EPP/SABRC report.
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· Enter the appropriate ChartField values. See required ChartField values below.
· Required fields are as follows:
1) GL Unit
2) Approp Ref
3) Fund
4) ENY
5) Account / Alt Account by default
6) Program
7) Rptg Structure (if applicable)

· Click the OK button.
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Step 2.9: The Department P-Card Reconciler will need to select the Acquisition Type and Acquisition Method for the P-Card transaction line or split transaction lines.
· Scroll to the right side of the Reconcile Statement/Procurement Card Transactions page.
· Click the Lookup icon for Acquisition Type and select the appropriate value from the list.
· Click the Lookup icon for Acquisition Method and select the appropriate value from the list.
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Step 2.10: The Department P-Card Reconciler will need to attach receipt(s) and enter comments for the P-Card transaction line or split Transaction lines.
· Scroll to the left and click the Comments icon. The Reconcile Statement/Line Comments page is displayed.
· Enter “Comments” if applicable or required.
· Click the Attach button to attach the appropriate required receipt(s).
· Click the OK button when complete, to return to the Reconcile Statement/Procurement Card Transactions page.

[image: ]

NOTE: If the P-Card transaction is split into multiple lines, the Department P-Card Reconciler will only need to attach receipt(s) to one of the split transaction lines, preferably the first line. Please also note that only one (1) receipt can be attached to each line comment. If additional receipts need to be attached, the Department P-Card Reconciler will need to click the  +  button to add additional line comment, to attach the receipt.
[image: ]

NOTE: A bubble icon with lines indicates that there are either attachments (i.e., receipts) or comments for this P-Card transaction line.
Step 2.11: Click the Drop-Down Arrow under the Status column and select Verified from the list.
· Click the Save button. This action saves the P-Card transaction and indicates that the P-Card transaction that was just reconciled is now ready to be approved.

[image: ]

NOTE: There is only one level of approval for reconciled P-Card transactions. The designated Department P-Card Approver(s) for this particular P-Card cardholder will receive an automated email notification that this P-Card transaction is ready to be approved.

You have successfully reconciled a P-Card Transaction when a PO does and does not exist.




Step 2.12: Click Sign Out to log off of FI$Cal

P-Card is a delivered functionality so the expectation is that the Reconciler will need to take the steps below when the vendors swipe as they ship each line item or swipe as they ship 2 or more of the line items from the same PO ID. This is to allow for partial receipt and payment.

Actions to be taken for each scenario below:
One P-Card transaction per line on PO ID
1. Link PO ID to P-Card transaction by selecting both the PO ID and the PO Line. By doing this way, system will not split this linked P-Card transaction into however many line items on the PO ID.

One P-Card transaction for two or more lines on PO ID
1. Manually split the one P-Card transaction into however many lines the charge is for. Click the Split hyperlink at the bottom of the page to manually split.
2. Link PO ID to each newly split P-Card transaction by select both the PO ID and the PO Line. By doing it this way, system will not split this linked P-Card transaction into however many line items on the PO ID.

One P-Card transaction for all the PO lines on the PO ID
1. Link PO ID to P-Card transaction by selecting ONLY the PO ID. System will automatically split the one P-Card transaction into however many PO lines on the PO ID.
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