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KEY TERMS

Term Brief Description of Term

PCard (carded or A Purchasing Card (PCard) is a type of Commercial Card that allows
cardless) organizations to take advantage of the existing credit card infrastructure
to make electronic payments for a variety of business expenses (e.g.,
goods and services). In the simplest terms, a PCard is a charge card,
similar to a consumer credit card. However, the card-using

organization must pay the card issuer in full each month, at a

minimum. PCards are also known as Procurement Cards (ProCards),
Payment Cards, Purchase Cards or similar terms. [The State of
Kansas will use the term PCard.]

PCards are not limited to plastic cards; they can also take the form of
non-plastic account numbers. The term "card" is typically used within
the industry when describing any type of Commercial Card product,
regardless of whether or not a plastic card is issued. One variation of a
PCard is a:

e Ghost Card/Ghost Account —a card account that an end-user
organization issues to a specific supplier or supplier type and
the supplier processes all of the organization's purchases to the
account; functions like a PCard.

Definition from NAPCP web site:
http://www.napcp.org/?page=WhatArePCards

Organizations that use PCards come from the Corporate,
Education and Government sectors and are often called "end-
users." The individual employees who are issued a PCard to
initiate transactions/payments on behalf of their

employer (the end-user organization) are known as
"cardholders."

Cardholder
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Term Brief Description of Term

Definition from NAPCP web site: http://www.napcp.org/?page=WhatArePCards

Issuers work directly with end-users to implement and grow programs,
issue cards and invoice posted PCard transactions. The issuer uses the
The ‘Issuer’ for the State of | services of the networks and processors to facilitate card issuance,
Kansas is currently UMB. authorize transactions and provide data. Many financial institutions are
issuers. Issuers are sometimes referred to as card "providers."

PCard Issuer

The card issuer typically provides a single electronic invoice to the end-
user organization—at a minimum of once per month—reflecting all
cardholders and their respective PCard transaction totals plus a grand
total. An organization does not carry a balance, instead paying its card
issuer in full (at a minimum of one payment per month) for all
cardholders’ transactions. The organization processes the invoice,
creating accounting entries and facilitating payment to the card issuer.

Definition from NAPCP web site: http://www.napcp.org/?PCardProcess

Agency PCard Employee | SMART requires that each Procurement Card (PCard) be assigned to
ID an individual Employee ID (EMPLID) under the Cardholder Profile. The
State has previously allowed for Cardless Travel accounts and Vehicle
cards be assigned to a non-person, i.e. the vehicle card has the vehicle
tag number imprinted on the card. By allowing such assignment, the
Example: 17300PCARD agency WE.B.S qple to allow m(?re than one person to use the card, yet still
have one individual responsible for all charges.

Format: Agency number
followed by PCARD.

At SMART go-live (July 2010), each PCard was required to be
assigned to one EMPLID. As employees have changed positions or left
employment, transactions have become more difficult to reconcile and
problems were discovered when moving a PCard from one Cardholder
Profile to another Cardholder Profile.

To address this situation, each agency is allowed to have a new ‘non-
person’ EMPLID (“Agency PCard EMPLID”) to be used EXCLUSIVELY
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Term Brief Description of Term

for assignment of Cardless Travel accounts and Vehicle PCard
accounts. This allows for these PCard accounts to remain with the
“Agency PCard EMPLID” regardless of employment changes.

Please review Procurement Information Circular 11-02 for detailed
information concerning obtaining an Agency PCard Employee ID and/or
the accepted use of the Agency PCard Employee ID.

Agency PCard Payment An ‘Agency PCard Payment Employee ID’ was created for each agency
Employee IDs so that informational data received from the Issuer (UMB) and

_ o associated to the agencies Control Account numbers could be retained
Format: First three digits of |, sMART.

the agency number followed
by PCRDPYMT. The ###PCARDPYMT ID is to be used SOLELY by the Central PCard
Administrator (Tim Hund). Do not associate any agency PCards to

Example: 173PCRDPYMT | t1is Employee ID when setting-up cardholder profiles in SMART.,

The PCard file provided by UMB includes not only debit / credit
information that agencies need to reconcile but also includes
informational data which consists of UMB payments and internal UMB
adjustments to move information between accounts, etc. The
informational data should not be reconciled by agencies nor
should it be included on vouchers.

Prior to the ‘Agency PCard Payment Employee IDs’ being established,
the informational data was landing on an error page and not becoming
an active transaction in SMART because UMB associated these
transactions to the agency Control Account Number and not a specific
PCard number. The error list page grew to the point that it was no
longer usable.

To resolve these issues, the SMART team took the following steps:

¢ An ‘Agency PCard Payment Employee ID’ was created for each
agency.

Date Created: 11/19/2013 Page 8 of 160
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Term Brief Description of Term

e The Central PCard Administrator (Tim Hund) created PCards
using the agency Control Account number where the PCard
number would normally go and associated the PCard to the
'%PCRDPYMT" PCard Holder profile for each of the agencies.

¢ Modifications were made to the PCard load process so that all
informational transactions associated to a ‘###PCRDPYMT*
employee ID were automatically loaded with a status of
‘Closed’. These transactions will not show up for reconciliation,
approval, or payment.

NOTE: When running SMART queries for PCard transactions, you may
see some transactions (payment confirmations and adjustments)
charged to your agency’s control accounts for PCards. These PCard
transactions will be associated to an EMPLID that looks like
###PCRDPYMT. Please disregard these PCard transactions, no
action is required on the agencies part.

Billing Date The Billing Date is the date that the PCard transaction was loaded into
SMART.
Transaction Date The Transaction Date is the date that the transaction actually occurred,

PCard was swiped or PCard Account Number entered by Vendor.

Post Date The Post Date is the date that the transaction was posted to UMBs
system.

KEY CONCEPTS

SECURITY

There are several layers of security surrounding the PCard module. The first layer provides page
access by assigning roles to the users within SMART. The second layer is to register the roles within
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the PCard module and to assign access rights to those roles. The third layer is to set up card holder
profiles and give proxy rights to the cards.

ROLES

Users who will have a role in the PCard process will need to have the appropriate roles assigned to
them so that they will have the correct page access. The PCard related roles in SMART will be
discussed in detail in the ‘Key Agency Roles and Tasks’ section of this training document.

REGISTER ROLES & ASSIGN ACCESS RIGHTS
The PCard roles have been registered in the PCard module and each role has been given access rights.

When the PCard profile is established, the card will be associated to an employee identification number
(emplid), that emplid will be assigned one (1) and only one (1) role for that particular card. The role
determines what actions a particular user can perform with a specific card.

|CARDHOLDER PROFILE

The PCard Cardholder Profile connects an emplid to the PCard data and also matches the card to the
various roles and users that need access to this card. See the ‘Setting up PCard Holder Profiles’ section
of this training document for detailed instructions on creating a PCard Holder Profile.

USING PCARDS ON REQUISITIONS AND/OR PURCHASE ORDERS

Agencies may submit requisitions for purchases being made with a PCard. For example, an agency
may want to purchase a book from an internet based company and would like to pay for the purchase
using a PCard. During the creation of a requisition a PCard can be selected from a drop down list of
available PCards. The PCard drop down box will display if the ‘Requestor’ has proxy to at least one (1)
PCard.

The PCard information will flow from the requisition to the PO when:

¢ the vendor is set up to accept PCards,

e the vendor location effective date is on, or before the PO Date,
o the Buyer has proxy to the PCard, and

¢ the PCard has a current expiration date.
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If a PCard was not selected at the requisition level but the Buyer will be making payment using a
PCard, a PCard can be added to the Purchase Order (PO) later. The ‘Use Procurement Card’ link will
be available on the Purchase Order for the Buyer to select provided that the above listed statements
are true.

LOADING PCARD TRANSACTIONS

UMB sends a PCard transaction file to the State of Kansas on a nightly basis Monday through Saturday.
UMB does not generate a file on Sunday. The PCard transactions are loaded into SMART during the
nightly batch processes. The ‘Billing Date’ on the PCard transaction is the date that the transaction was
loaded into SMART.

PCARD APPROVAL PROCESS

SMART does NOT have an automated approval process for PCard transactions. A process is ran on a
weekly basis that initiates email notifications to the PCard Holder announcing when PCard transactions
have been loaded for their specific card; however, there are no notifications to move a PCard transaction
from one (1) reviewer to the next.

The status of PCard transactions can be manually changed from ‘Staged’ to ‘Verified’ and finally to
‘Approved’. The Reconciler’s role will dictate whether or not they can ‘Approve’ a PCard transaction.

VOUCHER BUILDING PROCESS

PCard vouchers are created through batch processes which the State of Kansas runs twice weekly,
Monday and Thursday mornings before the hourly batch processes begin.

KEY AGENCY ROLES AND TASKS

PO Agency PCard Admin Each agency should have at least one (1) user with the PO Agency
PCard Admin role.

This role is responsible for managing agency business procurement
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Role Description

cards. For example: Assigning business procurement card proxies,
adding new business procurement cards / users, and maintaining
business procurement card holder profile information.

PO Agency PCard Holder This role should be given to any employee who has been issued a
PCard.

This role by itself provides no access to functions in SMART. Giving
an employee a role within SMART does not mean that they have to log
into SMART; in this case, there will be some employees that have this
role and will never log into SMART.

Assigning all PCard holders this role allows their PCards to be used on
Requisitions and Purchase Orders when appropriate.

PO Agency PCard Employees with the PO Agency PCard Reconciler role are responsible

Reconciler for reviewing the PCard transactions and manually changing the status
from ‘Staged’ to ‘Verified'. This individual is NOT the final ‘Approver’.

PO Agency PCard Employees with the PO Agency PCard Approver role are responsible

Approver for the final approval of the PCard transaction. This individual will
manually change the status from either ‘Staged’ or ‘Verified’ to
‘Approved’.

The PCard transaction is available to be built to a voucher once the
status is ‘Approved’, the Budget Status is ‘Valid’, and the Chartfield
Status is ‘Valid'.

PO Agy PCard Recon Smaller agencies many times do not have the luxury of having two
Approver separate individuals to reconcile and approve PCard transactions. For
those isolated cases, a role was designed to allow one (1) individual
the ability to both reconcile and approve PCard transactions.

It is important to maintain a division of duties; consequently, this role
should be given only when no other option is available.

PO Central PCard Admin The State of Kansas has an employee who manages the PCard
program; that employee is currently Tim Hund. The manager of the
PCard program is given the ‘PO Central PCard Admin’ role in SMART
and is given ‘Proxy’ to all PCards entered in SMART.
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CARDHOLDER PROFILES - CREATING / MAINTAINING

NEW EMPLOYEE

Your agency has just hired a new employee who will use a business procurement card for the State of
Kansas. UMB bank has assigned the business procurement card to the new employee, and the
business procurement card number has been assigned to the new employee by your agency. Now, you
need to set up the employee’s Cardholder profile information for the business procurement card in
SMART.

Navigation: From the Home page in SMART, click on:
Purchasing = Procurement Cards > Definitions > Cardholder Profile page

1. Enter the new employee’s ‘Emplid’ and click the ‘Search button. In the Search results, click the
desired Emplid link:

CMART |

[ Pricing Configuration 0
[ Customer Returns
I> Items Cardholder Profile
E 5::;2:;0“”“”9 Enter any information you have and click Search. Leave fields blank for a list of all values.
~ Purchasing AN
b FErETE Find an Existing Value /
[ Request for Quotes
[- Procurement Contracts EmpliD: begins with + [TEST
[+ Vendor Rebates
[> Purchase Orders Name: begins with ~
I Receipts Last Name: begins with ~
[ Return To Vendor
= Procurement Cards [ case Sensitive
[ Reconcile =
[» Process Statements
b Reports ﬂl ﬂl BasicSearch [E) Save Search Criteria
[» Security
 Definitions Search Results
= Cardholder Profile \fimr "
Wiew All First 10f1 Last
= Preferred Vendors - /. ] [
= UOM Mappings _|Hame Last Name
= Review Bank Statement T SMART MARY SMART
[» Supplier Schedules =

2. Click the ‘Card Data’ tab:
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Personal Data | CardData ¥ 2

Name: SMARTMARY EmployeeTEsTSMART x
1D:

Personnel Status: MNon-Employee

Telephone:
Home Address Mailing Address
Country: USA United States USA

123 E Anywhere Str
Address 1: 123 E Anywhere Str
Address 2:
Address 3:

Topeka
City: Topeka KS 6E610
County: SN Postal: 66610
State: K3 Kansas

Bl save | £L Return to Search | [=] Notify |

Personal Data | Card Data

3. Enter the ‘Credit Card’ information and ‘Save’ the record:

SMART,MARY

|| pisplay Unmasked Card Number

Customize | Find | First [1] 10f1 [¥] Last

||17300 |UMEI Q e |4T15822173100008 Q |01Mut2050 Eﬂ Visa ~ [10i2002013 [ [=]

& save

Personal Data | Card Data

Field Description

4 Return to Search ‘ [=] Maotify |

Business Unit Use the Business Unit field to enter your agency’s Business Unit number (5
digits).

Card Issuer UMB Bank is the current card issuer for all State of Kansas business
procurement cards. Enter 'UMB’ into the Card Issuer field.

Card Number Use the Card Number field to enter the business procurement card number

assigned to the employee.
NOTE: The entire PCard number will display while you are entering the

number. When you ‘Tab’ to the next field, SMART will encrypt the PCard
number, for security purposes, and will display only the last four digits.
Users with the PO Agency PCard Admin role have the option to ‘Display
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Unmasked Card Number’. To ensure that the encryption process completes
successfully, it is recommended that the ‘Display Unmasked Card Number’
remains Unchecked while adding PCards to a Cardholder Profile:

SMART,MARY

| Display Unmasked Card Number |

Customize | Find | L First A 1 of 1 ¥ Last

17300 Q UMB Q ************ 7942 Q El - 10/30/2013 [51 [=]

B save ‘ £\ Return to Search | [=] Notify |

Personal Data | Card Data

Control Account Use the Control Account field to enter the Control Account associated to this
card. All procurement cards must be associated to a Control Account to
process in SMART.

NOTE: Control Accounts are maintained centrally. If you need to add or
delete a Control Account please contact the State of Kansas Procurement
Card Program Administrator, currently Tim Hund.

Expiry Date Use the Expiry Date to enter the expiration date for the employee’s business
procurement card. Expiry Date is entered in the format of MM/DD/YYYY.

Hints:

e The State of Kansas is not using SMART to maintain PCards from the
perspective of expiration dates, expense limits, etc. The PCard Issuer,
currently UMB, takes responsibility for the maintenance of the PCard.
Since SMART is not managing the actual PCard expiration, it is
acceptable to enter an expiration date that is far into the future. This
will prevent agencies from having to frequently update PCard
expiration dates in SMART.

¢ When an employee leaves employment in your agency, the agency
PCard Administrator will need to change the expiration date on the
PCard to the date the employee left service, this will prevent
Requisitioners and/or Buyers from selecting this PCard. The agency
PCard Administrator will then need to contact the PCard issuer (UMB)
to ‘Cancel the PCard. The PCard should NOT be deleted from
SMART.

e Use the calendar icon to enter the expiry date. Dates in the past can
be used.

e |f the Expiry Date is NOT current, the PCard will not be available for
selection on either requisitions or PO’s.
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Field Description

Card Type Use the Card Type field to enter ‘Visa'. VISA business procurement card
numbers begin with a 4’ and contain a total of 16 digits.
Date Issued SMART auto populates the current date into the ‘Date Issued’ field. If

necessary, change the default date to the correct date of issue of the
business procurement card.
Hint: Use the calendar icon to enter the date.

4. Click the ‘Additional Information’ tab:

SMART,MARY

| Display Unmasked Card Number

F
Card Data Customize | Find | ¥ First |I| 1 0of1 |I| Last

[ creditcard T Addional information T credit Limts T Transaction Limits
*Business Unit |*Card Issuer |*Card Humber Control Account *Expiry Date Card Type Date Issued
||173nn Q. ume Q [ 7942 |4715622173100008 4 [01/10/2050 [  visa ~ [1003012013 [3i] [=]

B save | £\ Return to Search | [=] Motify |

Personal Data | Card Data

5. Click the ‘Proxies’ link:

SMART,MARY

| Display Unmasked Card Number

Card Data customize | Find | 3 First (1] 4 or1 [ Last
[\ Gredit€ard T Additional Information T Credit Limit=' ] Transaction Limits

*Business Unit |*Card Issuer |*Card Number Vendor Card |Vendors |Proxic - |Default Distrib | Commodity Codes

[17300 G |ume Q |[rermreress 7942 Vendors Proxies Default Distib Commaodity Codes =

E save | £ Return to Search | [=] Motify |

Personal Data | Card Data

NOTE: Only those users with Proxy rights to a PCard can use that PCard in SMART. When
assigning Proxy rights, you must assign one (1) and only one (1) role to that user for that
specific PCard. Below are some examples:

Situation Role |
The User has been assigned a PCard. PO Agency PCard Holder
Date Created: 11/19/2013 Page 16 of 160
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Situation
The Proxy has been asked to reconcile the PCard
transactions for another employee’s card.

Role

PO Agency PCard Reconciler

The Proxy has been asked to approve PCard transactions
for another employee’s PCard.

PO Agency PCard Approver

The Proxy has been asked to reconcile and approve PCard
transactions for another employee’s card.

PO Agy PCard Recon Approver

The Proxy is a Buyer for your agency and will need Proxy
access to the PCard before they will be able to associate
the PCard to a purchase order.

PO Kansas Buyer

The Proxy will be managing / updating the PCard Holder
Profile and will need access to all PCards issued within
their respective agency.

PO Agency PCard Admin

The manager of the State of Kansas Procurement Card
program, currently Tim Hund, is given Proxy rights to all
PCards. When adding a new PCard, Tim Hund must be
given Proxy to the PCard.

PO Central PCard Admin.

6. Enter the Users who will have ‘Proxy’ rights to a particular PCard:

Assign Proxies
SMART,MARY

Ume
Proxies

aaaaaaaaaaaa

e ]
' - & =

Card Number:

“User D

[+ =]
[+ [=]
[+ =]

ok | cancel |

Field Description

User ID Use the User ID field to enter the SMART User ID for the employee receiving
the Proxy rights.

Description The Description field displays the users name captured in SHARP.

Role The User who is being given ‘Proxy’ to the PCard must be given one (1) and
only one (1) role per PCard. There are several role options available for

Date Created: 11/19/2013
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Field ~Description

PCard Proxies in SMART:

e PO Agency PCard Holder — Allows card to be used on requisitions /
purchase orders. This role by itself does not have access to SMART
but if the user has additional access they may reconcile transactions
with this PCard Proxy role.

e PO Agency PCard Reconciler — Reconciles the PCard transactions
in SMART

e PO Agency PCard Approver — Approves the PCard transactions in
SMART

e PO AGY PCard Recon/Approver— Reconciles and approves the
transactions for the PCard

e PO Agency PCard Admin — Performs administrative duties
associated with PCards in SMART

e PO Central PCard Admin — Performs administrative duties for the
State of Kansas PCard program and must be given proxy to all
PCards.

e PO Kansas Buyer — To be able to associate a PCard to a purchase
order, the Buyer must have Proxy Access to the PCard.

The ‘Roles’ available from the drop down box vary depending on the role
access given to the employee ID selected.

Requester Default Click this checkbox if the Cardholder is a Requester in your agency and
every time they are selected as a ‘Requester’ you want this specific PCard to
default as the payment method on the purchase requisition in SMART.
NOTE: The default PCard information is able to be manually overridden on
the requisition if desired.

Buyer Default Click this checkbox if the Cardholder is a Buyer in your agency and every
time they are selected as a ‘Buyer’ you want this PCard to default as the
payment method on the Purchase Order.

+ button Use the ‘+’ button to add additional proxies as necessary.

- button Use the - button to delete or remove proxy rows as desired.

OK button Click the OK button to save the changes you have made to the Assign
Proxies page.

Cancel button Click the Cancel button to exit the Assign Proxies page without saving any

changes you made.

7. Click the ‘OK’ button:
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Assign Proxies

SMART,MARY

UWMB Card Humber  srressreaoes 7942

Proxies

: Reguester | Buyer
||DN\RTJH 2 Timothy J Hund PO Central P-Card Admin -

||DAU[JJED 2 Joy E Duncan PO Kansas Buyer - [} [F - E|

||DAUUJFP / ) Jane F Proctor PO agy P-Card Recon Appro - [ =
OK Cancel |

8. Click the ‘Default Distrib’ link:

SMART,MARY

o Display Unmasked Card Number

Card Data Customize | Find | i First (1] 1 of 1 [¥] Last

[\ Credit€ard ] Additional information T\ Gredit Limits' ]| Transaction Limits

*Business Unit |*Card Issuer *Card Humber Vendor Card (Vendors |Proxies |Default I]is_iLb_ Commodity Codes

||173uu Q, [ume Q [rressmmwrees 7942 Vendors Proxies Default Distrib Commodity Codes =]

B save | L Return to Search I [=] Motify I

Personal Data | Card Data

9. Ship To — This is an optional field. Use the field to enter the desired ‘Ship To’ location value. If
you do not know the ‘Ship To’ location, use the Lookup button to view a list of available options.

efault Accounting Distribution -

SMART,MARY ’

uwe Card NHumber: w7047

¥ Default Values

e

ae tribufs =g

10. Distribution Choices - This is the default ‘Distribution Choices’ option in SMART.

Important! The Single-Line Distribution default page MUST be completed even if you plan on
using a ‘Speedchart’. If the Single-Line Distribution default page is left blank, i.e. a default
distribution line is not entered, users will NOT be able to search for PCard transactions using the
Employee ID.
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- P T T - UV

| e LN, ST T e R
Ship To: L=

* Distribution Choices

@ Use Single-Line Distribution
) Use Multi-Line Distribution

I'+ Use Single-Line Distribution

11. Click the Single-Line Distribution radio button to enter one single line of default funding which
SMART applies as the default value(s) for EVERY transaction incurred using this business
procurement card.

NOTE: Single line distributions entered here will default into EVERY transaction loaded into
SMART. These values may be changed during the PCard reconciliation process.

NOTE: The Single-Line Distribution default page MUST be completed even if you plan on using
a ‘Speedchart’. If the Single-Line Distribution default page is left blank, users will NOT be able to
search for PCard transactions using the Employee ID.

12. Enter the chartfield information:

Default Accounting Distribution
SMART,MARY

UMB  Card Number: s=stessssi7g4n

Ship To: Q

~ Distribution Choices

Field Description

GL Unit Required field. SMART defaults the GL Unit number based on
the Business Unit number entered on the Card Data page.
NOTE: The GL Unit number on the Default Accounting
Distribution page must match the Business Unit number
specified on the Card Data page.

Dept Required field. Use the Dept field to enter the Department
number. If you do not know the Department number, click the
Lookup button to access a list of available options.
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Field  Description

Fund Required field. Use the Fund field to enter the Fund number. If
you do not know the Fund number, click the Lookup button to
access a list of available options.

Bud Unit Required field. Use the Bud Unit field to enter the Budget Unit
number. If you do not know the Budget Unit number, click the
Lookup button to access a list of available options.

Program Required field. Use the Program field to enter the Program
number. If you do not know the Program number, click the
Lookup button to access a list of available options.

Account Required field. Use the Account field to enter the Account
number. If you do not know the Account number, click the
Lookup button to access a list of available options.

PC Bus Unit Optional field. Use the PC Bus Unit field to enter the Project
Costing Business Unit number if applicable. If you do not know
the PC Bus Unit number, click the Lookup button to access a
list of available options.

Project Optional field. Use the Project field to enter the Project number
if applicable. If you do not know the Project number, click the
Lookup button to access a list of available options.

Activity Optional field. Use the Activity field to enter the Activity
number if applicable. If you do not know the Activity number,
click the Lookup button to access a list of available options.

Source Type Optional field. Use the Source Type field to enter the Source
Type number if applicable. If you do not know the Source Type
number, click the Lookup button to access a list of available
options.

Category Optional field. Use the Category field to enter the Category
number if applicable. If you do not know the Category number,
click the Lookup button to access a list of available options.

Sub Category Optional field. Use the Sub Category field to enter the Sub
Category number if applicable. If you do not know the Sub
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Field ~Description

Category number, click the Lookup button to access a list of
available options.

Svc Loc Optional field. Use the Svc Loc field to enter the Service
Location code if applicable. If you do not know the Service
Location code, click the Lookup button to access a list of
available options.

Agy Use Optional field. Use the Agy Use field to enter the Agency Use
value if applicable. If you do not know the Agency Use value,
click the Lookup button to access a list of available options.

ChartField 2 Optional field. Use the ChartField 2 field to enter the
ChartField 2 value if applicable. If you do not know the
ChartField 2 value, click the Lookup button to access a list of
available options.

Location Optional field. Use the Location field to enter the Location
code if applicable. If you do not know the Location code, click
the Lookup button to access a list of available options.

NOTE: The Single-Line Distribution default page MUST be completed even if you plan on using
a ‘Speedchart’. If the Single-Line Distribution default page is left blank, users will NOT be able to
search for PCard transactions using the Employee ID.

13. Use the Multi-Line Distribution radio button to enter a SpeedChart Key. A SpeedChart key
splits the distribution (funding) into multiple lines of funding. SpeedChart Keys are maintained by
your Agency.

SMART applies the split distribution value(s) as the default funding values for ALL business
procurement card transactions incurred using this business procurement card.

Multi-Line distributions entered here will default into EVERY transaction loaded into SMART.
These values may be changed during the PCard reconciliation process.
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Default Accounting Distribution

SMART,MARY

UMB Card Humbe: Fessssssmgoagy
Ship To: Q
) Use Single-Line Distribution

@ Use Multi-Line Distribution

* Use Multi-Line Distribution

Primary Permission List: | Q

Univer=zal SpeedCharts

£5e#iD *SpeedChart Key Description Default Show SpeedChart

[17300 Q |oms L OS defautt funding Show SpeedChart =]
|1T3EIIII &} |C.M ) Central Mail Default Funding [ Show SpeedChart [=]
01,9 | Cancel |

Primary Permission List - The State of Kansas is not using the Primary Permission List option. Do
not use this field.

) Use Single-Line Distribution
@ Use Multi-Line Distribution

¥ U=e Multi-Line Distribution

Primary Permission List:

unnrersal speea L nars
[ e
= g “Speedch - g

14. Enter SpeedChart information:

Fields | Description

SetlD Use the SetlD field to enter the Business Unit number for your
agency.
SpeedChart Key Use the SpeedChart Key field to enter the desired SpeedChart

Key value. If you do not know the SpeedChart Key value, click the
Lookup button to view a list of available options.
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Fields Description

SpeedChart Keys are maintained by your Agency.

Description The Description field displays the description for the SpeedChart

Key value entered in the SpeedChart Key field.

Default checkbox Click the Default checkbox to select a SpeedChart Key and to set

it up as the default for EVERY transaction loaded into SMART for
this PCard.

All the available SpeedChart values listed here will be accessible
during the PCard reconciliation process.

NOTE: The default funding information is able to be overridden by
the PCard Reconciler during the PCard transaction reconciliation

process.

Show SpeedChart Link Click the Show SpeedChart link to access the SpeedChart Detail

page. Use the SpeedChart Detail page to view the distribution
(split funding) details for the SpeedChart Key.

+ button Use the ‘+’ button to add a new row to enter an additional

SpeedChart Key.
NOTE: The speedchart will NOT be available for selection during

the reconciliation process if the speedchart is NOT associated to
the PCard on the 'Default Accounting Distribution page.

- button Use the ‘- button to delete or remove SpeedChart Key rows as

desired.

15. The ‘Show SpeedChart’ link will allow you to view the distribution details for the SpeedChart Key.

Click the ‘Show SpeedChart’ link:

SetiD:

SpeedChart Key: DFMWATER Description:  CITY OF TOPEKA - WATER
Speed Charts

10
b gy ‘_\NWT‘.\_V"..Y‘M...,W”"‘“";.‘.O‘ - “roww\'lﬁ_ﬂ' NP . .._,.ﬁ.r\w.\_".’x.,“ﬁ annagl 2

SpeedChart Detail ¥

17300

Customize | Find

2.00 0.00000 1732510001 6148 4100 01851
2.00 0.00000
2.00 0.00000
2.00 0.00000
2.00 0.00000
2.00 0.00000
2.00 0.00000
2.00 0.00000
2.00 0.00000

173PL28

1732510001
1732510001
1732510001
1732510001
1732510001
1732510001
1732510001
1732510001

6148
6148
6148
6148
6148
6148
6148
2028

01851
01851
01851
01851
01851
01851
01851
01851

173PL48
173PL38
173HMTB
173HMTE
173GMTS
173GMT8
173GMT8
173PLG2
2.00 0.00000 1732510001 6148 4100 01851 173PLBE

eagathey

NOTES:

e In order for a speedchart to be available for use during the reconciliation process,
it must be associated to the PCard on the PCard Holder Profile
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Important! The ‘Account’ chartfield value is a required field for PCard transactions.
PCard transactions will NOT split correctly if the Account ChartField is left blank (empty).

Account code is NOT a required field in a Speedchart key. Be sure that the Speedchart
key has an Account code value if the Speedchart is going to be used as a default on a

PCard.

The Account code can be overridden during the PCard transaction reconciliation process.

16. Click the ‘Return’ button:

20 00 000
41 200 0.00000
42 200 0.00000
43 200 0.00000
42 200 0.00000
45 200 0.00000

46 10.00 DDI]DI]D/

“hrissigien < Totos " aos wiesy  sghson T T ST AR et T
1732510001 8148 4100 01851 528500
1732510001 6145 4100 01851 528500
1732510001 8148 4100 01851 528500
1732510001 8148 4400 01851 528500
1732510001 6145 4400 01851 520900
1732510001 B148 4400 01851 538500

o

173PL8E
173PLBB
173PL18
173GMT3
173GMTS
173GMT3

PO
173RLG2

Retum

17. Click the ‘OK’ button:

Default Accounting Distribution

SMART,MARY

UMB Card Number: **ssssaggdz
shipTo:| @
O Use Single-Line Distribution
@ Use Multi-Line Distribution

~* Use Multi-Line Distribution

Primary Permission List: | Q
Universal SpeedCharts

[17300 @ |oms Q. Ofs defautt funding Show SpeedChart =
|1 7300 |Cy |cr.1 ), Central Mail Default Funding = Show SpeedChart [=]
17300 ’C{ [DFMWATER | CITY OF TOPEKA - WATER ] Show SpeedChart [=]
OK Cancel |

18. Click th

e ‘Save’ button:
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SMART,MARY

] Display Unmasked Card Number

Customize | Find | - First 10of1 Last
Additional Information

*Business Unit |*Card Issuer *Card Mumber Vendor Card |Vendors |Proxies |Default Distrib

17300 P Q, |umB Q) [mswsserngd Vendors Proxies Default Distrb Commedity Codes [=]

Save | £EL Return to Search

[&] Motify |

Personal Data | Card Data

19. A new Cardholder Profile has been created.

NOTE: The management of the PCard itself is the responsibility of the Issuer (UMB);
consequently, the following pages are NOT being used by the State of Kansas:

o Commodity Codes (link): This page set PCard credit limits based on Commodity Code.
o Credit Limits (Tab): This page sets the credit limits for a specific PCard.
e Transaction Limits (Tab): This page sets the transaction credit limits for a specific PCard.

ADDING A PCARD TO EXISTING CARDHOLDER PROFILE

An employee has discovered fraudulent activity on his existing PCard. The agency has contacted the
Issuer (UMB), the existing card has been ‘Canceled’ and a new ‘PCard’ has been issued.

The PO Agency PCard Amin will need to take the following steps.

Navigation: From the Home page in SMART, click on:
Purchasing = Procurement Cards =» Definitions = Cardholder Profile

1. Search for the Cardholder Profile by entering the Emplid, clicking the ‘Search’ button and then
clicking the link for the Cardholder Profile that needs to be updated:
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Cardholder Profile

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

Find an Existing Value

EmpliD: begins with  [TEST

Search |

Last Hame: begins with - |

|:| Cas?ﬁsitive

Clear | Bazic Search [E)] Save Search Criteria

Hame: beging with |

View All

Search Results

First [q] 1ef1 [p] Last

2. Click the ‘Card Data’ tab:

Telephone:

Country:
Address 1:
Address 2:

Address 3

City:
County:
State:

Personal Data | CardData P -l

Hame: SMART MARY

Personnel Status: Non-Employes

usa United States
123 E Anywhere Str

Topeka

SN Postal:

KS Kansas

EmployeeresTsanT

66610

Mailing Address

Usa
123 E Anywhere Sir

Topeka

KS 66610

& save | L4 Return to Search | [=] Motify |

Personal Data | Card Data

Date Created: 11/19/2013
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3. The existing PCard has been canceled with the Issuer (UMB). Change the ‘Expiry Date’ to the
date that the card was canceled. This will remove the PCard from the drop down options when
creating requisitions and purchase orders. Click the ‘Save’ button:

i PersonalData ] Card Dta ]
SMART,MARY

= Display Unmasked Card Number

Customize | Find | B First (4 1 o1 [M] Last

B s | 4=\ Return to Search | [=] Motify |

Personal Data | Card Data

NOTES:

e PCards should NOT be deleted from SMART. When the connection is broken between
the PCard Holder Profile and the PCard transactions, the PCard transactions are no
longer accessible on-line and outstanding PCard transactions cannot be reconciled. A
modification was applied to SMART that removed the ability for agencies to delete
PCards from PCard Holder Profiles.

e PCards should NOT be transferred to another employee/PCard Holder profile. When
the connection between the PCard and the PCard Holder Profile is broken, the PCard
transactions are no longer accessible on-line and outstanding PCard transactions cannot
be reconciled.

¢ If an Employee ID is inactivated in SHaRP due to a retirement or the employee leaving
state employment, the connection between the PCard Holder Profile and the PCard
transactions will be broken. What this means is that all outstanding PCard
transactions for the employee should be reconciled and paid as soon as possible.

4. To add the new replacement PCard, click the plus (+) sign at the far right hand side of the PCard
line:
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SMART,MARY

D Display Unmasked Card Number

Customize | Find | #H First () 1 of 4 (¥ | ot

Card Data
[ Credit Card Additicnal Information Credit Limits Transaction Limits
Date |ssued I

*Business Unit |*Card Issuer *Card Number Control Account *Expiry Date Card Type
- [10/30/2013 [5) [=]

Q, [ume Q) [pemenggan |471s622173100008 O 103102013 [] Visa

[17300

5. A pop-up box will display asking for the number of rows to be added. Enter the number of rows
to be added and click the ‘OK’ button:

-
Explorer User Prompt

AV
Script Prompt:

Enter number of rows to add:
Cancel

6. The new row(s) will display:

Personal Data Card Data

SMART,MARY

D Display Unmasked Card Humber

Customize | Find | B First 4} 42 0f 2 (¥ Last

Card Data
[ Credit Card Additional Information Credit Limits Transaction Limits

*Business Unit (*Card Issuer *Card Number Control Account *Expiry Date Card Type Date |ssuwed

[17300 Q, |umB Q [rrerereee7oan |4715622173100008 QO 103172013 [+ Visa ~ [1002013 [5) =]
| Q| Q | | Q | 0! > [een: W] [

B save | ,Qﬂeturntoaaa:m| Natify |

Personal Diata | Card Data

7. Enter the new PCard information. [For detailed instructions on entering PCard information, see
the ‘New Employee’ section of this document.]
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SMART,MARY

|:| Display Unmasked Card Number

Customize | Find | B First 4] 12 of 2 ¥l Last

Card Type

[17300 T Q [rememerereyggn |a715822173100008 O |[10r312013 5] | Visa > 10302013 5 =]
[17300 Q, [uMB Q [seee=3157 [e715822173100008 | Q| [o1701/2050 5] | visa - 1003172013 |[H) [=]

=] Notity |

@ Save | ‘Q\ Return to Search

Personal Data | Card Data

NEW PROXY

A new employee will be taking over the reconciliation of PCard transactions for the agency and needs
proxy rights to the agencies PCards.

OR

The agency has hired a new Buyer and that new Buyer needs to be given proxy rights to all the
agencies PCards.

OR

The agency has hired a new PCard Administrator and that new PCard Administrator needs to be given
proxy rights to all of the agency’s PCards.

Proxy rights can be added by directly accessing the Cardholder Profile or through a mass update
process.

CARDHOLDER PROFILE

In this example we will give Jessica proxy rights to Mary’s PCard.

Navigation: From the Home page in SMART, click on:
Purchasing = Procurement Cards =» Definitions = Cardholder Profile page

1. Search for the Cardholder Profile of the employee who is holding the PCard for which additional
Proxy rights need to be given.
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G

[ Security

~ Definitions Search Results

| = Cardholder Profile

[» Supplier Schedules =n

T
R —

[ Pricing Configuration
[ Customer Returns

I ltems Cardholder Profile
E 5:[?;?:;0“”“”9 Enter any information you have and click Search. Leave fields blank for a list of all values.
[~ Purchasing i - s

b T S Find an Existing Value /

[» Request for Quotes

[> Procurement Contracts EmpliD: begins with = [TEST

[ Vendor Rebates - -

[> Purchase Orders Name: begins with =

I Receipts Last Name: begins with ~

[ Return To Vendor

= Procurement Cards [[Icase sensitive

[ Reconcile =

[ Process Statements 3
I Reports Search Clear | Basic Search Save Search Criteria

WView Al First [4] 1of1 [)] Last
= Preferred Vendors /
= UOM Mappings mpliD Name Last Name
= Review Bank Statement MART MARY SMART

2. Click the ‘Card Data’ tab:

Personnel Status

Telephone:

Country:

Address 1:
Address 2:
Address 3

City:
County:

State:

Personal Data || CardData A/

Name: SMARTMARY EmployeeTESTSMART x

1D:
© Mon-Employee

Home Address Mailing Address

USA United States USA
123 E Anywhere Str

Topeka
Topeka KS
Sh Postal: 66610
K5 Kansas

123 E Anywhere Str

GEE10

B save | S Retun

n to Search | [=] Motify |

Personal Data | Card Data

3. Click the ‘Additional

Information’ tab:
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SMART,MARY
[ Display Unmasked Card Number
Card Data Customize | Find | B8 First 1) 1-2 of 2 [* Last

[ creditcard T Additional information T Credit Limits T Transaction Limits ==
Date Issued

*Business Unit |*Card Issuer |*Card Number Control Account *Expiry Date Card Type
~ 1003012013 & [=]

L e T 7 |4715622173100008 QL [10/31/2012 Bl visa
|4715622173100008 Q4 [01/01/2050 [l visa - [10/31/2013 [=1 [=]

[17200 < |ume
[17300 @ |ume Q |

3157

El save | A2, Return to Search | [=] Notify |

Personal Data | Card Data

4. Click the ‘Proxies’ link for the PCard that needs a new proxy added:

Personal Data Card Data
SMART,MARY
[ Display Unmasked Card Number

Card Data Customize | Find | B8 First ) 12 of 2 [P Last

[ credit€ard [ Additional information T Credit Limits' | Transaction Limits | ==
Commodity Codes

*Business Unit (*Card Issuer *Card Number Vendor Card |Vendors Proxies |Default Distrib
Default Distrib Commodity Codes [=]

[17300 Gy umB G [rseerga Vendors Proxies

Vendors Proxies Default Distrib Commodity Codes [=]

3157

[17300 G, |umB Q |

&l save | S Return to Search | [=] Motify |

Personal Data | Card Data

5. Click the plus (+) sign at the far right of the Proxy line:
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Assign Proxies
SMART,MARY

UNMB Card Number:

3157

_ . Requester | Buyer
Description Role Default Default
|DAUUA)(V 2} Araceli Vazquez PO Agency P-card Reconcile « [ =]
|DAUUJED ), Joy E Duncan PO Kansas Buyer - = [
|DAARTJH 21 Timothy J Hund PO Central P-Card Admin =~ = [+F=]
oK | Cancel |

6. Anew line will display. Select the User ID of the new ‘Proxy’:

Assign Proxies
SMART,MARY

UMB Card Number:

3157

— S :;;z. TF
|DAUUA)(V 1 Araceli Vazquez PO Agency P-card Reconcile «
[DADOJED 1. Joy E Duncan PO Kansas Buyer - ] El - El
|DAARTJH Q. Timathy J Hund PO Central P-Card Admin [=]
[DADOIDT €, Jessica D Tufis - =]

oK | Cancel |

7. Select the appropriate ‘Role’ from the drop down box:
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Assign Proxies

SMART,MARY

ume Card Number: 3187

Proxies

zer fo— o “",;:. TT
|DJ\UUA)(V 1 Araceli Vazrquez PO Agency P-card Reconcile «

[DADOJED Q) Joy E Duncan PO Kansas Buyer - | D H EI
|DAARTIH Q. Timothy J Hund PO Central P-Card Admin =~ = =]
[DAD0IDT C, Jessica D Tufts - =]

PO Kansas Buyer
0K | Cancel | PO agy P-Card Racon Approver

8. Click the ‘OK’ button:

Assign Proxies
SMART,MARY

UMB Card Number:

3157

Description *Role DeI;:::ler B“f;:t rr
|Dﬂ00m 21 Araceli Vazguez PO Agency P-card Reconcile -
|Dao0JED 1, Joy E Duncan PO Kansas Buyer - [l |:| H EI
|DAARTIH ) Timothy J Hund PO Central P-Card Admin = [=]
|DaooJDT / ), Jessica D Tufts PO agy P-Card Recon Appro - [l =]
OK ﬁ/oancel |

9. Click the ‘Save’ button:
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SMART,MARY

[ Display Unmasked Card Number

Card Data Customize | Find | B8 First (1 1.2 of 2 (] Last
[ creditcard T Additional information T Credit Limits) ] Transaction Limits

*Business Unit |*Card lssuer |[*Card Number Vendor Card (Wendors (Proxies |Default Distrib Commodity Codes

|‘1?3L‘|D Q |UMEI QL |*******“*“?942 Vendors Proxies Default Distrib Commodity Codes =]
[17200 @ |uwB Q, [ 3157 Vendors Proxies Default Distrib Commodity Codes =]
ri

Bl save ‘ £\ Return to Search | [=] Notify |

Personal Data | Card Data

10. A new Proxy has been added successfully to Mary Smart’s Cardholder Profile for PCard

************3 1 5 7

MASS UPDATE

In this example we will give Angela proxy to multiple PCards.
Navigation: From the Home page in SMART, click on:
Purchasing = Procurement Cards =» Security = Assign Proxies

1. Enter the User ID of the individual for whom you wish to assign proxies. For example, if you want
to assign a new PCard Administrator to all of your agency’s cards, enter the User ID of the new
PCard Administrator. Click the ‘Search’ button.

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

Find an Existing Value

UserID: begins with ~ |[DADDARH Q

Name: Dbegins with v|

[[Icase sengitive
Search i Clear |Elasi|: Search Save Search Criteria
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2. The resulting page will show all of the PCards to which this user currently is assigned as a proxy.
Click on the ‘Select Procurement Cards’ link:

Assign Proxies

Angela R Hoobler

This is a proxy user for the procurement cards identified below. Specify the proxy’s role for each card individually, or Apply a role to the selected
cards en masse.

SelectProcurement Cards [~ Display Unmasked Card Number

Assign Proxies Find | View 100 | ] First K] 18 of 1050 O Last
Employee Name *Card Issuer |*Card Number *Role %’%rr
a  ume Q [ PO Central P-Ci = [=]
] |ume Q[ PO Central P-Ci = [=]
] |une Q[ PO Central PCi » =
" G q [ PO Central P-Ci = =
| |ume Q [ PO Central P-Ci [=]
] [une Q[ PO Central P-Ci = =
A |ume q [m PO Central P-Ci - =
a [ume q [ PO Central P-Ci = =

selectall [0 Clearan

Assign Role: PO Central P-Card Admin - Apply

Delete | copto | moetn |

& save | [S\Returnto Search | [=] Motify | % Refresh
£

3. Enter your Business Unit, then click the ‘Search’ button. The remaining PCards in your agency
to which this user does not have proxy will be displayed. NOTE there are a total of 57. Click on
the ‘Select All' link, which will populate a checkmark on all lines. Then click the ‘OK button’:

Select Procurement Cards

Angela R Hoobler

* Procurement Card Selection Criteria
Business Unit: |17300 @, Department of Administration

Employee ID: | Q

Card Issﬁ(.( Q
Search

~ Select Procurement Cards Find [ view Al B First [V 180r57 I Last

Selected  Employee Name Card Issuer ‘Card Number
UWB s
UWB s
UWB s
UWB s
UWB s
UWB s
UWB s
y UMB e

Se\eA O clearan

oK ﬂ/ Cancel
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4. All 57 lines are now populated on the ‘Assign Proxies’ page with a checkmark to the left of each

line. Identify the role that needs to be assigned as a proxy to these cards, then click the ‘Apply

button. In this case, the role is the PO Central PCard Admin:

Select Procurement Cards

cards en masse.

Assign Proxies

*EmpliD

Angela R Hoobler

This is a proxy user for the procurement cards identified below. Specify the proxy's role for each card individually, or Apply a role to the selected

Select Pracurement Cards || Display Unmasked Card Number

———
Find | View 100 | i First (4] 4100-1107 of 1107 D' Last

[umB v -]
[umB v El
|umB - -]
[umB v El
[umB v [=]
[umB v =l
[umB M [=]
[une - =

S ESEEEEEE

Select All o Clear All

Assign Role: | PO Central P-Card Admin - | Apply

Delete |

copyta | movets |

B save ‘ £ Return to Search ‘ [=] Motify | % Refresh |

5. The role is populated for all cards now. Click the ‘Save’ button to save the changes:
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Select Procurement Cards

Angela R Hoobler

cards en masse

[ Display Unmasked Card Number

Select Procurement Cards

Assign Proxies

*EmpliD

*Card Issuer

This is a proxy user for the procurement cards identified below. Specify the proxy's role for each card individually, or Apply a role to the selected

*Card Humber

First K 11001107 of 1107 [ Last

Reguester| Buyer
Default | Default

Find | View 100 |

*Role

B |

& sa 1 {24 Return to Search | [=] Motify | 4 Refresh |

’7
|umB Q[ PO Central P-Ci + [=]
|umB Q, [ PO Central P-C: + =
|umB Q, [ PO Cenlral PC: + [=]
|umB Q, [prereeen PO Central P-Ci ~ =
|umB Q, [ PO Cenlral P-C: + [=]
[ume Q [rreseeaes: PO Central P-Ci + =]
[une Q [rreremerren PO Central P-C: + =]
|umB Q, [rrerreeren PO Central P-Ci = =
¥ SelectAll Clear All
Assign Role: PO Central P-Card Admin -
Dejpte | copyto | moveto |

6. Angela has been given proxy rights to all PCards for agency 17300.

EMPLOYEE LEAVING AGENCY

What actions need to be taken when an employee no longer is assigned a PCard? This could be due to
the employee switching positions, moving to another agency, leaving state employment or retiring.

Contact the PCard issuer (UMB) and request that the card be canceled. Log into SMART and
change the expiration date to the last date that the employee is eligible to use the PCard.

Navigation: From the Home page in SMART, click on:
Purchasing =» Procurement Cards = Definitions =» Cardholder Profile page

1. Change the ‘Expiry Date’:
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CMART e

!Gen!nrs pr

- Purchasing
> Requisitions
> Requestfor Quotes
[» Procurement Contracts
[» Vendor Rebates
[> Purchase Orders

[ Receipts ["] Display Unmasked Card Number
[> Return To Vendor
gyt St customize [Find | B First [ 12012 ] Last
[ Reconcile E=
[> Process Statements *Business Unit |*Card Issuer |*Card Humber ‘Control Account *Expiry Date Card Type
- Reports
b Security < UMB 00U ) Q. |10/2412013 5 | visa 09/17/2001 [
< Definitions Q UMB e 0154 Q [[10rz42013 [ | visa ~ |07i08/2001 [
| = Cardholder Profile -~
= Preferred Vendors
- UOM Mappings = [ save | S ReturntoSearch | 1| Previousin List | +E] Next in List | [=] Notify ‘
= Review Bank Statement
[ Supplier Schedules Personal Data | Card Data

2. Save the changes. The PCard will no longer be an available option when selecting a PCard
from the Requisition and/or Purchase Order on or after the ‘Expiry Date’.

NOTES:

If a new employee will be issued a PCard, contact the card issuer (UMB) and request that a
new card be issued.

PCards should NOT be deleted from SMART. When the connection is broken between the
PCard Holder Profile and the PCard transactions, the PCard transactions are no longer
accessible on-line and outstanding PCard transactions cannot be reconciled.

PCards should NOT be transferred to another employee/PCard Holder profile. When the
connection between the PCard and the PCard Holder Profile is broken, the PCard
transactions are no longer accessible on-line and outstanding PCard transactions cannot be
reconciled.

If an Employee ID is inactivated in SHaRP due to a retirement or the employee leaving state
employment, the connection between the PCard Holder Profile and the PCard transactions
will be broken. Outstanding PCard transactions for these employees should be reconciled
and paid as soon as possible.

A modification was applied to SMART that removed the ability for agencies to delete PCards
from PCard Holder Profiles.
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ASSOCIATING PCARDS TO REQUISITIONS AND PURCHASE ORDERS

Agencies should enter a requisition / Purchase Order and associate the PCard to the requisition / PO if
the employee has prior knowledge of the purchase and intends to make payment with a PCard. This
section will provide information on how to associate a PCard to the requisition and the Purchase Order.

NOTES:

e PCards can still be used as a form of payment even if there is no prior knowledge of the
purchase. The PCard transaction can be paid without reconciling to a Purchase Order.

Example: Employee is on the road and the light bulb in the projector they are using burns
out. They have authorization to go to a local office supply store and get a replacement
bulb and they may use their PCard to make the purchase. In this case no requisition / PO
would be entered.

e |fa PCardis NEVER associated to a Purchase Order, ALL POs will be available for
selection during the reconciliation process for that PCard. This makes it very easy to
reconcile PCard transactions to incorrect POs. The SMART team highly recommends
that agencies associate PCards to POs so that the POs available for selection during the
reconciliation process are limited to only those POs with that PCard associated.

e Once a PCard has been associated to a PO, the PO is NOT available to pull directly into
a voucher. To release the PO encumbrance the PO must be associated to the PCard
transaction during the reconciliation process. The PCard transactions will build to a
PCard Voucher once the PCard transaction is ‘Approved’ and has ‘Valid’ budget and
chartfield statuses. The PCard Voucher Build process runs twice weekly, Monday and
Thursday mornings before hourly batch processes begin.

PCARDS ON REQUISITIONS

The PCard is associated at the requisition header level on the ‘3.Review and Submit’ page and the
Requestor must have proxy to at least one (1) PCard before the ‘Card Number’ drop down box will
display:
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Create Requisition
||f| 1. Define Requisition E‘; 2. Add ltems and Services \& 3. Review and Submit ‘

Review the details of your requisition, make any necessary changes, and submit it for approval

Business Unit: Department of Administration Prior Authorization Type: Qa
Requester: “Currency:

Requisition Name: Priority: Medium -

ICam Humber: v Expiration Date: Use Procurement Card

Requisition Lines —

Line Descriptio|

7059 (VISIA)

P[0 1 Testitem - ATLUS LOGISTICS LLC 1.0000  Each 12.45000 124520 >
[C] Select Al / Deselect All Total Amount: 12.45 USD
L #addto Favorites||;1_§| Addto Template(s)‘ [-AWodify Line / Shipping / Accounting ‘ 1 Delete |
Justification/Comments
T B
"] Send to Vendor [_| Show at Receipt | Show at Voucher
Check Budget
= g | Add Reguest Document
Save & submit | ﬂ%Save & preview appmvals| x Cancel requisition | Find more items

The PCard will be available for selection on the requisition if the requestor has proxy to the PCard;
however, the PCard information may NOT flow to the PO. In order for the PCard information on the
requisition to flow to the Purchase Order, the following must be true:

e The PCard is associated to a requisition that sources to a PO;

e The vendor is set up to accept PCards;

e The vendor location effective date is less than or equal to the PO Date;
e The Buyer has proxy to the PCard; AND

e The PCard has a current expiration date.

The ‘Use Procurement Card’ link will appear on the PO if the above listed statements are all ‘True’:
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Maintain Purchase Order
Purchase Order

Unit: PO Status: Open ™ %
PO ID: 0000003521 Budget Status: Not Chkd iR
Copy From: hd [] Hold From Further Processing

*PO Date: 0716/2013 Ex Vendor Search
Vendor Q@ vendor Details

*Vendor ID: ’7Q Receipt Status: Mot Recvd
*Buyer: liQ *Dispatch Method:  Fax -
PO Reference: |
HeaderDetails PO Activities Edit ShipTo Comments Merchandise: 1028
PO Defaults Document Status ~_Bidder Preferences FreightTaxiMisc.: 000
Add Comments Reaquisitions Total Amount: 16.28 USD

Purchasing Kit Catalog ltem Search Line: E N @ Retrieve

Customize | Find | View Al] B First [ 1 or 1 [M] Last

i T = [ Al contract | Receiving
Line tem Description ’_ Category Price Amount | Status
1B Q Brady Safety Sign, 10x7 = &5 | 20000 EA Q (551217 Q [8.14000 16.28 Active O [ [=]

PCARDS ON PURCHASE ORDERS
The ‘Use Procurement Card’ link will appear on the PO if the following statements are ALL true:

¢ The vendor is set up to accept PCards;

e The vendor location effective date is less than or equal to the PO Date;
o The Buyer has proxy to the PCard; AND

e The PCard has a current expiration date.

PCARD FLOWED FROM REQUISITION

Navigation: From the Home page in SMART, click on:
Purchasing =» Purchase Orders = Add/Update POs =» Find an Existing Value (Tab)

1. When the Buyer clicks the ‘Use Procurement Card’ link, the ‘Procurement Card used for
payment’ section will be populated if the PCard information flowed from the requisition to the PO:
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Maintain Purchase Order

Procurement Card Information

Business Unit:
PO ID: 0000003521

Procurement Card used for payment

Card Number: =~ =osss 9976 (VISA)

Card Type: Visa

Expiration Date:  01/31/2014

Override with Procurement Card
Card Number: | N -
Card Type:

Expiration Date:

[“] Don't use Procurement Card

oK | Cancel | Refre5h|

2. The Buyer may choose to change the PCard by selecting a different ‘Card Number’ from the drop
down box and then clicking the ‘OK’ button:

Maintain Purchase Order

Procurement Card Information

Business Unit:
PO ID: 0000003521

Card Number: w0076 (VISA)
Card Type: Visa
Expiration Date:  01/31/2014

Override with Procurement Card

Card Number: -

Card Type:
ype: rersm0002 (VISA)

Expiration Date: |[***********0014 (VI5A)

0022 (VISA)
[7] Don't use Proc|™********0030 (VISA)
0048 (VISA)
0055 (VISA)

0K | Cancdessemssensengosa visa)

R semesrers ()71 (VISA)
semesrrsa ()89 (VISA)

PTG L g

3. The Buyer may choose to remove the PCard by checking the ‘Don’t use Procurement Card’
check box and clicking the ‘OK’ button:
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Maintain Purchase Order

Procurement Card Information

Business Unit:
PO ID: 0000003521

Procurement Card used for payment

Card Number: 0106 (VISA)

Card Type: Visa
Expiration Date:  01/31/2050

Card Number: -
Card Type:
Expiration Date:

Don't use Procurement Card

oK kCancel | Refresh

NO PCARD ON REQUISITION

Navigation: From the Home page in SMART, click on:
Purchasing = Purchase Orders = Add/Update POs = Find an Existing Value (Tab)

1. If the requisition did not contain a PCard, the Buyer may still add a PCard to the PO. Click the
'Use Procurement Card’ link:

in Purchase Order
Purchase Order

Unit: PO status: Open C4 X
POID: 0000001782 BudgetStatus:  NotChks T3 i @
Copy From: - [ZIHold From Further Processing

*PO Date: 01/02/2013 5] Vendor Search
Vendor Q@ vendor Details
Q

“Vendor ID: Recelpt Status:  NotRecvd

“Buyer: Q “Dispatch Method:  Email -
PO Reference: Amount Summary
Header Details PO Acihities Edit ShipTo Comments Merchandise: 1.149.820.00 TR
PO Defaults Document Status _Bidder Preferences Freight/TaxiMisc.: 0.00
EdiComments  Requisitions Use Procurement Card Total Amount: 1,149,820.00 USD

Add Items From Select Lines To Display

Purchasing Kit Catalog tem Search Line: S 8, [Eefiee
Fi =|E1uf1 m Last

T stioTomuenate | statuses T femiformaton T arbutes T mF@ [ contmct | Recewing ||

Line tem Description | [poaty 0| Cateqory  |Price Amount|Status
b [ Q s B 1.0000 [LOT @ (851017 [1,149,820.0001 1,149,820.00 Active & [ =]

Wiew Printable Version Cateqory Search ~ *Goto: - More.. -

[ save ‘ LLReturn to Search | [=] Notify ‘ L, Refresh
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2. The ‘Procurement Card used for payment’ section will be blank. Select the drop down arrow
beside the ‘Card Number’ field:

Maintain Purchase Order

Procurement Card Information

Business Unit:

PO ID: 0000001782
Card Number:
Card Type:
Expiration Date:

Override with Procurement Card

Card Humber: [N -

Card Type:

Expiration Date:

D Don't use Procurement Card

QK | Cancel | Refresh|

3. Select a PCard and then click the ‘OK’ button:

TOOT LoTony

. . wrrrrrrasr GGG (VISA)
Maintain Purcha«sssssss+15ag (VI1S4)

swwmsrsrss 707 (VISA)
Procuremenssreq7q5 (VISA)

s T3 (VISA)

Business Unit: FRERERERREEE 740 (VISA)
PO ID: Duaaaaaaaaaaaa (VIS.A ‘
Procurement Card TR, 77D L'V: 1SA) -
o rersrsaaana 780 (VISA)
sersrss 806 (VISA)
Card Typ-e. aaaaaaaaaaaa1814 W'SA}
sersrasaasna] 822 (VISA)
srrrrras 030 (VISA)
srrrrrrrare 848 (VISA
Override with Proci e P T (WVISA§ = -

Card Number: -

Expiration Date:

Card Type:
Expiration Date:

(] Don}use Procurement Card

OK‘ |

Cancel | Refresh |

4. Clicking the ‘OK’ button will open the ‘Maintain Purchase Order — Purchase Order’ page.
Clicking the ‘Use Procurement Card’ link will display the selected PCard in the ‘Procurement
Card used for payment’ section:
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Maintain Purchase Order

Procurement Card Information

Business Unit:
PO ID: 0000001782

Card Number: — F s 1764 (VISA)
Card Type: Visa
Expiration Date: (05/21/2013

‘Override with Procurement Card

Card Number: A

Card Type:

Expiration Date:

[] pon't use Procurement Card

OK | Cancel | Refre5h|

CHANGING PCARD AFTER PO DISPATCHED

The State of Kansas implemented a maodification to allow Buyers the ability to remove, add or change
PCard information after the PO has been dispatched.

Part of the modification was to capture the changes to the PCard information on the ‘Manage Change

Order’ pages. The change order history will not provide detailed information but will indicate the action
that was taken:

o PCard Not Assigned: PCard has never been associated to the Purchase Order
e PCard Added: PCard has been added

e PCard Removed: PCard has been removed

e PCard Changed: PCard has been changed

ADDING A PCARD - PO DISPATCHED

A requisition has been submitted and sourced to a PO. The PO was dispatched, without a PCard. The
Buyer is now informed that the product had already been paid for with a PCard. To reconcile the PCard
transaction AND release the encumbrance that has been established by the PO, the Buyer must
associate the PCard to this PO.

Navigation: From the Home page in SMART, click on:
Purchasing = Purchase Orders = Add/Update POs =» Find an Existing Value (Tab)
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1. When the Buyer navigates to the PO, the ‘Use Procurement Card’ link will NOT be visible. To
activate the ‘Use Procurement Card’ link, click the ‘Change Order’ icon at the PO header level:

Maintain Purchase Order

Purchase Order

o >
" A

Unit: PO Status: Dispatched
PO ID: 0000002097 Budget Status: valid b1}
‘Copy From: - [] Hold From Further Processing

*PO Date: 05/30/2013 [ Vendor Search

Vendor Vendor Details Backorder Status: None Create BackOrder
*Vendor ID: Receipt Status: Not Recvd

*Buyer: *Dispatch Method:  Email -

PO Reference: |PSA 05 NSIP
Header Details EO Activities Edit ShipTo Comments Merchandise: 18,557.00 Calculate
PO Defaults Document Status ~ Bidder Preferences FreightTax/Misc.: 0.00

Edit Comments Requisitions Total Amount: 18,557.00 USD
Purchasing Kit Catalog ltem Search Line: ’_O\ To: ’_Q ml

Lines Customize | Fi B rirst [ ora [ Last
[ Detats T shipTomueDate T statusss T teminformation T Atribstes T  RFa T contract T Receiving

Line ,7 Item Description ’7 *UOM |Category |Price Amount | Status
IS 3, 10000 EA  |801017 Q, [18,557.00000 18,557.00 Aclive (SN =]

View Printable Version More -

Cateqory Search *Go to:

B save | L\ Return to Search | Notify | r}s Refresh |

2. The ‘Use Procurement Card’ link will appear. Click the ‘Use Procurement Card’ link:

Maintain Purchase Order

Purchase Order

Unit: PO Status: Dispatched x
PO ID: 0000002097 Budget Status:  Valid ER
Copy From: - [“I Hold From Further Processing

*PO Date: 05/30/2013 £l Vendor Search

Vendor Vendor Details Backorder Status: None Create BackOrder
*Vendor ID: Receipt Status: Not Recvd

*Buyer: liq *Dispatch Method: Email -

PO Reterence: |
Header Delails PO Acihities Edit ShipTe Comments Merchandise: e
FO Defaults Document Status ~ Bidder Preferences FreightTax/Misc.: 0.00

Edit Comments Requisitions Use Procurement Card Total Amount: 18,557.00 USD
Purchasing Kit Catalog Item Search Line: yiq To: liq M

Lines Custorize | Fi B First (4 or1 [ Last
[ octaiis T snipTomuenate T statuses T teminformation T  Attributes T T Contract T Receiving

Line Item Description Amount | Status
16 EB, 10000/ EA n1u17Q 18,557 00000 1855700 Acive G0 [5G =1

3. Click the arrow beside the ‘Card Number’ drop down box. Select the PCard from the list. Click
the ‘OK’ button:
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Maintain Purcha
Procuremen

Business Unit:
PO ID:
Procurement Card

Card Number:
Card Type:

Expiration Date:

e 772 (ISA)
w1780 (VISA)
wrwreess 18 06 (VISA)
s 044 (ISA)
w1830 (VISA)
s 048 (ISA)
1863 (WVISA)
w1871 (VISA)
s 000 (ISA)
wrwreess 1897 (VISA)
w1905 (VISA)
w043 (ISA)
w1921 (VISA)
w1939 (VISA)

- = 222222222222194? N'SA}
Override with Prociiessssessseesrrys (VISA) vr
Card Number: ~

Card Type:

Expiration Date:

[ Don't Mrocu rement Card

OK % Cancel | Refre3h|

4. Clicking the ‘OK’ button will open the ‘Maintain Purchase Order — Purchase Order’ page.
Clicking the ‘Use Procurement Card’ link will display the selected PCard in the ‘Procurement
Card used for payment’ section:

Maintain Purchase Order

Procurement Card Information

Business Unit:

PO ID: 0000002097
Card Number: FEREEEREARE1863 (VISA)
Card Type: Visa

Expiration Date:  05/31/2013

Override with Procurement Card
Card Number: [N -

Card Type:

Expiration Date:

[] Don't use Procurement Card

oK | Cancel | Refre5h|

CHANGING A PCARD - PO DISPATCHED
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A Requestor submitted a requisition, and the Requestor’s PCard information flowed to the PO. The
PO was then dispatched. In the meantime, the Buyer calls the vendor and places the purchase on his
PCard. Finally, the Buyer is reconciling his PCard transactions but the PO is NOT available.

The PO is not available because the PCard being reconciled is not the PCard associated to the PO. To
reconcile the PCard transaction AND to release the encumbrance that has been established by the PO,
the Buyer must change the PCard on the PO.

Navigation: From the Home page in SMART, click on:
Purchasing =» Purchase Orders = Add/Update POs =» Find an Existing Value (Tab)

1. When the Buyer navigates to the PO, the ‘Use Procurement Card’ link is active. Clicking the

‘Use Procurement Card’ link will open the ‘Procurement Card Information’ page, but the values
on this page cannot be edited:

Maintain Purchase Order

Procurement Card Information

Business Unit;

PO ID: 0ooo0000s2
Procurement Card used for payment

Card Number: w0152 (VISA)
Card Type: Visa
Expiration Date: 01/31/2014

OK | Cancel | Refresh

2. To change the PCard, the Buyer must click the ‘Change Order’ icon at the header level of the
PO on the ‘Maintain Purchase Order — Purchase Order’ page:
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Maintain Purchase Order

Purchase Order

Purchasing Kit Catalog
Lines

Details

f
e [ [iom

1B

2 &

Unit: PO Status: Dispatched

POID: 0ooooooos2 Budget Status: Walid }—-&g i
Copy From: - [] Hold From Further Processing
*PO Date: 08/03/2010 el Vendor Search

Vendor Vendor Details Backorder Status: None Create BackOrder
*Vendor ID: Receipt Status: Partial

“Buyer: *Dispatch Method:  Email -

PO Reference: Amount Summary

HeaderDefalls PO Activities Edit ShipTo Comments Merchandise: e TR
PO Defaulis Document Status ~ Bidder Preferences FreightTax/Misc.: 0.00

Add Comments — Requisitions Use Procurement Card Total Amount: 951.50 UsD

Add ltems From Select Lines To Display

ltem Search

T shipTomueDate T statuses T teminformation T Attributes T

Line: A 1 Q. Refrieve

Customize | Fi First E 1-2 of 2 E Last

Rfa | contract T Receing

5 1.0000 EA  [551015.C (279.00000 279.00 Acive (2 [ ] [=]
€5, 2500000 EA 55101524 2.69000 67250 Closed (2 [ F] =

3. The ‘Change Order’ icon will no longer be displayed and when the ‘Use Procurement Card’ link is

clicked the page will be editable:

Maintain Purchase Order

Purchase Order

Unit: 02900 PO Status: Dispatched

PO ID: 0000000082 Budget Status:  Valid im B

Copy From: - [ Hold From Further Processing

*PO Date: 08/03/2010 Eﬂ Vendoar Search

Vendor JOURNEYWOR- Vendor Details Backorder Status: Mone Create BackOrder
*Vendor ID: 0000225960 DUPLICATE VEMDOR - USE 225360 Receipt Status: Partial

*Buyer: ADOOKXD C,  Kathleen X Dudney *Dispatch Method:  Email -

PO Reference: |

Amount Summary

Header Details PO Activities Edit ShipTo Comments Merchandise: 951.50 Calcuate |
PO Defaults Document Status ~ Bidder Preferences / FreightTaxiMisc.: 0.00
Add Comments Requisitions Use Procurement Ca Total Amount: 951.50 USD

Eurchasing Kit Catalog

Add Items From

Select Lines To Display

Line: QA 7o ), Retrieve |

ftem Search

Date Created: 11/19/2013
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4. The current PCard information is displayed in the ‘Procurement Card used for payment’ section.
To correct the PCard information, select the arrow beside the ‘Card Number’ drop down box:

Maintain Purchase Order

Procurement Card Information

Business Unit:
POID: 0000000082

Procurement Card used for payment

Card Number: w0162 (VISA)

Card Type: Visa
Expiration Date: 01/21/2014

Override with Procurement Card

Card Number: [N -
Card Type:

Expiration Date:

["] Don't use Procurement Card

OK | Cancel | F‘.efresh|

5. Select the correct PCard from the list, and then click the ‘OK’ button:

TTTT (VS A)
************1202 |SA
Maintain Purchassssosssq5gp (N\.qs_;\§

swswsreres G0 (VISA)
Procuremensss==1g1g (VISA)

Business Unit: FrEEERREE G40 (VISA)
PO ID: e | GET (VISA)
e | §E5 (VISA)
Procurement Card | 600 (VISA) -
w1707 (VISA)
w745 (VISA)
w739 (VISA)
w1749 (VISA)
wwrrraaereas | 756 (VISA)

Card Number:
Card Type:
Expiration Date:

= = aaaaaaaxaaaa1?54 L’VlSA}

Override with ProciEessseccCecess e s (VISA) - -
Card Number: T
Card Type:

Expiration Date:

[C] Don't Ase Procurement Card

oK ] Cancel | Refresh
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6. Clicking the ‘OK’ button will open the ‘Maintain Purchase Order — Purchase Order’ page.

Clicking the ‘Use Procurement Card’ link will display the selected PCard in the ‘Procurement
Card used for payment’ section:

Maintain Purchase Order

Procurement Card Information

Business Unit:

PO ID: 0000000082
Procurement Card used for payment

Card Number: =~ *sses 1624 (VISA)

Card Type: Visa
Expiration Date: 032/31/2013

‘Override with Procurement Card

Card Number: [ -
Card Type:

Expiration Date:

[“| Don't use Procurement Card

oK | Cancel | Refresh|

REMOVING A PCARD — PO DISPATCHED

A requisition has been submitted. A PCard was associated to the requisition and the Requestor’s PCard

information flowed to the PO. The PO was dispatched. The Vendor has contacted the Buyer and
indicated that they will not accept PCard payment.

The Buyer needs to remove the PCard information from the PO so that a voucher can be created.

NOTE: Once a PCard has been associated to a PO, the PO is NOT available to pull directly into
a voucher. To release the PO encumbrance the PO must be associated to the PCard
transaction during the reconciliation process. The PCard transactions will build to a PCard
Voucher once the PCard transaction is ‘Approved’ and has ‘Valid’ budget and chartfield statuses.

The PCard Voucher Build process runs twice weekly, Monday and Thursday mornings before
hourly batch processes begin.

Navigation: From the Home page in SMART, click on:
Purchasing = Purchase Orders = Add/Update POs = Find an Existing Value (Tab)
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1. When the Buyer navigates to the PO, The ‘Use Procurement Card’ link is visible. Clicking the
‘Use Procurmenet Card’ link will open the ‘Procurement Card Information’ page, but the values

on this page cannot be edited:

Maintain Purchase Order

Procurement Card Information

Business Unit;

PO ID: 0ooo0000s2
Procurement Card used for payment

Card Number:
Card Type: Visa

0152 (VISA)

Expiration Date: 01/31/2014

OK Cancel Refresh

2. To change the PCard, the Buyer must click the ‘Change Order’ icon at the header level of the

PO on the ‘Maintain Purchase Order — Purchase Order’ page:

Maintain Purchase Order

Purchase Order /

Unit: PO Status: Dispatched ATX
PO ID: 0000000032 Budget Status:  Valid &R
Copy From: - D Hold From Further Processing

*PO Date: 08/03/2010 Exl Vendor Search

Vendor Vendor Details Backorder Status: None Create BackOrder
*Wendor ID: Receipt Status: Partial

*Buyer: *Dispatch Method: Email -

PO Reference:
Header Details PO Activities Edit ShipTo Comments Merchandise: 951.50 Calculate |
PO Defaults Document Status ~ Bidder Preferences FreightTax/Misc.: 0.00

Add Comments Requisitions Use Procurement Card Total Amount: 95150 USD

Purchasing Kit Catalog ltem Search Line: Q To: Q MI

Customize | Find | First [ 1-2 of 2 [¥ Last
is T shipTonueDaste T statuses T teminformation T atrbutes T  RFa T contract T Receiving
Line | [ttem Description [ [roaty +UOM |Cateqory |Price Amount Status.
1B £ | 10000 EA (551015, 279.00000 279.00 Active (O[5 =
2 B 561 250.0000 EA 55101524 269000 672.50 Closed (2 [E3 =
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3. The ‘Change Order’ icon will not be displayed, and, when the ‘Use Procurement Card’ link is
clicked, the page will be editable:

Maintain Purchase Order
Purchase Order

Unit: 03900 PO Status: Dispatched x
PO ID: 0000000082 Budget Status:  Valid B
Copy From: - [ Hold From Further Processing

*PO Date: 08/03/2010 [&4] Vendor Search

Vendor Vendor Details Backorder Status: None Create BackOrder
*Vendor ID: DUPLICATE VEMDOR - USE 225360 Receipt Status: Partial

*Buyer: ’WO\ Kathleen X Dudney *Dispatch Method: Email -

PO Reference: |

Merchandise:

) o s 951.50

Header Details PO Activities Edit ShipTo Comments

EE— —_— Calculate
PO Defaylis / FreightTax/Misc: 0oo I

Document Status Bidder Preferences

Add Comments Requisitions Use Procurement Ca Total Amount: 951580 UsD

Add Items From Select Lines To Display
Purchasing Kit Catalog ltem Search Line: A To: Q Retrieve|

4. The current PCard information is displayed in the ‘Procurement Card used for payment section.
Click the ‘Don’t use Procurement Card’ check box:

Maintain Purchase Order

Procurement Card Information

Business Unit:

PO ID: 0000000082
Procurement Card used for payment

Card Number: Frreree 0152 (VISA)
Card Type: Visa
Expiration Date: (01/31/2014

Override with Procurement Card

Card Number: -
Card Type:

rn Date:
n't use Procurement Card
oK { Cancel ‘ Refresh
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5. Clicking the ‘OK’ button will open the ‘Maintain Purchase Order — Purchase Order’ page.
Clicking the ‘Use Procurement Card’ link will show that the ‘Procurement Card used for payment’
section is blank:

Maintain Purchase Order

Procurement Card Information

Business Unit:

POID: 0000000082
Procurement Card used for payment

Card Number:
Card Type:

Expiration Date:

Override with Procurement Card
Card Number: [N -

Card Type:

Expiration Date:

[] Don't use Procurement Card

OK | Cancel | Refresh

PCARD LINK NOT APPEARING ON PO

| want to pay for an item with a PCard, but the 'Use Procurement Card' link (PCard link) is not
displaying on the Purchase Order (PO). How do | get the PCard link to display on the PO?

There are several criteria that must be met before the ‘Use Procurement Card’ link will display on a PO:

e The PCard must have a current expiration date;

e The Buyer must have ‘proxy’ rights to the PCard,

e The Vendor must be set up to accept PCards; and

e The Vendor Location effective date must be on or before the PO Date.

CHECK THE PCARD EXPIRATION DATE
The Agency PCard Administrator can check to see if the PCard expiration date is current.

Navigation: From the Home page in SMART, click on:
Purchasing = Procurement Cards = Definitions =» Cardholder Profile = Find an Existing Value (Tab)
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Employee’s ID number (if that information is known).

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

Find an Existing Value

EmpliD: begins with -
Name: contains -
Last Name: begins with

Dcas?mtive
Seardl ‘ Clear ‘BEEIESEEFEI‘I Save Search Criteria

Search Results
View All First [4] 1-19.0f 19 [}] Last

[ =T

2. Click the ‘Card Data’ tab:

Personal Data

Name: \ Employee

1D:
Personnel Status: Employee

Telephone: 785129
Home Address

Country: USA United States
Address 1
Address 2:

Address 3

City:
County: Postal:
State:

Mailing Address

& Save | [\ Return to Search | +[E] Previous in List | +[5 Next in List ‘ [=] Notify |

Personal Data | Card Data

3. Validate that the ‘Expiry Date’ for the PCard is current:

Date Created: 11/19/2013
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Personal Data Card Data

] Display Unmasked Card Number

Card Data
[ creditcard T Additional information | CreditLimits T Transaction Limits

e
Customize | Find | == First E 1-2 of 2 El Last

*Business Unit (*Card Issuer |*Card Number Control Account “Expiry Date . Card Type Date Issued
T Q UMB - Q

0113172020 [ visa - B (=]
Q@ ume '@ |[o1r212020 | visa - il (=]

B save | & Return to Search | +[E Previous in List | +[E] Mext in List | [=] Notify |

Personal Data | Card Data

éACTION TO TAKE IF THE EXPIRY DATE IS NOT CURRENT

Update the Expiry date to some date in the future. It is acceptable to use expiration dates that are 50 or
more years in the future; however, when the PCard expires or is canceled, the Agency PCard
Administrator needs to enter the actual expiration or cancelation date into SMART.

NOTE: The State of Kansas does not use SMART to manage the issuance of PCard; including
PCard expiration dates and PCard transaction limitations. Those items are handled by UMB
Bank. However, the PCard Holder Profile in SMART must be assigned a current expiration date
for the PCard to be available on a transaction (such as a Purchase Order) in SMART.

CHECK TO SEE IF THE BUYER HAS ‘PROXY’ TO THIS PCARD

The Agency PCard Administrator can check to see if the Buyer has ‘Proxy” to the PCard in question.

Navigation: From the Home page in SMART, click on:
Purchasing =» Procurement Cards =» Definitions =» Cardholder Profile = Find an Existing Value (Tab)

1. Search for the PCard holder’s profile and select the desired EmplID link. In this example, we

searched by the employee’s name. The Agency PCard Administrator can also search by the
Employee’s ID number (if that information is known).
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Cardholder Profile
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
begins with

contains - |

LastName: begins with ~

DCas?sitwe
Searcl |

Clear |Easic Search Save Search Criteria

EmplID:

Name:

Search Results

First [4] 1-190f19 [)] Last

fame ————Jastiame

2. Click the ‘Card Data’ tab:

Hame:

Telephone:

Country:

Address 1:
Address 2:
Address 3.

City:
County:
State:

Personal Data

Personnel Status:

Home Address

Card Data
Employee b
1D:
Employee
785/29

USA United States

Postal:

Mailing Address

Bl save | J\ Return to Search | 4[5 Previous in List | +[E Next in List | [=] Motify |

Personal Data |

Card Data

3. Inthe ‘Card Data’ section, click the ‘Additional Information’ tab:

Date Created: 11/19/2013
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Personal Data Card Data

Dosnggiosnsess Biss

["] Display Unmasked Card Number,

Card Data customize | Find | B First [1] 1202 [F] Last

[ creditcard T Additionalinformation | Credit Limts | Transaction Limit= "JES

*Business Unit |*Card Issuer |*Card Number Control Account *Expiry Date Card Type Date Issued
T Q@ ume Q [o1212020 [ visa [5) [=]
- Q ume ‘ @, [o1212020 5 visa - [&1) =

& save | {4 Return to Search | 4[E Previous in List | +[E] Next in List | [=] Notify |

Personal Data | Card Data

4. Click the ‘Proxies’ link on the desired line:

Personal Data Card Data

Ponepprocecess Biis

[ Display Unmasked Card Number

Card Data Customize | Find | B First [
[ Credit Card T Additional Information T Credit Limits T Transaction Limits

*Business Unit (*Card Issuer *Card Number Vendor Card |Vendors |Proxie-. Default Distrib [Commeodity Code:

@ ume Vendors Prox@® Default Distrib Commodity Codes - [=]
Q ume ‘ Vendors Proxies Default Distrib Commodity Codes - EI

1-2 of 2 El Last

& Save | £ Return to Search | +[E Previous in List | +[E] Next in List | [=] Motify |

Personal Data | Card Data

NOTE: Clicking the ‘Proxies’ link opens the ‘Assign Proxies’ page.

5. Inthe ‘Proxies’ section, validate that the applicable Buyer’s ID/Name is listed

in the ‘User ID’ column.
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Assign Proxies

bags pes s aa s -

Proxies

*User ID

UMB Card Number:

o - Requester | Buyer
Description ’h Default Default

e PO Central P-Card Admin = =l
QL (- KPO_Cen_P-Card_Admin  + =
LG R - PO Central P-Card Admin ~ ~ =]
a M —— PO Agency P-Card Holder  » [ ] =
@RI VRS- PO Kansas Buyer - [ [ =l
CL i St PO Kansas Buyer - B ] =l
L #emumees omes PO Agency P-Card Admin ~ + (] =l
a . PO agy P-Card Recon Appro - & =

OK | Cancel |

éACTION TO TAKE IF THE BUYER DOES NOT HAVE PROXY TO THE PCARD

1. On the Assign Proxies page, in the Proxies section, click the plus sign button (+) located at the far
right side of the last row:

Assign Proxies
Saspipissrens i
UMB Card Humber:
e S— e TT
R Q) emmi e 8 Stnssionm PO Central P-Card Admin A
- T —— KPO_Cen_P-Card_Admin = - EI
O e PO Central P-Card Admin (=]
a — PO Agency P-Card Holder - [ [l =
QL o = Meteren PO Kansas Buyer - [ [ =]
- G R T Rp— PO Kansas Buyer - (]| [l =]
O s e o PO Agency P-Card Admin ~ ~ ] =
Q. PO agy P-Card Recon Appro o FFE
oK Cancel |
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2. This will add a new row. In the new row, User ID Column, enter the desired SMART ‘User ID’ for the
Buyer:

Assign Proxies
ons ppeessnpss &

UMB Card Number:

Proxies

* _— * Requester | Buyer

Q. PO Central P-Card Admin =~ = =1
G, KPO_Cen_P-Card_Admin = =
Gy i PO Central P-Card Admin = [+ [=]
Q PO Agency P-Card Holder = ] O =]
CL ol = <Moot PO Kansas Buyer - = 0 &I
Q PO Kansas Buyer - [l ] [=]
(G S—— PO Agency P-Card Admin v [ [ [=]
Q PO agy P-Card Recon Appro ~ O [=]
DADl Ql i 8w - =l

ok | cancel |

3. Inthe Role column, click the drop-down list arrow and select the desired role from the drop down list
options.

NOTE: The roles available in the Role drop down box will vary depending on the security access
roles that have been assigned to the Buyer. In most cases, the ‘PO Kansas Buyer role is the
one that will be selected.
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lAssign Proxies

bipe predsapns B0

UMB Card Number:

’7
[ Q) Aemn e ®  Sanasionm PO Central P-Card Admin =~ =]
[ - O KPO_Cen_P-Card_Admin  ~ =
[ QU o PO Central P-Card Admin (=]
[ a — PO Agency P-Card Holder B [ =]
[ Y Al - - i PO Kansas Buyer - [ [ [=]
[ - Gl i - s PO Kansas Buyer - [ [l =]
[ G ——— PO Agency P-Card Admin = O [=]
[ G - PO agy P-Card Recon Appro = [ E|
[DADN S A — - [=]

~
PO Central P-Card Admin
ok | cancel | PO Kansas Buyer

4. Click the ‘OK’ button, located at the bottom left corner of the ‘Assign Proxies’ page.

NOTE: Clicking on the ‘OK’ button returns you to the ‘Card Data’ page.

Assign Proxies
tasnppssspss &5 1
[W]]=] Card Number: *
Qe - Semion PO Cenfral P-Card Admin -~ = =]
- G A KPO_Cen_P-Card_Admin = =
QL A o PO Central P-Card Admin ~ + =
(ol — PO Agency P-Card Holder B [ =]
L PO Kansas Buyer - ] ] (=]
o Gl - - PO Kansas Buyer - ] O (=]
CL PO Agency P-Card Admin = [l =
N PO agy P-Card Recon Appro [ =
|DAO[ " 3 Gl e 0 PO Kansas Buyer hd [ ] [=]
oK q Cancel |
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5. On the Card Data page, click the ‘Save’ button which is located at the bottom left corner of the page:

Personal Data Card Data

Vops ppeessspss 8

&= Display Unmasked Card Number

Card Data Customize | Flndl First El 1-2 of 2 IE Last
[ CreditCard T Additional Information | Credit Limits ]| Transaction Limits

*Business Unit |*Card Issuer *Card Humber Vendor Card |Vendors |Proxies |Default Distrib | Commaodity Codes

3 UMB han Vendors Proxies Default Distrib Commodity Codes [+] [=]
Q UMB Vendors Proxies Default Distrib Commodity Codes [+] [=]

=] S£| 2\ Return to Search | +[E Previous in List | +E] Mext in List | [=] Notify |

Personal Data | Card Data

VENDOR IS SET UP TO ACCEPT PCARDS AS A METHOD OF PAYMENT.
The ‘Agency Vendor Processor’ or the ‘Vendor Viewer’ can validate this information.

Navigation: From the Home page in SMART, click on:
Vendor = Vendor Information = Add/Update = Vendor

1. On the ‘Vendor Information’ page, enter the desired ‘Vendor ID’ and click the ‘Search’ button.

NOTE: The will open the Vendor’s file.

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

Find an Existing Value Add a New Value

SetlD: = - SOKID Q
|‘.'endorlD: begins with + |0000002571 |
Persistence: = - -

Short Vendor Name: begins with Q
Qur Customer Number: begins with - Q
Name 1: begins with Q,

[linclude History [[Icorrect History [[Icase sensitive

Search Clear |pasic Search Save Search Criteria

Find an Existing Value | Add a Mew Value

2. In the Vendor's file, click the ‘Location’ tab:
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[ Summary | | 1 A ) )
SetiD: SOKID ‘\
Vendor ID: 0000002571
Vendor Short Name: STAPLES CO STAPLESCO-001
Vendor Name: STAPLES CONTRACT & COMMERCIAL INC
Order: STAPLESCO-001 Remit To: STAPLESCO-001
1400 N CAMBRIDGE ST 39143 TREASURY CENTER
KANSAS CITY, MO 64120-2104 CHICAGO, IL. 60694-9100
Status: Approved Last Modified By: FIRSTLOGIC
Persistence: Regular Last modified date: 05/27/2013 11:53AM
Classification: Supplier Created By: CNV
HCM Class: Created Dateftime: 05/07/2010 12:00AM
Open for Ordering:  Yes Last Activity Date:  07/16/2013
Withholding: Mo
VAT: Mo
B save | [\ Return to Search | [=] Motify | [Er Add /] Include History | [ Correct History
Summary | |dentifving Information | Address | Contacts | Location | Custom

3. On the ‘Location tab, ‘Details’ section, click the ‘Procurement’ link. This will open the ‘Procurement
Options’ page.

NOTE: If the vendor’s file has multiple Locations, please ensure that you are choosing the
correct location. The correct vendor Location can be found on the PO, by clicking the ‘Vendor
Details’ link in the Header section of the PO.
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Location

Summary |dentifying Information Address

Setip:  SOKID

Vendor: 0000002571  ShortVendor Name: STAPLES CONTRACT & COMMERCIAL INC

STAPLESCO-001  Name:

Avendor location is a default set of rules which define how you conduct business with a vendar.
First E 10f1 |I| Last

Find | View Al

Location
=l

*Location: 001 Default

Description: |SYSTEM CHECK RTV Fees

First El 1 of 1 El Last
[=]

Find | View Al

*Effective Date: (01/01/1901 [5]

Status: Active v
Expand All |  Collapse Al

Options: Payables Procurement Salesidl)seTax 1099

Expand All |  Collapse Al

Update/Display | 4 Include History | [E¥ Correct History

Sk Add

Bl save | L\ Return to Search | [=] Motify |

Summary | Identifying Information | Address | Contacts | Location | Custom

4. On the Procurement Options page, scroll to the bottom of the page. Click the ‘Expand’ button for the

‘Procurement Card Information’ section:
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Procurement Options
SetiD: SOKID Location: 001

Short Vendor Name: STAPLESCO-001

Name 1: STAPLES CONTRACT & COMMERCIAL INC Expand All | Collapse N'l
Vendor: 0000002571 STAPLES CONTRACT & COMMERCIAL INC
*Address: 8 Search KCMO Whse Location

1400 N CAMBRIDGE 5T

KANSAS CITY, MO 64120-2104
Location: 001 SYSTEM CHECK

Pricing
Vendor 0000002571 STAPLES CONTRACT & COMMERCIAL INC

LI B A BTRLAM R ok 4ot ™,

pom e gem - e
- i ;. - i, e T e . ST T T e e e e,

7| ‘tecation: T 001 W/ v-~8YSTEMCHECK “on” T e ’ ]

b Additional Procurement Options
¥ Dispatch Methods

*r POA Settings

 RTV Options

* Procurement Card Information

Expand All Collapse All

5. Validate that the’ Procurement Card Information’ section has been correctly completed:

e The ‘Accepts Procurement Card as payment method’ checkbox should be checked.
o The ‘Contact Cardholder option is selected in the ‘ProCard Dispatch Option’ AND
e The ‘Visa’ option is selected as the ‘Card Type’.
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* Procurement Card Information

Accepts Procurement Card as payment method

*ProCard Dispatch Option: Contact Cardholder -
Types of Procurement Card Accepted
Card Type
1 Visa - [=]

Expand All | Collapse Al

éACTION TO TAKE IF THE VENDOR IS NOT SET UP TO ACCEPT PCARD PAYMENTS

Your agency needs to submit a Service Desk Request requesting that the Vendor ID be updated to

accept PCard payments. Please ensure that the Vendor ID number is included in the Service Desk
Request.

VENDOR LOCATION’S EFFECTIVE DATE IS ON OR BEFORE THE PO DATE
The Buyer can validate if the location’s effective date is on or before the PO date.

Navigation: From the Home page in SMART, click on:
Purchasing = Purchase Order = Add/Update POs

1. Search for, and select, the desired PO. This will open the ‘Maintain Purchase Order’ page. On the

‘Maintain Purchase Order’ page, ‘Header’ section, make a NOTE of the ‘PO Date’. In this example,
the PO Date is 05/30/2013.

Maintain Purchase Order

Purchase Order

Unit: PO Status: Dispatched A x

PO ID: Budget Status: valid W R

Copy From: - |~ Hold From Further Processing

|"PD Date: |nsr3m2013 E | Vendar Searc’y

Vendor STAPLESCO-001 Vendor Detail Backorder Status: None Create BackOrder
*Vendor ID: STAPLES CONTRACT & COMMERCIAL INC Receipt Status: Mot Recvd

*Buyer: Amanda X Sprengeler *Dispatch Method: EDX -

PO Reference: | Amount Summary

2. On the ‘Vendor Details’ page, at the top section of the page, make a NOTE of the ‘Location’ code. In
this example, the Location code displayed is ‘001’. Click the ‘Vendor Information’ link.
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Maintain Purchase Order

Vendor Details -- STAPLES CONTRACT & COMMERCIAL INC

Country: USA United States
Address 1: 1400 N CAMBRIDGE ST
Address 2: KC DISTRIBUTION CENTER
Address 3:
City: KANSAS CITY
County: JACKSON
State: Mo Missouri

0K ‘ Cancel | Refresh ‘

Postal:

Prefix:
Fax:
Prefix:

Phone:

64120-2104

Unit: PO ID: Vendor:  STAPLESCO-Q@1

*Location: po1 aQ | Vendor Informati

*Address: [ 8L Show Address Details Terms: Due Immediately
Contact: Q. Show Contact Details Basis Dt Type: InvDate  ~

Salesperson: QL Show Salesperson Details

\r‘endor Details Message

816/504-2530

816/504-2515

3. Clicking the ‘Vendor Information’ link opens a new window which displays the ‘ldentifying
Information’ tab of the vendor’s file. On the vendor’s file, select the ‘Location’ tab.

SetlD:
Vendor ID:

*Vendor Name 1:

Vendor Name 2:

Corporate Ven

*Vendor Short Name: STAPLES CO

Identifying Information

SOKID
0000002571

Check for Duplicate

STAPLESCO-001

|STAF'LES CONTRACT & COMMERCIAL INC

Open For Ordering

Vendor Relationships

= Corporate Vendor
Corporate SetlD:

dor ID:

*Status: Approved v *Classification:

*Persistence: Regular - HCM Class:
[Clvat Reagistration Reagistration VAT Default
[C]withnolding

Supplier -

-

WAT Senvice Treatment Setup
Expand All | Coliapse Al

[T Interunit Vendor
InterUnit Vendor ID:

STAPLES CONTRACT & COMMERCIAL INC

[Tl create Bill

Create Bill-To Customer

To Customer

Date Created: 11/19/2013
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4. On the ‘Location’ tab, in the ‘Location’ section, navigate to the desired ‘Location’ code. In this
example, the desired Location code is ‘001’. In the ‘Details’ section for the ‘Location’ validate that
the Effective Date is on, or before, the PO Date. In this example, the PO Date is 05/30/2013 and the
Location code ‘Effective Date’ is 01/01/1901. The Effective Date of 01/01/1901 occurs before the PO

Statewide Management, Accounting and Reporting Tool

Date of 05/30/2013.

Summary ldentifying Information Address Contacts Location Custom

Setip:  SOKID

Vendor: 0000002571 ShortVendor Name: STAPLESCO-001 MName:  STAPLES CONTRACT & COMMERCIAL INC

Avendor location is a default set of rules which define how you conduct business with a vendor.
Find | View All First El 1 of 1 El Last

F[=]

| *Location: 001 | [¥/] Default

|SYSTEI'v1 CHECK RTV Fees

Description:
Find | View Al First (4] 1 011 ] Last

F =

*Effective Date: 01/011901 Eﬂl

Active -

Status:
Expand All | Collapse Al

Options: Payables Procurement Sales/UseTax 1099

Expand All | Collapse Al

| Jl Include History | [# Correct History

B save | L\ Return to Search | [=] Notify | Es Add |

Summary | Identifying Information | Address | Contacts | Location | Custom

éVENDOR’S LOCATION CODE EFFECTIVE DATE IS AFTER THE PO DATE

Agencies should try the following options, in the following order:

Change the Location Code on the PO

Change the PO Date
If the prior two options do not resolve the issue, please submit a service desk ticket and the

SMART team will review the issue.

CHANGE THE LOCATION CODE ON THE PO

1. Navigate to, and open, the desired PO. In the header section, click the ‘Vendor Details’ link.

Date Created: 11/19/2013
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Maintain Purchase Order
Purchase Order

Unit: PO Status: Dispatched A X
PO ID: Budget Status: Valid el
Copy From: -

["] Hold From Further Processing

*P0 Date: 05/31/2013 E VendorSearch/

Vendor Vendor Details: Backorder Status: MNone Create BackOrder
*Vendor ID: INTERCALL INC Receipt Status: Mot Recvd

*Buyer: Angela R Hoobler “Dispatch Method:  Frint -

PO Reference:

2. Click the ‘Look Up’ icon for the ‘Location Code’ field. This will open the ‘Look Up Location’ page:

Maintain Purchase Order

Vendor Details -- INTERCALL INC

Unit: PO ID: Vendor:  INTERCALL-001

*Location: oo2 Vendor Information

*Address: 1Q,  Show Address Details Terms: Due Immediately
Contact: Q Show Contact Details Basis Dt Type:  InvDate -

Salesperson: Q) Show Salesperson Details

Vendor Details Message

Country: USA United States

Prefix:
Address 1: 1211 0OG SKINNER DR Fax:
Address 2: Prefix:
Address 3: Phone:
City: WEST POINT
County: Postal: 318331739
State: GA Georgia

OK | Cancel | Refresh |

3. On the ‘Look Up Location’ page, select a different location code (if available).
NOTE: Since this is a PCard transaction, changing the location code will have minimal impact.

CAUTION: On POs that are not associated to PCards, Buyers should NOT change the location
code without first thoroughly evaluating the situation.
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CHANGE THE PO DATE

Look Up Location
Vendor SetlD: SOKID

Vendor ID: 0000154693
Vendor Location: begins with

LookUp| Clear | Cancel |E!asicL00kug

Search Results
View Al First |I| 12 0f2 |I| Last

Vendor Location |Description
001 SYSTEM CHECK
002 ACH =223

1. Navigate to, and open the desired PO. On the PO, in the Header section, enter a new PO Date

that is PRIOR to the Vendor’s location code ‘Effective Date’.

NOTE: If a contract is associated to the PO, you will also need to verify that the contract’s

effective dates.

Maintain Purchase Order

Purchase Order

Unit:

PO ID:

Copy From: -
*PO Date: 05/31/2013 ]
Vendor IMNTERCALL-001

PO Status:

Budget Status:

A X

Vendor Search

*Vendor ID:

*Buyer:

PO Reference:

Vendor Details
INTERCALL INC
Angela R Hoobler

["] Hold From Further Processing

Backorder Status: MNone Create BackOrder
Receipt Status: Not Recvd
*Dispatch Method: ~ Print -

Amount Summary

OPEN SERVICE DESK REQUEST

1. If you have validated all four criteria listed above, but the ‘Use Procurement Card’ link is still NOT
visible on the PO, open a Service Desk Request. Please be sure to include the following
information in the Service Desk Request:

e PO number
e PCard holder's name

e Last four (4) digits of the PCard number

Date Created: 11/19/2013
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RECONCILING PCARD TRANSACTIONS

PCard transactions are loaded into SMART every evening Monday through Saturday. Agencies are
strongly encouraged to reconcile PCard transaction using receipts/invoices on a daily or weekly basis.
This will allow payments to be made to UMB on a timely basis and the State may enjoy some financial
benefits from UMB for paying within a specified time frame. Agencies do NOT need to wait for the UMB
statement before reconciling PCard transactions.

APPLYING ‘DESCRIPTION’ SETTINGS TO RECONCILIATION PAGE

Agencies have been directed to enter a ‘Description’ for each PCard transaction. As delivered the
‘Description’ field is located on the ‘Billing’ tab.

This training guide also provides agencies with instructions for using the ‘Disputes’ options within
SMART. As delivered the ‘Dispute Amount’ and ‘Credit Collected’ fields are also located on the
‘Billing’ tab.

To reduce the number of clicks, the ‘Description’, ‘Dispute Amount’ and ‘Credit Collected’ fields can be
moved to the ‘Transaction’ tab by using the following steps:

Navigation: From the Home page in SMART, click on:
Purchasing =» Procurement Cards =» Reconcile = Reconcile Statement

1. Search for the PCard transactions to be reconciled. In this example the Employee ID was entered.
Click the ‘Search’ button.

Date Created: 11/19/2013 Page 72 of 160
Revised: 01/14/2014



Procurement Cards (PCards)

Training Guide

Statewide Management, Accounting and Reporting Tool

Reconcile Statement Search

Role Hame: -

Employee ID: | Jo0o Q |

Employee Name: | Q
Card Issuer: v

Card Number:

Transaction Number: |

Sequence Number:

Line Number: '—

Billing Date: Q

Statement Status: v
Budget Status: -
Chartfield Status: v
Merchant: |

Transaction Date: E‘:I
Charge Type: -

Posted Du( ]
Search

2. The ‘Reconcile Statement — Procurement Card Transactions’ page displays. Click the ‘Customize’
link at the top of the page in the ‘Bank Statement’ header:

Reconcile Statement
Procurement Card Transactions

EmpliD: Hame:
[[] Run Budget Validation on Save

Bank Statement Customize | Find | View Al | First [4] 1.9 0116 O Last

[ Transaction TRNEiling

rr,gcﬂﬂ!mmr Irans Date |Merchant
1 @] UMB 8876  08/0212011 w 249.00 USD B @ 5 vaia valid  Yes Mo
2 [] UMB *sswwsrsigops 080212011 mﬂ 7120 USD By OO [ vaiid valid Mo No
3 [ UMB ======wggfg  08/01/2011 W 3475 USD B @ [ valid Valid Yes No
A@TE 8868 08/01/2011 W 2000usD B @ B} vaia valid Mo No
5[ uma wwowggsg  oapieti SEEELDINN: 1eousD By @ R vaie valid  Ne No
G@rm === 8868 02/01/2011 W 2935UsD B @ [ vaid Valid Mo No
7 [ UMB ====-ggeg  08/01/2011 W 36UsD By @ 4 vand valid Mo No
8 [Juma =wowggsg  oapizeti EEELDI: 176UsD B @ R valie valid Mo No
9 [ UMB ====gg88  08/01:2011 W s1ausD B @ [ vaid Valid Mo No

? selectan Clear Al Stage Verify | Validate Budget

search  Purchase Details  SplitLine D Template SMART UNPSC Codes pdf(5WMB) SMART UNPSC Codesxis (3 WB)

& save ‘ [=] Notify ‘ L Refresh ‘

3. Scroll to the bottom of the page and click the ‘Copy Settings’ link:
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Bank Statement

Personalize Column and Sort Order

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

Column Order
Tab T

= =
(column 2) = = x
Card Issuer
Card Number
Trans Date Hidden Descending
Merchant Frozen
“Status
Transaction Amount
Currency
(column 18)

(column 13)
{column 20)
Budgst Status
Chartfield Status
Redistrib
Voucher Error
Tab Billing
Refarance
Description
Billing Dats
Billing Amourt
Currency
Prepaid Ref
Disputs Amount
Credit Collacted

OK Cancel Freview | cop Semngg/

4. Click the ‘Look Up’ icon:

Copy Settings

Copy Your Customization Settings:

Settings to Copy: |

OK Cancel

5. Select the ‘Description’ Setting Name:

Look Up Settings to Copy
Setting Name:| begins with +

LUGkUp| Clear | Cancel ‘BasichgkUE

Search Results
View All  First E| 1of1 |E| Last

Name
DESCRIPTION

Date Created: 11/19/2013
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6. Click ‘OK’:

Copy Settings

Copy Your Customization Settings

Settings to Copy: DESCRIPTION &}

7

0K ] Cancel|

7. Click ‘OK’:

Bank Statement

Personalize Column and Sort Order

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

Column Order
Tab Transaction HIE )
(column 2)

Card Issuer o
Card Number

Trans Date Hidden Descending
Merchant

*Status

Description
Transaction Amount
Currency

(column 18)
(column 19)
(column 20)

Budget Status
Chartfield Status
Redistrib

Voucher Errar

Tab Billing
Reference

Billing Date

Billing Amount
Currency

Prepaid Ref

Dispute Amount
Credit Collected

g&

Frozen

0K | Cancel ‘ Preview |C-:|uy Setfings Share Seftings Delste Seftings

The ‘Description’ field will now display between the Status and Transaction Amount. The ‘Dispute
Amount’ and ‘Credit Collected’ fields will now display before the Budget Status.
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Reconcile Statement
Procurement Card Transactions

EmplID: Name:
["] Display Unmasked Card Number

[TJRun Budget Validation on Save

Bank Statement

[ Transaction TBiling

Card | cord Number Trans Date (Merchant *Status
Issuer =5 e e | TEEE —

1 [ UMB 11/16/2013 Slaples TechSoln  Approved v XEROX TONER CARTRIDGE 347.3 USD [ 0.00
2 [[] UMB === 10/20/2013 Z:EEDS’“’:SOD Approved  + [TOILET PAPER 97.40 USD B e B 0.00 Valid valid  Yes No
3] UMB s 101202013 ;:EJE%“\,:SOD fpproved = |PAPER TOWELS 7E0USD B @ @& 0.00 Valid valid  Yes Mo
4 [F] UMB  #wessswsens 11132013 E:EJE%“\N?OD spproved  + |PAPER TOWELS ge0UsD By & B 0.00 valid valid  Yes Mo
5[] UMB  *wwemwneams 111312013 E:EJEDSNSOD fpproved v |PAPER TOWELS 7587UsD B O [F 0.00 valid valid  Yes  No
5[] UMB === 1210412013 ;:EEDS‘N?OD Staged  + ssoousD R O @ 0.00 Valid valid  No No
7 [] UMB  =ererees 1210412013 ;:I'_”EDS“":E]OD Staged  ~ 177.00 USD B OB 0.00 Valid valid Mo Mo
B[] UMB wsessnssss 1210412013 E:EJE%“\N?OD Staged s400uUsD B O G 0.00 Valid valid Mo No
J— DUI* DELL K- - =
9 7] UMB 10302013 SHEDEL Approved v (COLOR INK CARTRIDGE 20514usD B O [ 0.00 Valid valid  Yes  No
Select All [} Clear All Stage Verify Approve ‘ Validate Budget ‘
Search Purchase Details  SplitLine D Template SMART UNPSC Codes.pdf (S MBI SMART UNPSC Codes.xls (3 MB

[ save | [=] Motify | ) Refresh

NO PURCHASE ORDER

Navigation: From the Home page in SMART, click on:
Purchasing =» Procurement Cards =» Reconcile = Reconcile Statement

1. Search for the PCard transactions to be reconciled. In this example the Employee ID was entered.
Click the ‘Search’ button.
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Reconcile Statement Search

Role Name: h
Employee 1D: J000 Q

Employee Hame: |

Card Issuer: e
Card Number: |

Transaction Number: |

=

Sequence Number:

Line Number: l_

Billing Date: Q
Statement Status: h
Budget Status: h
Chartfield Status: v
Merchant: |

e
el

Transaction Date:

Charge Type:

2. The ‘Reconcile Statement — Procurement Card Transactions’ page displays:

Reconcile Statement

Procurement Card Transactions

EmpliD: Name:

[7 Display Unmasked Card Number

D Run Budget Validation on Save

Bank Statement Customize | Find | First (1] 1.8 of 5 7] Last

Card Humber Trans Date |Merchant *Status Description
1@ UM 15y oan3pots EOLDAVINN Staged - o1i6usD [ (0 3 valid valid o No
2 ] UMB  *=wsossiiq53  D5R4I2013 E)?PL'L\%“;"NN Staged  ~ 91.16 USD = O [R valid valid Mo No
3 [[] UMB *www=smeesnqi53  05/23/2013 HEXOF',"':EI’E"‘;"NN Staged  ~ 273.48 USD = (O [ valid valid Mo No
4 [F] UMB *====1153  05124/2013 E‘EF',"':{%"S‘”NN Staged  + 91.16 USD 2 3 [ vand valid Mo No
5[] UMB =swsiqi53 (52412013 w Staged  + 364.64 USD B (O (R valid valid Mo No
B[] UMB *=wssssiqis3 052412013 w Staged  ~ w464 UsD By O ER vald valid Mo No
pr— = 5

7 [[] UMB  *wwewwawniq53  04/23(2013 W Staged v | 20730UsD B (O [R vaid vald  Yes  No
8 [ uMB 1153  0arar2013 EOLIDAYINN Staged 9744UsD R OO R valid valid  No No

@ Select All D Clear All Stage Verify Approve | Validate Budget |

Search Purchase Details  SplitLine  Distribution Template SMART UNPSC Codes pdf (5MB)  SMART UNPSC Codes xis (3 MB)

B save | (=] Notity | 7 Refresh

3. Enter a ‘Description’ and then click the ‘Distribution’ icon,
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NOTE: The ‘Description’ will be transferred to the voucher when the PCard voucher is created.

Reconcile Statement

Procurement Card Transactions
EmpliD: Hame:
[” Display Unmasked Card Number

["] Run Budget Validation on Save

Bank Statement
[ Transaction U Biling

ize
Card . Tral\sa:(lcm
e Card Humber Trans Date |Merchant *Status Description Cllrre

17 UMB  *owsseosni153 041032013 :%gngww Staged  ~ |Lodging for Sample SWART Emplo: 91.16 USD O [ valid valid Mo No

HOLIDAY INN

- = =
o Staged 916 UsD [ O R vaid vaid Mo Mo
3] UMB *#sseonq153 05232013 HEXOF%":‘DSJ‘NN Staged  ~ 27348 UsD By O [ valid valid Mo No
LB B Staged  ~ o116 UsD By O [ vaid valid Mo No

EXPRES

5 [] UMB *======+1153  05/24/2013 EJ?;":{D;J‘NN Staged 364.64 USD 2 O [ vaid valid Mo Mo

2 [0 UMB  *=**1153 05i21/2013

4 [[] UNB  revesseeeeanqq53 05/24/2013

6 [ UMB *#==esoai4153 052412013 :fpﬁ‘:i“;”w Stages ~| 36464 USD B (O 3 vald valid Mo No

7 [] UMB  wwwesseemenq53  04/23/2013 mﬂ Staged ~| 20730UsD By O 1 valia vald  Yes  No

8 [ UMB 1153 0412412013 E‘}?PL":{EJE?‘NN Staged - -a7.44 USD & O [ vaid Valid No Mo
™ gelectal O clearal Stage Verify | approve | valigate Buaget |

Search Purchase Details Splitline Distribution Template SMART UNPSC Codes.pdf (5 MB) SMART UNPSC Codes.xls (3 WB
=] Savel Notify | 4 Refresh |

4. Correct and/or validate the chartfield information and click ‘OK’:

Reconcile Statement
Account Distribution

YR

Line: 1 PO Qty: 1.0000 UOM: EA
Billing Date: 04i05/2013 Billing Amount: uUsD 91.16 Unit Price: 91.16000
SpeedChart: ©, Transaction Unit *Distribute by: Amount -

Price 91.16000

Distributions

[ chartfields T Detaismax T Assetiformation T  Statuses

Dist | Percent Amount Currency |*GL Unit Bud Unit |Program *Account PC Bus Unit | Project Activity 50urce |;t

1/ 100.0000 | 91.16 USD 00 @ [4100 O [0403 O [99170 O (534100 X | Q|

oK 4Cancel | Retresn | f

NOTE: The Account code is a required field for reconciling PCard transactions; however, the
‘Account code’ is NOT required on Speedcharts. If a speedchart is the default for the reconcilers
chartfield values, the reconciler must enter an ‘Account code’ for each distribution line on ALL
PCard transactions. It is highly recommended that the ‘Account code’ be populated on
speedcharts that will be used on PCard Holder profiles.

5. Change the status from ‘Staged’ to ‘Verified’ and click the ‘Save’ button:
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Reconcile Statement

Procurement Card Transactions

EmplID: Name:
] Display Unmasked Card Number
[ Run Budget Validation on Save

Bank Statement Customize | Find | o First K] 1-8 of 8 Last
[ Transaction T

Card Card Number Trans Date |Merchant *Status Description Transaction Currency e Fom
Issuer Amount Status I

1 [ umB 1153 040312013 w Staged | |Lodging for Sample SMART Emplo: 9116 USD [ (O 5% vaiig valid  No No
Approved

2 [F] UMB *wwewmeeiqsy  os21/2013 HOLIDAYINN 9116 USD [ (O 53 valid vald  No No
EXPRES Zogeg

HOLIDAY INN

JERSITY Pl e o TRy (oS valid vaid  Yes  No

K\.s ] yye Kﬂ“p1wwi)3m13m7 A w . I i?j gu50 % Valid vald - Mo Jm‘__‘

v s e m e e e e T R . _’ ke e g ATVt

7 UMB  weeesseni 153 0423/20% T Slaged -+ [lodging 207.30 USD
8 [] uMB 1153 oanapoi3 HOLOITIHN Staged v | orasusD B O Gk vaid valid Mo No
Select All E‘ Clear All Stage | Verify Approve | Validate Budget

Searcnfrchase Details SplitLine Distribution Template SMART UNPSC Codes.pdf(5 MB] SMART UNPSC Codes.xls (3 MB

ave ot efres!
EE [Z] Notify | s Refresh

NOTE: SMART will attempt to save ALL the PCard transactions that were pulled into the
‘Reconcile Statement — Procurement Card Transactions’ page as a result of a search; even

those transactions that are not displaying. In the below example, SMART would try to save ‘45’

PCard transactions even though only nine (9) transactions are currently visible:

Reconcile Statement

Procurement Card Transactions

EmpliD: Hame:
[] Display Unmasked Card Number
] Run Budget Validation on Save

Bank Statement Customize | Find | View ull\ Fir st E 1-9 of 45 ] Last
[ Transaction |

Card | cord umber Trans Date |Merchant =Status Description Transaction| o, opcy
Issuer Amount

1 UMB  swewsssssssgiq7  05/23/2013 i'ﬁ%’??fm Verified 214.90 USD B O 5 vald Valid Yes No
2 [[] UMB  stwwssmineran2d 04/19/2013 HERTZ RENT-A-CAR Staged - 63.00 USD % O % Valid Valid No No
3 [[] UMB swswsssssss0Q2q  04/18/2013 HERTZ RENT-A-CAR Verified - 154.60 USD B ¢ 5% valid Valid Yes No
4 [ ume 0024  04/19/2013 HERTZ RENT-A-CAR Verified - 35.89 USD B & B vaia Valid Yes No
5[] UMB  *wswsssssnap02q 04/24/2013 HERTZ RENT-A-CAR Verified A 95.00 USD EopLe] 2 Valid Valid Yes No
6 [[] UMB swwsssssssn0q  04/25/2013 HERTZ RENT-A-CAR Staged - 31.50 USD B ¢ 5% vald Valid No No
7 [] UMB  sssssssssssnzq 04/26/2013 HERTZ RENT-A-CAR Staged - 344.49 USD B ¢ 5% valid Valid No No
8 [[] UMB  =rswrsrstsrinpg 04/26/2013 HERTZ RENT-A-CAR Verified A 36.33 USD ) (@] R Valid Valid Yes No
9 ] umB 0024 05/02/2013 HERTZ RENT-A-CAR Verified A 134.00 USD EopLe] Eg Valid Valid Yes No
Select All a Clear All Stage Verify Approve Validate Budget

Search Purchase Details SplitLine Distribution Template SMART UNPSC Codes.pdf(5 MB) SMART UNPSC Codes.xls (3 MB

& save Notify | i Refresh

The Reconciler would NOT be able to save changes on the PCard transaction that they are
working on if there is even one (1) PCard transaction that does not have correct chartfield
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information. For example, if PCard transaction number 40 doesn’t have an ‘Account code’, the
reconciler would not be able to save this page, even if the only PCard transaction that the
Reconciler touched was the first listed PCard transaction. For this reason, it is highly
recommended that Reconcilers use Search criteria that will produce the least number of
PCard transactions on a page.

PCARD PURCHASE OF STATEWIDE CONTRACT ITEM

Agency has purchased an item that is on a Statewide contract; however, a Requisition / PO has not
been entered for the purchase. The contract information MUST be captured during the reconciliation
process.

Navigation: From the Home page in SMART, click on:
Purchasing = Procurement Cards =» Reconcile = Reconcile Statement

1. On the ‘Reconcile Statement Procurement Card Transactions’ page, select the PCard transaction
and click the ‘Purchase Details’ link:

Recencile Statement
Procurement Card Transactions
EmpliD: Name:

["] Display Unmasked Card Number
[7 Run Budget Validation on Save

Bank Statement Customize | Find | View Al B First 1] 1.9 or a5 B Last
[ Transaction THSiling

1EIUNB  essg3e] 05232013 GO Verfied - 21400080 B O L3 vaid valid  Yes Mo
EME w0024 04/19/2013 HERTZ RENT-A-CAR Staged - 63.00 USD = O ,f; Valid Valid No No
3 ] UMB *ww=ww=ew0004  04/18/2013 HERTZ RENT-ACAR Verfied 154,60 USD 2 O R vaid valid  Yes No
4 [[] UMB *==s=srs=re=(74 04/19/2013 HERTZ RENT-A-CAR Verified - 3589 USD = O _f; Valid Valid Yes No
5 [] UMB swsss0024  04/24/2013 HERTZ RENT-ACAR Verfied v 95.00 USD = O 3 vaid vald  Yes No
6 [[] UMB *++*eoreocrsgnog 04/25/2013 HERTZ RENT-A-CAR Staged - 3150 USD = @ _;", Valid Valid No No
7 [] UMB  *stw=++0024  0426/2013 HERTZRENTACAR Staged = 3s40usD B OO K3 vaid valid Mo No
8 ] UMB *=+=+=+<0024  04/26/2013 HERTZRENTACAR Verfied = 633080 B O [ vaid valid  Yes  MNo
9 [[] UMB ==~====0024  05/02/2013 HERTZRENT-ACAR Verified -+ 134.00 USD = O B2 vaio valid  Yes No

v Select All Clear AW Stage Verify Approve Validate Budget
Search Purchase Defdlls  SplitLine Distribution Template SMART UNPSC Codes.pdf(5MB) SMART UNPSC Codes xls (3 MB)

& save Notify | L, Refresh

NOTE: When navigating to the ‘Purchase Details’ link, only one (1) PCard transaction can be
selected at a time.

2. Enter ‘Vendor ID’ first, select ‘'SOKID’ as the ‘Contract SetID’, select the ‘Contract ID’ and click the
‘OK’ button:
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Reconcile Statement
Purchase Details

Line: 2

Merchant: HERTZ RENT-A-CAR

Q Original PO: N

a
0000005774 QU HERTZ CORPORATION

001 Q. SYSTEM CHECK
xQ

Q
A

(Contract SetlD |SOKID @
*Quantity: 10000 Contractd  |0000000000000000000037354 <

“UoM: EA
Unit Price: 63.00000  USD Transact fionAmount  53.00

Sales/Use Tﬁ Cateqgol
cel

OK GCan( resh

Bill Includes Tax if Applied
Tax Paid

iy h View Hierarchy PO PickList SMART Category Codes.pdf (S MB} SMART Category Codes.xs (3 MB

Searc!
Refr

NOTE: The ‘Vendor ID’ MUST be selected before the ‘Contract ID’ will be available for selection.
The Contract IDs will be limited to those contracts entered into with the specified vendor.

NOTE: The Contract information needs to be entered only if the item purchased is on a
Statewide contract AND a PO will NOT be reconciled to the PCard transaction.

NOTE: The Contract information must be applied to a single PCard transaction at a time.
WITH PURCHASE ORDER

If a PCard is associated to a Purchase Order, that Purchase Order cannot be directly pulled into a
voucher. The PO MUST be reconciled to a PCard transaction. The Approved PCard transaction will
build to a PCard voucher during the PCard Voucher Build batch process, which is ran Monday and
Thursday mornings.

There are three (3) possible scenarios:

e The PO Merchandise Amount total and the PCard transaction amount are the same.
¢ The PO Merchandise Amount total is more than the PCard transaction amount.
e The PO Merchandise Amount total is less than the PCard transaction amount.

PO MERCHANDISE AMT TOTAL = PCARD TRANSACTION AMT

Navigation: From the Home page in SMART, click on:
Purchasing = Procurement Cards =» Reconcile = Reconcile Statement
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1. Search for the PCard transactions to be reconciled. In this example the Employee ID was entered.
Click the ‘Search’ button.

Reconcile Statement Search

Role Name: h

Employee ID: Jooo Q

Employee Name: | Q
Card Issuer: M

Card Number: |

Transaction Number: |

Sequence Humber:
Line Number:
Billing Date: Q

Statement Status: v
Budget Status: M
Chartfield Status: v
Merchant: |

Transaction Date: e
Charge Type: v

Posted Dggé: Ei
Search

2. The ‘Reconcile Statement — Procurement Card Transactions’ page displays.

Notice in the following screen shots that the PCard transaction for $363.60 to F and A Food Sales
Inc. matches the Purchase Order total amount. Also NOTE, that the PO has three PO Lines.

Reconcile Statement

Procurement Card Transactions

EmplID: Hame:
] Display Unmasked Card Number
|1 Run Budget Validation on Save

Bank Statement Customize | Find | view a1 B Frst [V 1.9 0r50 I Last

[ Transaction T Biling

Card B o Transaction -
e Card Humber Trans Date |Merchant *Status Description Amount Currency Redistrib

R Staples = (51 val
1 ] uMB o940 ospzits JBES L stages - 513410sD B 4D 53 vald valid  Yes  No
JR— DESICNED - — =N =
2 [ uMB sa40  osror0t3 SESCNER - stages 6USD B O 5 vaid vaiid Mo No
3 V| UMB  =eseegod) 050302013 W Staged - 8260 Pso BE O 3 vaid valid Mo No

UNISOURCE-

L T o | S0 e i e PR B TN o S 0
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Maintain Purchase Order

Purchase Order

Unit: PO Status: Dispatched A x
PO ID: 0000004939 Budget Status: Valid
Copy From: - [T Hold From Further Processing

*PO Date: 110612013 [#1) Vendor Search

Vendor FEAFQOD-001 Vendor Details Backorder Status: Mone Create BackOrder
*Vendor ID: F & AFOOD SALES INC Receipt Status: Mot Recvd

*Buyer: *Dispatch Method: Email -

PO Reference:
HeaderDetalls PO Actihities Edit ShipTo Comments Merchandise: 330 |
PO Defaults Document Status ~ Bidder Preferences FreightTax/Misc.: 0.00

Edit Comments Requisitions Use Procurement Card Total Amount:
Add ltems From Select Lines To Display
Purchasing Kit Catalog Item Search Line: R Q Retrievel

Lines Customize | Find | First (1 1.2 of 2 [ Last
[ Details T shipTomueDate | Statuses T temmformation | Atioutes T RFa [ contract T Receiving

[ ftem  [besergon | [PoOy [VoM[Catewoy [price |

Paper towels, single fold MFR.

Eh Iltem # 23504, Vendor ltem # " =
12 27350, 4000 (16/250) per £ 12.0000 CS  [141117 & [15.15000 181.80 Active =]
case
2 [’ 2 Testltem & | 80000 CS  [141117 Q (1515000 12120 Active (O 9

3 & 3 Test ltem B | 40000 CS  [141117 C, [15.15000 60.60 Active &

=l

=l
=

3. Select the PCard transaction to be reconciled and click the ‘Purchase Detail’ link:

Reconcile Statement
Procurement Card Transactions

EmpiID: Name:
[7] Display Unmasked Card Number

[] Run Budget Validation on Save
Bank Statement

T siing
ard Number Trans Date |Merchant *Status Description T"":"":""" g"‘a":x'e”

1] uMB 9940 052212013 %0710004 Staged  ~ 54311 UsD By OO 3 vaid valid  Yes Mo
seoasggad  04/29/2013 ESSEE;SMER Staged v 1 38.16 USD B O B vaid valid No No
seoasgoa) 05/03/2013 w Staged v i 363.60 USD B O & vaid Valid No No

4[] UMB  ===w===gga0  04/26/2013 W Staged v ] 5,100.00 USD B O B vaid Valid Mo Mo

5[] UMB ===v====gg4)  05/22/2013 W Staged v i 5,100.00 USD & O & vaid valid  Yes No

6 [[] UMB =meewxsesrgga() 05/25i2013 % Staged - 1 381.78 USD % Q Valid No No

7 [0 UMB  ===wreresrggag 04/24/2013 WW GRAINGER Staged - 1 2012 USD LEE‘ O Valid No No

B[] UMB  wwoeo994D 0512012 WWGRANGER  Staged  ~ ] 703usD B O valid Mo Mo

9 [ uie 9940 05/07/2013 WWGRAINGER  Staged ] 12818 us0 B QO valid Mo No

Selectall D cighral Stage Verify Approve Validate Budget
Search Purchase Defails  SplitLine Distribution Template SMART UMPSC Codes pdf (5 MB) SMART UNPSC Codes xls (3 MB)

(& save | [=]MNotify | i Refresh

4. Enter the PO ID and click the ‘OK’ button:
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Reconcile Statement

Purchase Details

Line: 3

Merchant: F AND A FOOD SALES INC
City: 785-2432301

State: K5

Country: USA
~ Purchase Order

*Business Unit: a Original PO:
PO ID: 0000004939 O
PO Line: Q
PO Sched: [ &

Vendor ID: ’7 Q

Location: ’7 Q

Ship To: I <

Item ID: ’7 Q

Category: (&}

Vendor Item: [ ] ContractSetib | @
*Quantity: 10000 ContractD | Q
*UOM: Ea @

Unit Price: ’m USD Transaction Amount 363.60

Bill Includes Tax if Applied
Tax Paid

Sales/Use T, Category Search View Hierarchy PO Pick List SMART Cateqgory Codes. pdf (5 MB) SMART Category Codes xls (3 MB)

o< | cancel | Refresn |

5. Clicking the ‘OK’ button will open the ‘Reconcile Statement — Procurement Card Transactions’ page.
Please notice that PCard transaction line three (3) has been split into three (3) PCard transaction
lines. The PCard transaction amounts match the PO line amounts:

Reconcile Statement
Procurement Card Transactions

EmpliD: Hame:
["] Display Unmasked Card Number
[7Run Budget Validation on Save

Bank Statement Customize | Find | View Al B First [1] 190152 B Last

[ Transaction T Billng

Card B - Transaction
e Card Number Trans Date (Merchant Status Description o Currency

Staples - = =
1 [] uMB 9940 05222013 SIS oo, Staged [ 513.11 USD B O 55 vaid valid  Yes Mo
DESIGNED = =
2 [ UMB sweweg940 04202013 pEOBEEl o Staged v | sisusD B O [ valid valid Mo No
3 7] UMB =wwwmggap 05032013 ANDAFOOD Staged v | 1g180usD B O 53 vaid valid Mo No
SALESINC
4 [ uue swengoag ospazota EAROATIOD Staged v | 12120usD B2 O (R vaid vald  No No
5 ] UMB =w====iggap 0510312013 w Staged v | 60.60 USD 2 ¢ [ vaid valid Mo No
UMB  *reserengdd  04/26/2013 W Staged — ~ | EEE— 5,100.00 USD EE ¢ B2 vald valid Mo Mo
: I, MIDYEST 2 ey, = X . - ,‘ 3 .
.‘5 o m gl > SNy S PN N S il -s.\")’ e T
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Maintain Purchase Order

Purchase Order

Unit: PO Status: Dispatched A x
PO ID: 0000004939 Budget Status: Valid
Copy From: - [T Hold From Further Processing

“PO Date: IWE"J
Vendor

*Vendor ID:

*Buyer:

Vendor Search
Vendor Details

F & AFOOD SALES INC

PO Reference:

Backorder Status: Mone Create BackOrder
Receipt Status: Mot Recvd
*Dispatch Method: Email -

Merchandise:

36360

Header Details PO Activities Edit ShipTo Comments . - Calculate |
PO Defaults Document Status ~ Bidder Preferences FreightTax/Misc.: 000
Edit Comments Requisitions Use Procurement Card Total Amount: 363.60 USD

Add ltems From Select Lines To Display
Line: R Q Retrievel
Customize | Find

T LContract T Receiving

Descrigion | [poay  [UOM|Cateoory [Pics |  Amoun|Staus |

Paper towels, single fold MFR.

Purchasing Kit Catalog ltem Search

Lines
Details

T shioTomueDate T Statuses T temmformation | atibutes T RFG

El Item # 23504, Vendor ltem # 2ol
= 27350, 4000 {161250) per £ 12.0000 CS  [141117 & [15.15000 181.80 JActive ES] =
case
2 B 2 Test ltem B 80000 CS  [141117 Q. [15.15000 121.20 JActive O =
= 3 Test ltem B | 40000 CS  [141117 C, [15.15000 50.60 |Active (AT [=]

6. The Reconciler can see that the PO has been attached to the PCard transaction by navigating back
to the ‘Purchase Details’ page:
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Receoncile Statement
Purchase Details

Line: 3

Merchant: F AND AFOOD SALES INC
City: T785-2432301

State: K3

Country: USA

~ Purchase Order

*Business Unit; Q Original PO: N

PO ID: 0000004939 |3

PO Line: 13

PO Sched: 1Q

Vendor ID: 0000051898 Q. F&AFOOD SALES INC

Location: 001 Q. aCH 3928

Ship To: 565012 Q. DORSR32T

Item 1D: Q

Category: 14111703 Q. Papertowels

Vendor tem: Contract SetiD Q
*Quantity: 12.0000 Contract ID Q
=UOM: cs @

Unit Price: 15.15000 USD Transaction Amount 18180

Bill Includes Tax if Applied
[¥] Tax Paid

Sales/Use Tax Calegory Search View Hierarchy PO Pick List SMART Category Codes.pdf (5 MB) SMART Category Codes xls (3 MB)

OK | Cancel | Refresh|

Navigate back to the ‘Reconcile Statement — Procurement Card Transactions’ page by selecting
the ‘OK’ button. Enter a description, change the ‘Status’ from ‘Staged’ to ‘Verified’ and click the
‘Save’ button:
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Reconcile Statement
Procurement Card Transactions

EmpliD: Name:
[ Display Unmasked Card Number
[” Run Budget Validation on Save

Custorrize | Find | View Al 38 First [1] 1.9 0152 I Last
Chartfield
Status
1 [] UMB *=*s=sessggdn 052242013 g‘:m‘:mﬁnnm Staged - 51211 USD B O B vaid valid  Yes No
2 [] UMB wwewweggag 0412812013 SSSEESSINTER Staged = . 3816 USD By O 5 valid valid Mo No
3 [F ume eeremgaq  osoazora SENDAFOCD Verified | [1Testitem 1greousD [ O [ valig valid Mo No
4 UM seeengaa 0503013 EATDATOOD Werifed o |2 Testhem 12120080 B (O [ vand valid Mo No
5[] UMB wssossggdn 050302013 w E Veriiea | =||3 Testitem 50.60 USD By O valid valid Mo No
Approved _
6 ] UMB Trmrgnan 04013 SHISOURCE: Staged 510000 UsD B (O [ valia valid  No No
VDV
7 []ume ~oasy  ospepots plSDURCE stages v | si000usD R O R vaia valid  Yes  No
8 [ UMB *w1e9040 052502013 SHLDELLKS Staged - | as7sUsD R O LR valid valid Mo No
9 [ ume 9940 0412412013 WWGRAINGER  Staged v | 20120sp Y (2 [ valid valid  No No
% D Clear All Stage Verify Approve | Validate Budget
Search urchase Details  SplitLine Distri Template SMART UNPSC Codes pdf(5MB) SMART UNPSC Codesxls (3 MB!

2 Sav!é [=] notify | s Refresh

NOTE: The chartfield values are inherited from the Purchase Order and are NOT editable on the
PCard transaction once the PO is pulled in. The chartfield values are grayed out.

Reconcile Statement 7
Account Distribution

When a PO is reconciled to a
PCard transaction, chartfield

Line: : poaty: 12.0000 vo: cs values are inherited from the PO
Billing Date: 05/06/2013 Billing Amount:  USD 181.80 Unit Price:  15.15000 and are not editable (fields
SpeedChart: Transaction Unit “Distribute by: Amount grayed out).

Price

Distributions

[ chartfieids T Detaistax T Assetinformation ] statuses

Dist|Percent Amount Currency (*GL Unit Dept Fund Bud Unit |Program *Account PC Bus Unit | Project Activity
1

100.0000 181.80 UsD 2040 2089 2020 01031 537100

OK | Cancel | Refreshl J

PO MERCHANDISE AMT TOTAL > PCARD TRANSACTION AMT

Navigation: From the Home page in SMART, click on:
Purchasing =» Procurement Cards =» Reconcile < Reconcile Statement

1. Search for the PCard transactions to be reconciled. In this example the Employee ID was entered.
Click the ‘Search’ button.
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Reconcile Statement Search

Role Name:

Employee ID: Jooo Q

Employee Name: | Q
Card Issuer: h

Card Number: |

Transaction Number: |

Sequence Number:

Line Number: l—

Billing Date: Q
Statement Status: h
Budget Status: -
Chartfield Status: h
Merchant: |

Transaction Date: e
Charge Type: -
Posted g El

1.

2. The ‘Reconcile Statement — Procurement Card Transactions’ page displays.

Notice in the following screen shots that the PCard transaction for $38.16 to Designed Business
Interiors is less than the Purchase Order total amount. Also NOTE that the PO has two (2) PO Lines
and that the ‘Amount’ on PO line one (1) matches the transaction amount.

Reconcile Statement
Procurement Card Transactions

EmpliD: Name:
= Display Unmasked Card Number
[”] Run Budget Validation on Save

Bank Statement Customize | Find | View All | # First [1] 1-9 of 52 ) Last
[ Tranzaction T Biling

Card |- e Transaction
o Card Humber Trans Date |Merchant ‘Status Description Amout Currency

Slaples - Bk =
1 [] uMB 9940 05222013 ~SRRR Lo Staged | 513.11 USD B ¢ 5 valid valid  Yes No

R DESIGNED — - = = oo
2 [@] UMB 9940 041292013 SeoEESS o Staged v | 3816 |iSD B ¢ & vaid Valid  No No

PGy, VN R e i [ Ll b PR, S g
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Maintain Purchase Order

Purchase Order

Unit:
POID: 0000004638
Change Order: 1

Copy From:

-

PO Status:
Budget Status:

Dispatched
Walid

[ Hold From Further Processing

*PO Date: ’W@ Vendor Search

Vendor D 0 Vendor Details Backorder Status: Mone Create BackOrder
*Vendor ID: 000053 DESIGNED BUSINESS INTERIORS Receipt Status: Partial

*Buyer: *Dispatch Method: Email -

PO Reference:

Amount Summary

6244

To be charged to Visa cardless

Merchandise:

Header Details PO Activities Edit ShipTo Comments Calculate |
PO Defaults Document Status ~ Bidder Preferences FreightTaxiMisc.:
Edit Comments Requisitions Use Procurement Card Total Amount: 62.44 [USD

Add ltems From Select Lines To Display
Purchasing Kit Catalog Line: N Q Retrieve|

Lines - usto First [ 1.2 o2 [ Last
Item Information RFQ T Contract T

[ Dpetails T ShipToDueDate T  Statuses

ne tem
ltem# AD535, Herman Miller .
Hook-Coat £ 40000 PKG |311525Q |9.54000 38.16 Active
B |

Testltem 2

Item Search

e
®)

2.0000 PKG |311525Q |12.14000 2428 Active

View Printable Version *Go to: ... More ..

Category Search

3. Select the PCard transaction to be reconciled, and click the ‘Purchase Detail’ link:

Reconcile Statement
Procurement Card Transactions
EmplID: Name:
["] Display Unmasked Card Number
D Run Budget Validation on Save
. Staples Bl = N
9040  osoR0ta DEBEE L staged - | s1311UsD [ O [3 valid valid  Yes Mo
seeogo4) 0412012013 gig:ﬁgggmm Staged v | N g6 USD B 4O [} vaid valid  No No
3 [[] UMB *wewweegoqy  0S03/2013 W Verified v | m 18180 UsD B (O [ valid valid  No No
4] UMB  wesees0g4)  DSIOBEZ0M3 w Verified  ~ | ] 12120usD B OO 3 valid valid  No No
5[0 ums s ososgers EANDAFIOD Verified v | ] cogousD @ O [ vaia valid  Ne Na
6 [[] UMB *wwwwegoq) 042612013 % Staged  ~ | ] 510000 USD = O [ valia valid  No No
7] UMB  eeeeeng4)  DSR2I2013 W Staged v | m 510000 UsD [ (O [ valid valid  Yes Mo
§ [ ums o0 osisizo13 DRLDELC staged <+ | ] smirsusy B OO R vana valid  Ne Na
9 [[] UMB  ++ewwwersggd)  04/24/2013 WW GRAINGER Staged - ] 2012 USD B ¢ [ vaid valid No Mo
E Select All D Clghar All Stage Verify Approve | ‘alidate Budget
Search Purchase Deia\\s Splitline D Template SART UNPSC Codes.odf (5MB) SMART UNPSC Codesls (3 MB)
=) save | [=]notity | 2 Refresh
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4. Enter the PO ID, enter the PO Line number and click the ‘OK’ button:

Reconcile Statement
Purchase Details

Line: 2

Merchant: DESIGMED BUSINESS INTER
City: TOPEKA

State: K3

Country: USA

~ Purchase Order

*Business Unit: I—Q Original PO: N
POID: |oooono4s3s |2

PO Line: ’_1Q

PO Sched: ES

Vendor ID: ’7 Q

Location: &

Ship To: [

Item ID: ’7(1

Category: Q

Vendor ltem: ’7 Contract SetlD ,70\
*Quantity: 1.0000 ContractiD | Q
“UOM: Ea @

Unit Price: ’m USD Transaction Amount 38.16

Bill Includes Tax if Applied
Tax Paid
SalesiUse Category Search View Hierarchy PO PickList SMART Category Codes.pdfi(5S MB) SMART Category Codes.xls (3 MB)

oK | cancal | emesn |

5. Clicking the ‘OK’ button will open the ‘Reconcile Statement — Procurement Card Transactions’ page.

Reconcile Statement

Procurement Card Transactions

EmpliD: Hame:
[ Display Unmasked Card Number
[T Run Budget Validation on Save

Bank Statement Customize | Find | View Al First (1] 1.9 0152 1 Last
[ Transaction TRGiling

Ca r Card Humber Trans Date |(Merchant *Status De:

Staples - =i =
o040 osaR013 2EPEE L Staged s1311usD B O [ valid valid  Yes  No
[E— DESIGNED ] = =
2 [7] UMB 0040 04poRo13 DECBNED L Staged si6UsD B O [ valid valid Mo No
FAND AFOOD N - ] =i =
3] UMB retseggap 05032013 CANDAEOOD Verified 18180 UsD By OO L valid valid Mo No
4[] UMB wemmogap osioa013 EANDAFOOD Verified 12120usp B O R vald valid  No No
oy EAND AFOOD = — = 5E
5 D umB 9940 05/03/2013 SALES INC Verified 60.60 USD = O E; Valid Valid Mo No
6 [[] UMB *wewmrmggag  04j26/2013 LISOURCE Staged  ~ 5,100.00 USD B (O R vaid valid No No
MIDWEST
7 [] UMB wmsmewggan  Qsi2r013 URUSQURCE Staged  ~ 5,100.00 USD B (O R vaid valid  Yes No
MIDWEST e
8 [[] UMB “==w=wrrgodn 050252013 % Staged  ~ 38178 USD B & B vaid valid No No
9 [] umB 9940  04/24/2013 WW GRAINGER Staged  ~ 20.12 USD B O R vaid valid No No

Select All D iégmu Stage Verify Approve Validate Budget
Search PurchaseDetails Splitline Distribution Template SMART UNPSC Codes.pdf (5 MB) SMART UNPSC Codes.xls (3 MB

&) save | [=] Notify | % Refresh
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6. The Reconciler can see that the PO has been attached to the PCard transaction by navigating back
to the ‘Purchase Details’ page:

Reconcile Statement
Purchase Details

Line: 2

Merchant: DESIGNED BUSINESS INTER
City: TOPEKA

State: KS

Country: USA

~ Purchase Order

*Business Unit: Q Original PO: N

PO ID: 0000004628 Q)

PO Line: 14

PO Sched: 13

Vendor ID: 0000053033 . DESIGNED BUSINESS INTERIORS
Location: 001 Q. ACH ***1047

Ship T 565012 Q. DORSR327

Item ID: Q

Category: 31162606 T Jhooks

Vendor ltem: Contract SetlD Q
*Quantity: 4.0000 Contract ID Q
*UOM: PKG |

Unit Price: 9.54000 USD Transaction Amount 3816

Bill Includes Tax if Applied
[¥| Tax Paid

Sales/Use T: Cateqory Search View Hierarchy PO Pick List SMART Category Codes.pdf (5 MB) SMART Cateqory Codes xls (3 MB)

OK Cancel | Refresh ‘

7. Navigate back to the ‘Reconcile Statement — Procurement Card Transactions’ page by clicking the
‘OK’ button. Enter a description, change the ‘Status’ from ‘Staged’ to ‘Verified’ and click the ‘Save’
button:
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Reconcile Statement
Procurement Card Transactions

EmplD; Hame:
[ Display Unmasked Card Number

[7] Run Budget validation on Save
Bank Statement

Biling
s Date | Merchant *Status Status

Staples =
05222013 E00 71 a5 SE9% ‘ 51311 USD
DESIGNED = =,
2 [@ uuB 41 04120/2013 pEZBEel T Verified v"Lesman—TesﬂtemW | 38.16 USD B ¢ B} vais valid No No
3 [ uuB 41 05032013 EANDAFOOD veriied ¥ 181.80 USD B O B vaia valid No No
SALESINC
4 [ uuB 41 050372013 EANDAFOOD verfied  + | 121.20 USD B ¢ B vaid valid No No
SALESINC
5 [] unB 41 050372013 EANDAFOOD verfied  + | 60.60 USD B ¢ B vaid Valid No No
SALESINC
6 [ unB 41 04126/2013 H‘r\[l)\‘sﬂzu;cg Staged - 5,100.00 USD B ¢ B vaid valid No No
MIDY
7 [ uuB 41 05122/2013 ﬁ"\[‘)‘igus?cg Staged - 5,100.00 USD B ¢ B} vaid Valid Yes No
MIDY
8 [] uuB 41 05/25/2013 ?QJESVELLK- Staged - 38178 USD B O B vaid valid No No
9 [[] UMB wwmercrggq)  04/24/2013 WIW GRAINGER Staged - 20,12 USD B O B} vaid Valid No No
A Claar Al stage Verify Aoprove | Validate Budget

search /P . e Details  SplitLine Distribution Template SMART UNPSC Codes.pdf(5MB) SMART UNPSC Codesxls (3 MB)

[ save | [ Notify | % Refresh

NOTE: If the reconciler enters the PO number on the ‘Purchasing Details’ page and does NOT
enter the PO line number, the PCard transaction will automatically split between the number of
PO lines. In this example it will split across two (2) PO lines.

Reconcile Statement
Purchase Details

Line: 2

Merchant: DESIGNED BUSINESS INTER
City: TOPEKA

State: K&

Country: USA
~ Purchase Order

*Business Unit: —Q
PO The PO Line field is left
PO Line: ’70\ olank-
PO Sched: [la
Vendor ID: I !
Location: liq
Ship To: Q
Item 1D: ’70\
Category: ’7Q
Vendor Item: ] ContractSetin | QL
*Quantity: ’W Contract ID ‘ a
*Uom: EA @
Unit Price: ’m USD Transaction Amount 38.16
Bill Includes Tax if Applied
[¥] Tax Paid
Sales-‘u% Category Search View Hierarchy PO Picklist SMART Cateqory Codes pdf (5 MB) SMART Category Codes xls (3 MB)

ok 7| cancel | Refresn |

The PCard transaction has split into two (2) PCard transactions:
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Reconcile Statement

Procurement Card Transactions

EmplID:

[7] Display Unmasked Card Number
["] Run Budget Validation on Save
Bank Statement

Trans Date |Merchant

PR Staples = = [ 1

1 [ UMB 9940 0522013 ZEEER L Staged v 513.11 USD B O % valid valid  Yes No
DESIGNED - = =

2 [ umB 9940 0412912013 roneos oo Staged [ 23.32[UsD B ¢ [ valid Valid No Mo
DESIGNED = =

3 [ UMB 9940 0412012013 PSS RESs Lo Staged - | 14.84[uUsD B ¢ & vald Vvalid No Mo

Name:

First [ 1.5 or 51 O Last

F
Customize | Find | View All| #H

. e Transaction
Status Description Nemoandt Currency

\-‘w *«-..\.‘\ ’w—ﬂ‘rb-«\ ‘._.“.."' w‘ﬂ“”‘-r‘ !l-'\'-'\" ‘."“‘“«M J\\J‘

The PCard transaction amount is being incorrectly applied to both PO lines 1 and 2:

Reconcile Statement
Purchase Details

Sales/Use Tax

Line: 2
Merchant: DESIGNED BUSINESS INTER
City: TOPEKA
State: KS
Country: USA
*Business Unit: Q Original PO: N
PO ID: 0000004638
_—— PO line one (1) should be
x:’::ed Eq o the ot 0 £36,16
Vendor ID: (0000053033 @ DESIGNED BUSINESS INTERIORS
Location: 001 Q. ACH ***1047
Ship To: [se5012 @ DORSR327
Item ID: [ a
Category: [31162806 @ Jnooks
Vendor Item: ] ContractSetd | @
*Quantity: [ 4o000 ContractiD | Q
*UOM: PG @
Unit Price: IW UsD Transaction Amount 2332
Bill Includes Tax if Applied
Tax Paid

Category Search View Hierarchy PO

Pick List SMART Category Codes pdf (5 MB) SMART Cateqory Codesxls (3 MB)

oK | Cancel | Refreshl
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Reconcile Statement
Purchase Details

Line: 3

Merchant: DESIGNED BUSINESS INTER
City: TOPEKA

State: K3

Country: USA
~ Purchase Order

*Business Unit: ’—Q Original PO: N

POID: wq PO line two (2) should be
PO Line: for $0.00.
PO Sched: 1

Vendor ID: (0000053033 O DESIGNED BUSINESS INTERIORS

Location: oot QA acHTm047

Ship To: 85012 O DORSR327

Item I1D: <

Category: (31162606 @ Jhooks

Vendor Item: ] ContractSetD | QL
*Quantity: [ 20000 ContractiD | Q
*Uom: [Pka @

Unit Price: [ 742000 usD Transaction Amount

Bill Includes Tax if Applied
Tax Paid

SalesMJse Tax Category Search View Hierarchy PO PickList SMART Category Codes.pdf (5 MB) SMART Cateqgory Codes.xls (3 MB)

OK | Cancel | Refresnl

NOTE: The chartfield values are inherited from the Purchase Order and are NOT editable on the
PCard transaction once the PO is pulled in. The chartfield values are grayed out.

Reconcile Statement -
Account Distribution

When a PO is reconciled to a

PCard transaction, chartfield

values are inherited from the PO

and are not editable (fields
grayed out).

Line: 3 PO Qty: 12.0000 UOM: cs
Billing Date: 05/06/2013 Billing Amount: UsD 181.80 Unit Price: 15.15000

. Transaction Unit *Distri . Amount
SpeedChart: Prs 15.15000 Distribute by:

-
Distributions

[ crarras T oetssrss T assetiornaton T Sises —_

Dist | Percent Amount Currency (*GL Unit Bud Unit |Program *Account PC Bus Unit | Project
1

100.0000 181.80 UsD 2040 2089 2020 01031 537100

OK | Cancel | Refreshl J

PO MERCHANDISE AMT TOTAL < PCARD TRANSACTION AMT

For this example, a purchase order was created for one (1) item. However, when the purchase was
made, there were multiple items purchased. The Reconciler needs to associate the PO to only a portion
of the PCard transaction.
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Navigation: From the Home page in SMART, click on:
Purchasing = Procurement Cards =» Reconcile = Reconcile Statement

1. Search for the PCard transactions to be reconciled. In this example the Employee ID was entered.
Click the ‘Search’ button.

Reconcile Statement Search

Role Name:
Employee ID: 1000 Q

Employee Name: ' Q
Card Issuer:

Card Humber:
Transaction Number:

Sequence Number:

Line Number:

Billing Date: Q
Statement Status: v
Budget Status: -
Chartfield Status: h
Merchant:

Transaction Date: Ed
Charge Type: M
Posted D# Eﬂ

Search

2. The ‘Reconcile Statement — Procurement Card Transactions’ page displays.

Notice in the following screen shots that the PCard transaction for $128.16 to WW Grainger is more
than the Purchase Order total amount.
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Reconcile Statement

Procurement Card Transactions

EmpliD: Name:
] Display Unmasked Card Number

[] Run Budget Validation on Save

Bank Statement

[ Transaction T Billing

Card Humber Trans Date |Merchant *Status

1 [ umB 9940 05/22/2013 %ﬂﬁwmom Staged v | §13.11 USD B ¢ [ vaid valid  Yes No

2 [ UM weewgoap oapoots JEIENER 0 Tstaged [+ | eUsD B O [ valid valid  No No

3 [ UMB reeeeego4n 05032013 CAMDAFOOD Staged = | 3360 USD B (0 54 vaia valid Mo No
SALESINC

4 [ UM wmmseegosg 04pizoty HHISIURCE: Staged = | 510000 UsD B O 3 valia valid  No No
DY

5[0 UMB easq0  oseaio13 LISOURCE Staged = | 510000 USD R O 5 vaia valida  Yes  No

B [0 UM eoodo  osisize1y DUCDELLIC Staged = | 178usD B O R vald valid  No No

7 [] UNB #0040 0412412013 WWGRAINGER  Staged = | 2012080 B O [ vald valid Mo No

8 [ UMB wwewwesgod) 05012013 WWGRANGER  Staged = | r703usD B OO 5 vala valid Mo No

9 [ uma 9940  05/07/2013 WWGRANGER  Staged = | [Fz=wys0 B < E va valid Mo No

SelectAll ' Clear Al Stage Verify Approve | Validate Budget

Search Purchase Details  SplitLine Distribution Template SMART UNPSC Codes.pdf (5 MB) SMART UNPSC Codes.xls (2 ME

B save I [=] Motify | 4 Refresh

Maintain Purchase Order

Purchase Order

Unit: PO Status: Dispatched A XK
PO ID: 0000004940 Budget Status: Walid
Copy From: - [] Hold From Further Processing

*PO Date: 11072013 E Vendor Search

Vendor Vendor Details Backorder Status: Mone Create BackOrder
*Vendor ID: W W GRAINGER INC Receipt Status: Mot Recvd

*Buyer: RVOOE Eric AHageman *Dispatch Method:  Phone -

PO Reference: |MRO IndustriallJanitorial Supp
HeaderDetails PO Activities Edit ShipTo Comments Merchandise: 30—
PO Defaults Document Status ~ Bidder Preferences FreightTax/Misc.: 0.

EditComments  Reaquisiions Use Procurement Card Total Amount:

Add ltems From Select Lines To Display
Purchasing Kit Catalog ltem Search Line: Q To: & M

Lines Customize | Find First [ 10f1 [ Last
[ oDetais T snipTomuepate T statuses T temmformaton T aAtrbutes T RF@ T contract T  Receiving

Line Item *UOM |Category Price Amount | Status
VACUUM BELT 33Y502,
1B REPLACEMENT FOR Ll 1.0000 EA  [471215 C [3.30000 3.30 Active ES =
LAWRENCE

View Printable Version Cateqory Search *Goto: - More .. hd

E Save | S\ Return to Search | [=] Notify | s Refresh
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PCard transaction will need to be manually split into two PCard transactions. Select the PCard
transaction to be reconciled and click the ‘Split Line’ link:

Reconcile Statement

EmplID:
[7] Display Unmasked Card Number
[ZIRun Budget Validation on Save

Bank Statement
[ Transaction T Biling

Card

Procurement Card Transactions

Name:

Customize | Find | View All

First 190150 0 Last

Search Purcha

se Details  Splithine Distribution Template

3 save | S notity | s Refresn |

SMART UNPSC Codes.pdf (5 MB) SMART UNPSC Codesxls (3 MB

os e |Card Humber Trans Date |Merchant *Status Description % Currency Redistrib
1) UNB  eeemeggan 05222013 SEBEE 0 sged v (] s1311usD B OO LR valid valid  Yes  No
2 [ uMg wgas0 oapopeis SCEEHER o siages . aisusp B O R vaig valid Mo No
3 [J UM *wrewvggao 05032013 EANRA OO0 Staged - ;/3e0USD B O [ vand valid Mo No
4[] UMB *weswrsssgod)  DA/26/2013 W Staged 510000 USD B2 (O R valig valid  No No
MIDV
5 [] UMB *ewsssggd)  05[22/2013 W Staged 510000 USD B (O (R valig valid  Yes  No
- - = =l
§ [] UMB =====+ggi) 052512013 W Staged gi7eusD By (O [ vaig valid Mo No
7 ] UMB =940 04242013 WWCRAINGER  Staged v ] 2012usD B O R valio valid Mo No
g ] MB  seeseog940 05012013 WWGRANGER — Staged v 2r703usD B O G valid valid  No No
' ! 9940  05/07/2013 WWCRAINGER  Staged - 12816 UsD B OO [ valia valid Mo No
Select All E‘ Clear All / Stage Verify Approve I Walidate Budget

4. The ‘Reconcile Statement — Split Transaction’ page will display:

Reconcile Statement

Split Ru

les

Split Transaction

Line: 9

Trans Date: 05/07/2013 Billing Amount:
Posted Date: 05/09/2013 Reference:
Merchant: WW GRAINGER

Description:

12816 USD

Customize | Find | Vi

(o] B First [0 4 op 1 [H] Last

Description Transaction Amount Billing Amount Percentage

12816 |

128.16 | 100.000000 =]

OK

Cancel

Date Created: 11/19/2013
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5. Enter a ‘Description’, change the ‘Billing Amount’ to $3.30 and click the plus sign (+) at the end of the
row:

Reconcile Statement

Split Transaction

Line: 9

Trans Date: 05/0712013 Billing Amount: 12816 USD
Posted Date: 05/09/2013 Reference:

Merchant: WW GRAINGER

Description:

Split Rules Customize | Find | view Al B8 First [ 1 or1 [M 1ast

Description Transaction Amount Billing Amount Percentage
[restitern 1 | 128.16 3.30| 100.000000 =

6. A new row will be displayed. The Description field on the new row will be the same as the original
description and will add a sequential number. The ‘Billing Amount’ will be the original ‘Billing
Amount’ minus the the 3.30. The Percentage will adjust as well.

Reconcile Statement

Split Transaction

Line: 9

Trans Date: 050712013 Billing Amount: 128.16 USD

Posted Date: 05/09/2013 Reference:

Merchant: WW GRAINGER

Description:

Split Rules Customize | Find | View Al | B8 First [ 1.2 0r2 [M] Last

[Transsction Amount ~ |BiingAmount  |Percentage

Test ltem 1 330 330 | 2574908 [=]

[Testitem 1-2 12486 | 12486 | 97425094 =]
ok | cance |

7. Change the ‘Description’ field for the new line, and click the ‘OK’ button:
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Reconcile Statement

Split Transaction

Line: 9

Trans Date: 05/07/2013 Billing Amount: 12816 USD
Posted Date: 05/09/2013 Reference:

Merchant: WW GRAINGER

Description:

Split Rules

Customize | Find | View All| B

First 4] 12 of 2 [¥] Last

2 574906 =]

Description Transaction Amount Billing Amount Percentage
[Testitem 1 230 230 |
Zndtestiter] | 124.86 | 12486 | 97425094 =

D/l Cancel |

8. The Reconciler now has two (2) PCard transactions one (1) of which matches the PO amount:

Reconcile Statement

Procurement Card Transactions

EmplID: Name:

[} Display Unmasked Card Humber

|1 Run Budget Validation on Save

Bank Statement Customize | Find | View 9 | = First 4] 151 o 51 0] Last

[ Transaction Billing

%ﬂ Card Number Trans Date |Merchant *Status Description T'a':::::"l Currency
1] UMB oy osp2i013 SEREE 0 staged v s1311UsD BB > L3 valid valid  Yes  No
2 [F] UMB  *wweoggdy  04/29/2013 gﬁg:ggggmw Staged  + 3816 USD  EB5 [ valid valid Mo No
3] UMB  =====0g40 05032013 w Staged - 3|60 USD  BE O 54 vaiig valid Mo No
4 ] UMB  *w#westsvsggn  DA426(2013 W Staged 510000 USD  E% OO R valig valid  No No
MDY

5[] UMB *owsweiggdg  05[22/2013 % Staged 510000 USD  E% O 3 valig valid  Yes  No
6 [[] UMB =====r=9940  05(25/2013 W Staged asi7ausD  EE O 3 vaid valid Mo No
7 [ UMB  #wswwsssts0g40 041242013 WW GRAINCER Staged 2012UsD B 0 3 vaid valid Mo No
8 [ UMB _ swssos9040  05/01/2013 WW GRAINGER Staged 27703 usD B ¢ [ valid valid __ No No
9 [J] UMB  ======0940  05/07/2013 WW GRAINGER Staged v [Testtem 1 330usp B ¢ 5% valia valida Mo No
10 [7] UMB  *sowssasqaqn 050712013 WW GRAINGER Staged  ~ |2ndtestitem 12486 UsD  E5 > [3 vald valid  No No

. UnB 0. AR SR A + - 2 . o 18R, = lid .

yuﬁm» I S SN T e N X sl _M«W'ﬁlﬂ’“ﬂ*"‘k L

9. Select PCard transaction number 9, which is the PCard transaction that matches the PO amount.
Next, click the ‘Purchase Details’ link and enter the PO ID and the PO Line numbers and click the

‘OK’ button:

Date Created: 11/19/2013
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Reconcile Statement
Purchase Details

Line: 9

Merchant:  WW GRAINGER
City: 877-2022594
State: PA

Country: USA
*Business Unit: Q Original PO: [
PO ID: 0000004940
PO Line: 1Q
PO Sched: [ES
Vendor ID:

Location:
Ship To:

Item ID:

L LLLL

Category:
Vendor ltem: Contract SetiD Q

*Quantity: 1.0000 Contract ID Q
*UOM: EAn |Q

Unit Price: 3.30000 USD Transaction Amount 330

Bill Includes Tax if Applied
[ Tax Paid

Sales/Use Cateqgory Search View Hierarchy PO Pick List SMART Category Codes.pdf (5 MB) SMART Cateqgory Codes.xls (3 MB)
O;i | cancel | Refresn |

10. Clicking the ‘OK’ button will open the ‘Reconcile Statement — Procurement Card Transactions’ page.
To validate that the PO has been associated to this PCard transaction, click the ‘Purchasing Details’
link:

Reconcile Statemaent
Purchase Detalls
Lim: ]
Merchant WAy CRLHCER
iy ETT-20RIT94
Sran: P
Commary LSk
| [- Pwchasecbelee |
“Tasinans Unet: | Origisal P W
POEE QOOOO0RED 1,
PO L Lh=t
P Schad 154
Wadon I SOMIITEAT 4 W GRABGER BIC
Lecanoa: 201 3, SYSTEM CHECK
Ship Toc Lrehey L DORDLLAWE
Bem X
Categan AT L wacusm deanen
\emior owmC Costract 5ol
“Omaniy 100850 Coairgci D
L E
i P 1000 S0 Traskscsen ANl 130
(Bl e ldas Tax d Appled
+ Tax Pasd
of | Cancel | Rt |
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11. Click the ‘OK’ button to return to the ‘Reconcile Statement — Procurement Card Transactions’ page.

The distribution information is inherited from the PO for PCard transaction number 9. Click the
‘Distribution’ icon for PCard transaction number 10 to review/correct the chartfield information:

Reconcile Statement

Procurement Card Transactions

EmpliD: Name:

[ pisplay Unmasked Card Number

[CIRun Budget Validation on Save

Bank Statement

[ Transaction T

Chartfield
Status
1] UMB  wessesegad) 052202013 %0710004 Staged 51211 USD = O [F valid valid  Yes  No
2 [[] UMB *wewsowssgadd 0412912013 gﬁg:ﬁgggwm Slaged ] 3816 USD [ > [ valid valid Mo No
3 ] UMB *wwsowssgody  05/03/2013 w Slaged N 36360 USD [ > [ valid valid Mo No
4 [ UMB ~ooan  ame0i3 pUSOURCE: Staged | siwooousp B O 5 vai valid Mo No
MIDY

5[] UMB *r==reegad0 052212013 H:&g\?v%gFT{CE Staged ~ s10000uUsD B > 5% vaiid valid  ves  No
6 [] UMB ®wwosseigg4n  0S/252013 ?;“JESMFTLLK’ Staged ] 3178 UsD [ 0 R vaid vald Mo No
7 ] UMB ==rs=god0 0412412013 WWGRAINGER  Staged ] 2012usD B (2 3 vaiid valid Mo No
8 [ UMB *wsewsiggdd 05012013 WWGRANGER  Staged ] 27703usD B ¢ [R valid valid  No No
9 [7] UMB *mvg940  0507/2013 WWGRAINGER  Staged v [Testhem 1 3zouso B O valid Mo No
10 ] UMB  #weessosssgodd  0S/07/2013 WWGRAINGER  Staged v [2ndtestiiem 12486 USD [ (O [ Notchkd valld  Yes  No

kLU A 052013 WCRPR N la  r  20.54 i g i o i

12. Make any necessary adjustments and click to ‘OK’ button:

Reconcile Statement
Account Distribution

Line: 10 PO Qty: 1.0000 Uom: EA :

Billing Date: 05/10/2013 Billing Amount: UsSD 124.86 Unit Price: 128.16000 '
. Transaction Unit *Distril . Amount -

SpeedChart: Q 12485000 Distribute by: -*

Price
Distributions
I chartficids T DetaisTax | Assetinformaton |  Statuses

Dist | Percent Amount Currency (*GL Unit Dept Fund Bud Unit |Program *Account PC Bus Unit (Project C1
1

100.0000 124.86 USD . Q Q [1000 O [0303 & [05010 Q (534100 Q | Q | Q|

i

OK | Cancel | Refreshl

NOTE: The Account code is a required field and must be populated before the PCard
transaction can be saved.
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NOTE: The chartfield information will default in based on the PCard Holder Profile set up. If the
default values need to be updated, contact your agency’s PCard Administrator and request that
your chartfield default values be updated.

13. For PCard transactions nine (9) and 10, change the status to ‘Verified’ and click the ‘Save’ button:

Reconcile Statement
Procurement Card Transactions
EmplID: Name:
] Display Unmasked Card Number
[ Run Budget Validation on Save
Bank Statement Customize | Find | View 9| B First [1] 151 or 51 [F] Last
[ Transaction T Biling
Card - Transaction
o Card Number Irans Date |Merchant *Status De: ion e Currency
1 [] umB 9940 0512212013 %ﬁurmum Staged v | 1 513.11 USD B 0 [ vaid Valid Yes No
2 [ UNB eeeega  oaazons DESCMER 0 saged - | ] 3B6USD B O [} vaid valid Mo No
3 [ UNB  wweeemgoan  osipapota EIEOATO0D Staged v | ] s;s3c0UsD [ O GR valid valid  No No
4 [0 UM eesengd) 04612013 USOURCE: Staged v | 7 stoo0usp B O R valid valid Mo No
MIDV
5[] UMB =r=ewesewnggaQ 050222013 % Staged v | 1 510000 UsD [ & [ vaid valid  Yes No
6 [[] UMB *===w===gga0  05/25/2013 w Staged v | ] 3g178UsD [ (O R valid valid Mo No
7 [ UMB  wweseesswsrsgoq) 0412412013 WW GRAINGER Staged v | ] 2012usD [ ¢ ER valid valid Mo No
8 [[] UMB  *w==ereogoa) (50112013 WW GRAINGER Staged A-(J/ ] 277.03 USD 2y O R valid valid  No No
9 [V] UMB  #wweswseessgoq  (5/07/2013 WW GRAINGER Verified [Testitem 1 3s0usp [ O & valid valid Mo No
10 [0 UMB =======2gga0  (5/07/2013 WW GRAINGER Verfied  + [2nditestitem 124.86 USD 2 (> [ notchkd  valid  Yes No
11 [] UMB  *wsessmeessgod) 0502212013 WW GRAINGER gf;g’g;ed [ 36.54 USD & (0 R valid valid Mo No
12 [ UMB *======2gg4) 052212013 WW GRAINGER Verified 601.58 USD 2 ¢ B} vaiid Valid Mo No
G'A__’\'\:mw‘w’ 'W‘JHJ"*' A sl el LT L e g S LR
e R P S L Oe e S P o
47 [[] umMB 0154 0512312013 JEVE\IBFEI;F?RISES Staged  ~ 514.00 USD 2 ¢ 5 vaid valid  No No
48 [7] UMB 0154 oswtz01a SLLEARD Veried |+ ) 5436 UsD B @ (5 vaid valid  Yes Mo
49 [F] UMB 0154 0SMT7I2013 % Verified | 7626 UsD  [E & G vaid valid  Yes  No
50 [ UMB 0154 051172013 % veriied v | -106.48 USD 2 @ B vaid vaid  Yes  No
51 [] uMB 0154  05M6/2013 Amazon.com Verified v | 268USD [ @ [ vaid valid  Yes No
Select All D Clear All Stage Verify Approve Validate Budget
Search urchase Details  SplitLine Distribution Template SMART UNPSC Codes.pdfi5 MB) SMART UNPSC Codes.xls (3 MB
B Sav31 [=] Motify | 4 Refresh
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PCARD DISPUTES

If a procurement card transaction is identified as a fraudulent charge (card stolen, card number stolen),
and the charges are completely unrelated to State of Kansas business, the Agency must contact the
PCard Issuer (currently UMB) to obtain credits for disputes.

The agency must contact the vendor directly to obtain credits for incorrect charges, damaged goods,
etc. If agreement cannot be reached with the vendor for incorrect charges, the agency can then contact
UMB for assistance in obtaining the credit.

There is limited time in which credits can be requested; therefore, agencies should contact UMB and/or
vendors as soon as possible.

INSTRUCTIONS FOR PROCESSING DISPUTES AND/OR INCORRECT CHARGES
Navigation: Navigation: Purchasing =» Procurement Cards =» Reconcile =» Reconcile Statement

1. Enter the amount that is being disputed (incorrect) in the ‘Dispute Amount’ field. The ‘Status’ should
remain as ‘Staged’ until the credit for the disputed amount is received. Click the ‘Save’ button.

Reconcile Statement

Procurement Card Transactions

EmpliD: Name:
|| Run Budget Validation on Save
Bank Statement customize | Find | View 9| B8 First [1] 12 0f2 [ Last

1 UMB 0154 04/29/2013 Amazon.com Verified ~ |OtterBox Defender case for iphone 29.99 USD % ,r; Valid Valid 0.00 Yes No
2 [F] UMB *t==v=s00154  04/20/2013 Amazon.com Staged - 'Ad . —a 268 USD B @ B valid Valid [ e Yes Mo
4 Select All Clear All Stage ‘ Verify | Validate Budget
SBearch urchase Details  SplitLine Distribution Template SMART UNPSC Codes pdf (5 MB) SMART UNPSC Cades xs (3 MB)
Eﬂsﬁ [ Notify | 2 Refresh

2. Once the credit is received, select the ‘Credit Collected’ checkbox next to the original charge. Verify
or Approve the original PCard transaction AND the credit transaction. Click the ‘Save’ button.
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Reconcile Statement

Procurement Card Transactions

EmpliD: Name:
[ Display Unmasked Card Number
[ Run Budget Validation on Save

Bank Statement Customize | Find [ view A1] B First [ 1.9 019 [F] Last

[ Transaction THSiiing D]

rr’ﬁ Card Number Trans Date |Merchant -Status Description “":":,T“ Currency rrr Sht“' S 1arthield pis pute Amount c;:;d";d —
1 UmMB 04/29/2013 Amazon.com Verified ~ |OtterBox Defender case for iphone 29.99 USD @ ,:g Valid Valid 0.00 Yes No
2 [0 umB 04/29/2013 Amazon.com 2.68 USD %‘. @ ,;; Valid Valid 2.68 Yes No
3 [[] UMB ===eree=== 04/30/2013 Amazon.com Verified - OnerEux 77-22902 Defender Series 151.93 USD = @ ,J:; Valid Valid 0.00 Yes Mo
4 [0 UMB  srsreess 05/09/2013 Amazon.com Verified ~ |OtterBox Defender FOR IPHONE 4 29.40 USD @ & R vaid Valid 0.00 Yes No
= 05/10/2013 Amazon com Verifisd « |OTTER BOX DEFEMDER SERIES, 29,63 USD B & & vald valid 0.00 Yes Mo
6 [Fl UMB  *+roressed 05/23/2013 Amazon.com Staged ~ |105-4699354-36834 39.04 USD = @ _ﬁ; Valid Valid 0.00 Mo No
7 [] UMB  wewemsmsss 05/23/2013 Amazon com Staged + |105-0916950-32394 71.37 USD B 2 2 vaia valid 0.00 No Mo
8 [ uMB  weeeeereess 05/27/2013 Amazon.com Staged ~ |105-2853710-16610 153.30 USD = [} ,ﬁ; Valid Valid 0.00 Mo No
9| [[] uMB | =~ 05/16/2013 Amazon.com Approved - [L\ne 2 Creditfor Sales Tax -2.68 USD = @ ,;’L Valid Valid 0.00 Yes No

Cal Select All Clear All Stage Verify ‘ Approve ‘ Validate Budget

Search Purchase Details  SplitLine Distribution Template SMART UNPSC Codes.pdf (5 MB) SMART UNPSC Codesxls (3 MB)

& save I Notify | ts Refresh

NOTES:

o Both the original PCard transaction and the credit PCard transaction should be approved at the
same time so that both transactions will build to the same PCard voucher. This will help ensure
that a credit was actually received and provide for more visibility into what transpired.

o The ‘Dispute Amount’ and ‘Credit Collected’ fields have no functionality behind them. These
fields are provided as a tool to assist with keeping track of PCard transactions that are in the
Dispute process.

If a ‘Dispute Amount’ has been entered and the PCard transaction status is changed to
‘Approved’ the entire PCard transaction amount will build to a PCard voucher and be paid.
Entering a value in the ‘Dispute Amount’ field will NOT stop a payment from being made.

e Exceptions: Charged Kansas Sales Tax - When sales tax has been charged by the vendor
the agengcy should approve the original PCard transaction total and pay the total PCard
transaction amount. The agency will then need to contact the vendor directly to request a credit
for the taxes paid. The tax amount can be noted in the Dispute Amount field (see section 2 of
this document) for tracking purposes. Entering the Dispute Amount will NOT stop the PCard
transaction from building to a PCard voucher. If a Dispute Amount is entered and the PCard
transaction is built to a PCard voucher, the PCard transaction will NOT be visible from the
‘Review Disputes’ page.
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REVIEW DISPUTES PAGE

The Review Disputes page is a tool provided to assist with tracking PCard transactions that are in
dispute. Neither the ‘Dispute Amount’ or the ‘Credit Collected’ fields have functionality behind them that
would prevent payments from happening. This is to be used strictly for tracking purposes.

Navigation: Purchasing > Procurement Cards > Reconcile > Review Disputes

1. Enter search criteria. For this example, a “Transaction Date’ was entered. Click the ‘Search’ button.

Review Disputes Search

Role Name:

Employee ID: Q

Employee Name: Q
Card Issuer: v
Card Number:

Transaction Number:

Sequence Number:

Line Number:

Billing Date: Q

Statement Status: T

Budget Status: -

Chartfield Status: M

Merchant:

Transaction Date: 0412012013 [l

Charge Type: h
Posted Date; e
Search

2. The results will display those PCard transactions that:

o the user has proxy rights to

o meet the search criteria

¢ have a dispute amount entered
e have not built to a voucher
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Review Disputes
Procurement Card Transactions

EmpliD: Hame:
=] Display Unmasked Card Number

Transactions with Dispute
[ Transsction T giing T Cardnoider

Customize | Find | view 41| B First [ 1.2 02 [F] Last

Collected Dispute Amount |Card Humber Description Trans Date % Currency |Merchant

[ B.00Q Feerret0040 04/29/2013 3816 USD DESIGNED BUSINESS INTER
[&] 268 0154 A | 04129/2013 268 USD Amazon com

B save | [=] Motify

3. Comments entered on the PCard transaction from the Reconcile Statement page can be viewed
from the ‘Review Disputes’ page:

Review Disputes
Procurement Card Transactions

EmpliD: Name:
["] pisplay Unmasked Card Number

Transactions with Dispute
[ Transaction T Bilng T cardhoider

Customize | Find | View A1) B First (1] 12002 [F] Last

Collected Dispute Amount |Card Number Description Trans Date Tra'::::ﬁ': Currency |Merchant

[ | @ 200 9940 0472912013 3816 USD DESIGNED BUSINESS INTER
m @K 268

0154 [¢ | oanemon3 258 USD Amazon com
Review Disputes
Line Comments
Line: 2 Description: A
Reference:
Transaction Line Comments Find | View Al First E 1 of1 |I| Last
Comments: Status: - |[#[=]
05/30/2013 | reconciled Visa P-card statement closing date 05/21/2013 - %

Associated Document

Attachment: Attach [ | e |

OK | Cancel |
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4. Comments can be entered from the ‘Review Disputes’ page by clicking the comments icon:

Review Disputes
Procurement Card Transactions

EmpliD: Name:
] Display Unmasked Card Number

Transactions with Dispute Customize | Find | View Al| B
[ Transaction U Biling "]\ Cardhoider

Collected Dispute Amount |Card Number Description Trans Date T""::i:f" Currency |Merchant

] B.00 FrrmaE=004]) 04/29/2013 3816 USD DEEIGNED BUSINESS INTER

=] g 29 reme004) Parts - 05/07/2013 124.86 USD WW GRAINGER

[ & 2.68 0154 I 04/29/2013 2.68 USD Amazon.com

B save | [=] Motify

5. Enter a comment and click the ‘OK’ button:

Review Disputes
Procurement Card Transactions

EmpliD: Name:
] Display Unmasked Card Number

Transactions with Dispute Customize | Find | View Al| B8

[ Transaction T Biing T Cardholder

Collected Dispute Amount |Card Number Description Trans Date T"":;'i:;’; Currency |Merchant

[ 8.00 9940 (]4.’2912013 3816 USD DESIGNED BUSINESS INTER
i} 9.2 rrrmmrErEgg40 Parts - 050712013 124.86 USD WW GRAINGER
[} & 268 0154 04/29/2013 2.68 USD Amazon.com

B save | [ Notify

6. The comments entered on the ‘Review Disputes’ page are accessible from the ‘Reconcile Statement’
page. Click the comments icon:

Reconcile Statement

Procurement Card Transactions ¢
EmpliD: Name:

[~ Display Unmasked Card Number

[] Run Budget Validation on Save i
Bank Statement

Customize | Find

irst 4 1.3 of
Transaction Budget Credit
Statys | D1=0UlE Amount
Trans Date |Merchant *Status Description Amount Currency Statlls Dispute Amount Ccrllecle-d|

9940 05/07/2013 WW GRAINGER Approved - Parls | 124.86 USD B = Valid Valid 9.21 [

R O R T e s :,@‘@“‘W”“ q'«.ﬂl‘* gt P oot

1 ¥ umB

7. The comment entered on the ‘Review Disputes’ page is displayed:
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Reconcile Statement

Line Comments

Line: 1 Description: Parts
Reference:
Transaction Line Comments Find | View All First (4] 1 or 1 [ Last
C Status: Aclive - =
Enter comment here - @

Associated Document
Attachment: Atach |

ok | cancel | Refresn |

8. Once the credit is received, the agency can select the ‘Collected’ check box from the ‘Review
Disputes’ page. Click the ‘Save’ button:

Review Disputes
Procurement Card Transactions

EmpliD: Name:
[ Display Unmasked Card Number

Transactions with Dispute e | Find | Vies B First [ a1 M ast
[ Transaction I Biling) ] Cardhoider

Collected Dispute Amount | Card Number

9940 Parts - 05/07/2013 12486 USD WW GRAINGER

921
=] Saver Motify
9. The ‘Credit Collected’ button will display as checked from the ‘Reconcile Statement’ page.
Reconcile Statement é
Procurement Card Transactions !

[ pisplay Unmasked Card Humber
7] Run Budget Validation on Save
Bank Statement

[ rrensaction T Billng

(Card Humper Trans Date |Merchant “Status. Description Lisnsacton| e, gn, D
Issuer Amount | SUTENEY Slalns
1

[/ Ump  wrmreearagod)  0507/2013 WW GRAINGER Aupruved v |Parts 124.86 USD F@ @ D Valid Valid 921

0““"‘ SNV S, mﬂ‘f*w‘r“"ﬁﬁf"‘“‘

Frst {4 13 63 [V Last

Custonize | Fnd ] View A1 B

NOTES:
¢ The Review Disputes page will only display PCard transacations that are in dispute and have
NOT been approved and paid. PCard transactions that have built to a PCard voucher will not
display on this page even if there is a dispute amount recorded on the PCard transaction.

e The Review Disputes page was made available mid December of 2013 for the following roles:
Agency PCard Approver, Agency PCard Reconciler, Agency PCard Recon/Approver, Agency
PCard Administrator, Central Purchasing Administrator and Central PCard Administrator.
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REVIEWING / APPROVING PCARD TRANSACTIONS

The ‘Approval’ process for PCards is a manual process. PCards transactions will NOT show up on the
Approver’s worklist nor will SMART send notifications to indicate when a PCard transaction is ready for
review/approval. The Reconciler will need to let the Approver know when PCard transactions are ready
for review/approval. Another option would be for the Approver to periodically check to see if there are
PCard transactions ready for their review/approval.

REVIEWING PCARD TRANSACTIONS

Navigation: Purchasing = Procurement Cards =» Reconcile = Reconcile Statement

1. Search for all PCard transactions in a ‘Verified’ status. This means that the PCard transaction has
been reconciled and is ready for review/approval.

Select the ‘Verified’ option from the ‘Statement Status’ drop down list and select the ‘Search’ button:

CMART | i ——
[T

> ltems o
[ Cost Accounting
[ Vendors B
-~ Purchasing Reconcile Statement Search
[ Requisitions
[ Request for Quotes Role Hame:

[ Procurement Contracts
[> Vendor Rebates F
[» Purchase Orders Employee Name:

Employee ID:

[> Receipts
[ Return To Vendor CardIssuer:
= Procurement Cards Card Number:

aQ
- Reconcile ) ,—
- Recandile Statement Transaction Humber:

= Review Disputes S Number:

[ Process Statements

> Reports = Line Number:
> Security Billing Date: a
[> Definitions
- Review Bank Statement | Statement Status: Verfied |
[ Supplier Schedules R -
[> Analyze Procurement Budget Status:
[ Inventory Chartfield Status: -
[ eProcurement . |
[> Senvices Procurement R Merchant:
> Sourcing Transaction Date: £

[» Engineering

[> Manufacturing Definitions Charge Type:
[> Praduction Control Posted Dat El
[ Configuration Modeler

[» Praduct Configurations Search
[ Quality —1

[- Demand Planning
Lol ks Dolicy Dl i

NOTE: This will pull up ALL PCard transactions with a ‘Verified’ status for which you have proxy
rights to the PCard. If no other information is entered on the search page, the search results
could include PCard transactions from multiple PCards. If the Approver has many PCards that
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they review/approve and wants to limit the results further, enter either a PCard number of Emplid
in addition to the ‘Statement Status’.

The Approver will want to check the following:

¢ Validate that a description has been entered and contains enough information to identify what
was actually purchased.

¢ Validate that the dollar amount is correct.

¢ Validate that the information on the Purchasing Details page is correct: Purchase Order OR
Statewide Contract ID

e Validate that the Chartfield information is correct.

DESCRIPTION

As delivered the ‘Description’ field is on the ‘Billing’ tab. To reduce the number of clicks required, it is
recommended that the ‘Description’ field be moved to the ‘“Transaction’ tab. Instructions for moving this
field can be found in the ‘Error! Reference source not found.’ section of this document.

From the ‘Reconcile Statement — Procurement Card Transactions’ page, validate that the description is
populated and that the information is descriptive enough to identify what was actually purchased.

Reconcile Statement

Procurement Card Transactions

[ Display Unmasked Card Number
["IRun Budget Validation on Save

Bank Statement
Transaction

pl Employee Hame
EmpliD Emplovee Hame  |E29

05123/2013 %ﬂﬂﬂ erifie - 21400 UsD  E% 2 [3 vaid valid  Yes
************ 041182013 HERTZ RENT-A-CAR Verified 1s4p0USD B 0 (3 vaiid valid  Yes

04/19/2013 HERTZRENT-A-CAR Verified 3sggusD [ O [ vaid valid  Yes  No
******** 0412412013 HERTZ RENT-A-CAR Verified 9soousp [ O [R vaia valld  Yes  No

0412612013 HERTZRENT-A-CAR Verified B33usD B OO R vaid Vald  Yes Mo
************ 0510212013 HERTZRENT-ACAR Verified = 1400 s B O R vaiid valid  Yes  No

& es
7N R Y Y == m-—t%gyiuw’%.ﬂ Lt ey g dos oMo g

DOLLAR AMOUNT

The ‘Reconcile Statement — Procurement Card Transactions’ page has two different Amounts:
‘Transaction Amount’ on the ‘Transaction’ tab and the ‘Billing Amount’ on the ‘Billing’ tab. Since the
State of Kansas very rarely makes foreign purchases, the ‘Transaction Amount’ and ‘Billing Amount’ are
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usually the same and will have ‘USD’ as the currency for both amounts. However, these two amounts
can vary.

The ‘Transaction Amount’ represents the amount and currency being used by the vendor. In the
example below the currency for the ‘Transaction Amount’ is ‘CAD’:

B

ent
Procurement Card Transactions

[~ Display Unmasked Card Humper
["] Run Budget Validation on Sdve
Bank Statement Customize?

[ rransacton oGS

=
EmpliD Emplovee Name [S2™9 |Card number Trans Date |Merchant Status Description Lransaction
Employee Name ZStatus
Issuer Amount

1 UmMB 0021 07/20/2010 SHERATON Closed 4515847 809.080 CAD

Currency Used by the
Vendor

T Last

Budget |Chartfield |, |Voucher
Status staus |Red=IOR o

B (> 2 valid valid Mo No

Currency

selectal | clearan Validate Budgst
Search  Purchase Details SplitLine  Distribution Template ~ SMART UNPSC Codes.pdf (5 MB) SMART UNPSC Codes.xls (3 MB)
& save | [=] Notify | s Refresh

The ‘Billing Amount’ represents the amount and currency being charged to the State of Kansas. The
‘Billing Amount’ is the amount that will build to the voucher once the PCard transaction is approved.

Reconcile Statement

-
- Amount being charged to
Procurement Card Transactions the State of Kansas.

[C] Display Unmasked Card Number o )
[CIRun Budget Validation on Save This 'S_the amount that will
—— build to a voucher.

[ Transaction T  silling

First E' 10of1 E' Last

Reference Billing Date Billing Amount (Currency |Prepaid Ref

1 07i26/2010 T73.67 UsD 0.00

selectall [ clearal Validate Budget |

Search Purchase Details Splitline Distribution Template SMART UNPSC Codes pdf (5 MB) SMART UNPSC Codes.xls (3 MB)

& Save | [=] Notify | 4y Refresh |

The Approver will need to verify that the “Transaction Amount’ and/or ‘Billing Amount’ are correct:
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Reconcile Statement
Procurement Card Transactions

[ Display Unmasked Card Humber
[] Run Budget Validation on Save
Bank Statement - B First [ 45 oraze O Last

1 umMB 9317 05/2312013 JMCLARK Verified ~ |22134 Repair on State Vehicle (TAC 214.90 USD 2 O 53 vaia valid Yes No
AUT001040021 =
20 e [===== 0024 04/18/2013 HERTZ RENT-A-CAR Verified - 154.60 USD 2 OO R valia Valid Yes No
30 UMB =24 04/18/2013 HERTZ RENT-A-CAR Verified - 35.89 USD 2 O 3 valid Valid Yes No
4 [ UMB | sk 0024 04/24/2013 HERTZ RENT-A-CAR Verified - 95.00 USD 2 O 3 vald Valid Yes No
50 UMB  #+sessssssseg(24 04/26/2013 HERTZ RENT-A-CAR Verified - 36.33 USD = (9] ,f; Valid Valid Yes No
6 [@ e [===== 0024 05/02/2013 HERTZ RENT-A-CAR Verified - 134.00 USD 2 OO R valia Valid Yes No
Ll . W i ol g gl A Sl el e U0 @) Gl 4wy g e g Vo g

PURCHASING DETAILS
The Approver will want to review the Purchasing Details page in a couple different situations:

e A Purchase Order was generated for this PCard transaction and the Purchase Order should be
associated to the PCard transaction; OR

e The PCard transaction is for a statewide contract item and a Purchase Order was NOT
generated for the purchase.

PURCHASE ORDER

If a Requisition/Purchase Order is created for the PCard transaction, the Purchase Order must be
associated to the PCard transaction. The PCard transaction will build to a PCard voucher which will
release the encumbrance created by the Purchase Order.

Not all PCard transactions will have a Purchase Order to associate to them; but, for those transactions

where the Purchase Order indicates that the method of payment is PCard, the Purchase Order must be
associated to the PCard transaction. The Approver will want to verify that the correct PO and PO lines

have been associated.

1. Place a check in front of the PCard transaction, and click the ‘Purchase Details’ link:
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Reconcile Statement
Procurement Card Transactions

EmpliD: Name:
Card Number:  ====sr7505 Card Provider:  UNB
[“]Run Budget Validation on Save

Bank Statement

[ Transaction THNGiing

s iggne | Verfied [P0 11403 Staples-Ofiice Supplies 720usD (% valia Valid
2 [] 041812013 %n?mnm Verfied v |PO 11403 Staples-Office Supplies 278 USD & O B valid Valid Yes No
3 [] 0411812013 %0710004 Verfied  ~ |PO 11403 Staples-Office Supplies 0.84 USD B O 52 valid Valid Yes No
4 [ 041812013 %me Verified  ~ |PO 11403 Staples-Office Supplies | 17.18 USD 2 O 5 valid Valid Yes No
5 [7] 041182013 %mmum Verfied ~ ~ |PO 11403 Staples-Office Supplies 46.18 USD B O 5 valid Valid Yes No
6 [ oangeots SEMEE  Vedied - [PO11403 Staples-Ofice Supplies | 9254UsD [ (O [ vaia valid  Yes  MNo
7 [ vaneroi3 S2BES , Venfed  ~ [PO 11403 Staples-Ofice Suppiies | 436usD [ O R vaid valid  Yes  No
8 [7] 041182013 %n?mnm Verfied  ~ PO 11403 Staples-Office Supplies 1.93 USD B O B valid Valid Yes No
9 [7] 0411812013 %0710004 Verfied  ~ |PO 11403 Staples-Office Supplies 360 USD B O [z valid Valid Yes No

e ?éa,_m Stage | Verify | Approve | Validate Budget |
Search Purchasetails  SpitLine Distribution Template  SMART UNPSC Codes pdf (5MB) SMART UNPSC Cades xis (3 MB)

1) save | [=] Hotify | s Refresh

2. The ‘Reconcile Statement — Purchase Details’ page will display. Validate that the correct Purchase
Order and PO Line number have been associated to the PCard transaction:

Reconcile Statement
Purchase Details

Line: 1

Merchant:  Staples Contra00710004
City: 800-5824774

State: co

Country: USA

~ Purchase Order

“Business Unit: [ & Original PO: N

PO ID: lo000011403 |G,

PO Line: ’_1Q

PO Sched: =

Vendor ID: [0000002571  ©,  STAPLES CONTRAGT & COMMERGIAL INC

Location: o1 @ sySTEMCHECK

Ship To: 173301 @ piscstore

Item ID: ’7 Q

Category: ’WQ Markers

Vendor ltem: ’W Contract SetiD ’7(1

*Quantity: [ zoooo Contractid | aQ
UOM: oz &

Unit Price: [ 350000 uysD TramsactionAmount 720

Bill Includes Tax if Applied
Tax Paid

Salestseﬂlx Cateqgory Search View Hierarchy PO Picklist SWART Category Codes pdf (5 MB) SMART Category Codes.xls (3 MB)

OK I Cancel | Helresh|

3. Click the ‘OK’ button to return to the ‘Reconcile Statement — Procurement Card Transactions’ page.
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STATEWIDE CONTRACT

If a purchase was made with a PCard for an item that is on a Statewide Contract and the PCard
transaction should NOT be reconciled to a Purchase Order, the contract ID should be referenced on the
PCard Transaction. The Approver will want to verify that all Statewide Contract items are either
associated to a Purchase Order OR reference the correct contract ID.

1. Place a check in front of the PCard transaction, and click the ‘Purchase Details’ link:

E; | H R_T e Worklst HuliChannel Console /Add to Favorites
»

New Window | Help | Customnize Page | /&

Reconcile Statement
Procurement Card Transactions

"] Display Unmasked Card Humber
"] Run Budget validation on Save
Bank Statement

[ Transaction JINNSiing

EmpliD Card Number Trans Date |Merchant “Status Description

JIM CLARK - ’7 =
9317 05232013 5 TEE T 0 Verified 22134 Repair on State Vehicle (TAC 214.90 USD B

10 unB > 3 valia valid Yes No
2 UMB ======:0024  04/18/2013 HERTZRENT-ACAR Verfied = |[Hetz- 154,60 USD B & Valid Yes No
30 UMB *==r=0024  (04/18/2013 HERTZRENT-ACAR Verfied  ~ |Heriz- i 3ssoUsD R O valid  Yes  No
a0 UMB  =wtos:0024  04124i2013 HERTZRENT-ACAR Verfied  ~ |Heriz- I ss00uUsD R O valid  Yes  No
5 [ UMB  wwwoss004 0412612013 HERTZRENT-ACAR Verfied  ~ [Heriz- s3azusp B O valid  Yes  No
6 O UMB  wwwoss0024 0500202013 HERTZRENT-ACAR Veriied  ~ [Heriz- 13400usD B O valid  Yes  No
70 UMB  *wwwoss004  05003(2013 HERTZRENT-ACAR Verfied  ~ [Heriz- tsousD B O valid  Yes  No
Wal UMB  *wwwoss004  05/17/2013 HERTZRENT-ACAR Verfied  ~ [Heriz- ] 1400UsD B OO valid  Yes  No
il UMB ==wwesg2d  04i2412013 %933 verfied  ~ [Southwest Air- Em 281.80 USD B O & vaid Valid Yes No
selectAl D cudlran Stage Verify Approve Validate Budget |

Search  Purchase Details Splitline  Distribution Template SMART UNPSC Codes.pdf (5 MB SMART UNPSC Codes xS (3 MB!

B save | [=] notify | L Refresh

2. Verify that the correct Contract ID has been entered, and click the ‘OK’ button:
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Reconcile Statement
Purchase Details

Line: 2

Merchant: HERTZ REMT-A-CAR
City: WICHITA

State: Ks

Country: USA
~ Purchase Order

*Business Unit: 03400 Original PO: N

PO ID: Q

PO Line: Q

PO Sched: Q

Vendor ID: 0000005774 2, HERTZ CORPORATION

Location: o Q. SYSTEM CHECK

Ship To: Q

Item ID: Q

Category: aQ,

Vendor ltem: Contract SetiD SOKID &
*Quantity: 1.0000 Contract ID 0000000000000000000037354
“LOM: A |Q

Unit Price: 154.60000 UsSD Transaction Amount 154.60

Bill Includes Tax if Applied
[7] Tax Paid

Sales/UsgfTax Cateqory Search View Hierarchy PO PickList SMART Category Codes.pdf (5 MB) SMART Category Codes.xls (3 MB)

OK ‘ Cancel | Hefrash|

NOTE: Go to the ‘Error! Reference source not found.’ section of this document for instructions on
adding a contract ID to a PCard transaction.

CHARTFIELD INFORMATION

The Approver is not only approving the payment of the PCard transaction but is also approving the
funding stream being used to make the payment. The chartfield information will default in based upon
the default values set up in the PCard Holders profile for that specific PCard. If a Purchase Order is
associated to the PCard transaction, the chartfield information is inherited from the Purchase Order and
cannot be changed on the PCard transaction.

. NO PURCHASE ORDER

1. From the ‘Reconcile Statement — Procurement Card Transactions’ page, click the ‘Distribution’
icon:
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Procurement Card Transactions

[ Display Unmasked Card Number
"] Run Budget Validation on Save
Bank Statement

[ Transaction T

Emoip
10 ume 9317 082312013 yrocou oo, verfed v~ [ | 214.90 USD valid  Yes No
2 uuB 0024 04/13/2013 HERTZRENT-ACAR Verfied  + | 1s460usD valid  Yes  Ne
30 UMB  ==ss=s++=0024 041912013 HERTZRENTACAR Verfied  + | 3589 USD Valid  Yes  No
48 UMB  =wwis0024 0412412013 HERTZRENT-ACAR Veriied | 95.00 USD valid  Yes  No
5|0 UMB  “ssesssstss0024 0412612013 HERTZRENT-ACAR Verfed | 3633 USD Valid  Yes  No
6 O UMB  =wsw1x0024 050212013 HERTZRENT-ACAR Verfied - | 134.00 USD valld  Yes  No
S| uuBs 0024 05032013 HERTZRENT-ACAR Verfied  ~ | 3150 USD valid  Yes  Ne
s @ UMB  =sss=ss++=0024 051712013 HERTZRENTACAR Verfied | 13400usD Valid  Yes  No
Cla| Mg meeeg2a  oaraora SOUTHEES o ermes - | 2s180usD G = valid  Yes  No
selectall [0 cleara Stage Verify Approve Validate Budget
Search PurchaseDefsils  Splitline  Distribuion Template  SMART UNPSC Codes pdf (5MB)  SMART UNPSC Codes ls (3 MB

B save | [ notity | 2 Refresn

2. Validate that the chartfield information is correct, and click the ‘OK’ button:

Account Distribution

e, ¥ Y

Line: 1 PO Qty: 1.0000 uom: EA
Billing Date: 05/28/2013 Billing Amount: USD 214.90 Unit Price: 214.90000
Speedchart: | @, Transaction Unit “Distribute by: Amount -

214.90000

Price

Distributions
[ chartiields T Defaisiax | Assetinformation [ Statuses

Dist [Percent  |Amount Currency |-GL unit Fund Bud Unit |Program  |*Account |PC Bus Unit |Project Activity S°"'°‘ Subcateqory [SvcLoc | Agy U

1| 100.0000 214.90 USD Q. 00 Q (3055 Q (3300 Q |96030 & (524129 & Q Q ES Q Q 1/Q |2 Q cFTa Q

OK Cancel Refresh (

NOTE: If no Purchase Order is associated to the PCard transaction, the chartfield information can be
edited.

éWITH PURCHASE ORDER

1. From the ‘Reconcile Statement — Procurement Card Transactions’ page, click the ‘Distribution’ icon:

Reconcile Statement
Procurement Card Transactions

[ Display Unmasked Card Number
(7 Run Budget Validation on Save
Bank Statement

[ Transacton THERS

1@ UMB  meoesaggss  0AIER0M3 %ﬂmmum Verfies 029 USD O vaid  Yes  No
2/ UMB  seeerogss  0ae013 ‘S:tfrﬁ:mnm verfes ] 750 usD =le! vaia  Yes  No
38 UNB eosns  0426R01d SORES o vedies - ] essusD B O valia  Yes  No
a8 UMB  ===w=w==0g5s = ;:f]mwm Verified v ] 9.95 USD B O Valid Yes No
s5A UMB  weeeegocs  Qapeoy SSRES o vedfed - u 181UsD O Vaid  Yes  No
60 [T S—— Smes . vewss < 7 1smuso o vaia  ves o
78 UMB  ===w=w=s-3965 0472612013 %(mﬂmm Verified m 1neruso B O R valid  Yes Ne
Stage Veriy Approve Validate Budget

Search  Purch

B | Elveny | 4 reresn

Splilline  Distibution Template ~ SMART UNPSC Codes pdi (5MB)  SMART UNPSC Codes xis (3 MB)
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2. Validate that the Chartfield information is correct and click the ‘OK’ button:

Reconcile Statement
Account Distribution

“‘r "' Y

Line: 2 PO Qty: 1.0000 Uuom: EA
Billing Date: 04/29/2012 Billing Amount: usD 7.59 Unit Price: 7.59000

: Transaction Unit B - Amount -
SpeedChart: 758000 Distribute by:

Price

Distributions

[ croneiss T _ossisrox T sssetniomaton T _siuees i

Dist |Percent Amount Currency (*GL Unit Dept Fund Bud Unit | Program *Account PC Bus Unit (Project Activity w Category |;L

1/100.0000 7.59 USD 0000 1000 0103 01030 537100

OK | Cancel | Ralrm;hl I

NOTE: The chartfield information is NOT editable because this information is inherited from the
Purhcase Order. If a correction needs to be made, the PO will need to be removed from the
PCard transaction, the chartfield information would need to be corrected on the Purchase Order
and then the Purchase Order would need to be re-associated to the PCard transaction.

APPROVING PCARD TRANSACTIONS

1. On the ‘Reconcile Statement — Procurement Card Transactions’ page, select the ‘Approved’ option
from the Status drop down box:

Reconcile Statement

Procurement Card Transactions

["| Display Unmasked Card Number
[“1Run Budget Validation on Save

Bank Statement s B Frst (447 oi7 0 Last

‘Card Number n Status
smmmsneanE Staples - = =
1 umB 9965 041262013 SENSR Verified 0.29 USD B O 5 vaid valid Yes No
Stapl Approved _
2 [ UMB  ====ww===ggg5  04/26/2013 SooleS Staged 759 USD B O & vaid valid Yes No
Conira00710004 verified =
. Staples - S Eh = "
ig uMB 9965 0412622013 2SR Verified .56 USD B O (3 valid valid Yes No
. Staples - ] =h =
4 B umB 9965 04262013 SINSR Verified 9.96 USD B O [ valid Valid Yes No
e Staples - B B =
5 [0 umB 9965 04/26/2013 Conira00710004 Verified 181 USD = O E‘g Valid Valid Yes No
. Staples - ] Eh =l "
6 [ umB 9965 04/26/2013 Contrano710004 Verified 138.10 USD = O Eg Valid Valid Yes No
. Staples - — =h =
il UmB 9965 04/26/2012 Contra0o710004 Verified 13.67 USD = O Eﬁ Walid Valid Yes No
setectanl [ clearai Stage Verify Approve Validate Budget

Search  Purchase Details SplitLine  Distribution Template ~ SMART UNPSC Codes.pdf (5 MB SMART UNPSC Codes xis (3 MB

& save | [=] Notify | i Refresh

2. Click the ‘Save’ button:
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Reconcile Statement
Procurement Card Transactions

[" Display Unmasked Card Number
["] Run Budget Validation on Save

Bank Statement Customize | Find | Viev B st [ 47057 ] Last
[ Transaction T}

g
an: i |
r EmpliD Employee Name Status I

9965  04iz6/2013 S3ples Approved v e =

Contra00710004 3 Valid Valid es No

1 umB

2 [ UMB  swwesregags  paiei2013 SDIES verfied  ~ 7.59 USD =

Conlra00710004 R vatia valid  Yes No

30 UMB  *wwwsssssgoss 0442612013 2Dl Verified  + 556 USD =

Conlra00710004 2 Valid valid  Yes No

4@ UMB  ssessesniggss  04izbi0q3 Siables Verified  ~ 9.96 USD = 52 valid valid  Yes No

Contra00710004

5 [ UMB  swseioggps 04262013 SADIES Verfied  + 1siusD B

Contra00710004 7 Valid Valid Yes No

|
24

6 UMB  swseioggps 04262013 S2Dles Verfied  + zsiousD B

Contra00710004 valid  Yes No

bz

0V V0 ViV OO

&l
= =
[
= a

| UMB  sswess====*QQR5 04/26/2013 Verified - 13.67 USD % Valid (eS| No

Staples
Contra00710004

Select All [} Clear All Stage Verify Approve Validate Budget

Search / Purchase Details SplitLine  Distribution Template ~ SMART UNPSC Codes.pdf (5 MB SMART UNPSC Codes.xls (3 MB!

B save | (=] Notify | 3 Refresh

NOTE: If the chartfield information was changed, the ‘Budget Status’ will change from ‘Valid’ to
‘Not Chk’d’. The PCard budget validation process runs Monday through Friday evenings during
the nightly batch processes. It is recommended that users allow the automated batch process to
pick up the ‘Approved’ PCard transactions for budget validation.
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PCARD VOUCHERS

BUILDING THE PCARD VOUCHER

Unlike regular vouchers, the PCard vouchers are created during a batch process. The PCard voucher
build process runs twice a week, Monday and Thursday mornings, before the hourly batch processes
begin for the day. The days may change if Monday or Thursday falls on a Holiday.

The PCard transaction will be picked up by the batch process and built to a PCard voucher if the status
is ‘Approved’, the Budget status is ‘Valid’ and the Chartfield status is ‘Valid'.

The PCard vouchers are built by control account number and have a maximum of 75 lines. If there are
more than 75 PCard transactions for a control account number, a second PCard voucher will be built.

PCARD VOUCHER - DO NOT MAKE CHANGES

Do NOT delete PCard vouchers and/or voucher lines. The deletion of a PCard voucher/line does
NOT update the PCard transaction. Consequently, the PCard transaction retains a voucher/line that no
longer exists in SMART. If a situation arises that requires the deletion of a voucher/line, please submit a
SMART Service Desk Request.

Do NOT change quantities or amounts on PCard voucher lines. Changes made at the voucher level
will NOT update the PCard transactions. Consequently, the PCard transactions may indicate that the
transaction has been paid when it hasn’t been.

VOUCHER BUILD ERRORS

Since the PCard voucher is created during a batch process, it is possible (but not likely) for the PCard
voucher to end up with a voucher build error. If an agency expects a PCard voucher but does not see
one, please check the Voucher Build Error page. Go to the ‘Voucher Build Error Detail’ job aid for
detailed information about this page and troubleshooting issues.

MATCH EXCEPTIONS

As a rule, PCard vouchers should not have match exceptions because SMART should turn off matching
when the PCard is associated to the Purchase Order.

Date Created: 11/19/2013 Page 119 of 160
Revised: 01/14/2014


http://www.smartweb.ks.gov/training/accounts-payable/vouchers

Procurement Cards (PCards)

Training Guide

Statewide Management, Accounting and Reporting Tool

There are some instances where matching has not been turned off and match exceptions have
occurred. As a general rule, these match exceptions can be overridden. An example of a typical match
exception is the Vendor ID on the voucher does not match the Vendor ID on the PO. This match
exception is expected since the payment is being made to the PCard Issuer, currently UMB, and not the
Merchant. This match exception should be overridden.

SMART generated match exceptions start with an ‘S’. If an agency sees a match exception where the
ID starts with an ‘S,’ the agency should submit a Service Desk Request. The agency has no other
recourse.

APPROVING PCARD VOUCHERS

PCard Vouchers are no different from regular vouchers when it comes to the approval process. The
agency must review and approve the voucher.

In order for the voucher to be eligible for payment, the voucher must have an ‘Approved’ status, a ‘Valid’
budget status and a ‘No Match’ or ‘Matched’ match status. In most cases, the match status will be ‘No
Match’.
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TIPS

Below please find a list of things to consider/remember. Included is a listing of PCard Queries.
LINE DETAILS ICON

The State of Kansas receives a file nightly from our PCard Issuer, currently UMB. This file contains the
PCard transaction information that has been captured by the Merchants and provided to Visa which is in
turn provided to the State of Kansas’ PCard Issuer (UMB). There are three levels of PCard data:

e Level 1 data: Standard transaction data including date, supplier and total purchase amount.

e Level 2 data: Enhanced transaction data including Level 1 data plus a customer-defined
reference number, such as a purchase order number, and separate sales tax amount.

e Level 3 data: Detailed transaction data including Level 2 data plus line-item detail, such as the
item purchased. Sometimes referred to as ‘line-item detail.’

SMART is set up to accept Level 3 data; however, not all Merchants are set up to collect Level 3 data.

To see the data being provided by the Merchant, click the ‘Line Details’ icon from the Reconcile
Statement — Procurement Card Transactions’ page:

=3
New Window | Help | Customize Page | &,
Recongile Statement
Procurement Card Transactions
[ Display Unmasked Card Number
[] Run Budget Validation on Save
u
11
JIM CLARK = Bt B
1 uns 9317 oseaeons FEERE Verified I 21490UsD B OO [k valid valid  Yes  No
2B UMB  *==0024  04118/2013 HERTZRENT-ACAR Verifed v || 1sap0usD B O L vaiia valid  Yes  No
30 UMB w0024 04/19/2013 HERTZRENTACAR Verifed - | asgousD B O G valid valid  Yes  No
il UMB  swwtwmis0024 0412412013 HERTZRENT-ACAR Verfied = || 9500 USD B & B vaia valid  Yes No
50 UMB  *==0024 0412612013 HERTZRENTACAR Verifed = | s33usp B ¢ [ vaid valid  Yes  No
60 UMB w0024 050212013 HERTZRENTACAR Verifed - || 13400usp R ¢ [ vaiid valid  Yes  No
70 UMB  ===0024 051032013 HERTZRENTACAR Verifed v | asousp B O [ vaid vald  Yes  No
8 B UMB  *==0024  0517/2013 HERTZRENTACAR Verifed - || 13400 usD B 0 [ vaiid valid  Yes  No
SOUTHWES B 5
e} umB 0024 oaao13 SDTHRER Vefied v | 28180usD B & R vaia valid  Yes No
select Al O ClearAl Stage Verify Approve | validate Bugget |
Search PurchaseDefails  Splitline  Distribution Template  SMART UNPSC Codes pdf(SMB)  SMARTUNPSC Codes.ls (3MB
I save | [Z] Notify | 7 Refresh
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The PCard transaction number is displayed on this page. Whenever possible the PCard transaction

number should be provided when entering a Service Desk Request:

Reconcile Statement

Visa Transaction Details

Card Number: 9317

Posted Date: 05i26/2013

Transaction Number:  24164073144128001300016
Sequence Number: 21

~ Card Transaction - Type 5 Customize | Find First 5] 1 of 1 O] Last
I 11 T 7mas T Ttwe [ 77 T 7abe T 71avs T Tabio

Source Amount Billing Amount 1ransaction |7 ransaction Purchase 1D
Type Code

1 21480 21490 Purchase 05/23/2013 00000000000000000

~ Line ltem Summary - Type 8
| RELEE O F I T T

Mess: Identifier Discount Amount |Freight Amount |Duty Amount Dest. Source Postal |Dest. Country
Return

Customize | Find

NOTE: The information available on the tabs for this page will vary depending on the type of

PCard transaction being viewed.

COMMENTS

1. The Reconciler and/or Approver have the option of entering a comment on the PCard transaction

by clicking the ‘Comments’ icon:

q | HR_T e Workist WulfiChannel Console /Add to Favarites
3

New Window | Help | Customize Page | &,

Reconcile Statement

Procurement Card Transactions

[ Display Unmasked Card Number

["1Run Budget Validation on Save

Bank Statement Customize | Find | v M Frst [ 1.9 or303 O Last
[ Transaction TR Biling =)

Emplip Emplovee Hame %ﬂ Card Humber Trans Date |Merchant *Status Description % Currency

1 uma 9317 ospazora PELRE  vedied | o1agousp B 54 vaid Vaid  Yes  Na
2 [ UMB w0024 04812013 HERTZRENTACAR Verfied v | 15480 USD [ OO 53 vala Vaid  Yes  Na
30 UMB  sesess0D24 04M9I2013 HERTZRENT-A-CAR Verified v | segusD B O 03 vaid Vaid  Yes Mo
40 UMB 0024 042412013 HERTZ RENTACAR Verfied v | oso0usD Y OO R vaid Vald  Yes  Na
5[0 UMB  sessess04 04262013 HERTZRENT-AGAR Verified v | wauvso B 0 R vaid vaid  Yes  No
6 [0 UMB 0024 050212013 HERTZ RENTACAR Verified v | 13400 usD R OO 53 vaia vaid  Yes  Na
7\a UMB w0024 05032013 HERTZRENTACAR Verfied v | usousp B 0 G vaid Vaid  Yes  Na
s @ UMB  seeerep024 0572013 HERTZRENT-A-CAR Verified v | 1400usD R O 5 vaia vaid  Yes Mo
90 UNB  sessesossg0zd 04242013 2206“222“;‘;%936 Verified v | 28180 USD B O 3 valid valid  Yes  No

Selectall | clearal Stage Verify Approve Validate Budget

Search  Purchase Defails  SplitLine  Distribufion Template  SMART UNPSC Codes pdf (5MB)  SMART UNPSC Codes xis (3 MB

& save | [=] notify | i Refresh

2. Enter a comment or attach a document, and click the ‘OK’ button:

Date Created: 11/19/2013 Page 122 of 160
Revised: 01/14/2014




Procurement Cards (PCards)

Training Guide

Statewide Management, Accounting and Reporting Tool

Reconcile Statement

Line Comments

Line: 1 Description: 22134 Repair on State Vehicle (TAG 9965)

Reference:

Find | view Al First 4 4 of 1 [M] Last
Comments: Status: Acive = [#][=]

This is a test comment| ~E

Associated Document
Attachmenj: Attach | ‘ |
OK 4 Cancel | Refresh |

NOTE: Comments entered on the PCard transaction will only reside on the PCard transaction
and will NOT copy to the PCard voucher.

NOTE: If a Purchase Order has comments and the Purchase Order is associated to a PCard
transaction, the PCard transaction will NOT inherit the Purchase Order comments.

TRANSACTION AMOUNT VERSUS BILLING AMOUNT

The ‘Reconcile Statement — Procurement Card Transactions’ page has two different Amounts:
‘Transaction Amount’ on the ‘Transaction’ tab and the ‘Billing Amount’ on the ‘Billing’ tab. Since the
State of Kansas very rarely makes foreign purchases, the ‘Transaction Amount’ and ‘Billing Amount’ are
usually the same and will have ‘USD’ as the currency for both amounts. However, these two amounts
can vary.

The ‘Transaction Amount’ represents the amount and currency being used by the vendor. In the
example below the currency for the ‘Transaction Amount’ is ‘CAD’:
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Reconcile Statement
Procurement Card Transactions

["] Display Unmasked Card Numper Currency Used by the
Vendor

["] Run Budget Validation on Sdve

Bank Statement Customi
[ Transaction U Biling

Trallsacilcm

EmpliD Card Number Merchant Description ‘Amount [Currency =
1 UmB 0021 07/20/2010 SHERATON Closed 4515947 809.080 CAD |_—||§| O Eé Valid Valid MNo No
seectall O Cleara Validate Budget
Search  Purchase Details SplitLine  Distribution Template ~ SMART UNPSC Codes.pdf (5 MB SMART UNPSC Codes xls (3 MB
& save | [=] Notify | s Refresh

The ‘Billing Amount’ represents the amount and currency being charged to the State of Kansas. The
‘Billing Amount’ is the amount that will build to the voucher once the PCard transaction is approved.

Reconcile Statement

- Amount being charged to
Procurement Card Transactions the State of Kansas.

[l Display Unmasked Card Number
[ Run Budget Validation on Save
Bank Statement

This is the amaount that will
build to a voucher. =
Wil Firet (g op0 [ Laet

Reference Billing Date Billing Amount |Currency |Prepaid Ref Dispute Amount

1 07i26/2010 T73.67 USD 0.00

selectall [ clearal Validate Budget |

Search Purchase Details Splitline Distribution Template SMART UNPSC Codes pdf (5 MB) SMART UNPSC Codes.xls (3 MB)

& Save | [=] Motify | 4y Refresh |

BUDGET VALIDATION

The PCard Budget Validation process does NOT check for available budget. Budget validation only
requires that a budget ledger be established with the specified fund and budget unit; it is not validating
availability of funds.

If the chartfield information is altered, the Budget Status will change from ‘Valid’ to ‘Not Chk’d’. During
the nightly batch processes, PCard transactions with an ‘Approved’ status and a ‘Not Chk’d’ budget
status will be picked up and ran through budget validation.

The manual budget validation process takes several minutes to complete; consequently, the SMART
team recommends that agencies allow the batch processes to pick up the ‘Not Chk’d’ PCard vouchers.
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CHARTFIELD INFORMATION INHERITED FROM PURCHASE ORDER

The Chartfield values are not editable from the PCard transaction since the chartfield information is
inherited from the Purchase Order.

If a correction needs to be made, the PO will need to be removed from the PCard transaction, the
chartfield information will need to be corrected on the Purchase Order and then the Purchase Order will
need to be re-associated to the PCard transaction.

MANUALLY SPLITTING PCARD TRANSACTIONS

PCARD TRANSACTIONS ARE TYPICALLY SPLIT TO ACCOMMODATE THE
ASSOCIATION OF PURCHASE ORDER LINES. SEE THE ‘ASSOCIATING PCARDS TO

REQUISITIONS AND PURCHASE ORDERS

Agencies should enter a requisition / Purchase Order and associate the PCard to the requisition / PO if
the employee has prior knowledge of the purchase and intends to make payment with a PCard. This
section will provide information on how to associate a PCard to the requisition and the Purchase Order.

NOTES:

e PCards can still be used as a form of payment even if there is no prior knowledge of the
purchase. The PCard transaction can be paid without reconciling to a Purchase Order.

Example: Employee is on the road and the light bulb in the projector they are using burns
out. They have authorization to go to a local office supply store and get a replacement
bulb and they may use their PCard to make the purchase. In this case no requisition / PO
would be entered.

e |f a PCardis NEVER associated to a Purchase Order, ALL POs will be available for
selection during the reconciliation process for that PCard. This makes it very easy to
reconcile PCard transactions to incorrect POs. The SMART team highly recommends
that agencies associate PCards to POs so that the POs available for selection during the
reconciliation process are limited to only those POs with that PCard associated.

e Once a PCard has been associated to a PO, the PO is NOT available to pull directly into
a voucher. To release the PO encumbrance the PO must be associated to the PCard
transaction during the reconciliation process. The PCard transactions will build to a
PCard Voucher once the PCard transaction is ‘Approved’ and has ‘Valid’ budget and
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chartfield statuses. The PCard Voucher Build process runs twice weekly, Monday and
Thursday mornings before hourly batch processes begin.

PCARDS ON REQUISITIONS

The PCard is associated at the requisition header level on the ‘3.Review and Submit’ page and the
Requestor must have proxy to at least one (1) PCard before the ‘Card Number’ drop down box will
display:

Create Requisition
| |_=| 1. Define Requisition E‘; 2. Add Items and Services \& 3. Review and Submit

Review the details of your requisition, make any necessary changes, and submit it for approval

Business Unit: Department of Administration Prior Authorization Type: Q
Requester: *Currency:

Requisition Name; Priority: Medium -

ICard Number: ~| Expiration Date: Use Procurement Card

Requisition Lines reevrrreeees 0035 (VISA)
Line Descriptiofee *7042 (VISA)

7050 (VISA)

O] 1 Testitem -

ArUS LOGISTICS LLC 10000 Each 12.45000 12452

[C] SelectAlli Deselect Al Total Amount: 12.45 USD

L #addto Favnmes|@ Addto Template(s)‘ [“adify Line / Shipping / Accounting ‘ 1l Delete |

Justification/Comments

"] send to Vendor ["| Show at Receipt [_| Show at Voucher

e Check Budget |

Save & submit | i Save & preview approvals| ¥ Cancel requisition | Find mare items

The PCard will be available for selection on the requisition if the requestor has proxy to the PCard;
however, the PCard information may NOT flow to the PO. In order for the PCard information on the
requisition to flow to the Purchase Order, the following must be true:

e The PCard is associated to a requisition that sources to a PO;

e The vendor is set up to accept PCards;

e The vendor location effective date is less than or equal to the PO Date;
e The Buyer has proxy to the PCard; AND

e The PCard has a current expiration date.

The ‘Use Procurement Card’ link will appear on the PO if the above listed statements are all ‘True’:
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Maintain Purchase Order

Purchase Order

Unit: PO Status: Open ™ %
PO ID: 0000003521 Budget Status:  Notchkd T fF R
Copy From: - [] Hold From Further Processing

*PO Date: 071612013 Ex Vendor Search
Vendor @ Vendor Details

*\Vendor ID: ’7Q Receipt Status: Mot Recvd
*Buyer: liq *Dispatch Method:  Fax -
PO Reference: |
HeaderDetails PO Activities Edit ShipTo Comments Merchandise: 1028 e
PO Defaults Document Status _Bidder Preferences FreightTax/Misc.: 0.00
Add Comments Requisitions Total Amount: 16.28 USD

Purchasing Kit Catalog ltem Search Line: N G Retrieve

Customize | Find | View Al| B8 First [ 4 or 4 [M] Last

i T s [ Al cContract | Receiving
Line Item Description ’_ Category Price Amount | Status
1B Q Brady Safety Sign, 10X7 = E3 | 20000 [EA Q. (551217 CQ (8.14000 16.28 Active (T [=]

PCARDS ON PURCHASE ORDERS
The ‘Use Procurement Card’ link will appear on the PO if the following statements are ALL true:

o The vendor is set up to accept PCards;

e The vendor location effective date is less than or equal to the PO Date;
o The Buyer has proxy to the PCard; AND

e The PCard has a current expiration date.

PCARD FLOWED FROM REQUISITION

Navigation: From the Home page in SMART, click on:
Purchasing =» Purchase Orders = Add/Update POs =» Find an Existing Value (Tab)

4. When the Buyer clicks the ‘Use Procurement Card’ link, the ‘Procurement Card used for

payment’ section will be populated if the PCard information flowed from the requisition to the PO:
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Maintain Purchase Order

Procurement Card Information

Business Unit:
PO ID: 0000003521

Procurement Card used for payment

Card Number; =~ Fossss 9976 (VISA)

Card Type: Visa
Expiration Date:  01/31/2014

Override with Procurement Card
Card Number: | I -
Card Type:

Expiration Date:

[“] Don't use Procurement Card

oK | Cancel | Refre5h|

5. The Buyer may choose to change the PCard by selecting a different ‘Card Number’ from the drop
down box and then clicking the ‘OK’ button:

Maintain Purchase Order

Procurement Card Information

Business Unit:
PO ID: 0000003521

Card Number: 0076 (VISA)
Card Type: Visa
Expiration Date:  (01/31/2014

Override with Procurement Card

Card Number: -

Card Type:
ype: rersm0002 (VISA)

Expiration Date: |**********0014 (VI5A)

0022 (VISA)
[7] Don't use Proc|™********0030 (VISA)}
0048 (VISA)
0055 (VISA)

0K | Cancqessemssemrngoga visa)

R sermesraras (171 (VISA)
semesraera (189 (VISA)

P00 90 e L s

6. The Buyer may choose to remove the PCard by checking the ‘Don’t use Procurement Card’
check box and clicking the ‘OK’ button:
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Maintain Purchase Order

Procurement Card Information

Business Unit:

PO ID: 0000003521
Card Number: 0106 (VISA)
Card Type: Visa

Expiration Date:  01/31/2050

Card Number: -
Card Type:
Expiration Date:

Don't use Procurement Card

oK kCancel | Refresh

NO PCARD ON REQUISITION

Navigation: From the Home page in SMART, click on:
Purchasing = Purchase Orders = Add/Update POs = Find an Existing Value (Tab)

5. If the requisition did not contain a PCard, the Buyer may still add a PCard to the PO. Click the
'Use Procurement Card’ link:

in Purchase Order
Purchase Order

Unit: PO status: Open C4 X
POID: 0000001782 BudgetStatus:  Notchkd TR i @
Copy From: - [ZIHold From Further Processing

*PO Date: 01/02/2013 ] Vendor Search
Vendor @ vendor Details
Q

“Vendor ID: Recelpt Status:  NotRecvd

“Buyer: Q “Dispatch Method:  Email -
PO Reference: Amount Summary
HeaderDefails PO Acihities Edit ShipTo Comments Merchandise: 1.149.820.00 R
PO Defaults Document Status _ Bidder Preferences Freight/Tax/Misc.: 0.00
EdiComments  Requisitions Use Procurement Card Total Amount: 1,149,820.00 USD

Add Items From Select Lines To Display

Purchasing Kit Catalog tem Search Line: S 8, [Eemeve
First E 1.0f1 m Last

T shioTomuepate T statuses T teminformation T atrbutes T pra conract T Be«:i:g‘

Line item Description | [poat wom Category Amount|Status
b [ Q s B 1.0000 [LOT Q1 851017 C, [1,148,.820 0001  1,148,820.00 Active & [ =]

Wiew Printable Version Cateqory Search ~ *Gotor - More.. -

[ save ‘ L\ Return to Search | [=] Notify ‘ L) Refresh
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6. The ‘Procurement Card used for payment’ section will be blank. Select the drop down arrow
beside the ‘Card Number’ field:

Maintain Purchase Order

Procurement Card Information

Business Unit:

PO ID: 0000001782
Card Number:
Card Type:

Expiration Date:

Override with Procurement Card

Card Humber: [N -
Card Type:

Expiration Date:

D Don't use Procurement Card

QK | Cancel | Refresh|

7. Select a PCard and then click the ‘OK’ button:

TOOT LoTony

. . wrrrrrrrer | GE5 (VISA)
Maintain Purcha 1599 (V1S4)

s 707 (VISA)
Procuremern rerrrraeenenq 745 (VISA)

s T3 (VISA)

Business Unit: FREREREREEE 740 (VISA)

PO ID: oSG (VISA)

Procurement Card ,,,,,,,,,,,, L'V: IS.A -
B T rersrsaaeana 780 (VISA)

wawras GG (VISA)
Card Type: warrae 814 (VISA)

s 039 (|SA)
s 030 (VISA)

- - T QA Q L’\”SA}
Override with Prociiessseeeseessepros VISA) - -

Card Number: -

Expiration Date:

Card Type:
Expiration Date:

] Don}use Procurement Card

OK‘ |

Cancel | Refresh |

8. Clicking the ‘OK’ button will open the ‘Maintain Purchase Order — Purchase Order’ page.

Clicking the ‘Use Procurement Card’ link will display the selected PCard in the ‘Procurement
Card used for payment’ section:
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Maintain Purchase Order

Procurement Card Information

Business Unit:
PO ID: 0000001782

Card Number: ~ F s 1764 (VISA)
Card Type: Visa
Expiration Date: (05/21/2013

‘Override with Procurement Card

Card Number: A

Card Type:

Expiration Date:

[] pon't use Procurement Card

OK | Cancel | Refre5h|

CHANGING PCARD AFTER PO DISPATCHED

The State of Kansas implemented a maodification to allow Buyers the ability to remove, add or change
PCard information after the PO has been dispatched.

Part of the modification was to capture the changes to the PCard information on the ‘Manage Change

Order’ pages. The change order history will not provide detailed information but will indicate the action
that was taken:

e PCard Not Assigned: PCard has never been associated to the Purchase Order
e PCard Added: PCard has been added

e PCard Removed: PCard has been removed

e PCard Changed: PCard has been changed

ADDING A PCARD - PO DISPATCHED

A requisition has been submitted and sourced to a PO. The PO was dispatched, without a PCard. The
Buyer is now informed that the product had already been paid for with a PCard. To reconcile the PCard
transaction AND release the encumbrance that has been established by the PO, the Buyer must
associate the PCard to this PO.

Navigation: From the Home page in SMART, click on:
Purchasing = Purchase Orders = Add/Update POs =» Find an Existing Value (Tab)
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5. When the Buyer navigates to the PO, the ‘Use Procurement Card’ link will NOT be visible. To
activate the ‘Use Procurement Card’ link, click the ‘Change Order’ icon at the PO header level:

Maintain Purchase Order

Purchase Order

o >
" A

Unit: PO Status: Dispatched
POID: 0000002097 Budget Status: valid b1}
Copy From: - [] Hold From Further Processing

*PO Date: 05/30/2013 [ Vendor Search

Vendor Vendor Details Backorder Status: Mone Create BackOrder

*Vendor ID: Receipt Status: Not Recvd

*Buyer: *Dispatch Method:  Email -

PORsference: [PSA 06 NSIP

Header Details EO Activities Edit ShipTo Comments Merchandise: 18,557.00 Calculate

PO Defaults Document Status ~ Bidder Preferences FreightiTax/Misc.: 0.00

Edit Comments Requisitions Total Amount: 18,557.00 USD

Purchasing Kit Catalog ltem Search Line: ’_Q To: ’_Q ml

Lines Customize B st [ ore [ Last
[ oetaiis T shipTomuepate T Statuses | hemmnformation T Atributss T rFa T contract T Receiving
,E’i Item Description ’7 ,WCat Price Amount | Status

flES) 53] 10000 EA  [801017 G4 [18557.00000 18,557.00 Active (2 [ =

View Printable Version More -

Cateqory Search *Go to:

B save | L\ Return to Search | Notify | r}s Refresh |

6. The ‘Use Procurement Card’ link will appear. Click the ‘Use Procurement Card’ link:

Maintain Purchase Order

Purchase Order

Unit: PO Status: Dispatched x
PO ID: 0000002097 Budget Status:  Valid ER
Copy From: - ["I Hold From Further Processing

*PO Date: 05/30/2013 e Vendor Search

Vendor Vendor Details Backorder Status: None Create BackOrder
*Vendor ID: Receipt Status: Not Recvd

*Buyer: liq *Dispatch Method: Email -

PO Reterence: |
HeaderDelails PO Acihlies Edit ShipTe Comments Merchandise: R |
PO Defaults Document Status ~ Bidder Preferences Freight/Tax/Misc.: 0.00

Edit Comments Requisitions Use Procurement Card Total Amount: 18,557.00 USD
Purchasing Kit Catalog Item Search Line: yiq To: liq M

Lines Customize | F B First g ore [P Last
[ oDetaiis T shipTomuenate T statuses T temiformation T attributes T T conract T Receiving

Line item Description | [roawy *UOM |Cateqory  |Price Amount | Status
1B 3% 10000 BA  [801017 Q1 [18,557 00000 1855700 Acive G0 [5G =l

7. Click the arrow beside the ‘Card Number’ drop down box. Select the PCard from the list. Click
the ‘OK’ button:
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— T 772 (VISR
Maintain Purchasssssssq7ap (VISA)

ssrrenrsss 1306 (VISA)
Procuremensssqgqa (VISA)

w1830 (VISA)

Business Unit: srEmEERREE AR G4 (WISA)
PO ID: BHIHVISA
sresaaeasaac1 071 (VISA
Procurement Card AR 000 ng_A§ -

Card Number: wrxrrraaasas 1807 (VISA)
w905 (VISA)
Card Type: s 043 (ISA)
wrwrrraeaeaa1929 (VISA)
wrwrrraaaeaa193g (VISA)

- = 222222222222194? [’\.ﬂs;\}
Override with Prociiesseeessseesrrys (VISA) vr

Card Number: i

Expiration Date:

Card Type:
Expiration Date:

[ Don't Mrocu rement Card

OK % Cancel | Refre3h|

8. Clicking the ‘OK’ button will open the ‘Maintain Purchase Order — Purchase Order’ page.
Clicking the ‘Use Procurement Card’ link will display the selected PCard in the ‘Procurement
Card used for payment’ section:

Maintain Purchase Order

Procurement Card Information

Business Unit:

PO ID: 0000002097
Card Number: FEEREREEEE1B63 (VISA)
Card Type: Visa

Expiration Date: 05/31/2013

‘Override with Procurement Card
Card humber: [N -

Card Type:

Expiration Date:

[] Don't use Procurement Card

Ok | Cancel | Refre5h|

CHANGING A PCARD - PO DISPATCHED
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A Requestor submitted a requisition, and the Requestor’s PCard information flowed to the PO. The
PO was then dispatched. In the meantime, the Buyer calls the vendor and places the purchase on his
PCard. Finally, the Buyer is reconciling his PCard transactions but the PO is NOT available.

The PO is not available because the PCard being reconciled is not the PCard associated to the PO. To
reconcile the PCard transaction AND to release the encumbrance that has been established by the PO,
the Buyer must change the PCard on the PO.

Navigation: From the Home page in SMART, click on:
Purchasing =» Purchase Orders = Add/Update POs =» Find an Existing Value (Tab)

7. When the Buyer navigates to the PO, the ‘Use Procurement Card’ link is active. Clicking the

‘Use Procurement Card’ link will open the ‘Procurement Card Information’ page, but the values
on this page cannot be edited:

Maintain Purchase Order

Procurement Card Information

Business Unit;

PO ID: 0ooo0000s2
Procurement Card used for payment

Card Number: w0152 (VISA)
Card Type: Visa
Expiration Date: 01/31/2014

OK | Cancel | Refresh

8. To change the PCard, the Buyer must click the ‘Change Order’ icon at the header level of the
PO on the ‘Maintain Purchase Order — Purchase Order’ page:
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Maintain Purchase Order
Purchase Order

Unit: PO Status: Dispatched

POID: 0000000082 Budget Status: Walid }—-&g n

Copy From: - [] Hold From Further Processing

*PO Date: 08/03/2010 el Vendor Search

Vendor Vendor Details Backorder Status: None Create BackOrder
*Vendor ID: Receipt Status: Partial

“Buyer: *Dispatch Method: ~ Email -

PO Reference: Amount Summary

HeaderDetalls PO Actvities Edit ShinTo Gomments Merchandise: BN s |
PO Defaulis Document Status ~ Bidder Preferences FreightTax/Misc.: 0.00

Add Comments — Requisitions Use Procurement Card Total Amount: 951.50 USD
Add ltems From Select Lines To Display

Purchasing Kit Catalog Item Search Line: R O Reteve|

Lines

Customize | Fir

First {1 1.2 or2 [ Last

[

Details | shipToDueDate T Statuses T teminformation T Attributes T RFa T contract T Receiving

e [ [iom

1R £ | 1.0000 EA  [551015.Cy (279.00000 279.00 Acive O~ [E [&] [=]
2 By 1, 250.0000 EA 55101524 2.63000 67250 Closed (o [H =

9. The ‘Change Order’ icon will no longer be displayed and when the ‘Use Procurement Card’ link is
clicked the page will be editable:

Maintain Purchase Order

Purchase Qrder

Unit: 03900 PO Status: Dispatched

PO ID: 0000000082 Budget Status:  Valid imm

Copy From: - ["] Hold From Further Processing

*PO Date: 08/03/2010 Eﬂ Vendoar Search

Vendor JOURNEYWOR-00 Vendor Details Backorder Status: Mone Create BackQrder
*Vendor ID: 0000225960 DUPLICATE VENDOR - USE 225960 Receipt Status: Partial

*Buyer: ADOOKXD C,  Kathleen X Dudney *Dispatch Method:  Email -

Amount Summary

PO Reference: |

Header Details PO Activities Edit ShipTo Comments Merchandise: 951.50 Calcuate |
PO Defaults Document Status ~ Bidder Preferences / Freight/TaxiMisc.: 0.00
Add Comments Requisitions Use Procurement Ca Total Amount: 951.50 USD

Add Items From

Catalgg ltem Search

Select Lines To Display

Line: QA 7o Q) Retrieve |

Purchasing Kit
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10. The current PCard information is displayed in the ‘Procurement Card used for payment’ section.
To correct the PCard information, select the arrow beside the ‘Card Number’ drop down box:

Maintain Purchase Order

Procurement Card Information

Business Unit:
PO ID: 0000000082

Procurement Card used for payment

Card Number: FmmmmmmE0162 (VISA)

Card Type: Visa
Expiration Date: 01/31/2014

Override with Procurement Card

Card Number: [N -

Card Type:

Expiration Date:

[] Don't use Procurement Card

OK | Cancel | Refresh|

11. Select the correct PCard from the list, and then click the ‘OK’ button:

TTTT (VISA)
************1202 |SA
Maintain Purcha o159 (N\.qs_;\§

swswssrrses G0 (VISA)
Procuremenss1g1g (VISA)

Busi Unit: 1640 (VISA)
PO ID: pod 5T (VISA)
Procurement Card 1685 (VISA) -

s 50 (VISA)
Card Number: sersma 707 (VISA)

srrsma 715 (VISA)
Card Type: s 739 (VISA)

srrsma 740 (VISA)
srmsmrs | 76 (V]SA)
= - sersma 754 (VISA)
Override with Proci sessssesss 772 (VISA) A -

Card Number: -

Expiration Date:

Card Type:
Expiration Date:

[“] Don't Ase Procurement Card

oK ] Cancel | Refresh
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12. Clicking the ‘OK’ button will open the ‘Maintain Purchase Order — Purchase Order’ page.
Clicking the ‘Use Procurement Card’ link will display the selected PCard in the ‘Procurement
Card used for payment’ section:

Maintain Purchase Order

Procurement Card Information

Business Unit:
PO ID: 0000000082

Procurement Card used for payment

Card Number. =~ *sses 1624 (VISA)

Card Type: Visa

Expiration Date: 032/31/2013

‘Override with Procurement Card

Card Number: [N -
Card Type:

Expiration Date:

[“| Don't use Procurement Card

oK | Cancel | Refresh|

REMOVING A PCARD — PO DISPATCHED

A requisition has been submitted. A PCard was associated to the requisition and the Requestor’s PCard
information flowed to the PO. The PO was dispatched. The Vendor has contacted the Buyer and
indicated that they will not accept PCard payment.

The Buyer needs to remove the PCard information from the PO so that a voucher can be created.

NOTE: Once a PCard has been associated to a PO, the PO is NOT available to pull directly into
a voucher. To release the PO encumbrance the PO must be associated to the PCard
transaction during the reconciliation process. The PCard transactions will build to a PCard
Voucher once the PCard transaction is ‘Approved’ and has ‘Valid’ budget and chartfield statuses.
The PCard Voucher Build process runs twice weekly, Monday and Thursday mornings before
hourly batch processes begin.

Navigation: From the Home page in SMART, click on:
Purchasing = Purchase Orders = Add/Update POs = Find an Existing Value (Tab)
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6. When the Buyer navigates to the PO, The ‘Use Procurement Card’ link is visible. Clicking the
‘Use Procurmenet Card’ link will open the ‘Procurement Card Information’ page, but the values

on this page cannot be edited:

Maintain Purchase Order

Procurement Card Information

Business Unit:
PO ID: 0000000082
Procurement Card used for payment

Card Number:
Card Type: Visa
Expiration Date: 01/31/2014

0152 (VISA)

OK Cancel Refresh

7. To change the PCard, the Buyer must click the ‘Change Order’ icon at the header level of the

PO on the ‘Maintain Purchase Order — Purchase Order’ page:

Maintain Purchase Order

Purchase Order /

Unit: PO Status: Dispatched ATX
PO ID: 0000000032 Budget Status:  Valid R
Copy From: - D Hold From Further Processing

*PO Date: 08/03/2010 Exl Vendor Search

Vendor Vendor Details Backorder Status: None Create BackOrder
*Vendor ID: Receipt Status: Partial

*Buyer: *Dispatch Method: Email -

PO Reference:
Header Details PO Activities Edit ShipTo Comments Merchandise: 951.50 Calculate
PO Defaults Document Status ~ Bidder Preferences FreightTax/Misc.: 0.00

Add Comments Requisitions Use Procurement Card Total Amount: 95150 USD

Purchasing Kit Catalog ltem Search Line: Q To: Q M

ustomize | Fin irsi El -2 of |E as
is T shipTonueDate T statses T teminformation T atrbutes T  RrFa T contract rcifmmlF_ e
Line | [ttem Description [ [roaty *UOM |Cateqory  |Price Amount Status.
1 i | 10000 EA (551015, 279.00000 279.00 Active (O[5 =
2 By 551 250.0000 EA 55101524 269000 67250 Closed (2 [E3 =
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8. The ‘Change Order’ icon will not be displayed, and, when the ‘Use Procurement Card’ link is
clicked, the page will be editable:

Maintain Purchase Order
Purchase Order

Unit: 03900 PO Status: Dispatched x
PO ID: 0000000082 Budget Status:  Valid iE B
Copy From: - ["] Hold From Further Processing

*PO Date: 08/03/2010 [&4] Vendor Search

Vendor Vendor Details Backorder Status: None Create BackOrder
*Vendor ID: DUPLICATE VEMDOR - USE 225360 Receipt Status: Partial
*Buyer: ’WO\ Kathleen X Dudney *Dispatch Method:  Email -
PO Reference: |
HeaderDetails PO Activities Edit ShipTo Comments Merchandise: B0 s
PO Defaults Document Status ~ Bidder Preferences / FreightTaxiMisc.: 0.00
Add Comments Requisitions Use Procurement Ca Total Amount: 951.50 USD
Select Lines To Dispiay

Purchasing Kit Catalog ltem Search Line: A To Q Retrieve|

9. The current PCard information is displayed in the ‘Procurement Card used for payment section.
Click the ‘Don’t use Procurement Card’ check box:

Maintain Purchase Order

Procurement Card Information

Business Unit:

PO ID: 0000000082
Procurement Card used for payment

Card Number: rramere 0152 (VISA)
Card Type: Visa
Expiration Date:  01/31/2014

Override with Procurement Card

Card Number: -
Card Type:

Kﬁm Date:
n't use Procurement Card
oK { Cancel | Refresh
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10. Clicking the ‘OK’ button will open the ‘Maintain Purchase Order — Purchase Order’ page.

Clicking the ‘Use Procurement Card’ link will show that the ‘Procurement Card used for payment’
section is blank:

Maintain Purchase Order

Procurement Card Information

Business Unit:
POID: 0000000082

Procurement Card used for payment
Card Number:
Card Type:

Expiration Date:

Override with Procurement Card
Card Number: [N -
Card Type:

Expiration Date:

[] Don't use Procurement Card

OK | Cancel | Refresh

PCARD LINK NOT APPEARING ON PO

| want to pay for an item with a PCard, but the 'Use Procurement Card' link (PCard link) is not
displaying on the Purchase Order (PO). How do | get the PCard link to display on the PO?

There are several criteria that must be met before the ‘Use Procurement Card’ link will display on a PO:

e The PCard must have a current expiration date;

e The Buyer must have ‘proxy’ rights to the PCard,

e The Vendor must be set up to accept PCards; and

e The Vendor Location effective date must be on or before the PO Date.

CHECK THE PCARD EXPIRATION DATE
The Agency PCard Administrator can check to see if the PCard expiration date is current.

Navigation: From the Home page in SMART, click on:
Purchasing = Procurement Cards = Definitions =» Cardholder Profile = Find an Existing Value (Tab)
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Employee’s ID number (if that information is known).

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

Find an Existing Value

EmpliD: begins with -
Name: contains -
Last Name: begins with

Dca:a?swtive
Seard ‘ Clear ‘EEEIE Search Save Search Criteria

Search Results

First [4] 1-19.0f19 [}] Last

T

5. Click the ‘Card Data’ tab:

Personal Data

Name: \ Employee

ID:
Personnel Status: Employee

Telephone: 785129
Home Address

Country: USA United States
Address 1
Address 2:

Address 3

City:
County: Postal:
State:

Mailing Address

& Save | JSLReturnto Search | +[E] Previous in List | +[5 Mext in List ‘ [=] Notify |

Personal Data | Card Data

6. Validate that the ‘Expiry Date’ for the PCard is current:
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Personal Data Card Data

] Display Unmasked Card Number

Card Data
[ creditcard T Additional information T CreditLimits T Transaction Limits

e
Customize | Find | == First E 1-2 of 2 El Last

*Business Unit (*Card Issuer |*Card Number Control Account *Expiry Date . Card Type Date Issued
T Q UMB - Q

0113112020 [ visa - 1 (=]
Q@ ume '@ |jo1r21:2020 | visa - e (=]

B save | & Return to Search | +[E Previous in List | +[E] Mext in List

Motify |

Personal Data | Card Data

éACTION TO TAKE IF THE EXPIRY DATE IS NOT CURRENT

Update the Expiry date to some date in the future. It is acceptable to use expiration dates that are 50 or
more years in the future; however, when the PCard expires or is canceled, the Agency PCard
Administrator needs to enter the actual expiration or cancelation date into SMART.

NOTE: The State of Kansas does not use SMART to manage the issuance of PCard; including
PCard expiration dates and PCard transaction limitations. Those items are handled by UMB
Bank. However, the PCard Holder Profile in SMART must be assigned a current expiration date
for the PCard to be available on a transaction (such as a Purchase Order) in SMART.

CHECK TO SEE IF THE BUYER HAS ‘PROXY’ TO THIS PCARD

The Agency PCard Administrator can check to see if the Buyer has ‘Proxy” to the PCard in question.

Navigation: From the Home page in SMART, click on:
Purchasing =» Procurement Cards =» Definitions =» Cardholder Profile = Find an Existing Value (Tab)

6. Search for the PCard holder’s profile and select the desired EmplID link. In this example, we

searched by the employee’s name. The Agency PCard Administrator can also search by the
Employee’s ID number (if that information is known).
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Cardholder Profile
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
EmplID: begins with

Name: contains hd |

LastName: begins with ~

DCas?sitwe
Searc | Clear |EasicSearch I8 save Search Criteria

Search Results

First [4] 1-190f19 [)] Last

S

7. Click the ‘Card Data’ tab:

Hame:

Telephone:

Country:
Address 1:
Address 2:

Address 3:

City:
County:

State:

Home Address

Personal Data Card Data

Employee b
1Dz

Personnel Status: Employee

78529

USA United States

Postal:

Mailing Address:

Bl save | J2\ Return to Search | 4[5 Previous in List | +[E] Mext in List | [=] Motify |

Personal Data |

Card Data

8. In the ‘Card Data’ section, click the ‘Additional Information’ tab:
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Personal Data Card Data

Bopagpreseanss B oo

[T Display Unmasked Card Number,
Card Data
[ creditcard T Additionalinformation T Credit Limts | Transaction Limits

Q@ ume G (013172020 [H) visa

- ume - @ [o131/2020 5 visa -

£
Customize | Find | & First [1] 1-2 of 2 [¥] Last

*Business Unit |*Card Issuer |*Card Number Control Account *Expiry Date Card Type Date Issued

& save | L Return to Search | +[E| Previous in List | +[E] Mext in List | [=] Notify |

Personal Data | Card Data

9. Click the ‘Proxies’ link on the desired line:

Personal Data Card Data

Dapeppracscass £iis

[ Display Unmasked Card Number
Card Data
[ Credit Card T Additional Information T Credit Limits T Transaction Limits

Q ume

Customize | Find | E First El 1-2 of 2 IE Last

*Business Unit (*Card Issuer *Card Humber Vendor Card |Vendors |Proxie-. Default Distrib [Commeodity Code:

Q ume

Vendors Proxe® Default Distrib Commodity Codes - [=]
Vendors Proxies Default Distrib Commodity Codes [+] [=]

& Save | £L Return to Search | +[E Previous in List | +[E] Next in List | [=] Motify |

Personal Data | Card Data

NOTE: Clicking the ‘Proxies’ link opens the ‘Assign Proxies’ page.

10. In the ‘Proxies’ section, validate that the applicable Buyer's ID/Name is listed in the ‘User ID’ column.
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Assign Proxies

bigs paes s oas e

Proxies

*User ID

UMB Card Number:

_ - Requester | Buyer
Description *Role Default | Default

Q1 ¥ Stusing PO Central P-Card Admin - =]
QL (- KPO_Cen_P-Card_Admin = =]
LG R - PO Central P-Card Admin ~ ~ =]
a M —— PO Agency P-Card Holder  » [ ] =
@RI R Se— PO Kansas Buyer - [ [ =]
G i 8 ot PO Kansas Buyer - ] [l =
L Wemumees omes PO Agency P-Card Admin ~ + [ =]
a . PO agy P-Card Recon Appro - =] =

OK | Cancel |

éACTION TO TAKE IF THE BUYER DOES NOT HAVE PROXY TO THE PCARD

6. On the Assign Proxies page, in the Proxies section, click the plus sign button (+) located at the far
right side of the last row:

Assign Proxies
Saspppissrsns B4
UMB Card Humber:
e y— e TT
R Q) emmi e S Stnsionm PCO Central P-Card Admin A
- T —— KPO_Cen_P-Card_Admin = - EI
O s - PO Central P-Card Admin ~ ~ (=]
a N — PO Agency P-Card Holder - [ [l =
QL o = Meteraeen PO Kansas Buyer - [ [ =]
- G R T Rp— PO Kansas Buyer - ]| [l =]
Q) rsmes PO Agency P-Card Admin ~ ~ ] [—]
Q. PO agy P-Card Recon Appro o FFE
oK Cancel |
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7. This will add a new row. In the new row, User ID Column, enter the desired SMART ‘User ID’ for the
Buyer:

Assign Proxies
boneppoessness &

UmB Card Number:

Proxies

+ _— * Requester | Buyer

Q. PO Central P-Card Admin =~ = =1
G KPO_Cen_P-Card_Admin = =
Oy i PO Central P-Card Admin = [+ [=]
Q PO Agency P-Card Holder = [ [ =]
CL ol o <Moo PO Kansas Buyer - [l 0 &I
Q PO Kansas Buyer - ] [ [=]
[ S—— PO Agency P-Card Admin v [ [ [=]
Q PO agy P-Card Recon Appro ~ O [=]
DADL Ql i 8w - =l

ok | cancel |

8. In the Role column, click the drop-down list arrow and select the desired role from the drop down list
options.

NOTE: The roles available in the Role drop down box will vary depending on the security access
roles that have been assigned to the Buyer. In most cases, the ‘PO Kansas Buyer role is the
one that will be selected.
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lAssign Proxies

bipe preidscpns B4

UMB Card Number:

’7
[ R L PO Central P-Card Admin - =]
[ - T e KPO_Cen_P-Card_Admin  ~ =
[ T Q) e PO Central P-Card Admin (=]
[ a8 — PO Agency P-Card Holder B [ =]
[ - I & R - PO Kansas Buyer - [ Ol [=]
[ - T Q e e PO Kansas Buyer - [ ] =]
[ T O e PO Agency P-Card Admin~ ~ O =]
[ Q. [ PO agy P-Card Recon Appro « [ E|
DADI Ol ——— v [=]

~
PO Central P-Card Admin
ok | cancel | PO Kansas Buyer

9. Click the ‘OK’ button, located at the bottom left corner of the ‘Assign Proxies’ page.

NOTE: Clicking on the ‘OK’ button returns you to the ‘Card Data’ page.

Assign Proxies
Ve poessopes B is
UMB Card Number:
G e Semion PO Central P-Card Admin (=]
- Gl o - KPO_Cen_P-Card_Admin - =
QL A o b PO Central P-Card Admin =
a M - PO Agency P-Card Holder = = & =
L PO Kansas Buyer - (] ] (=]
o Gl - - PO Kansas Buyer - [ O =]
(R T r— PO Agency P-Card Admin [l (=]
@ . PO agy P-Card Recon Appro [ =]
|DAOE " pa Qe o mnimmin PO Kansas Buyer A [ ] (=]
oK q Cancel |
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10. On the Card Data page, click the ‘Save’ button which is located at the bottom left corner of the page:

Personal Data Card Data

Vops ppressspss §

&= Display Unmasked Card Number
Card Data

W QL uMB e
Tl umB

Customize | Flndl First El 1-2 of 2 IE Last

[ GreditCard T Additional Information | redit Limits' | Transaction Limits

*Business Unit |*Card Issuer *Card Humber Vendor Card |Vendors |Proxies |Default Distrib | Commaodity Codes

Vendors Proxies Default Distrib Commodity Codes [+ [=]
Vendors Proxies Default Distrib Commodity Codes [+] [=]

=] S£| 2, Return to Search | +[E Previous in List

+E] Mext in List | [=] Netify |

Personal Data | Card Data

VENDOR IS SET UP TO ACCEPT

PCARDS AS A METHOD OF PAYMENT.

The ‘Agency Vendor Processor’ or the ‘Vendor Viewer’ can validate this information.

Navigation: From the Home page in SMART, click on:
Vendor = Vendor Information = Add/Update = Vendor

6. On the ‘Vendor Information’ page, enter the desired ‘Vendor ID’ and click the ‘Search’ button.

NOTE: The will open the Vendor’s file.

Vendor Information

SetlD:

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

Find an Existing Value Add a New Value

= - SOKID Q

| Vendor ID:

begins with « (0000002571 |

Persistence:
Short Vendor Name:
Qur Customer Number:

Name 1:

[Jinclude History [CIcorrect History [[I case sensitive

Search Clear |pasic Search Save Search Criteria

Find an Existing Value | Add a Mew Value

begins with Q.
begins with Q.
begins with Q

7. In the Vendor's file, click the ‘Location’ tab:
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[ summary | | | | ) )
SetiD: SOKID \
Vendor ID: 0000002571
Vendor Short Name: STAPLES CO STAPLESCO-001
Vendor Name: STAPLES CONTRACT & COMMERCIAL INC
Order: STAPLESCO-001 Remit To: STAPLESCO-001
1400 N CAMBRIDGE ST 39143 TREASURY CENTER
KANSAS CITY, MO 64120-2104 CHICAGO, IL 60694-9100
Status: Approved Last Modified By: FIRSTLOGIC
Persistence: Regular Last modified date: 05/27/2013 11:53AM
Classification: Supplier Created By: CNV
HCM Class: Created Dateftime: 08/07/2010 12:00AM
Open for Ordering:  Yes Last Activity Date: (07/16/2013
Withholding: No
VAT: No
B save | A Return to Search | [=] Mofify | S Add /] Include History | [ Correct History
Summary | [dentifying Information | Address | Contacts | Location | Custom

8. On the ‘Location tab, ‘Details’ section, click the ‘Procurement’ link. This will open the ‘Procurement
Options’ page.

NOTE: If the vendor’s file has multiple Locations, please ensure that you are choosing the
correct location. The correct vendor Location can be found on the PO, by clicking the ‘Vendor
Details’ link in the Header section of the PO.
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Location

Summary |dentifying Information Address

Setip:  SOKID

Vendor: 0000002571  ShortVendor Name: STAPLES CONTRACT & COMMERCIAL INC

STAPLESCO-001  Name:

Avendor location is a default set of rules which define how you conduct business with a vendar.
First E 10f1 |I| Last

Find | View Al

Location
=l

*Location: 001 Default

Description: |SYSTEM CHECK RTV Fees

First El 1 of 1 El Last
[=]

Find | View Al

*Effective Date: (01/01/1901 [5]

Status: Active v
Expand All |  Collapse Al

Options: Payables Procurement Salesilse Tax 1099

Expand All |  Collapse Al

Sk Add Update/Display | 4 Include History | [E* Correct History

Bl save | L4 Return to Search | [=] Motify |

Summary | Identifying Information | Address | Contacts | Location | Custom

9. On the Procurement Options page, scroll to the bottom of the page. Click the ‘Expand’ button for the

‘Procurement Card Information’ section:
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Procurement Options
SetlD: SOKID Location: 001
Vendor ID: 0000002571 Description:  SYSTEM CHECK
Short Vendor Name:  STAPLESCO-001

Name 1: STAPLES CONTRACT & COMMERCIAL INC Expand All | Collapse N'l

Vendor: 0000002571 STAPLES CONTRACT & COMMERCIAL INC

*Address: 8 Search KCMO Whse Location
1400 N CAMBRIDGE 5T

KANSAS CITY, MO 64120-2104
Location: 001 SYSTEM CHECK

Vendor 0000002571 STAPLES CONTRACT & COMMERCIAL INC

o NV SN PN A 5 e W Y S vy

b e e B
L 3 .3 3 .. L v, s e T

AP - " Ty . e ey i i . B
7| ‘tecation: " 001 W7 v-~8YSTEMCHECK “on” T e ’ o

¥ Procurement Card Information

Expand All Collapse All

10. Validate that the’ Procurement Card Information’ section has been correctly completed:

e The ‘Accepts Procurement Card as payment method’ checkbox should be checked.
o The ‘Contact Cardholder’ option is selected in the ‘ProCard Dispatch Option’ AND
o The ‘Visa’ option is selected as the ‘Card Type’.
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* Procurement Card Information

Accepts Procurement Card as payment method

*ProCard Dispatch Option: Contact Cardholder

-

Types of Procurement Card Accepted

Card Type
1 Visa - =]

Expand All | Collapse Al

éACTION TO TAKE IF THE VENDOR IS NOT SET UP TO ACCEPT PCARD PAYMENTS

Your agency needs to submit a Service Desk Request requesting that the Vendor ID be updated to

accept PCard payments. Please ensure that the Vendor ID number is included in the Service Desk
Request.

VENDOR LOCATION’S EFFECTIVE DATE IS ON OR BEFORE THE PO DATE

The Buyer can validate if the location’s effective date is on or before the PO date.

Navigation: From the Home page in SMART, click on:
Purchasing = Purchase Order = Add/Update POs

5. Search for, and select, the desired PO. This will open the ‘Maintain Purchase Order page. On the

‘Maintain Purchase Order’ page, ‘Header’ section, make a NOTE of the ‘PO Date’. In this example,
the PO Date is 05/30/2013.

Maintain Purchase Order
Purchase Order

Unit: PO Status: Dispatched A x
POID:

Budget Status: valid mm

Copy From: -

|"P[)Date: |nsr3m2013 E | VendurSearc’V
Vendor STAPLESCO-00

Wendor Detall

|| Hold From Further Processing

Backorder Status: Mone
STAPLES CONTRACT & COMMERCIAL INC Receipt Status:
Amanda X Sprengeler

Create BackOrder
*Vendor ID: Mot Recvd

*Dispatch Method: EDX -

*Buyer:

PO Reference: | Amount Summary

6. On the ‘Vendor Details’ page, at the top section of the page, make a NOTE of the ‘Location’ code. In
this example, the Location code displayed is ‘001’. Click the ‘Vendor Information’ link.
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Maintain Purchase Order

Vendor Details -- STAPLES CONTRACT & COMMERCIAL INC

Unit: PO ID: Vendor:  STAPLESCO-Q@1
po1 Q Vendor Informati

*Location:
*Address: [ 8, Show Address Details Terms: Due Immediately

Contact: Q. Show Contact Details Basis Dt Type: InvDate =
Salesperson: ), Show Salesperson Details

\r‘endor Details Message

Country: USA United States Prefix:
Address 1: 1400 N CAMBRIDGE ST Fax: 816/504-2530
Address 2: KC DISTRIBUTION CENTER Prefix:
Address 3 Phone: 816/504-2515
City: KANSAS CITY
County: JACKSON Postal: 54120-2104
State: Mo Missouri
OK ‘ Cancel | Refresh |

7. Clicking the ‘Vendor Information’ link opens a new window which displays the ‘ldentifying
Information’ tab of the vendor’s file. On the vendor’s file, select the ‘Location’ tab.

Identifying Information

SetiD: SOKID Check for Duplicate

Vendor ID: 0000002571
*Vendor Short Name:STAPLES CO STAPLESCO-001

*\endor Hame 1: |ST.»‘\F'LES CONTRACT & COMMERCIAL INC

Vendor Name 2: |
*Status: Approved v *Classification: Supplier
*Persistence: Regular - HCM Class: -

[T VAT Registration Registration VAT Default WAT Senvice Treatment Setup

[l withholding Expand All |  Collapse Al
Open For Ordering

Vendor Relationships

= Corporate Vendor [l interunit Vendor
Corporate SetlD: InterUnit Vendor ID: Q
EUPTIERA I L STAPLES CONTRACT & COMMERCIAL INC

Create Bill-To Customer

[“] create Bill To Customer

Date Created: 11/19/2013 Page 153 of 160
Revised: 01/14/2014



Procurement Cards (PCards)

Training Guide

8. On the ‘Location’ tab, in the ‘Location’ section, navigate to the desired ‘Location’ code. In this
example, the desired Location code is ‘001’. In the ‘Details’ section for the ‘Location’ validate that
the Effective Date is on, or before, the PO Date. In this example, the PO Date is 05/30/2013 and the
Location code ‘Effective Date’ is 01/01/1901. The Effective Date of 01/01/1901 occurs before the PO
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Date of 05/30/2013.

Summary ldentifying Information Address Contacts Location Custom

Setip:  SOKID

Vendor: 0000002571 ShortVendor Name: STAPLESCO-001 Name:  STAPLES CONTRACT & COMMERCIAL INC

Avendor location is a default set of rules which define how you conduct business with a vendor.
Find | View All First El 1 of 1 El Last

| *Location: 001 | Default #H=]
Description: | SYSTEM CHECK RTV Fees

Find | View Al First 1 1 071 (%] Last

F =

*Effective Date: [071/01/1901 Eﬂl

-

Status: Active
ExpandAll | Coliapse Al

Options: Payables Procurement Sales/UseTax 1099

Expand All | Collapse Al

| | Include History | [ Correct History

B save | S\ Return to Search | [=] Notify | Es Add |

Summary | ldentifying Information | Address | Contacts | Location | Custom

éVENDOR’S LOCATION CODE EFFECTIVE DATE IS AFTER THE PO DATE

Agencies should try the following options, in the following order:

Change the Location Code on the PO

Change the PO Date
If the prior two options do not resolve the issue, please submit a service desk ticket and the

SMART team will review the issue.

CHANGE THE LOCATION CODE ON THE PO

4. Navigate to, and open, the desired PO. In the header section, click the ‘Vendor Details’ link.
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Maintain Purchase Order
Purchase Order

Unit: PO Status: Dispatched A X
PO ID: Budget Status: Valid i M
Copy From: -

["] Hold From Further Processing

*PO Date: 05/31/2013 e Vendor Search

Vendor Vendor Details/ Backorder Status: MNone Create BackOrder
*Vendor ID: INTERCALL INC Receipt Status: Mot Recvd

*Buyer: Angela R Hoobler “Dispatch Method:  Print -

PO Reference:

5. Click the ‘Look Up’ icon for the ‘Location Code’ field. This will open the ‘Look Up Location’ page:

Maintain Purchase Order

Vendor Details -- INTERCALL INC

Unit: PO ID: Vendor:  INTERCALL-001

*Location: 0oz Vendor Information

*Address: 1Q,  Show Address Details Terms: Due Immediately
Contact: Q Show Contact Details Basis Dt Type:  InvDate -

salesperson: Q) Show Salesperson Details

Vendor Details Message

Country: UsA United States

Prefix:
Address 1: 1211 OG SKINMNER DR Fax:
Address 2: Prefix:
Address 3: Phone:
City: WEST POINT
County: Postal: 318331739
State: GA Georgia

OK | Cancel | Refresh |

6. On the ‘Look Up Location’ page, select a different location code (if available).
NOTE: Since this is a PCard transaction, changing the location code will have minimal impact.

CAUTION: On POs that are not associated to PCards, Buyers should NOT change the location
code without first thoroughly evaluating the situation.
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Look Up Location
Vendor SetlD: SOKID

Vendor ID: 0000154693
Vendor Location: begins with

LookUp| Clear | Cancel |E!asicL00kug

Search Results
View All First |I| 1-20f2 |I| Last

Vendor _ocation |Description
001 SYSTEM CHECK
002 ACH ***2223

CHANGE THE PO DATE

2. Navigate to, and open the desired PO. On the PO, in the Header section, enter a new PO Date

that is PRIOR to the Vendor’s location code ‘Effective Date’.

NOTE: If a contract is associated to the PO, you will also need to verify that the contract’s

effective dates.

Maintain Purchase Order

Purchase Order

Unit: PO Status: A X
POID: Budget Status: iR

Copy From: - [ Hold From Further Processing

*PO Date: 05/31/2013 [zt Wendor Search

Vendor INTERCALL-001 Wendor Details Backorder Status: MNone Create BackOrder
*Vendor ID: INTERCALL INC Receipt Status:

*Buyer: Angela R Hoobler *Dispatch Method:  Print -

PO Reference: Amount Summary

OPEN SERVICE DESK REQUEST

2. If you have validated all four criteria listed above, but the ‘Use Procurement Card’ link is still NOT
visible on the PO, open a Service Desk Request. Please be sure to include the following

information in the Service Desk Request:

e PO number
e PCard holder’s name
e Last four (4) digits of the PCard number
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section of this document.

A PCard transaction can be manually split without associating a Purchase Order. For example, an
agency may want to manually split a PCard transaction so that a more detailed description of what was
purchased can be provided.

PO IS NOT AVAILABLE FOR SELECTION

There are a couple reasons why a PO may not be available for selection when reconciling a PCard
transaction:

1. The PO must be in Dispatched status before it will be available; AND
2. The PCard must be associated to the Purchase Order.

NOTE: If a PCard is NEVER associated to a Purchase Order, ALL POs will be available for
selection during the reconciliation process for that PCard. This makes it very easy to reconcile
PCard transactions to incorrect POs. The SMART team highly recommends that agencies
associate PCards to POs so that the POs available for selection during the reconciliation process
are limited to only those POs associated to a selected PCard.

UNIT PRICE — CALCULATED FIELD

The ‘Unit Price’ on the ‘Reconcile Statement — Purchase Details’ page is a calculated field. SMART
divides the Transaction Amount by the Quantity to come up with the Unit Price.

This becomes important when a Purchase Order has a quantity greater than one (1) and the PCard
transaction is only for a portion of the total quantity. When the Purchase Order and line are entered, the
Reconciler will need to make sure that he also changes the quantity so that the correct Unit Price is
calculated.
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Reconcile Statement

Purchase Details

Line: 1

Merchant:  Staples Contra00710004
City: 800-5524774

State: co

Country: USA
*Business Unit: 56500 |Q Original PO: N

PO ID: Q

PO Line: Q

PO Sched: Q

Vendor ID:

Location:

Ship To:

Item ID:

Jelyelye Ry clye

Category:
Vendor Item: Contract SetlD Q

*Quantity: 1.0000 Contract ID Q
*Uon: EA QO

Unit Price: 513.11000 SD Transaction Amount 513.11

Bill Includes Tax if Applied
V| Tax Paid

Sales/Use Tax Category Search View Hierarchy P Transaction Amount/ Quantity = Unit Price

OK | Cancel | Refresh

MATCHING

PCard vouchers should not have match exceptions because SMART should turn off matching when the
PCard is associated to the Purchase Order.

There are some instances where matching has not been turned off and match exceptions have
occurred. As a general rule, these match exceptions can be overridden. An example of a typical match
exception is the Vendor ID on the voucher does not match the Vendor ID on the PO. This match
exception is expected since the payment is being made to the PCard Issuer, currently UMB, and not the
Merchant. This match exception should be overridden.

SMART generated match exceptions start with an ‘S’. If an agency sees a match exception where the
ID starts with an ‘'S’, the agency should submit a Service Desk Request. The agency has no other
recourse.

SPEEDCHARTS AND PCARD RECONCILIATION
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Speedcharts will only be available to use during the PCard reconciliation process if the Speedchart has
been associated to the PCard on the PCard Holder Profile.

See the ‘Cardholder Profiles — Creating / Maintaining’ section, where it talks about ‘Multi-Line
Distribution’, for instructions on how to associate a speedchart to a PCard.

PCARD QUERIES

Report / Query Name \ Description Navigation
KS_PO_PCARD_STATUS This query will provide a listing | Reporting Tools -> Query ->
of PCard transactions that are Query Viewer

not in "Closed" status.

KS PO _PCRD_STTS BU This query is designed to Reporting Tools -> Query ->
identify those PCard Query Viewer

transactions, by Business Unit
and Billing Date range, which
have a status other than

“Closed”.
KS_PO_PCRD_STTS_EMPLID This query is designed to Reporting Tools -> Query ->
identify those PCard Query Viewer

transactions, by Emplid and
Billing Date range, which have
a status other than “Closed”.
The query provides information
at the “Distribution Line” level
so that chartfield information is
included in the results.

KS PO _PCRD_VCHR_DELETED | This query is designed to Reporting Tools -> Query ->
identify those PCard Query Viewer
vouchers/lines that have been
deleted.

KS_PO_PCRD_TO_VCHR_XREF | This query was designed to Reporting Tools -> Query ->
assist agencies in reconciling Query Viewer

their monthly PCard bills.

This query will provide the
PCard status and, if the status
is “Closed”, will show the
voucher ID and voucher line on
which that PCard transaction
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Report / Query Name

Description

was vouchered/paid. The query

can be used to validate which
PCard transactions have been
vouchered/paid and which
PCard transactions still need to
be Verified and/or Appoved for
a specified period of time (ie.
Billing Cycle).

Navigation

KS_PO_VCHR_TO_PCARD_XREF

This query will show the PCard
transactions associated to a
voucher

Reporting Tools -> Query ->
Query Viewer

Bank Statement Inquiry

Review PCard bank
statements.

Purchasing -> Procurement
Cards -> Review Bank
Statement

KS_PO_PCRD_EXPIRATION

This query was designed to
provide the expiration dates for
PCards associated to a specific
Business Unit.

Reporting Tools -> Query ->
Query Viewer

KS_PO_POWPCARD_NO_VCHR

This query is designed to
provide a listing of Purchase
Orders (POs) that have a
PCard associated to them and
a voucher has NOT been
created against the PO.

Reporting Tools -> Query ->
Query Viewer
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