University of Central Florida

lJCF Procedures Document

Approving Tagable (OCO) Procurement Card
Transactions (External)

Purpose of
Procedure:

To Link and Approve Procurement Card Transactions to ASSET
Management

Who Processes:

Departmental Pcard Approver

How often:

As required

What is Processed:

Asset ID/UCF Decal

Where are the
results distributed:

PCard Administration/Property

Date:

11/28/2005

Author:

PCard, F & A

Procedure Description:

Pcard transactions for materials, equipment, fixtures or commodities
purchased for $1,000 or greater and have an average life of one year or more
are considered assets which must be tagged by Property section for proper
accountability. In order for these transactions to be properly tagged, Profile IDs
must first be assigned during the approving/reconciling process.

Pcard purchases which meet the above definitions should be input by
departments for payment using the appropriate account code (usually starting
with 75XXXX). Departments must fax a copy of invoice/receipt to F&A
Procurement card section at 407-882-2245.

Accounts Payable and Asset Management sections, responsible for
maintaining all the details of the assets, load information into the General Ledger
before a decal can be assigned to the item.

Asset IDs must be retired for PCard items that were returned and received
electronic credit from the vendor. Please send additional information to PCard
Administration for proper liquidation of items.
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For data integrity and ease of monitoring tagable items, the following procedures
must be followed:

Navigation: Purchasing > Procurement Cards > Reconcile Cardholder Info >
Reconcile Statement

A Reconcile Statement - Microsoft Internet Explorer |:||E|fg|

File Edit View Favorites Tools  Help -,'

@Back < \_) |ﬂ @ _;\J /:._\J Search “l;::( Favarites @ [_q':v .:\; v _J 'ﬁ

Address |@ hktps:f ffin.co.ucf edufpspifiprod/EMPLOYEEER P c/MANAGE_PROCUREMENT _CARDS, CC_TRAMNSACTIONS V| Go Links '@ <

PeopleSoft.

Add to Favorites | Sign out

IyLICF | Home

) =
b vendors = Mew Window | B
== Purchasing

[> Requisitions Reconcile Transactions

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

= Procurement Cards
= Reconcile Gardholder

[ Find an Existing Value |

ile Staterment
— Review Disputes
[» Process Staterments
[» Repors L8
— Cardholder Profile
— Block MCC
— Define Transaction Tvpe

Codes

— Enter Preferred Wendaors
— Enter Preferred LIS

EmpliD: | heding with || |Q

Cardmember Numher:| hegins with || |

Search | Clear | Basic Search [E) Save Search Criteria

[
|

|

oo Do ool

I@ é O Internet

1. Reconcile Transactions

o EmplID = enter cardholder employee number then click on
SEARCH or

o Enter card member number or to see all card
members you have authority to approve, click on
SEARCH
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<3 Reconcile Statement - Microsoft Internet Explorer,

File Edit Miew Favorites Tools  Help

@Back - -\_) @ @ \-f_;j pSearch '\I";\?Favorites @ D:»—_Z- .; - \_J .ﬁ

Address @ https: f{fin. cc.ucf . edu/pspifiprod/EMPLOYEE/ERPciMANAGE _PROCUREMENT _CARDS.CC_TRANSACTIONS ¥ Go | Links > & -

PeopleSoft.

My UCE | Hotme | Addto Favories

Menu =
L

— Reconcile Statement . E:J . e =
Eatiew Disorios PosteaDate: | | sotpy,  |Tansbate |

I Process Statements BiingDate: | |2 *Sort Order:

[ Reports L)

- Cardholger Prole ok | cancel |

— Block MCC

— Define Transaction Type
Codes

— Enter Prefatred Yendars

— Enter Preferred O 2

Ml i s Tbmd e mond —

b Vandors A Mew Window | Customize Page | 5,
= Purchasing
[» Requisitions Selection Criteria
[* Purchaze Qrders
= Procurernent Cards Merchant: | | Trans Type: a
= Reconcile Cardholder
Irifa Transpate: | | Status:

@ 2 B ntermnet

1. Selection Criteria page:

o All pcard transactions loaded are on Staged status.
o0 Click on OK button to view transactions or from the

drop down menu, select the appropriate status.
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2} Reconcile Statement - Microsoft Internet Explorer,

File Edit Wiew Favorites

@Back @ J \ﬂ @ _h /I__\J Search “31:(Favorites 6} [j':v "‘_\ﬁ @ _J '3

Tools

FEX
/ :!r

Help

Address @ https: {fin. cc.ucf edufpspffiprod[EMPLOYEE JERP/c/MANAGE_PROCLUREMENT_CARDS.CC_TRANSACTIONS, GBL?FolderPath=PORTAL_ ¥ Go

Links | @ -

PeopleSoft.

[> ¥endors
< Purchasing
[» Reqguisitions
[ Purchase Orders
= Procurement Cards
+ Reconcile Cardholder
Info

— Review Disputes

[ Process Staterments

[+ Reports

— Cardholder Profile

— Block MCC

— Define Transaction Tyne
Codes

— Enter Preferred Yendors
— Enter Preferred LIGH
— BEeview Staterment
[> Shipments
[> Return To Wendor
[> Analyze Procurement
[+ Accounts Payahle
[> As=et Management
[ Commitment Control
[» General Ledger
[> Set Up FinancialsfSupply
Chain
[> Repoarting Tools
[ PeopleTools

-

{ Bank Statement
Name: [ ]

>

EmpliD: I:'

Credit Card: BOFA  Account:

Merchant Name Transaction Amount

07i1 412005 RADISSON KEMDALL HOTEL 111.87

=081 412005 AMERICAN AIR001 1325028400 281.60

O 081452005 TRAVELOCITY.COM 5.00
Fetch PO Related Infoy Distribution JComments =
B save | S\Returnto Search | [S] Motify >
vi¢ | 3

@Done é 0 Inkernet
2. Bank Statement Page:

0 Check the Selected merchant/vendor to be approved
and linked to Asset.

o If the transaction total amount is the combination of
tagable, non tagable items, freight, shipping and
handling, click on the Split Line Link, otherwise click
on the Distribution Link.
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2} Reconcile Statement - Microsoft Internet Explorer

File  Edit View Favorites

@Back - \_/l @ @ \-_;j /’f:\-' Search ‘-;"\?Favorites

Tools

Help

exLEm-UJs

Address | @] htkps:ffin. co.uck. edu/pspifiprod/EMPLOYEEERPc/MANAGE_PROCUREMENT_CARDS.CC_TRANSACTIONS, GBLFPORTALPE Go

Links > @ -

PeopleSoft.
[ Menu &

Search:

| (O]

[= My Favorites
[ ltems
[ Wendors
=7 Purchasing

[» Requisitions

[ Purchase QOrders

= Procurement CGards

= Reconcile Cardholder
Info

— Review Disputes

[ Process Statements

[ Repors

— Cardholder Profile

— Block MCC

— Define Transaction Type
Codes

— Enter Preferred Yendors
— Enter Preferred IO

Mew Window | Customize Page | n

Transaction Splits
Trans Date:

111152005 Billing Amount: 180620 USD
Posted Date: 11M6i2005 Reference: 24628735319815146944551
Merchant: FISHER SCl CHS

Description: I:IFISHER SCIM5-MNOWV-2005/281-8785400 f

Percentage
180.62] | 100.00]

IFISHER SCIMs-Nov-2005281-87854007 | |

)=

m Cancel

— Beview Statement
[ Shipments
[ Return Ta Wendor
[ Analyze Procurerment
[ Accounts Payahle
[ Asset Management
[ Commitment Contral
[ General Ledger
[= Set Up FinancialsiSupply
Chain
[> Reporing Tools
[ PeopleTools

N—

< | =

@ é ° Internet
3. Transaction Splits Page:
Click on the plus(+) sign to add row(s)
Distribute the amount (percentage automatically
adjusts).
o Click on the OK button.
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2} Reconcile Statement - Microsoft Internet Explorer

File  Edit View Favorites Tools Help

@Back M ) \ﬂ @ jﬁ /.:\J Search 'in:(FaVDrites e} [i\'- :\7 v J 3

E8=1e
.:'l

Adcrezss [ ] betps:ffin.cc.uef. edujpspif

PeopleSoft.
(Menu &

Search:
®

[> My Favorites
[ tems
[ Vendors
[~ Purchasing

[> Reguisitions

[ Purchase Orders

= Procurement Gards

= Reconcile Cardhalder
Info

econcile Staternent
— Review Disputes
[» Process Staternents
[> Repors
— Cardholder Profile
— Block MGG

— Define Transaction Type
Codes
— Enter Preferred Wendars
— Enter Preferred UOM
— Review Staternent
[ Shipments
[» Return To Wendor
[ Analyze Procurement
[ Accounts Payahle
I> Asset Management
I> Commitmant Cantral
[ General Ledger
[> Set Up Financials/Supply
Chain
1> Repotting Tools
I> PeopleTools

Account Distribution

Line:

Sel 'GL Unit

@ oo [

TAx Infa

Ok Cancel

iprodfEMPLOYEE(ERPICMANAGE_PROCUREMENT _CARDS.CC_TRANSACTIONS, GELYPORTALPARAM _PTCNAV=EP_CC_TRANSACTIONS GELEECOPF %

Date:

SpeedChart; l:lQ

Distributions

GU

Links ** &~

Mewwiindow | Customize Page I,EL

1 PO Oty:

1.0000
UsD 180,62

EA
priCe: 180 62000

“Distribute by:

11187200 Billing Amaount;

First E 1of 1 E Last

storm
Project Program Alt Acct

o [es01a191 |2 \2?30 |a [z]a [r7a000]a

PO Oty Amount

160.42

\/‘Account ¥
[rae301 |2 )

Agset Infarmation

€l
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4. Account Distribution Page:

Note: Department/Project defaults to respective Cardholder
department/project number indicated on the cardholder
profile form and should be changed as necessary.

Account code defaults to 734101(Educational Supplies)
and should be changed as necessary.

Distribute by: equals Quantity (this allows access to
Asset Information Link).

Click on the minus sign (far right of the row).
Click on OK button prompt to delete selected row.

Use Speedchart to enter department or project
number. Click on the lookup button and select
department or project.
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o Click on the Account lookup button (Account field)
and select the tagable Account code.(For complete
listing see F&A web site http://www.fa.ucf.edu/ or
Click on Account Xwalk or Taggable Accts w/ Profile
LINK).

o On the Location field, click on the lookup button and
select the correct Location code of the item (s).

o0 Click on Asset Information Link (this will bring you
to Asset Attributes page).

3 Reconcile Statement - Microsoft Internet Explorer

File Edit View Favorites Tools Help F !'
- B A =y e . Sy A =~ . 1.
@ Back L= » ,y: 1 lj P ! Search “j.i Favorites €‘3 [’-_-;-_\‘ T 3
Address @https:,l',l'Fin.cc.ucF.edu,l'psp,l'Fiprc\d,I'EMPLO\"EE,l'ERP,l'c,I'MANAGE_PROCUREMENT_CARDS.CC_TRAI s G0 Links ™ @ -
Pe Ople SOft = Add to Favorites
Search: b Mew window | Customize Page | nss
b Wy Favorites Asset Attributes
[> lterms
[ \-"endors_ A Unit:
~ Purchasing
[> Requisitions N
> Purchase Orders HCIOA
= Procurement Cards CAP =
= Reconcile Cardholder
Info Sequence: l:IQ
— Reconcile Staterment
— Review Disputes IN Unit: l:l
[ Process Statements [CIcapitalized Asset
[ Reports
— cardholder Profile m
— Block MCC
e a— Ok Cancel
— Define Transaction Type | |
Codes v
— Enter Preferred YWendors
— Enter Preferred LG -
— BEeview Staterment
[ Shipments
[ Return To Wendor
[ Anakze Procurement
[ Accounts Payable
M Accot Monanmarman t ‘_’
@ Cone 2 & Internet

5. Asset Attributes Page:
0 AM Unit = UCF01
o Profile ID = select appropriate Asset Profile ID
0 Check Capitalized Asset BOX
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Leave CAP #, Sequence and IN UNIT blank
Click on OK button to return to Bank Statement page.
Change the status to Approved.

o O O O

Click on the SAVE button to save the transaction.
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