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Reconcile and Approve PCard transactions Exercises

	In this exercise you will add a pagelet to your homepage to view staged transactions and reconcile and approve two Pcard transactions, one transaction is a face to face transaction with no PO and one transaction is for the purchase order you recently created.    You will manually reconcile the face to face transaction and split the PO transaction to match your purchase order lines.

Logon first as a reconciler: THUDSONXX – NEWPASS1!



	Add Pagelet and Reconcile charges

	1. 
	From your homepage click the Content link.
Select the Pcard Staged Charges pagelet under the TGMP Pagelets and click Save.

You will notice several transactions that are ready for reconciliation listed on your homepage.

	2. 
	Navigate to eProcurement > Procurement Card Center > Reconcile > Reconcile Statement

Use the search fields to find all transactions with a Card Issuer of Visa and a Staged statement status.

	3. 
	Deselect the first line that is defaulted selected.  Select the face to face transaction to WM Supercenter for $27.89 and click the distribution link [image: image1.bmp].  Change the account number from 626001 to 614001, click OK and click the validate budget button.  Notice the budget status should change to Valid.


	4. 
	Change the Status from Staged to Verified and save the page.

	5. 
	Click the New Window link.

	6. 
	Navigate to Reporting Tools > Query > Query Viewer.

	7. 
	Run the query: 0PO204B_PCARD_POS_BY_ORIGIN – will display all PO lines marked pay with PCard that

have not been linked to a PCard transaction.

• Enter your origin number that you have been assigned.  All PO’s that are pay with Pcard that have not already been tied to a Pcard transaction will be displayed.



	8. 
	From the Reconcile transaction page you should locate the charge that needs to be tied to a PO line. If there is

more than one PO line, the charge will need to be split by the amount of the PO line. 

• For example the transaction amount is $121.40, you will need to split the transaction to $20.06 to match PO line 1 and $101.34 to match PO line 2.

	9. 
	Select the transaction and click the Split Line hyperlink. From the Split Transaction page, enter a description,

for example, what was purchased, or delete the number that defaults and enter the amount of line 1 in the billing

field (20.06). Click the add line (+) button and enter the amount of line 2 (101.34). 

• What to enter in the description field is an agency decision leaving it blank will pass the merchant name to AP.

The total of all lines must match the total transaction amount.



	10.  
	Click the Comments button and enter comments.  This is where your reconcilers will also add a scanned copy of the invoice.  


	11.  
	Click the OK button.
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	12.  
	Click the Distribution button. To review Chartfields.  Notice these are pulled from the Purchase order distribution.
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	13.  
	Click the OK button.
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	14. 
	Select the two lines you have reconciled and click the Validate button to run the budget validation process and ensure the budget status changes to ‘Valid’.

	15.  
	Click the Status drop down list and change the status to Verified or select the lines and click the Verify button.
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	16.  
	Click the Save Button and sign out.

	Add Pagelet and approve transactions

	17. 
	Login in as a Pcard Approver
BCOXxx – NEWPASS1!

	18. 
	Add the pagelet named Pcard Verified charges.

	19. 
	Navigate to eProcurement > Procurement Card Center > Reconcile > Reconcile Statement

Use the search fields to find all transactions with a Card Issuer of Visa and a Verified statement status.

	20. 
	Review the transactions and change the status from Verified to Approved.

	21. 
	Save the transactions.

	22. 
	End Procedure.
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