9.2 Reconciling P-Card Transactions/
Statements Manually

Purpose: Use this document as a reference for manually reconciling P-Card transactions/
statements in ctcLink.

Audience: Purchasing staff and Cardholders.

@ You must have at least one of these local college managed security roles:

+ CC_ADMINISTRATOR

+ CC_APPROVER

* CC_RECONCILER

+ CC_REVIEWER

« CC_USER_PO

« CC_USER_REQ

« ZZ Procurement Card Processing

If you need assistance with the above security roles, please contact your local college
supervisor or IT Admin to request role access.

Reconciling P-Card Transactions/Statement Manually

Navigation: Purchasing > Procurement Cards > Reconcile > Reconcile PCard Statement

1. The Reconcile Statement Search page displays.
2. Enter Search Criteria to identify your transactions/statement.
3. Select Search.

@ The Employee ID and Name fields refer to the user assigned as the cardholder in the
Cardholder Profile.
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£ Employee Self Service Reconcile PCard Statement

Reconcile Statement Search

Role Name ~

Employee ID Q
Name Q ‘
Business Unit Q |
Card Issuer
Card Number
Transaction Number
Merchant Exact Match
Sequence Number
Line Number
Billing Date Q To Q
Statement Status ~
Budget Status ~
Chartfield Status ~
Transaction Date || 09/25/2023 E To | 10/25/2023 t |
Charge Type ~
Posted Date E To |:
Rows Per Page 100
L] Auto Save When Scrolling Through Chunks
Search l Clear

@ Note: User should have correct roles as part of their User Profiles to view transactions.
User should also have correct Proxy to the credit card.

4. The Procurement Card Transactions page displays. Use it to review, manage, and approve
procurement card transactions loaded by the Load Statement process. You can view all of
the procurement card transactions that you have been granted authority to access on the
Cardholder Profile - Card Data: Assign Proxies page.

Note: All transactions with a ChartField Status of “Recycle” must be corrected and
have a “Valid” status before any changes in the Reconcile Statement screen can be
Saved or an error message will display.

If any of the transactions in “Recycle” status cannot be corrected immediately, then it
may be helpful to revise the Reconcile Statement search parameters to exclude those
transactions from displaying in the screen until they can be addressed.

5. Select the Merchant link to review merchant or preferred supplier cross-reference
information.
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Reconcile Statement
Mw Window |
Reconcile Statement
Procurement Card Transactions
[ Display Unmasked Card Humber
[ run Busget vasaation on Save
Bank Statement
W Q i i 1-5:[5. 2 | view All
e || s |
Employee Transaction Budget
" Cardlssuer  Card Humber Trans Date  Merchant Staius ot Currency :
1 [0 Fisher Nevada  JPNC e 02152015 | Ofice Depot |m 3 100.00 USD B O R Hoched
2 [0 FisherNevada JPMC &~ e 0134 02152019 | Office Furniures Staged 3 60.00 USD B O R Nochkd
3 [0 Fisher Nevada  JPMC AP ] 02152019 Cosico | Staged 3 40.00 USD B O R  NotcChkd
4 [0 FisherNevada JPMC e 02M%2019 | Fry's Elecironics Staged E| 1400 USD B O B |Nochks
& [ FisnerNevada  JFMC 0134 02152019 Frys Electronics Staged 3 -333.00 USD B O B |nuches
£ >
¥ zelecan B ciearmn [ Stage ] [ Verity ] [ Approve ] [ Validate Budget
Search Purchase Detalls SpM Line Déstribution Template
S| vy | _Roiem |

6. The ProCard Merchant Info window displays.
7. Select Return.

ProCard Merchant Info

Line 1
Merchant Office Depot
City Pleasanton
CA

USA

8. The ProCard Merchant Info window disappears.
9. Select the Billing tab.
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._! Display Unmasked Card Mumber
O rur Y Say
Bank Statement
m oQ
Transadtion I
Employee
Hamsa
1 [0 Fisher, Nevada
2 [ Fisher Hevada
3 [0 Fisher Nevada
4 [0 Fishes Hevada
& [ Fisher Nevaca

€ Reconcie Siatement

Reaconcile Stalemeant
Procurement Card Transactions

Save Huoiity Refresh

Card lssper  Card Number

JPMC

JPMC

JPMC

JPMC

JPHC

T

0134

w0134

LT

w134

Trans Date Merchamt

02152019

oX152018

O2NE2018

Q2SR89

0152019

Stage

Reconcile Statement

Verity

*Status

Staged

Staged

Staged

Slaged

Staged

Approve

Transaction

B p  Curmency

100.00 USD

60.00 UsSD

40.00 USD

=14.00 usD

-333.00 UsD

Validate Budget

Budget
Status

10.
11.
12.
13.

14.

15.

The Billing tab displays.
Use the Description field to enter additional information about the goods purchased.

The Billing Amount field displays the amount billed on the statement line.
If your records disagree with the billing amount, enter the amount difference in the Dispute
Amount field. This does not mean that your organization is not liable for the purchase, but

rather acts as a notation that the user reconciling this account must follow up with the
merchant or procurement card supplier to settle the disputed amount. If you enter an

amount, the statement line is visible on the Review Disputes - Dispute page until it has

been identified as collected.

The Credit Collected option displays the status of the disputed amount. If clear, the dispute
is still open. If selected, the dispute has been identified as collected or closed on the Review
Disputes - Dispute page.

Select the Transaction tab.
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¢ Reconcile Statement Reconcile Statement

Reconcile Statement
Procurement Card Transactions

[ pispiay Unmasked Card Number
O Run Budget Validation on Save

Bank Statement

®F Q 1-50f5
- o
Reference Description Billing Date AnB'r:::nul Currency Prepald Rel  Dispute Amount cgamm
1 Supplier Order Number — [ec_ron | oaoerzote so |:|
2 Supplier Order Number — 0082019 60.00 USD 0.00
3 Supplier Order Number — naoaze 40.00 USD 0.00
4 Supplier Order Number — nanarzMe -14.00 USD 0.00
5 030812018 =333.00 USD 0.00
& Select Al Clear ANl Stage Verity Approve Validate Budgeat
Search Purchase Details Spilit Line Distibution Template

Save Notify Refresh

16. The Transaction tab displays.
17. Select the Line Details button to view the details of the transaction.

6 NOTE: For UAT purposes, please skip steps 17-20. For UAT, the uploaded test pcard file

might not show the "line details" icon.
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Reconcile Statement

Reconcile Statement
Procurement Card Transactions

[ Display Unmasked Card Mumbar
[ run Busget vasaation on Save

Bank Statement

n Q 1-50l5 &
Transacton | Billing | W
m"’“ Card Issuer  Card Hmber Trans Date  Merchant *Status m'm Currency
1 [0 FisherNovada  JPNC R 0134 02152019 Office Depot Staged  |v| 100.00 USD =
2 [0 FisherMevada JPMC ~ "weveessees 0134 02152019 | Office Fumiures Staged q 6000 USD R O
3 [ Fisher Nevada JPMC =~ seevessseees 0134 02152019 Coslco Staged j 4000 USD B O
4 [0 FisherHevada JPMG | reeeeesse 0134 Q22019 Fry's Elecironics Staged E| 1400 WSD R O
& [ FisherMevada JPNC = e 0134 052019 | Fry's Elecironics Staged el -333.00 USD R O
<
¥ Selectal Clear Al Stage | Verity | Approve | Validaie Budget
Search Purchasa Details SeMLine Destribution Temiplale

Lsove | nowy | Reresn

Maw W

ndow |

| Wisewr All

Busdget
Stats

Mot Chk'd

Mot Chik'd

Mot Chikd

Mot Chk'd

Mot Chicd

»

18. The ProCard VISA Trans Details window displays. Use it to review the transaction details.
The information on this page will differ depending on the type of card used for the

transaction.
19. Select Return.

Card NHumber
Posted Date
Transaction Number

Sequence Number

* Card Transaction - Type 5
H Q

ProCard VISA Trans Details

Errrmrraean() 34

0210172019
610000000010000000000111
1

1-10f1 &

Tab 1 ‘ Tab2 ‘ Tab3 | Tab4 ‘ Tab5 || Tabh ‘

Period Acquiring Bin

1 00003

400100 Card AcceptoriD

Tab1| TabB_‘ Tabg

Tab10 | l»
Card Acceptor ID Supplier Name

Office Depaot

| view Al

20. The ProCard VISA Trans Details window disappears.
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21. Select the Comments button to enter comment text that remains with the associated

procurement card transaction line. (Optional)

€ Reconcie Siatement

Reconcile Statement

Reconcile Statemant

Procurement Card Transactions

:‘ Display Unmasked Card Numbar

:I Risn Budget Vabdation on Sawe
Bank Statement

mwoQ

Transaction Billing | W

1-5af5

Employes g Transaction Budget
Card lssuer  Card Number Trans Date  Merchant Status ni  Currency St
1 [ Fisher Hevada  JPMC Q252019 Office Depat Staged W 100.00 USD X D 2 Mol Chicd
2 [0 FisherNevada  JPMC 22019 # Fumitu Staged w 60.00 USD o Not Chikd
3 [0 FighetMevada  JPMC KT ] OZAER049  Co Staged - 4000 USD Nt Chikd
4 [0 Fisher Nevada  JPMC g { 4 0212019 Fry's Electron Staged = 1400 USD Mot Chicd
& [ FisherNevada JPMC e T ] 02152018 Frys Ele Staged - -33300 USD Hot Chicd
< >
¥ saleaa Cliear A& Stage Verify Approve Validate Budget
Search Purchase Datails & ing Dest on Ta =] -]
- Save I Hodify Refresh
22. The ProCard Comments window displays.
23. Enter Comments.
24. Attach Associated Documents (Optional).
25. Select OK.
ProCard Comments x
Help
Line 1 Description CC_PO_ID
Reference  Supplier Order Number -
Transaction Line Comments Q 10f1 View All
Comments: Status | Active ~ + -
2
Associated Document
Attachment Attach View Delete

=

Refresh
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26. The ProCard Comments window disappears.
27. Select the Distribution button.

{ Reconcile Statement Reconcile Statement * {
lew Window )
Reconcile Statemant
Procurement Card Transactions
:‘ Display Unmasked Card Numbar
[ Run Busget vakdation on Save
Bank Statement
m 1-5 6l 5 Wi Al
Transaction Bilting | W
Employes g Transaction Budget
Hame Card lssuer  Card Number Trans Date  Merchamt Status 0 it CHrmency Status
1 [0 Fisher Hovada JPMG s 0134 OX152019  Ofice Depot Staged e 100.00 USD m Mot Chid
2 [0 Fisher Nevada JPMC b 0152018 Office Furnsures Staged A 60.00 WsD : % HMolChkd
3 [ Fisher Mevada JPMC i 0152019 Staged b 40.00 UsD x & Mol Chikd
4 [0 FisherNevada JPNC ————h 134 02152019 Staged b ~14.00 UsD -hikd
& [ FisherNevada JPMC 34 02152019  Fry's Elecironics Staged ~ -333.00 USD : % | Mol Chkd
- ar Stage Verify Approve Validale Budget
sarch aga Dal e g
Save Hulify Redresh
28. The ProCard Account Distribution window displays. Use it to split accounting distributions

29.

30.

31.

Dist

£

or override defaults for a statement line.
The key difference between this page and the Distribution Templates/Reset Status page is
that this page affects one statement line at a time.
Use the Chartfields tab to manually override the distribution information for the statement
line by changing any of the distribution field values in the scroll area.

Select the Details/Tax tab.

ProCard Account Distribution

He

Ling 1 PO Gty 10000 UoOM  EA
Billing Date 0082019 Billing Amount 100.00 UsD Unit Price 10000000
SpeedChant [+ Transaction Unit Price 100.00000 *Digtribute By | Armaunt .,
Distributions
(s} 1-101 Vigw Al
Chartfields Assetinformation || Statuses I
) . ' State PC Bus .
Parcent Amount Currency *GL Unit Account OperUnit  Fund Dept Class Purpose Unit Project
1 I 1000000 100.00  UsD WAZ2(Q, S0 q 7220 Q 148 Q 10501 Q Q N qQ Q Q
Relresh

[ Ok Cancel
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If the Sales/Use Tax Information should be updated, please follow steps 39 - 41.

32. The Details/Tax tab displays. Use it to review the tax information associated with this

transaction.
33. Select the Asset Information tab.

ProCard Account Distribution

x

Help
Line 1 PO Qty 1.0000 UoOM  EA

Billing Date  03/08r2019 Billing Amount 100,00 USD Unit Price 100.00000
SpeadChart Q Transaction Unit Price 100.00000 *Distribute BY = aAmount e

Distributions

m Q 1-10f1 View All
crameiss || Detaisriax siauses | Ib
SUT Applicable Tax Code SalesiUse Tax % Sales Tax Use Tax Currency
0.0000 0.00 0.00 USD + —

Refresh

OK Cancel

34. The Asset Information tab displays. Use it to review the asset information associated with

this transactions.
35. Select the Statuses tab.

ProCard Account Distribution

x

Helg
Line 1 PO Qty 1.0000 UOM EA
Billing Date  03/08/2019 Billing Amount 100,00 USD Unit Price 100.00000
SpeedChar Q Transaction Unit Price 100.00000 “Distribute By | Amount e
Distributions
H Q 1-1001 View All
Chartfielgs DetailsiTax Aszset Information 103
AM Unit Profile ID CAP# Sequence Capitalize
Q Q Q Q 0 || -
OK Cancel Refresh
36. The Statuses tab displays. Use it to review the status information associated with this
transaction.
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37. Select OK.

ProCard Account Distribution x
Help
Line 1 PO Oty 1.0000 uoMm EA
Billing Date 03/08/2019 Billing Amount 100.00 USD Unit Price 100.00000
SpeedChan Q Transaction Unit Price 100.00000 *Distribute By | Amount b
Distributions
izl Q 1-10f1 View All

Chartfields DetailsiTax Asset Information Statuses >

Chartfield Status Budget Status

Valid Mot Chi'd + -

Cancel = Refresh

38. The ProCard Account Distribution window disappears.
39. Select a transaction and then Select on Purchase Details (Optional).

Transaction Billing 13
E;“"'::”” Card Issuer  Card Number Trans Date  Merchant *Status T'“"::::L"n': Currency
1 1 | Fisher, Nevada JPMC ey 0134 08/06/2018 Costco Staged ~ 40.00 UsSD = »
. [ Fisher, Nevada JPMC e 0134 08/06/2018 Fry's Electronics Approved v -14.00 USD ) ®
3 [0 Fisher, Nevada JPMC e 0134 08/06/2018 Fry's Electronics Staged v -333.00 USD I @
Select All Clear All Stage Verify Approve Validate Budget

Search Purchase Details Split Line Distribution Template

40. Here you can link a purchase order to the transaction (Optional).

9 Note that at the bottom of the Purchase Details screen, the Tax Paid box defaults to

checked. If Tax is not included and Use Tax should be added, please continue with
steps 41 - 42.
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ProCard Purchase Order

Line
Merchant
City
State
Country

~ Purchase Order

*Business Unit | WA010 Q ‘
POID Q ‘
PO Line |

PO Sched Q|
S
Ship To |[PE00T0201
Category Q |

Supplier ltem /—‘
*Quantity ‘7
*UoM EA Q

Unit Prics 500.00000 ‘ usD Transaction Amount  500.00

0 Bill Includes Tax if Applied

Original PO N

Main Campu

Sales/Use Tax Category Search

View Hierarchy PO Pick List

I Look Up PO Line |

Business Unit WaAD0
PO Number 0000000087
Purchase Order Line Number | = v |'
) cm | o | s
Search Results
View 100 € 4 [ 1-20f2 % »
| Purchase [
' Purchase

Order  Gger PO Staws ©7!  jom  Description
Line Date Status
Number

Halp

4

1 09/17/2020 Dispatched | Approved (blank) Excel
091772020 Dispatched Approved (blank) Fabs!

41.

If Tax is 'paid' go to Step 43. Otherwise, select on Sales/Use Tax link on the bottom if Sales/
Use Tax needs to be applied to the transaction.
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Category | Q

Supplier ltem I |
3
“Quantity | 1.0000
"uoM EA Q.
Unit Price | ‘“'*ﬂm| UsD Transaction Amount  40.00
« Bill Includes Tax if Applied
[ Tax Paid

Sales/Use Tax Category Search View Hierarchy PO Pick List
Cancel | Refresh I

42. The Sales/Use Tax page opens. Select either 'lItem is Exempt' OR 'Use Tax Applicable' and
select your Tax Destination. Based on the Tax Destination, Tax Code/SUT Code Pct/Sales Tax
will be defaulted. Sales tax percentage can also be manually entered (Optional).

43. Select the OK button to return to “ProCard Purchase Order” Page.

44. Select the OK to return back to Transactions.

Sales/Use Tax

Tax Applicability l
Tax Destination

Direct P
1o €% [ am i Exompt |

SUT Code Pet  Purchaser Is Exonerated

45. You can change the status of a card transaction for individual lines or for many lines in mass.
To update the status of an individual line, select a value in the Status list.

46. Select the "Approved" or "Verified" list item. Only users with approval role will be able to
“Approve” transactions.
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47. Select Save.

48. You can also run Budget Check process from here. Just select the line and select Validate

Budget.

€ Reconcileé SUlement

Reconcile Statement

Reconcile Statement

Procurement Card Transactions

LJ Desplay Unmasked Card Humber

: Run Budget Vakdaton on Save

Bank Statement

m Q
Transaction Biling | e
Employee
Hame

1 Fisher Nevada
2 [O Fisher Nevada
3 [0 Fishec Nevada
4 [0 Fisher Nevada

5 [0 Fisher Hevada

Card Isswar

JPUC

JPUC

JPUC

JPUC

JPUC

Card Numbsar

ses0134

0134

sesasanassang gy

kT

Trans Date

0252018

02ns2019

0252019

o2ns2019

02N52019

Marchant

Office Depot

“Status

Stagea

Staged

Staged

Staged

w

W

w

T'"m Currency
100.00 USD
$0.00 USD
4000 USD

1400 USD

-13300 USD

49. Process complete.
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