P-Card Reconciliation

To reconcile a transaction, a user must have either the CT_F_A CC_COORDINATOR or
CT_F_A_CC_RECONCILER role.

When a P-Card transaction is waiting to be reconciled, it has a status of "Staged".
After reconciling a transaction, the status should be updated to "Verified".

On the Transaction tab, a transaction's distribution and CDF information can be viewed as well as any
associated PO and contract information.

On the Billing tab, any disputes, comments, and/or attachments can be added.

To reconcile a single transaction to a PO, use the Single Purchase Order Details link.
To reconcile multiple transactions to a PO, use the Apply Purchase Order to a Transaction link.

To split a transaction into two or more lines, use the Split Line Transactions link.

After completing this topic, you will be able reconcile a P-Card transaction in CORE-CT.

Reconcile Statement

Navigation: main Menu > Core-CT Financials > Purchasing > Procurement Card > Reconcile >
Reconcile Statement
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The Reconcile Statement Search page displays.

Favorites = | Main Menu > Core-CT Financials ~ > Purchasing~ > ProcurementCards« > Reconcile~ > Reconcile Statement
r!"!
Coreb
My HR Finance Core-CT Help STARS

Reconcile Statement Search

Rote Name I

Employee ID Q
Name Q
Card Issuer [ JPMC Mastercard v|

Card Number
Transaction Number

Merchant [ Exact Match
Sequence Number

Line Number
Billing Date (&} To &}
Statement Status
Budget Status
Chartfield Status| /]
Transaction Date [#] To [12/21/2018 |[5)
Charge Type
Posted Date El To Bl
Rows Per Page 50!

¥ Auto Save When Scrolling Through Chunks

R

Search Criteria

Role Name: Select a specific role if there a more than one. For example, a user can select the Approver
role to only see the cards where they approve transactions.

Employee Id: Enter or search for the Card holder’s Employee ID (If this is a Department Card, it is the
custodian of the card)

Employee Name: Enter or search for the Card holder's Name (If this is a Department Card, it is the
custodian of the card)

Card Issuer: Always JPMC Mastercard
Card Number: Enter the Last four digits of the Card

Merchant: Enter all or part of the Merchant (Supplier) name. This can be used with the % wildcard for
partial values.

Note: The merchant name may not match the vendor file name.
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Billing Date: The default is blank which will show all transactions. Use the magnifying glass to search for
a specific billing period

Statement Status: The default is blank — Select a specific status (e.g. Verified)
Transaction Dates: The default is to show all transactions
Rows per page: The default is 50

Auto Save When Scrolling Through Chunks: This is checked by default (When you change pages a
save will occur to prevent losing information)

Click the search button to show all transactions that are available to reconcile or enter in search criteria
to limit the view.

Note: Access to cardholder(s) transactions is controlled by Proxy roles.

The Reconcile Statement Page displays.

Favorites + ManMenu ~ > CoreCTFinanciale~ > Purchasing- > ProcurementCards~ > Retoncile~ > Recencile Statement

Cori e—_p-. Home | HRMSWorklist | FIN

My HR Finance Core-CT Help STARS

Reconcile Statement
Procurement Card Transactions

11050 0f 274
bl B

Bank Statement

Transaction || Biling

Personalize | Find | view Al | @ | B Fist ¥ 100150 P Last

Employee Name  Card Number  Trans Date  Posted Date Billing Date Merchant *Status Tran Amount BU PO ID Line Distrib Description POS  Contract ID Line CDF

Nguyen-
1 A Matos Christing  *ssssssesss 8952 09/11/2018 09/12/2018  10M0/2018 ZOOM.US 749.50 OHSM1 =

Q

Sullvan Maureen ..., . = RSCNG-2Y Simple Cyanide =
20, 7475 0U/112018 0W/122018  10/10/2018 TFSFISHER SCI CHI Approved 55.48 DPHM1 0000064029 1 B Referonce Standard For lon Ghromato L 16°SX02334A =]
3 [ GUMANMAUTEEN rrrsrsmees 7475 091102018 0922018 10/10/2018 SUBURBAN STATIONERS, | Approved 645 DPHM1 0000064070 1 (R gusiness Spurce Stainless Steel O 12Psx0184A8 B
iin| i“”'m‘mawe" """"""" 7475 091102018 0911272018  10M0/2018 SUBURBAN STATIONERS, I Approved 215 DPHM1 0000064070 2 B 2:2':2?1”“"55”‘”‘&55 Sleel O 12PsX0184AB B
5 [0 i“””a” MBUTEEN oo 7475 09/102018 0911272018 1011012018 SUBURBAN STATIONERS, | Approved 36.81 DPHM1 DO0DD64070 3 B é‘nvamuangmw Colored Panel Wall 45055018488 2

lips - Standard - 40 S

6 [ SullvanMaureen ... oowe.. 7475 09/102018 09/12/2012  10/10/2013 SUBURBAN STATIONERS, | Approved 4851 DPHM1  DD0DD6A070 s [ Swingine®747® Business Stapler- [ 1ypgxn1g4a8 B

A . 5 Antimicrobial, 26 Sheets, i

Sullivan,Maureen .., OIC Nine Compartment Drawer =
TOR 475 09/102018 091122018 101072018 SUBURBAN STATIONERS, | Approved 16.87 DPHM1 0000064070 o e e [ 12Psx0184AB )
g [ UMD e 7475 091102018 09/12/2018 1011072018 SUBURBAN STATIONERS, | Approved 11.01 DPHM1 0000064070 6 [ Fellowes Mouse Pad-Black -8 [ 12PSXD184AB =
o [ SUINaNMAUTEEN wveesssens 7475 09/11/2018 0211212018 10M0/2018 AARON SUPREME STORAGE 140.00 DPHM1 = =]
seectal 3 Ciear Al Refine Search Undo Reconciliation Stage Verify

Single Item Update Multiple ltem Update
Spit Line Transactions Apply Purchase Order to Transactions
Single Purchase Order Details Apply Contract to POS Transactions

save |[ZINotity || Refresn

General Page Information

Check Box: Check this box to activate the row. The first row is always checked by default. More than
one may be selected.

Employee Name: Will display at the top of the page if that is the only cardholder/card. If there is more
than one, the name will display in the columns.

Card Number: Displays the last four digits of the card
Trans Date: The date the transaction occurred.

Posted Date: The date the transaction posted with the bank
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Billing Date: The billing cycle for the transaction. This is always the 10" of the billing month.

Merchant: The name of the Merchant. This may not match the name in the Vendor file.
Status: Staged — A new transaction
Verified — A transaction that has be reconciled
Approved — A transaction that has been approved
Tran Amount: The amount of the transaction
BU: The Card Holder’s default business unit

PO ID: The PO to which the transaction is reconciled.

Line: The line of the PO to which the transaction is reconciled.

Distrib: Click the distribution Icon |%to review the distribution details. If the transaction has not been
reconciled, the distributions are the set to the defaults from the cardholder’s profile.

Description: The description from the line of the PO to which the transaction is reconciled.
POS: Check this box when using the Blanket JP Morgan PO with a different Contract

Contract ID: The Contract ID from the PO to which the transaction is reconciled. If reconciled to a JP
Morgan PO, the contract id can be updated to reflect the correct contract.

Line: The line of the Contract ID to which the transaction is reconciled (if applicable).

CDF: Common Data Format. Click the CDF icon B to display Level 3 Detail (item information) when
provided by the Merchant.

Sample CDF Item Information

ProCard MasterCard Trans

Card Number ===, 4308
Posted Date 09/13/2018
Transaction Number 000007823145925

Sequence Number 15

[} IFinancial Transaction - Type 5000

Card Acceptor - Type 5001

Tax Addendum - Type 5300 Personalize | Find | View All | 2 | H First ‘4’ 1of1 'k Last
Tab1 || Tab2 || Tab2

Seq No Tax Amount Indicator Tax Amount Tax Rate Tax Type Applied

1 273 d 12,7600 6350.000000000

Corporate Card Line Item Detail - Type 5010
Tab1 Tab 2 Tab 3 Tab4 || Tabs

Product Code Product Code Qualifier Hem Description
1VX2652H CALCULATOR,PRINT,12DIG,FLUCR
2 80653 MARKER ST,DE,EXPO,CHSL, 4COL

Return
.
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Favorlesv | ManMenu v CoreCTFinancials > Puchasing+ > Procurement Gards » > Reconcile » > Reconcile Statement
My HR Finance Core-CT Help STARS
Reconcile Statement
Procurement Card Transactions
1108007274
[ [« Bl ]
Bank Statement
Transaction | Biling
Employee Name  Card Number Trans Date Posted Date  Billing Date Merchant “Status Tran Amount BU PoID Line Distrib
Nouyer
1 [ MatosChristine  **=+=st===2395) 09/11/2018 09/1272018  10/10/2018 ZOOM.US 749.50 OHSM1
Q
2 [ JUINGNMAUCEN ovvvssensr 75 06/112018 DO/122018  10HO/2013 TFS*FISHER SCI CHI Approved 55.48 DPHM1 0000064029 1B
30 2“”"’5” Maureen ... 7475 09/10/2018 09/12/2018  10M0/2018 SUBURBAN STATIONERS, | Approved 6.45 DPHM1 0000064070 1 B
a0 i“”i“a” Maureen 475 09/10/2018 09/12/2018  10/10/2018 SUBURBAN STATIONERS, I Approved 215 DPHM1 0000064070 2
§ [ GUANMAUCN sovcssers 7475 00/102018 09122018 1011012018 SUBURBAN STATIONERS, | Approved 3681 DPHM1 0000064070 3
6 [ SUINENMAUTEEN wweeess7475 00/10/2018 09122018 10MD2018 SUBURBAN STATIONERS, | Approved 4851 DPHM1 0000064070 ¢ =&
O i“”“‘a” MAUTEEN suxwssrisss7g7s 09102018 0911212018 10M0/2013 SUBURBAN STATIONERS, | Approved 15.87 DPHM1 0000064070 5 B
s O i“”'“” el 475 001102018 091272018 10/0/2012 SUBURBAN STATIONERS, | Approved 11.01 DPHM1 D00DDGA070 3
o [ JUIVANMAUIEEN wwammsssi7y75 001112018 09122018 101102018 AARON SUPREME STORAGE Staged v 140.00 DPHM1

seectal 2 Clearal

Single Item Update

Spit Line Transactions
Single Purchase Order Details

[save

Notify || & Refresh

Click on the Refine Search button at any time during the reconciliation process to bring up the Reconcile

| Refine Search

Undo Reconciliation Stage Verity

Multiple ltem Update

Apply Purchase Order to Transactions
Apply Contract to POS Transactions

Statement Search to change or limit the transactions to view.

Transaction Number

ProCard Recon Workbench X

Reconcile Statement Search

Help

Role Name | v|
Employee 1D 633146 Q.
Name |Sinkfield Mora a
Card Issuer [JPMC Mastercard v|

Card Number 4308

Merchant |subur

Sequence Number |
Line Number
Billing Date Q.
Statement Status
Budget Status
Chartfield Status

Transaction Date El

Charge Type[ |

Posted Date 5]

To

To

To

Rows Per Page 50

Il Auto Save When Scrolling Through Chunks

Cancel Clear

Enter the search criteria and click OK
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x |[] Exact Match

Home

Personalize | Find | View Al | 20| B Firt

Description

RSCNG-2Y Simple Cyanide
Reference Standard For lon Chromato

Business Source Stainless Steel
Scissors - 8

Business Source Stainless Steel
Scissors - 8

Advantus Brightly Colored Panel Wall
Clips - Standard - 40 §

Swingline® 747@ Business Stapler -
Antimicrobial, 25 Sheets,

0IC Nine Compartment Drawer
Organizer Tray - 9 Compartment(s

Fellowes Mouse Pad - Black - 8

z

0s

Contract ID

16PSXD233AA

12PSXD184AB

12PSXD124AB

12PSXD184AB

12PSXD184AB

12PSXD184AB

12PSXD124AB

1-90f 50

Line

HRMS Workist

Last

cor
B
B
B
B
B
=]

=
B
B
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The Procurement Card Transaction will re-display with the new search results.

Favorites - ‘ MainMenu ~ > Core-CTFinancials~ > Purchasing~ > FrocurementCards~ > Reconcle~ > Reconcile Statement
~
ore-
My HR Finance Core-CT Help STARS
Reconcile Statement
Procurement Card Transactions
Empl ID Name Sinkfield, Nora
Bank Statement
Transaction
Card Number  Trans Date  Posted Date Billing Date | Merchant *Status Tran Amount BU
1 [ meessea30g 001112018 091132018 10/0/2018[SUBURBAN STATIONERS, | Staged v 213.65 DPHM1
2 [J w4308 09192018 092172018 10/40/2018(SUBURBAN STATIONERS, | Staged v 214.41 DPHM1
3 [J =ern4308 00202018 0972472018  10/40/2018(SUBURBAN STATIONERS, | Staged v 794.85 DPHM1
4 [ ==re4308 002172018 097242018 10/410/2018(SUBURBAN STATIONERS, | Siaged v 376.80 DPHM1
50~ 308 09/252018 0972712013 10/10/2018|SUBURBAN STATIONERS, | Staged v 59.04 DPHM1
select Al T Clear A1 Reiine Search Undo Reconciliation

Single Item Update Multiple Item Update

Split Line Transactions

Single Purchase Order Details Apply Contractto POS Transactions

[Flsave ||[=]Notify || Refresh

The Billing tab can be used to review additional information, view status of rows, and add/review

Apply Purchase Order fo Transactions

comments, attachments, and record disputes.

Click the Billing Tab

Main Menu ~ »  Core-CT Fil jals v >

Favorites « |
Core P

My HR Finance Core-CT Help STARS
Reconcile Statement

Procurement Card Transactions

Empl ID 633146

Bank Statement

JIransaction Billing
Card Number Trans Date Posted Date Billing Date
1 [ eemeesesgapg 0941172018 09/13/2018 1011012018
2 [ sesssssgang 09/18/2018 0972172018 10/10/2018
3 [ esesegng 09/20/2018 09/24/2018 1011012018
4 [ eswssg3ng 09/21/2018 09/24/2018 1011012018
§ [ wes==sy30g 09/25/2018 0972712018 101102018
Select All o Clear All

Single tem Update Multiple item Update

Split Line Transactions
Single Purchase Order Details

[Glsave ||[=]Notify || Refresh

General Page Information

Cards» » R

Personalize | Find | View All | | B2

POID

Line Distrib Description POS
Georgia-Pacific Single-Fold Hand
[LiEsEd 2 Towels - 9.25" x 10.25' - W a

Verify

Name Sinkfield Nora

Merchant

SUBURBAN STATIONERS, |
SUBURBAN STATIONERS, |
SUBURBAN STATIONERS, |
SUBURBAN STATIONERS, |

SUBURBAN STATIONERS, |

Refine Search

Apply Purchase Order to Transactions
Apply Confract to POS Transactions

Personalize | Find | View All | 1| B

Credit

Billing Amount Dispute Amount Collected
21365 0.00 (@]
214.41 0.00 (@]
794.85 0.00 (o]
376.80 0.00 (@]
59.04 0.00 (o]
Undo Reconciliation Stage Verify

The first seven columns are the same as the transaction tab

Revised 12/27/2018

Home
First (4 15015 (@
ContractID Line
12PSX0134AB
First ‘&) 1-50f5 &/ Last
Chartfield
Budget Status g5
Valid Valid
Valid Valid
Valid Valid
Valid Valid
Valid Valid
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Dispute Amount: Enter an amount of an expected credit for tracking purposes only.

Personalize | Find | View All | £ | B First ‘&' 1-90f50 ‘&' Last
Billing Amount Dispute Amount Credit Collected | Budget Status Chartfield
23.88 450 >’ m Not Chid Valid

When there is a dispute with a charge, State policy is to pay the entire amount unless the credit
is received within the same billing period.

To record a dispute, enter the disputed amount in the Dispute Amount Field. Upon saving, the
Credit Collected checkbox will become active.

Review Disputes

Navigation: Purchasing > Procurement Cards > Reconcile > Review Disputes

My HR Finance Core-CT Help
Review Disputes

Procurement Card Transactions

Transactions with Dispute

Personalize | Find | View All | | E

First (& 10f1 &) Last

Transaction || Biling || Cardholder
Collected Disputz Amount  Card Number Description Trans Date Tm'l:r‘:f‘:iu?:: Currency Merchant
O O 4.50 g a0g \August PCard 08/05/2016 23.88UsSD SUBURBAN STATIONERS, |

[ilSave | |[=] Notify

Once the credit has been posted, check the collected box . This will remove if from the display.
Additonal information can be viewed on the other two tabs.
For information on processing a credit, refer to the credit processing job aid.

Comments and attachments can be added by clicking on the Comments Bubble.

Favorites v

CoreD

My HR

MainMenu v 3 CoreCTFinancials» > Purchasing v >

> Reconciew »

Finance | Core-CT Help STARS
Reconcile Statement
Procurement Card Transactions

EmplID 638145

Name Sinkfiela Nora

Personaize | Find |View Al | 21 B Fist 4 15015 b Last

on || giing | )

Card Numiser g Bing Amount Dispute Amount
R o2 val
o - d 21441 vaig
30 - 002018 SUBURBAN ST, 79485 Valid
40 - 01072018 SUBURBAN STATIONERS, | 376.80 0.00 [#] Vaiid Vaiid
5 0 - 0MO/2018  SUBLRBAN STATIONERS, | 50.04 0.00] (=] Vaiid Vaid
R R Refine Searth Undo Reconciiion stage Venty

Wsave | Notity | &3 Refresh
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The ProCard Comments page will display

ProCard Comments

Help
Line 1 Description
Reference 3939159
Transaction Line Comments Find | View All First ‘&) 10of1 ‘®) Last
_— B T — =
(Charged $4.50 in error] | (Edl

Associated Document

Attachment || Altach View Delete

| Cancel Refresh

Type in the comment information.

Click the Attach button to add an attachment

Click the plus ‘+’ or minus ‘-’ button to add or remove comments.
Click OK to return to the reconcile statement page.

Comments and attachments may be added on each transaction line.

The Budget Status is updated when budget check is run (10 AM, 12 PM, 2 PM and once over
night)

The Chartfield Status is normally valid unless there is an issue with the charfield values.
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Reconcile a single transaction line

Navigation: main Menu > Core-CT Financials > Purchasing > Procurement Card > Reconcile >

Reconcile Statement

Favories v ‘ MainMenu ~ > CoreCT Financials v > Purchasing ~ > ProcurementCards v > Reconcile » >  Resoncile Statement

Core-P

My HR Finance Core-CT Help STARS

Reconcile Statement
Procurement Card Transactions

EmplID §33146 Name Sinkfield,Nora

Bank Statement

Transaction | Biling

Card Number e PostedDate  Billing Date Merchant *status. Tran Amount BU
4308 09/11/2018 09/13/2018  10/10/2018 SUBURBAN STATIONERS, | 213.65 DPHM1
g == 4308 09/19/2018 09/21/2018  10/10/2018 SUBURBAN STATIONERS, | 214.41 DPHM1
3 [ meeememeg30g 09202018 09/2412018 1011072018 SUBURBAN STATIONERS, | 794.85 DPHM1
4 [0 wewssesg0s 00212018 002412018 10/0/2018 SUBURBAN STATIONERS, | 376,80 DPHM1
§ [[] mweeeee=4308 00/25/2018 00/27/2018  10/10/2018 SUBURBAN STATIONERS, | 50.04 DPHM1

o Refine Search

Select Al Clear All

Single Item Update Multiple ltem Update

Spiit Line Transactions

Single Purchase Order Details

Apply Purchase Order to Transactions
Apply Contract to POS Transactions

[Flsave ||[=]Notify ||&3 Refresh

Note: The first transaction is always selected when navigating to the Reconcile Statement Page. To work

Undo Reconciliation

Personalize | Find | View All| @] B}

POID Line Distrib Description

TTTTRNEL > Georgia-Pacife Single-Fold Hand

Towels - 9.25 x 10.25' - W

Verity

POS  ContractID

O

12PSXD124AB

Home.

First 4 1-50f5 ®) Last

Lne  CDF

B
B
=
@
B

on a different transaction, unselect the row and select the new transaction row to be reconciled.

Click on the Single Purchase Order Details hyperlink

The ProCard Purchase Order Page will display

Favortes~ | ManMenu v > Purchasingv > ProcurementCards~ > Reconciev » Reconcie Statement
ORACLE'
ProCard Purchase Order
Help
Reconcile Line 3
Procurement Card Transactions Merchant SUBURBAN STATICNERS, |
City SUSAN@SUBURBA
EmplID 504304 v @
state CT
Card Number *==+:0044 card
Country USA
Bank Statement Purchase Order 1@ B Fist @ 190138 * Last
Transaction | Biling “Business Unit MHAM 1 Q Original PO N
TransDate PostedDate  Billing Date Merchant POID |E 0S  ContractID Line  CDF
1 [] 03082017 03/132017  04/10/2017 SUBURBAN STATI PO Line Q (] =
2 [] 03/08/2017 03/13/2017  D4/10/2017 SUBURBAN STATI PO Sched Q (] B
3 ] 03062017 03M3/2017  D4H0/2017 SUBURBAN STATI Supplier ID Q ] B
4 [] 030972017 0343/2017  0AH0/2017 SUBURBAN STATI Location Q ] B
ship To =
5 [] 03082017 03132017  04/10/2017 SUBURBAN STATI a (| B
item ID Q =
6 [] 03092017 03132017  D4HM0/2017 SUBURBAN STATI B2
] Category (30000000 aQ = =
7 [ 03092017 03132017  D4M0/2017 SUBURBAN STATI Supplier liem (] R
8 [] 031072017 03132017 04102017 SALTOFTHEEART ~Quantity 1.0000 ]  07PSX0269AA B
9 [ 03102017 03132017  04/10/2017 SUBURBAN STATI *UOM YR (] B
Unit Price 570.84000 USD Transaction Amount 570.94
seectAl T Giear an e |
I Bill Includes Tax if Applied
Single Item Update Multiple [ 7Tax paid
Spiit Line Transactions Apply 7 oK Cancel Refresh
Single Purchase Order Details Apply G
|[@save |[=INotity || Refresh |

The default business unit may be changed if the reconciler has access to multiple business units.

Click the magnifiying glass next to the PO ID field to look for an available PO

Revised 12/27/2018
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Favom&sv‘ MainMenu v > Purchasing v

ORACLE’

> Procurement Cards » > Reconcile~ >  Reconcile Statement

Single Item Update

Spit Line Transactions
single Purchase Order Details

Save ||EINotily |[<3 Refiesh |

ProCard Purchase Order
Help
Reconcile Statement Line 3
Procurement Card Transactions Merchant SUBURBAN STATIONERS, |
City SUSAN@SUBURBA
EmplID 504304 o @
State CT
Card Number *-+-+:0044 Card
Country USA

Bank Statement v Purchase Order eI B Fist @ 19038 O Last
Transaction || Biling “Business Unit MHAM1 Q Original PO N

Trans Date  Posted Date _ Billing Date Lne  coF
1 O oaoenot7 oaa0r7  oamozorz | LOOKUPPOID B
2 [J 03002017 03132017 04HOI017 | e

Business Unit MHAM
3 B4 03092017 03130017 04102017 8 o, e [regins v v
4 [ 03002017 031372017 0411012017 S|
5 [ 03092017 03132017 041102017 sf | LookUP EEET Cancel | Basic Lookup
6 [] 030972017 03132017 0411012017 S| Search Results
7 [ 030012017 031372017 041012017 'S View 100 First ‘&) 12002 (M) Last
8 [] 0302017 03132017 04102017 S| PoMumber 'SPV PUICNESE po gy SPOTSUPRIE g tieriD Name 1 Buyer  Descriplion ' Purchase Order Reference] oo
D Order Date Name pe Balance
9 [] 03102017 03432017  D4MD2017 S| 0000055719 134994650 03132013  Dispaiched 134234650F-001 00003169 JP MORGAN CHASE BANK MathisL MHA - Mathis,Linda General DMHAS-JP Morgan BanK 12325.26
D00D0BB006 134994650 05/05/2017  Dispatched 134994650F-001 0000059169 JP MORGAN CHASE BANK MathisL MHA - Mathis,Linda General Obligation Peard Testing |129035.07

Select All o Clear All

The Look Up PO ID search window will appear with all purchase orders that can be reconciled to this

transaction

In order for a PO to

show on the list it must meet all the following:

(see the appendix for how to view the tax id)

[ ]

e The PO mu
e The PO mu
e The PO mu

The view will also

st have a Budget Check status of Valid
st have a Document Tolerance of Valid
st be Dispatched

display the entire PO encumbrance balance.

Select the PO from the list

The ProCard Purchase Order page will display

Be a JP Morgan PO or Be a PO with the same tax id as the transaction

Favontes = ManMenu v > Purthasngw > Procurement Cardsw > Reconcilew > Reconcile Statement
ORACLE’
ProCard Purchase Order
.
Reconcile Statement
Procurement Card Transactions
Empl 1D 504304
Card Number """ D044 Card|
Country USA
Bank Statsment Purchase Order IEE  Fist & 180038 & Last
Transaction | Bding | =3 *Business Unit -4 aQ Original PO N
Trams Dste Posted Dote Biling Oste Merchant S Contract 10 e cOF
1 [ 03092017 0332017 4102017 SUBURBAN STATY B
2 [ 0300017 03132017 04102017 SUBURBAN STAT PO Sched Q B
3 [ 0309/2017 03M32017 04102017 SUBURBAN STATI Supplier IO a B
Locati a
4 [0 03002017 03132017  DAMD2017 SUBURBAN STATI ocation % B
ShipTo a
5 [] 02092017 03M32017 041102017 SUBURBAN STAT o B
e a
6 (] 03002017 0332017 O4/10/2017 SUBURBAN STAT N B
7 [] O¥092017 OMI32017  OANIZDI7 SUBURBAN STAT B
8 [ 03102017 0AN32017  D4MDRDIT SALTOFTHEEART o0 0] oresxozsann B
o [ 03102017 0332017  OAMD2017 SUBURBAN STATI B
v Unit Price 57064000 USD  Transaction Amount 57094
® seectan T ciearan Lo
¥ Bill Includes Tax it Appied
Single ltem Update Multiple CJrax paia
Spit Line Transactions: Agoyd oK Cancel || Refresh
Single Purchase Order Detais Aosly
[Save | [=Notiy |[Z Rekesn

Click the magnifying

glass for the PO line
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Favorites ~ | Main Menu ~ > Purchasing~ > ProcurementCards ~ > Reconcile~ > Reconcile Statement

ORACLE"
ProCard Purchase Order
Help.
Reconcile Statement Line 3
Procurement Card Transactions Merchant SUBURBAN STATIONERS, |
City SUSAN@SUBURBA
Empl ID 504304
State CT
Card Number *xx551:0044 card
Country USA
Bank Statement v Purchase Order | B Fist @ 190f38 ) Last
Transaction || Biling *Business Unit MHAW1 Q Original PO N
TransDate  PostedDate  Billing Date Merchant POS  Contract ID Line

Look Up PO Line
1 [] 03082017 0332017  04/10/2017 SUBURBAN STATI

Help
2 [] 03092017 03132017 0411012017 SUBURBAN STATI e
3 [ 030972017 03132017  04M02017 SUBURBAN STATI
Search Results
4 [] 03092017 031132017 0411012017 SUBURBAN STATI
View 100 First (4 17017 (b Last
5 [] 03092017 03/132017 041102017 SUBURBAN STATY E——
Business | omer e PUSRE o Cameel L orman Encumbrance Received Available
6 [ 03082017 03132017 041102017 SUBURBAN STATI unit e gt Dats ®  status ore nformaton 1 galance  Amount Amount
umber
7 [ 03082017 03132017 04/10/2017 SUBURBAN STATI| MHAM1 0000063006 1 2017-05-05 Dispatched Approved OOC - Credit Card | 19035.07 9000 772067
o (B [ETEYE GETEANE  ([OREAT SATETET MHAM1 0000068006 2 2017-05-05 Dispatched Approved SMHA - Credit Card_| 20000 10000 10000 B mrmaomn
MHAM1 0000068006 4 2017-05-05 Dispatched Approved WCMHN - Gredit Card 10000 10000 10000
9 [] 03402017 03132017  04M0/2017 SUBURBAN STAT] MHAM1 0000088006 5 2017-05-05 Dispatched Approved GMHC - Credit Card | 20000 20000 20000
MHAM1 0000068006 6 2017-05-05 Dispatched Approved CRMHC - Credit Card| 20000 20000 20000
selectAl T Clear Al MHAM1 0000068006 7 2017-05-05 Dispatched Approved CVH - Credit Card | 20000 20000 194471 ve |
MHAM1 0000068006 8 2017-05-05 Dispatched Approved RVS - Credit Card | 20000 0 0
Single Item Update Multiple
Spit Line Transactions Apply A |
Single Purchase Order Details Apply Q

[save |[Z]Notily |[£* Refresh

To the right of the line number are 3 columns
Encumbrance Balance: This is the remaining encumbrance amount on the PO line

e Line 1 has an encumbrance balance of 19,035.07 (the PO line was for 20,000 indicating 946.93
has been vouchered already)

e The Encumbrance is updated when the voucher successfully budget checks.
Received Amount: This is the total amount received

e Line 1 has been received for a total 9,000 (on either one or multiple receipts)
Available Amount: This is the amount left available to reconcile.

e Line 1 has an encumbrance balance of 19,035.07 but only 9,000 has been received so the
available amount is the received minus the expended (9,000- 946.93 = 7,720.67)

e As new transactions are reconciled to the line, the amount available will update when the row is
saved.

Line 3 has been canceled so it does not show up as a line to reconcile against (signified by the arrow)

Select the appropriate line

Revised 12/27/2018 Page 11 of 26



Example 1:

Favorites v ‘

ORACLE"

Reconcile Statement

Main Menu ~

Purchasing » » Procurement Cards v >

Reconcile v >

Reconcile Statement

ProCard Purchase Order

Line 2

EmplID 504804
Card Number ==+===+=0044

Procurement Card Transactions

Name Malena,Christopher
Card Provider JPMG

State CT

Merchant SUBURBAN STATIONERS, |
City SUSAN@SUBURBA

Country USA

¥ Purchase Order

*Business Unit [MHAM? aQ

Original PO N
Bank Statement PO IDQ
| Transaction || giling |
TransDate PostedDate  Billing Date Merchant “Status Tran Amount BU} Look Up PO Line x
1 [J 03092017 03132017  D4/10/2017 SUBURBAN STATIONERS, | 75.00 MH Help
2 [ 03092017 03132017  04/10/2017 SUBURBAN STATIONERS, | CireEl
3 [J 03092017 03132017  D4/10/2017 SUBURBAN STATIONERS, | Staged ~ 570.94 MH |Search Results
4 [ 03002017 031372017  04/10/2017 SUBURBAN STATIONERS, | 25.14 MH | View 100 First &) 1707 (V) Last
Purchase
5 [ 030092017 03A32017  04/10/2017 SUBURBAN STATIONERS, | 49.03 MH Business Lo\ ber OrderLine P 00 sams OO o mation | EPCUMbrance Received Available
rder Date Balance Amount  Amount
6 [ 03092017 03/13/2017  04M0/2017 SUBURBAN STATIONERS, | 38.67 MH Number
WMHAW1 0000063006 1 2017-05-05 Dispatched Approved OOC - CreditCard 1903507 9000 772067
7 [ 030012017 021302017 04/10/2017 SUBURBAN STATIONERS, | Eira 7 3227 MH | [RAWT 0000068008 2 2017-06.05 Dispatched Approved SMHA - Credit Card 20000 1000010000
2 [ 02402017 03132017  04/10/2017 SALTOFTHEEARTHWTDGR 408.00 MH | MFAWT DODDDBB0DG 2017-05-05 Dispatched Approved WCMHN - Credit Card 10000 10000 110000
MHAM1 D0DD0GAD0G 5 2017-05-05 Dispatched Approved CMHC - Credit Card 20000 20000 20000
9 [J 030017 03132017  D4/10/2017 SUBURBAN STATIONERS, | 124.57 MR | a1 0000068006 6 2017-05-05 Dispatched Approved CRMHG - Credit Gard 20000 20000 20000
o MHAM1 0000068006 7 2017-05-05 Dispatched Approved CVH - Credit Card 20000 20000 19447.1
Select Al Clear All MHAM1 0000068006 8 2017-05-05 Dispatehed Approved RVS - Credit Card 20000 0 o
Single Item Update Multiple Item Update []
Spit Line Transactions Apply Purchase Order to Transactions
Single Purchase Order Details Apply Contract to POS Transactions
|[Esave |[=INotify || Refresh
Reconcile Transaction for 80.00 to Line 2 of the PO which has 10,000 available
Favorites v MainMenu v > Purchasing~ > Procurement Cards~ > Reconcilev > Reconcile Statement
ORACLE"
Reconcile Statement
Procurement Card Transactions
EmplID 504304 Name Malena Christopher
Card Number *** Card Provider JPMC
Bank Statement Personalize | Find | View All | | ¥ First ‘4 1-90f38 ‘» Last
Transaction || Biling
TransDate Posted Date Billing Date Merchant *Status Tran Amount BU POID Line Distrib Description POS  Contract ID Line  COF
1 [] 03092017 03/132017 04102017 SUBURBAN STATIONERS, | Staged v 75.00 MHAM1 B )
I 2 [ 0300972017 031132017  04/10/2017 SUBURBAN STATIONERS, | 80.00 MHAM1 0000068006 [&  SMHA- Creatt Card [0 07PsX0269AA @)
3 [] 0300922017 03432017  04/1072017 SUBURBAN STATIONERS, | Staged v 570.94 MHAM1 [
4 [ 03002017 03/132017  04/10/2017 SUBURBAN STATIONERS, | [Staged v 25.14 MHAM1 =]
5 [] 03092017 03132017  04/10/2017 SUBURBAN STATIONERS, | Staged v 49.03 MHAM1 :
6 [ 030072017 03132017  04/10/2017 SUBURBAN STATIONERS, | Staged v 33.67 MHAM1
7 [ 03092017 03132017  04/10/2017 SUBURBAN STATIONERS, | 32.27 MHAM1
8 [J 031072017 03132017  04/10/2017 SALTOFTHEEARTHWTDGR Staged v 408.00 MHAM1 0000068006 CVH - Credit Card [  07PSX0269AA
9 [ 031072017 03132017  04/10/2017 SUBURBAN STATIONERS, | Staged v 12457 MHAM1
v Select All Clear Al Refine Search Undo Reconciliation Stage Verify Approve

7] Notify

Single Item Update

Split Line Transactions
Single Purchase Order Details

2 Refresh

Multiple item Update

Apply Purchase Order to Transactions
Apply Contract to POS Transactions

Save the transaction

Revised 12/27/2018
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Core-[@1f

Favorites + ‘ Main Menu +

ORACLE'

Reconcile Statement

Empl ID 504804
Card Number 540044

Bank Statement

Transaction | Biling
TransDate  Posted Date
03/09r2017  03/13/2017

03/0972017  03/13/2017
03/09/2017  03/13/2017
03/09/2017  03/13/2017
03/0972017  03/13/2017
03/08/2017  03/13/2017
03/0972017  03/13/2017

® ~ o

m)
O
5]
m)
5 O
]
m)
0 cano2017 03132017
[ 03102017 031132017

seectal 2 clear Al

Single ltem Update

Spit Line Transactions
Single Purchase Order Details

[ Save |[=]Notily |[2% Refresh

Procurement Card Transactions

Name Malena,Christopher

Card Provider JPMC

Billing Date Merchant
041012017 SUBURBAN STATIONERS, |
04/10/2017 SUBURBAN STATIONERS, |
04/10/2017 SUBURBAN STATIONERS, |
04/10/2017 SUBURBAN STATIONERS, |
04/10/2017 SUBURBAN STATIONERS, |
04/10/2017 SUBURBAN STATIONERS, |
041012017 SUBURBAN STATIONERS, |
04/10/2017 SALTOFTHEEARTHWTDGR

041012017 SUBURBAN STATIONERS, |

Multiple ltem Update

Apply Purchase Order to Transactions|
Apply Contract to POS Transactions

MR RN

> Purchasing~ > Procurement Cards~ > Reconcile v > Reconcile Statement

*Status
Staged
Veriied
Staged
Staged
Staged
Staged
Staged
Staged
Staged

ProCard Purchase Order

Look Up PO Line

Help
Cancel
Search Results
View 100 Fist (0 1707 () Last
Purchase
BUsess L ot PUCRAte L Cancel L mation | ENCUMbraNce Received Available
Unit Order Date Balance Amount Amount
Number
MHAW1_ 0000068006 1 2017-05-05 Dispalched Approved QOC - Credit Card  19035.07 9000 772067
MHANH 0000058006 2 2017-05-05 Dispatched Approved SMHA - Credit Card 20000 100009920
WHAN 000DDGB006 4 2017-05-05 Dispatched Approved WCMHN - Gredt Gard 10000 1000010000
MHAM1 0000068006 5 2017-05-05 Dispatched Approved CMHC - Credit Card 20000 20000 20000
MHAM1 0000063006 6 2017-05-05 Dispatched Approved CRMHC - Credit Card 20000 20000 20000
MHAM1 0000068006 7 2017-05-05 Dispatched Approved CVH - Credit Card 20000 20000 194471
MHAWM1 0000068006 8 2017-05-05 Dispatched Approved RVS - Credit Card 20000 0 0
oy
“Quantity 1.0000
*UOM YR
Unit Price 570.04000] USD Transaction Amount 57094
¥ Bill Includes Tax if Applied
O Tax Paid
OK || cancel || Refresh |

Help

Click to reconcile another transaction and now line 2 shows the 80.00 has been applied and deducted
from the available amount (It now shows 9920)

Example 2: Line 8 has 20,000 encumbered but has not been received so nothing can be reconciled to
this line until a receipt is done.

Favories + ‘ Main Menu =

ORACLE’

Reconcile Statement

Empl ID 504804

Card Number **==20044

Procurement Card Transactions

» Purchasing~ > Procurement Cards » > Reconcile » > Reconcile Statement

Name Malena.Christopher

Card Provider JPMC

Select All o Clear All

Single Item Update

Split Line Transactions

Single Purchase Order Details

Multiple ftem Update

Refine Search

OK

The PeopleCode program executed an Emor statement, which has produced this message.

Apply Purchase Order fo Transactions

[)save |[[=]Notify || Refresn

Apply Contract to POS Transactions

Bank Statement Personalize | Find | view Al | 30 B First (4 1-90f38 '} Last
Transaction || Biling
Trans Date  Posted Date Billing Date Merchant *Status Tran Amount BU POID Line Distrib Description Contract ID Line CDF
1 [J 03092017 0311372017  D4/10/2017 SUBURBAN STATIONERS, | 75.00 MHAM1 B
2 [0 030972017 034372017  D4/0/2017 SUBURBAN STATIONERS, | 50.00 MHAM1  DD000E8006 2 SMHA - Credit Card 07PSXD269AA By
[ = 03002017 032017 G4HT012017 SUBUREAN STATIONERS. | [Staged v] 570.94 MHAMT | 0000068006 g RVS - Credt Card 07PSX0269AA =]
12 1 030072017 03372017 0410/2017 SUBURBAN STATIONERS, | 25.14 MHAM1 )
5 [] 030872017 03132017  04/10/2017 SUBURBAN STATIONERS, | 49.03 MHAM1 @
6 [] 0309/2017 03/13/2017  D4/10/2017 SUBURBAN STATIONERS, | Message &)
7 [ 03092017 03A3/2017  D4M0/2017 SUBURBAN STATIONERS, | 3
& [ 03102017 034372017  D4MD/2017 SALTOFTHEEARTHWTDGR |E|smhullnn amount of $570.94 exceeds the current received amount of 0 for MHAM1 0000068006 8 1 [ERR2] (0,0) | j260AA [}
9 [ 03A0/2017 031372017  04/10/2017 SUBURBAN STATIONERS, | By

If the amount exceeds the received amount an error message will display explaining which line and for

what amount.
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Core-[@1f

Example 3: If the PO line is left blank, the system will attempt to apply the transaction to every open line
on the purchase order.

17 [ 04132017 041172017
18 [] 041372017 04/17/2017
19 [ 041372017 041172017
20 [ 04142017 041172017

05/10/2017 A AND A OFFICE SYSTEMS
05/10/2017 A AND A OFFICE SYSTEMS
05/10/2017 A AND A OFFICE SYSTEMS

05/10/2017 STAPLES ING - VT

*Quantity 1.0000)
*UOM EA
Unit Price 4818000 USD

' Bill Includes Tax if Applied

Favorites ~ ‘ ManMenu ~ > CoreCTFinancils» > Purchasing» > ProcurementCards~ > Reconcile~ > Reconcile Statement
Core-0M e
ProCard Purchase Order
Help
My HR Finance Core-CT Help Line 20
Merchant STAPLES INC -VT
City COLUMBIA
Reconcile Statement State SC
Procurement Card Transactions Country USA
EmplID 638146 Name S| Purchase Order
Card Number +=32430g Card Provider i “Business Unit DPHM1 a Original PO N
PO ID[0000059484 |@
irst (4 12- »
Bank Statement First (4/12-200f35 (&' Last
Transacti Billn
ra"saT::s D:l; Pished Date Billing PO Sched Q
g Date Merchant jct ID Line.
Supplier ID Q
12/ [J 04132017 04142017  D5AD/2017 INT*IN *SYMBOLOGY ENTE
Location Q
13 [] 041132017 0411472017  05/10/2017 LONZA WALKERSVILLE INC
ship To Q
14/ [] 04102017 04142017 0510/2017 HACH COMPANY {em 1D aQ
15 [] 041132017 04M17/2017  05/10/2017 SUBURBAN STATIONERS, | Category Q 0269AA
16 [ 04132017 04M7/2017  05/10/2017 SUBURBAN STATIONERS, | Supplier ltem 0269AA

Transaction Amount 4518

Single ltem Update

Split Line Transactions
single Purchase Order Details

[ Save | [=]Notity | Refresh

[ 7ax Paid
m]
Select Al Clear All o Canel e
Single Item Update Multiple Item Update
Split Line Transactions Apply Purchase Orck
Single Purchase Order Details Apply Contract to PC
[ Save Notify | |2 Refresh
Favorites ‘ MainMenu = > Core-CT Financials= > Purchasing ~ > ProcurementCards ~ > Reconcie~ » Reconcile Statement
Core ST -
My HR Finance Core-CT Help
Reconcile Statement
Procurement Card Transactions
EmplID 633146 Name Sinkfield,Nora
Card Number ===24305 Card Provider JPMC
Bank Statement Personalize | Find | View Al | 2| =] First ‘4) 12-200f35 (*) Last
Transaction | Biling
Trans Date  Posted Date Billing Date Merchant *Status Tran Amount BU PO ID Line Distrib Description POS  Contract ID Line CDF
12 [ 04132017 0411412017 05072017 INTSIN *SYMBOLOGY ENTE Staged v 225.52 DPHM1 B
13 [ 04132017 041142017 0511072017 LONZA WALKERSVILLE INC Staged v 145.06 DPHM1 B
14 [ 04102017 041472017 0502017 HACH COMPANY Staged L4240 DBRUL =
15 [] 041132017 0417/2017 05072017 SUBURBAN STATIONERS, | Verified Message PSX0269AA B
16 [] 04132017 0417/2017 051072017 SUBURBAN STATIONERS, | Verified X0269AA B
If you do not select a PO Line number, ALL PO lines will be prorated to THIS transaction. Do you REALLY want that? (0,0) =
17 [ 04132017 041772017  05M0/2017 A AND A OFFICE SYSTEMS Staged B
18 [ 041132017 04117/2017  0SM0/2017 A AND A OFFICE SYSTEMS Staged Yes No B
19 [ 04132017 0417/2017 05072017 A AND A OFFICE SYSTEMS Staged v TEOE0 DPAMT B
20 [ 0411412017 04/17/2017  05/10/2017 STAPLES ING -VT Staged v 48.18 DPHM1 B
selectAl D Clear Al [ Refine Search | [ Undo Reconciliation | | Stage Il Verify Il Approve

Multiple ftem Update

Apply Purchase Order to Transactions
Apply Contract to POS Transattions

A message will display confirming that this is correct.

Clicking yes will split the transaction amount proportionately to each open line.

Clicking no will return back to the reconciliation page.

Revised 12/27/2018
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The ProCard Purchase Order Page will display

Purchase Order

ProCard Purchase Order

Line 1

Merchant SUBURBAN STATIONERS, |

City SUSAN@SUBURBA
State CT
Country USA

*Business Unit [ DPHM1 Q

PO ID 0000063485 |Qy

PO Line
PO Sched
Supplier ID
Location

Ship To

Item ID
Category
Supplier ltem

| Cancel

13 |Q
Q

L oL LL

*Quantity 1.0000
*UOM EA
Unit Price 213.65000| UsSD

' Bill Includes Tax if Applied
[Tax Paid

Refresh

Orig

inal PO N

Transaction Amount 213.65

Click the OK button once the information has been selected

Favorites v ‘ Main Menu v
—~
Core 5D
My HR Finance Core-CT Help

Recencile Statement

Procurement Card Transactions

Empl ID 633146

Bank Statement

Transaction | Biling

091372018

STARS

Name Sinkfield,Nora

10/10/2018 SUBURBAN STATIONERS, |

Staged ~

> CoreCTFinancials» > FPurchasing~ > Procurement Cards » > Reconcile~ > Reconcile Statement

21365 DPHM1

Personalize | Find | View Al | 31| B8

Home HRMS Wc

First 4 15075 &) Last

16PSXD058AA

1308 09/11/2018

0000063485 19-044 W.Sullvan-Airfare

PRl “+4308 09/19/2018 08212018 10/10/2018 SUBURBAN STATIONERS, | Staged v 214.41 DPHM1 = O &
30d= 74308 09/20/2018 0972472018  10/10/2018 SUBURBAN STATIONERS, | 794.85 DPHM1 B &
4 [ #sssens4308 00212013 002412018 1D/10/2018 SUBURBAN STATIONERS, | 376,30 DPHM1 0000054154 [ Seoriataric Snge o Hand [ 12Psxnig4as B
5[] * ++4308 002572018 092712018 10/10/2018 SUBURBAN STATIONERS, | 50.04 DPHM1 = B
soectal O ciear Al Refine Search Undo Reconciliation Stage Verify

Single item Update

Spiit Line Transactions
Single Purchase Order Details

=] Notity || 2 Refresh

Multiple ltem Update

Apply Purchase Order to Transactions
Apply Conract to POS Transactions

The PO, Line, Description, and Contract display.

If the transaction was reconciled to a supplier PO or it was reconciled to a JP Morgan purchase order but
it was not a contract purchase, the process is complete.

Click Save.
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Page 15 of 26



If the transaction was reconciled to a JP Morgan purchase order and it was a contract purchase, update
the contract to the correct one.

Favorites =

ManMens ~ > CoreCTFinancials~ > Purhasing~ > ProcurementCards= > Reconcle~ > Reconcie Statement
~
CoreST
My HR Finance | | CoreCTHelp | ~ STARS
Reconcile Statement
Procurement Card Transactions
Empl ID 838148 MName Sinkfield Nora
Bank Statement
Transaction ng | [
Cord Mumbes  Trama Date Posted Date  Biling Date. Merchant Stz TanAmount BU POID
1 ) e300 0112010 DOMAZ0IE 10102019 SUBURBAN STATIONERS, | = < 21365 DPHM1 00003495
2 Q= 308 0 8 0OIR0IS 1102018 SUBURBAN STATIONERS, | [Staped v 21441 DRHM1
3 [J meea3g 00 10V1072018 SUBURBAN STATIONERS, | [Stagsa v 70485 DPHM:
101102018 SUBURBAN STATIONERS, | [Staged v 5.80 DFHM1  0000DS4154
10/102013 SUBURBAN STATIONERS, | Staged v 58,04 DPHM!
R — Refine Search Undo Reconcitation

le Hem Update

Spit Line Transactions:
Single Purchase Grder Detais

43 Refresh

iple tem Update

Appiy Purchase Order 1o Transactions

Appiy Contract 1o FOS Transac!

Line

13

Personaize | Fing | view s | &) B Firt
Distrits Deserption POS [Comtractin
(R 10-0eav u] 5
Georgia-Pacic Single-Foid Hand . -
& PEXD1S4AS
= Towels -9.25 x 10.25 O reremaie
verty

Check the POS check box. This will open the Contract ID field

Favorites ~ Man Menu » >
Core5T
My HR Finance Core-CT Help

Reconcile Statement
Procurement Card Transactions

EmplID 638146

Bank Statement

Transaction || Ging | [

Cand Wumbor  Trans Date Posted Dete
1H 4308 0/112018 09132018
20 TEI19018 aR12018

30
« 0
50

09202018

09212018 09242018

[———r 73018

v Select All Clear All

Single lter Update

Spit Line Transactions.
Single Purchase Order Details

Hsave [FiNoty || Resresn

Care-CT Financials ~ >

Purchasing ~ >

STARS

Name Sinkdeid Nora

Bilng Date erchani
104102018 SUBLRBAN STATIONERS,
1102018 SUBURBAN STATIONERS,
104102018 SUBURBAN STATIONERS,

10102018

SUBURBAN STATIONERS,

10102018 SUBURBAN STATIONERS,

Procursment Cards = »

Reconcie~ >
*Statua

Staged ~
Staged ~
Staged v

Refine Search

Multiple It Update

Apply Purchase Crder to Transactions
Apply Contract to POS Transactions

Update or search for the contract id

Favodles ~ | MainMens » ; CoCTFnancas~ > Puchasinge » Procurement Cas+ » Reconcie -
Core ST
My HR Finance Core-CT Help STARS
Reconcile Statement
Procurement Card Transactions
EmpliD 638145 Name Sinkfiski Nora
Bank Statement
Transaction | &
Cart Wumer T Posted Date  Billng Date Merchant “status
=] 4308 0911 OA12018 104102018 SUBURBAN STATIONERS, |
20 4308 DSOS (X 10/0/2018 SUBURBAN STATIO! 1 ~
30 4300 00202018 0102018 SUBURBAN STATION Staged ~
lnl 4308 DOZIZNNE O SUBUREAN STATIONERS, | ged v
s 0 w4300 050G 0AZTIZ018 SUBURBAN STATIONERS. | Staged v
® seectan Cisar Al inion Beercly

Single Item Update

Spit Line Tramsac:
Single Purchase Order Detairs

I Notity_| & Refresn

Click Save

Multiple Item Update

Agply Purchase Order to Transattions
Agoly Contract 1o POS Transactions

Revised 12/27/2018

Recances Statement

Tran Amount B
21365 DPHaN
21441 DRI
79485 DPHM
37830 DR

59.04 DPHI1

Unda Reconcik

Recancive Statement

Tran Amount BU

21365 DPHMI
214.41 DPHM
76485 DPHM1
37680

DPHM1

59.04 DPHMI

Undo Reconciliation

PoID
0000063485

0000054154

POID
0000063485

0000064158

Personalize | Find | view 1 | | B

Line Distr Description
13 R 1904 W Sulivan Atare
. [ Georgia-Pacifc Single-F
2 R Towsls- 925 x 1025
verty
Personalze
Line Distrib Description
13 (3 19044 Wsulvan-aitare
&
&
2 [ CeouPaciic Snge-FodHand

Towels - 9.25 x 10.25 - W

Varily

PoS

o

Pos
=]

First

Contract 1D

M [iersxosaan

12PSXD1B4AB

i view st | 3] B

First

XD184AB

Home

4 15005 & Law

ure  coF

B

B

B

B

]

Homa  HRMS Wor
Sof5 & Last
Une  cOF
B
B
B
.

Home | HRMS Wi
i-50f5 & Last

HRMS W,

Page 16 of 26



Undo Reconciliation
If a row was reconcilied in error, the transaction can be reset by clicking the Undo Reconciliation button

Note: If the transaction was previoulsy split, it will not recombine the rows.

Undo Reconcilation will work on any transaction up until a voucher is built.

Favorites ~ ‘ Main Menu ~ > Purchasing» > ProcurementCards= > Reconcile~ > Reconcile Statement

ORACLE"

Reconcile Statement
Procurement Card Transactions

Empl ID 504804 Name Malena Christopher
Card Number **er=esx 0044 Card Provider JPMC
Bank Statement Personalize | Find | View Al | 20| B First @ 1-0038 ) Last

Transaction | Biling

TransDate  PostedDate  Billing Date Merchant “Status Tran Amount BU POID Line Distrib Description POS  Contract D Line
1 [ 03092017 03132017  04/10/2017 SUBURBAN STATIONERS, | 75.00 MHAM1 =}
2 [] 03/09/2017 03132017 041072017 SUBURBAN STATIONERS, | 80.00 MHAM1 =
nzmmnw 03/132017  04/10/2017 SUBURBAN STATIONERS, | 570.94 MHAM1 0000068006 7 B cvH-Creditcard [0 07PSXD269AA
4 [0 03092017 031372017  04/10/2017 SUBURBAN STATIONERS, | 2514 MHAM1 =1
5 [] 03092017 03132017 041072017 SUBURBAN STATIONERS, | 49.03 MHAM1 =3
6 [ 03082017 03132017  04/10/2017 SUBURBAN STATIONERS, | 38 67 MHAM1 =
7 [J 03022017 03132017  04/10/2017 SUBURBAN STATIONERS, | 32.27 MHAM1 5
8 [] 03M0/2017 03432017  04/10/2017 SALTOFTHEEARTHWTDGR 408.00 MHAM1 0000068006 7 B ovH-credtcan [ 07PSx0269AA
9 [J 03M02017 03/13/2017  04/10/2017 SUBURBAN STATIONERS, | 124 57 MHAM1 &)
seiectAl O Clearal Refine Search : Stage Veriy Approve
Single tem Update Multiple Item Update
Spit Line Transactions Apply Purchase Order to Transactions
Single Purchase Order Details Apply Contract to POS Transactions

[[)save || Notify || Refresh

Select the row(s) to be unreconciled

Click the Undo Reconciliation button

Message

Once this transaction is undone, you will be retumed to the search screen. (0,0)

The following message will display.
Click OK

The Reconcile Statement Page will display.
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Main Menu ~ > Core-CT Financials » > Purchasing v > Procurement Cards v > Reconcile» >

Favorites ‘
Core G

My HR

Finance

Core-CT Help

STARS

Reconcile Statement Search

Role Nami

Employee ID Q
Name Q
Card Issuer [ JPMC v

Card Number
Transaction Number
Merchant [ Exact Match

Sequence Number

Line Number
Billing Date Q To Q
Statement Status| |
Budget Slatus
Chartfield Status[— ~/]
Transaction Date [+ To|1221/2018 |
Charge Type[ /|
Posted Date 1] To E]
Rows Per Page 50

M Auto Save When Scrolling Through Chunks

Search Clear

Enter any criteria and click the Search button

Reconcile Statement

Favorites ~ | Main Menu > Purchasing~ > ProcurementCards~ > Reconcile~ > Reconcile Statement

ORACLE’

Reconcile Statement
Procurement Card Transactions

EmplID 504504
Card Number ==*====0044

Name Malena, Christopher
Card Provider JPMC

Bank Statement
Transaction || Biling

Personalize | Find | View All | G0 B First (4 1.00f38 ) Last

Line Distrib Description POS ContractID Line

Trans Date  Posted Date Billing Date Merchant *Status. Tran Amount BU POID
1 {7} 03082017 03372017  D4/10/2017 SUBURBAN STATIONERS, | 75.00 MHAM1
2 [ 03092017 03/13/2017  04/10/2017 SUBURBAN STATIONERS, | 80.00 MHAM1
3 [ 030012017 031132017  04/10/2017 SUBURBAN STATIONERS, | 570.94 MHAM1
4 [ 030872017 03372017  D4/10/2017 SUBURBAN STATIONERS, | 25.14 MHAM1
5 [ 03092017 03/1372017  04/10/2017 SUBURBAN STATIONERS, | 49.03 MHAM1
6 [ 03092017 031372017  04/10/2017 SUBURBAN STATIONERS, | 33,67 MHAM1
7 [ 03092017 0311372017  04/10/2017 SUBURBAN STATIONERS, | 32.27 MHAM1
8 [ 03102017 03/1372017  04/10/2017 SALTOFTHEEARTHWTDGR 408.00 MHAM1 0000063006
o [ 03102017 03132017  04/10/2017 SUBURBAN STATIONERS, | 12457 MHAM1
select Al clear Al Refine Search Undo Reconciliation

Single Item Update Multiple ltem Update

Split Line Transactions
Single Purchase Order Details

Apply Purchase Order to Transactions
Apply Contract to POS Transactions

il Save

Nofify _|[% Refresh

CVH - Credit Card [0 o7Psxo269AA

Stage erify Approve

The transaction has been reset and can be reconciled again.
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Split Line Transaction

This can be used when the vendor charges one lump sum for products that need to be broken down.
(For example separate a shipping charge, or different amounts going to different chartfields)

Note: Once a transaction has been split and saved it cannot be recombined

Navigation: Main Menu > Core-CT Financials > Purchasing > Procurement Card > Reconcile >
Reconcile Statement

Reconcile Statement

Empl 1D 632146
Card Number ****=*=4308

Bank Statement

Transaction | Biling
Trans Date  Posted Date

[ 10/21/2016 102112016
1072212016  10/24/2016
10/28/2016  10/31/2016
11/04/2016  11/07/2016

11/08/2016  11/09/2016
11/08/2016 110912016

[m]
O
O
[J 110612016 11/07/2016
O
O
0

11/08/2016  11/09/2016

9@1 1/09/2016 11/08/2016

11118/2016  11/18/2016
1172212016 1172212016

O
O

12 [J 1172212016 11/22/2016
O 112212016 1112212016
[m]

1172012016  11/30/2016

Select All o Clear All

Single ltem Update

Split Line Transactions

Single Purchase Order Details

[)save |[E]Notty |[{¥ Refresh

Procurement Card Transactions

Name Sinkfieid,Nora

Card Provider JPMC

Billing Date Merchant
1111172016 AMAZON MKTPLACE PMTS
1111112016 AMAZON COM
1111172016 AMAZON MKTPLACE PMTS
1111172016 AMAZON.COM
1111172016 AMAZON.COM
1111172016 AMAZON.COM
1111172016 AMAZON.COM
1111112016 AMAZON COM
1111112016 AMAZON MKTPLACE PMTS
121172016 AMAZON.COM
12/11/2016 AMAZON MKTPLACE PMTS
1211172016 AMAZON MKTPLACE PMTS
1211112016 AMAZON MKTPLACE PMTS
1211112016 AMAZON MKTPLACE PMTS

Multiple ltem Update

Tran Amount BU POID
-408.70 DPHM1
250.00 DPHM1

11.00 DPHM1
95.06 DPHM1
14259 DPHM1
150.00 DPHM1
53.92 DPHM1
308.84 DPHM1
21.58 DPHM1
-41.74 DPHM1
14.05 DPHM1
217.87 DPHM1
49.00 DPHM1

o (o] [2] [9] [2] [2] [2] [2] [¢] [¢] [¢] [] [2] [2] ¢
& (B8] (2] @] |&](&]\&] 2] 2] (8] 8] 8] 18] 8] B
s (2] (2] (2] 2] (2] 2] 2| (2] 2] 2] 2| 2] 2] &
<) L] Le Le] [¢] [<] [¢] [¢] [¢] [¢] [¢] [] <] L¢

36.64 DPHM1

Refine Search

Apply Purchase Order to Transactions
Apply Contract to POS Transactions

Line Distrib Description

=]
=]
=
=]
=]
=
=]
=]

Stage

Personalize | Find | View 9 | 3| B

POS  Contract ID

erify

First ‘4" 1-140f 14 ‘b Last

Line CDF

Check the line to be split

Click on Split Line Transaction hyperlink

The ProCard Transaction Splits screen appears

Revised 12/27/2018
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Line
Trans Date
Posted Date
Merchant
Description
Split Rules
Description
ITEM A

ITEM B

oK

ProCard Transaction Splits

9

11/09%2016

11/092016

AMAZON MKTPLACE PMTS

Cancel

Billing Amount

2158 USD

Reference DUK3IGQHMX491

Personalize | Find | View All | 21| 53

Transaction Amount

Billing Amount

14.95

Help

First ‘& 1-20f2 &/ Last

Percentage
1495 68.277108 [+ [=]
6.63 [+ [=]

Click the plus ‘+’ or minus ‘-’ button to add or remove rows

Enter a Description (Optional — This description will be overwritten when it is reconciled to the PO)

Enter the Billing Amount and the percentage will calculate

Or enter the Percentage and the amount will calculate.

The total of the rows must equal the total amount and 100%

Click OK

You will be returned to the Reconcile Statement with the rows split as they were entered.

Reconcile Statement

Empl ID 633146

Procurement Card Transactions

Name Sinkfield Nora

Single tem Update

Multiple ftem Update

P TR
Sil Purchase Order Details

[)save |[[=]Notify ||z Refresn

Apply Purchase Order to Transactions
Apply Contract to POS Transattions

Card Number ===, 4308 Card Provider JPHC

Bank Statement Personalize | Find | Views | 2] & First ‘4" 1150715 ‘b Last

Transaction || Biling
Trans Date Posted Date  Billing Date Merchant *Status Tran Amount BU POID Line Distrib Description POS  ContractID Line  CDF
1 [0 102172016 10/21/2016  11/11/2016 AMAZON MKTPLACE PMTS -408.70 DPHM1 £
2 [] 102212016 10/2472016 11112016 AMAZON.COM 250.00 DPHM1 B
3 [0 10782016 10312016 114172016 AMAZON MKTPLACE PMTS 11.00 DPHM1 &
4 [ 11042016 11/07/2016  11/11/2016 AMAZON.COM 9506 DPHM1 By
5 [ 11/06/2016 11/07/2016  11/11/2016 AMAZON.COM 142.59 DPHM1 B
6 [ 11/08/2016 11/09/2016  11/11/2016 AMAZON.COM 150.00 DPHM1 &)
7 [0 11/08/2016 11/09/2016  11/11/2016 AMAZON.COM 53.92 DPHM1 =) £
- ++0a046 o004 n0ie AMAZONGOM e e— 255 a4 ool = B
[ 9 M 11/09/2016 11/09/2016  11/11/2016 AMAZON MKTPLACE PMTS 14.95 DPHM1 S mEmMA ] &
10 I 11/09/2016 11/09/2016 111112016 AMAZON MKTPLACE PMT. [Siaged | 663 DPHMT TEMB B
1 [0 11H82016 11M82016  12H1/2016 AMAZON.COM -41.74 DPHM1 B
12 [0 117222016 1172212016 12112016 AMAZON MKTPLACE PMTS 14.05 DPHM1 &
13 [J 112272016 112212016 121172016 AMAZON MKTPLACE PMTS 217.87 DPHM1 B
14 [0 117222016 112212016 12H1/2016 AMAZON MKTPLACE PMTS: 49.00 DPHM1 2
15 [ 11282016 11/30/2016  12/1172016 AMAZON MKTPLACE PMTS 36,64 DPHM1 L)

seectal  Cearal Refine Search Stage ety
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Update Multiple Transactions

Navigati ON: Main Menu > Core-CT Financials > Purchasing > Procurement Card > Reconcile >

Reconcile Statement

Purthasing - > PrOCUIemeNt Cards > Reconcie- >  Reconcie Statement

Reconcile Statement
Procurement Card Transactions

Empi ID Name Sinifisid Nora

Bank Statement

Personaize | Find [View Al | 01 Fest 15015 @
Transaction || Siling | [FH
Cord Murber  Trams Dot Postod O Biling Dste. Merchant “Statin TanAmount B0 FOID Line Desn_ Descripton POS Contract e
107102013 SUSURBAN STATIONERS, | [ E
101 SUBURBAN STATIONERS, | Staged v =)
1011012018 SUBURBAN STATIONERS, Cr— B
= - | Georga-Pacitc Sngle-Foid Hand [EE——
S 09242018 10102018 SUBLRBAN STATIONERS, Siage 000006415 2 = P
0242018 10M02018 SUBLRBAN STATIONERS, | == v 000064154 B O 12psxomses
4306 DBR52018 Q272018 10102018 SUBURBAN STATIONERS, | [Staged ~| 50.04 DPHMY =]
T« B Refne Sexcn Uneo Reconcilaton sage ety Asprove

Single ltem Update

Spit Ling Transactions
Single Purchase Order Details

HISave | [iINosty | &2 Retresh

To apply a PO Line to multiple rows, select the rows to reconcile.

Click on the Apply Purchase Order to Transactions hyperlink

Mass Update Purchase Order

*Business Unit DPHM1 |Q

“PO Number
Q

“Line Number

Schedule Number

Ok Cancel

The Mass Update Purchase Order page will display.

Follow the same instructions to search for a PO and Line number as reconciling an individual transaction

Click OK

Favorites ~ ‘ MainMenu v > Purchasing v > Procurement Gards + > Reconcile~ > Reconcile Statement

ORACLE"

Reconcile Statement
Procurement Card Transactions

Empl ID 633145 Name Sinkfield Nora

Bank Statement

Personalize | Find | View Al | 2] &

Fist @ 15015 &

Line

Transaction || Biling

Card Mumber  Trans Date Posted Date _ Billng Date Merchant “status TranAmount BU___ PO Line Distrib_Description POS_Contract ID
19 4308 09/11/2018 0Y/132018  10/10/2018 SUBURBAN STATIONERS, | Staged v 2136 DPHMT 0000063485 15 Gr 19044 W Sulivan-Aifare O] 16PSX0058AA
2 [ wereernai08 06192018 09212075 10101201 SUBURBAN STATIONERS, | 21aa1|oPrns oooooe2azs 13 Bb 1904w Sullvan-Aare [ epsxoosann
3 [ w308 00202018 002412018 10/102018 SUBURBAN STATIONERS, | Staged Yl 704.85 DPHMT B =]
4 4308 092112018 00242018  10/10/2018 SUBURBAN STATIONERS, | Staged v 376.80 DPHM1 0000064154 7 B o o [ 12PSX0184AB

Towels -9.25 x 10.25 - W

5 [Z] *eee4308 00252018 0U272018  10/1072018 SUBURBAN STATIONERS, | Staged v S ualnPHm 0000063485 13 B 19044 W.Sullvan-Airtare O] 16PSxo0seAa |
sooctal D Glearal Refine Search Undo Reconciliation Stage Verify Approve

Single ltem Update Multiple ltem Update

Spit Line Transactions
Single Purchase Order Details

{ADply PUrchass Order 1o Transacions
Apply Contract to POS Transactions

Notiy | [ Refresh

Click Save
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Apply Contract to POS Transactions

If a transaction has been reconciled to a JP Morgan PO, the Contract may be updated to reflect the

correct contract. When there are multiple rows that utilized the same contract, the apply contract to POS
Transactions option can be used.

Navigation: mMain Menu > Core-CT Financials > Purchasing > Procurement Card > Reconcile >

Reconcile Statement

Favorites ~ ‘ Main Menu ~

ORACLE’

Reconcile Statement
Procurement Card Transactions

Bank Statement

Transaction | Biling
Employee
Name ‘Card Number  Trans Date  Posted Date

1| k4 |Corcoran, Scott
2| 4 [Corcoran,Scott *
3| 4 [Corcoran,Scott *
4| ¥ [Corcoran,Scott =
5| b [Corcoran,Scott =

6| ¥ [Corcoran, Scott

seectal 3 ciearan

Single ltem Update

Spit Line Transactions
Single Purchase Order Details

[F)save ||(=]Notity | % Refresh

+3527 0GM32016 0OM7/2018
+3527 09M32016 09M7/2018
+3527 09M32016 09M7/2018
+3527 091212018 09M4/2018
+3527 091212018 091472018
+3527 0911312018 09M7/2018

Billing Date Merchant

101072018 NUTMEG INTL TRUCKS-N H
101072018 NUTMEG INTL TRUCKS-N H
1011072018 NUTMEG INTL TRUCKS-N H
1010/2018 NUTMEG INTL TRUCKS-N H
1010/2018 NUTMEG INTL TRUCKS-N H
1010/2018 NUTMEG INTL TRUCKS-N H

Refine Search

Multiple ltem Update

Apply Purchase Order to Transactions

Apply Contract fo POS Transactions

> Puchasing~ > ProcurementCards~ » Reconcile~ > Reconcile Statement

*Status

Undo Reconciliation

Tran Amount BU
262.94 DOTM1
105.19 DOTM1
358.50 DOTM1

48.40 DOTM1
94.96 DOTM1
-500.00 DOTM1

POID

Stage

0000184347
0000194347
0000194347
0000194347
0000194347
0000194347

Home

Personalize | Find | Viewd | 1] B Fist (0 160f6 & Last

Line Distrib Description

1
1
1
1
1
1

erify

=
=
=
B

U

Equipment Repair Parts
Equipment Repair Parts
Equipment Repair Parts
Equipment Repair Parts
Equipment Repair Parts

Equipment Repair Parts

Approve

POS  ContractID Line CDF
i [16PSX0058AA B
16PSX0058AA B
16PSX0058AA B
16PSX0058AA B
16PSX0058AA B
16PSX0058AA B

Select the rows to the left to be updated and click the POS checkboxes to open the Contract Id field.

Click the Apply Contracts to POS Transactions hyperlink

The Mass Update Contracts screen will display

Mass Update Contracts

SetlD STATE

Contract ID 16PSX0058A4

Contract Line

Ok

Cancel

Q

Refresh

Help

Click the magnifying glass to search for a list of available contracts.

The Look Up Contract ID will display

Revised 12/27/2018
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Look Up Contract ID

Help
SetlD STATE
Contract ID| begins with
Look Up Clear Cancel | Basic Lookup

Search Results

View 100
Confract ID Description Supplier ID Short Supplier Name MName 1
15PSX0017AH DOTM1 0000099159 0000010213 D60985773F-001  NUTMEG INTERNATIONAL TRUCKS INC
[15Psx0101AB]DOTM1 0000101693 0000010213 D60YEETT3F-001  NUTMEG INTERNATIONAL TRUCKS INC
16PSX0058AA PURCHASING CARD 0000059169 134994650F-001  JP MORGAN CHASE BANK

First ‘& 130f3 &/ Last

Select the correct contract

Mass Update Confracts x
Help
SetlD STATE
Contract ID [15PSX0101AB a,
| Contract Line QL

| Cancel Refresh

Search for or enter a Contract Line if applicable.

Click OK

Favorites + ‘ MainMenu > Puchasingw > ProcurementCardsw > Reconclev > Reconcile Statement

ORACLE"

Reconcile Statement
Procurement Card Transactions

Personaiize | Find | Views | | B First

Bank Statement
Transaction || Biling

e Card Number ~ Trans Date  Posted Date  Billing Date Merchant Tran Amount BU POID Line Distrib Description
20204 DOTM1 0000104347 1 [R Equipment Repair Parts

1 [ Corcoran Scott = ~3627 00/13/2016 091772018  10/10/2018 NUTMEG INTL TRUCKS-N H

2 4 Corcoran,Scott ** #3527 0G/13/2016 09M7/2018  10M0/2018 NUTMEG INTL TRUCKS-N H 105.18 DOTM{ 0000194347 [5  Equipment Repair Parts
3 M Corcoran,Scott ** #3527 0911372016 091772018 10M0/2018 NUTMEG INTL TRUCKS-N H 35850 DOTM1 0000134347 R Eouipment Repair Parts

4 4 Corcoran Scott ** #3527 09/12/2018 0971472018 10/10/2018 NUTMEG INTL TRUCKS-NH
5 M Corcoran,Scott ** =3527 09/12/2018 09/1472018  10/10/2018 NUTMEG INTL TRUCKS-N H 9495 DOTM! 0000194347 & Eauipment Repair Parts

ol (2] [@] [« [2] [2] ¢
S &8] (&) (2] 8] & &
gl |2 |2 2| (2| (8] &
<) <] 1<) <] 1<) 1<

1
1
48.4D0 DOTM1  DD00194347 1 R EouipmentRepair Parts
1
1

#3527 09/13/2018 09/17/2018  10/10/2018 NUTMEG INTL TRUCKS-N H -500.00 DOTM1 0000194347 [F  Eauipment Repair Parts

6 [ Corcoran Scott **

seectal O Crear Al Refine Search Undo Reconciiation Stage Verify Agprove
Single Item Update Multiple ltem Update
Split Line Transactions Apply Purchase Order to Transactions
single Purchase Order Details Apply Contract to POS Transactions

[ESave || =i Notty | (22 Refresn
All the checked rows are now updated with the new contract id.

Click Save

Revised 12/27/2018

b1
]
&

KR ERER™

Home

4 1606 (b Last

[Contract ID Line CoF
[15PSX0101A8 a B
15PSX01014B | B
[15PSX0101AB8 Q B
[15PSX0101AB Q =3
[15PSX0101AB Q B
[15PSX0107AB Q =3
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Verifying Transactions
Once a row has been reconciled, the next step is to make it Verified.

Favorites + | Main Menu ~

ORACLE'

Reconcile Statement

Purchasing ~ > Procurement Cards v

Procurement Card Transactions

Empl ID

Card Number ****=****3537

Bank Statement

> Reconcile~ >

Name Corcoran,Scoft

Card Provider JPMC

Reconcile Statement

Personalize | Find | View Al | 21] B Fist 4 10110 * Last
Transaction || Biling
Trans Date  Posted Date Billing Date Merchant *Status Tran Amount BU POID Line Distrib Description POS  Contract ID Line
1 & 09122013 091412018 10/10/2018 NUTMEG INTL TRUCKS-N H Staged 94.96 DOTM1 0000194347 1 Equipment Repair Parts 1EPSX0101A8
verified | |
2 [ 0912/2013 091412018  10/10/2018 NUTMEG INTL TRUCKS-N H SmEr v 48.40 DOTM1 0000194347 1 Equipment Repair Parts 15PSX0101AB
3 [ 09132018 09M7/2018  10M0/2018 NUTMEG INTL TRUCKS-N H Staged v -500.00 DOTM1 0000194347 1 Equipment Repair Parts 15PSX0101AB
4 [] 09132018 09/17/2018  10/10/2018 NUTMEG INTL TRUGKS-N H 105.19 DOTM1 0000194347 1 Equipment Repair Parts 15PSX0101AB
5 [] 09132018 09/17/2018  10/10/2018 NUTMEG INTL TRUCKS-N H 29284 DOTM1 0000194347 1 Equipment Repair Parts 15PSX0101AB
6 [0 09132018 091772018 101012018 NUTMEG INTL TRUCKS-N H Staged ~ 358,50 DOTM1 0000194347 1 Equipment Repair Parts 15PSX0101AB
7 [0 09202012 0912412018 10/10/2018 NUTMES INTL TRUCKS-N H 280.70 DOTM1
3 [ 0921/2013 092412018 10/10/2018 NUTMEG INTL TRUCKS-N H Staged v 3,454.78 DOTM1
9 [ 09/24/2013 09262018 10M0/2018 NUTMEG INTL TRUCKS-N H Staged v 47.12 DOTMI
selectAl 3 clear Al Refine Search Undo Reconciliation Stage Verify
Single Item Update Multiple Item Update
Spit Line Transactions Appiy Purchase Order to Transactions
Single Purchase Order Details Appiy Contract to POS Transactions
[=] Notity | [ Refresh
Favorites ~ | MainMenu ~ > Purchasing~ > ProcurementCards~ > Reconciew > Reconcile Statement
ORACLE’
Reconcile Statement
Procurement Card Transactions
Empl ID Name Corcoran,Scott
Card Number *==:3527 Card Provider JPMC
Bank Statement Personalize | Find | View Al | 21| B First (& 100110 ' Last
Transaction || Biling
Trans Date  Posted Date Billing Date Merchant *Status Tran Amount BU POID Line Distrib Description POS  Contract ID Line CDF
1| |oor1212012 0911472018 101012018 NUTMEG INTL TRUCKS-N H 94.96 DOTM1 0000194347 1 Equipment Repair Parts 15PSX0101A8
2 ({4 |09r12r2018 091142018 10/0/2018 NUTMEG INTL TRUCKS-N H 4840 DOTM1 0000194347 1 Equipment Repair Parts 15PSX0101AB
3|M [09r13r2018 osr7i2018 10M10/2018 NUTMEG INTL TRUCKS-N H -500.00 DOTM1 0000194347 1 Equipment Repair Parts 15PSX0101AB
4|4 [09/13/2018 09/17/2018  10/D/2018 NUTMEG INTL TRUCKS-N H 10519 DOTM1 0000194347 1 Equipment Repair Parts 15PSX0101AB
5|4 |0913/2018 0917/2018  10M0/2018 NUTMEG INTL TRUCKS-N H 292.94 DOTM1 0000194347 1 Equipment Repair Parts 15PSX0101AB B
6| (091132018 09M7/2018  10M0/2018 NUTMEG INTL TRUCKS-N H 358.50 DOTM1 0000194347 1 Equipment Repair Parts 15PSX0101A8 )
7|b4 |p9r20r2018 091242018 10M0/2018 NUTMEG INTL TRUGKS-N H 280.70 DOTM1 B
8 [J 0912172018 09/24/72018  10M0/2018 NUTMEG INTL TRUCKS-N H 3,454.78 DOTM1 B
9 [J 09/2472018 09/26/2018  10/D/2018 NUTMEG INTL TRUCKS-N H 4742 DOTMA =
seectar 1 cearan RERER] UDEEE T Stage

Single Item Update

Spiit Line Transactions
Single Purchase Order Details

[Save || Notify

2 Refresh

Multiple rows can be verified by selecting the rows and clicking the Verify button.

Click Save.

Note: If necessary, the status can be changed back to Staged

Multiple item Update

Apply Purchase Order to Transactions
Apply Contract to POS Transactions
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Appendix: Identifiying a transaction Tax Id

Once a transaction is in the Reconcile Statement page, the tax id can be viewed in the CDF information.

Navigati ON: Main Menu > Core-CT Financials > Purchasing > Procurement Card > Reconcile >

Reconcile Statement

Favorites v ‘ Main Menu ~

ORACLE’

Reconcile Statement

>

Purchasing ~ > ProcurementCards~ > Reconcile~ >

Procurement Card Transactions

Empl ID 035020

Card Number =357

Bank Statement

Transaction | Biling

Trans Date  Posted Date
1 o 09122018 09/14/2018
2 M 00122018 09/1472018
3 09/13/2018  09/17/2018
09/13/2018 09/17/2018

09132018 09/17/2018

00/20/2018 09/2472018

5]
5]
53

6 ¥ 09132018 001772018
&
[J 022112018 09/2472018
O

09/24/2018 00/26/2018

Select All o Clear All
Single ftem Update

Spiit Line Transactions

Single Purchase Order Details

Name Corcoran,Scott

Card Provider JPMC

Billing Date Merchant
10/10/2018 NUTMEG INTL TRUCKS-N H
10/10/2018 NUTMEG INTL TRUCKS-N H
10/10/2018 NUTMEG INTL TRUCKS-N H
10/10/2018 NUTMEG INTL TRUCKS-N H
10/10/2018 NUTMEG INTL TRUCKS-N H
10/10/2018 NUTMEG INTL TRUCKS-N H
10/10/2018 NUTMEG INTL TRUCKS-N H
10/10/2018 NUTMEG INTL TRUCKS-N H
10/10/2018 NUTMEG INTL TRUCKS-N H

Multiple ltem Update

2| (2] [2] [2 (2] [2] (2] [2] [g] ¢
g 8 |8 8 8|88 8 8
S| 888 B 28888
313 12 12 5] 5] 2] 8] 2] §
AR AR AN N A
<) <] <] <] <] (<] <] <] [«

Reconcile Statement

Refine Search

Apply Purchase Order to Transactions

Save |[[=]Notity || Refresh

Apply Contract to POS Transactions

Click the CDF icon for the transaction to review

Tran Amount BU

94.96 DOTM1

48.40 DOTM1
-500.00 DOTM1
105.19 DOTM1
292.94 DOTM1
358.50 DOTM1
280.70 DOTM1

3,454.78 DOTM1

4712 DOTM1

POID Line
0000194347 1
0000194347 1
0000194347 1
0000194347 1
0000194347 1
0000194347 1

Undo Reconciliation

Personalize | Find | View Al | 20| B First

Distrib Description

Equipment Repair Parts
Equipment Repair Parts
Equipment Repalr Parts
Equipment Repair Parts
Equipment Repair Parts

Equipment Repair Parts

Stage Verify

ProCard MasterCard Trans

Card Number ®=st===+2355T7
Posted Date 09/14/2018
Transaction Number D00007825407433

Sequence Number 415

Financial Transaction - Type 5000

Personalize | Find | View Al | | @

Reversal Flag

First ‘&' 10f1 &/ Last

Estimated Tax
Indicator

Zip Code

Alternate Description

Tab1 || Tab2 || Tab3 || Tab4 || Tab5 || Tab6 || Tab7 || Tabg || TabQ | Tab10
Seq No Processor Transaction ID
1 2019 2234540501815677352713091402193100000000141323
Card Acceptor - Type 5001 |
Tabi || Tab2 || Tab3 || Tab4d | Tab5 |
NAICS Num il Taxid VAT Num
1 060035773 060935773
Tax Addendum - Type 5300 Personalize | Find | View All | &= | E
Tab 1 Tab2 || Tab3
Seq No Tax Amount Indicator Tax Amount Tax Rate
1 2021 i 5.6700

6350.000000000

Click the Tab 5 under the Card Acceptor — Type 5001 section

First ‘4 10of1 & Last

Tax Type Applied

This transaction can be reconciled to a p-card PO if this id matches

Revised 12/27/2018

@

IR REEAS

Contract ID
15PSX0101AB
16PSX0101AB
15PSX0101AB
15PSX0101AB
15PSX0101AB.
15PSX0101AB

Line

1-90f 10 ‘») Last

=
B
B
B
B
=
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Navigation: Main Menu > Core-CT Financials > Purchasing > Purchase Orders > Add/Update PO

Favontes ~ | MainMenu ~ > Purchasing - > Purchase Orders~ > Add/Update POs

ORACLE’

Maintain Purchase Order
Purchase Order

Business Unit DOTM1 PO Status Dispatched A *
POID 0000195445 Budget Status Valid
Copy From Hold From Further Processing
Header (2

PO Date 097282018 Supplier Search Doc Tol Status Valid

Backorder Status Mot Backordered
Supplier Details

*Supplier 060985773F-001 Create BackOrder

Receipt Status Not Recvd
*Dispatch Method Dispalch

Amount Summary (7

*Supplier ID 0000010213 NUTMEG INTERNATIONAL TRUCKS ING

*Buyer SantiagoSam DOT-Santiago Samuel

PO Reference

Header Details Activity Summary Merchandise 43.82 UsD
PO Defaults Edit Comments FreightTax/Misc. 0.00 Calculate
PO Activities Add ShipTo Comments Total Amount 43.82
Requj;sntl.ons Document Status Encumbrance Balance 43.82
~ Actions Obligation Amount 43.82
Add ltems From (7 Select Lines To Display (7
Catalog liem Search Search for Lines Line Q, To Q, Retrigve

Purchasing Kit

The tax id is on the main page under Supplier

Note: the suffix does not need to match
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