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For more information and specific user guides, navigate to:

SABHRS Documentation > Financials > User Guides
 > Purchasing
Reconcile ProCard Transactions

Every day, the previous day’s procard transactions are loaded into the SABHRS Financial system. Agency personnel are responsible for reviewing and approving the transactions prior to the end of the billing cycle, when the accounting entries and journals are generated. 

Reconcile Statement

To reconcile and approve procard transactions, navigate to:

Purchasing > Procurement Cards > Reconcile > Reconcile Statement

Enter any information you want to search by and click the Search button.  You can reconcile charges for a single employee but if you leave all fields blank then all employees you are a proxy for will be displayed.

If you wish to search by Billing Date, you must first select the Card Issuer then select the Billing Date. 
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Only transactions of cardholders for whom the user is a proxy will be displayed.

Click the Distribution icon to review the transaction account distribution.

[image: image3.png]Reconcile Statement

Procurement Card Transactions

Employectlame S0 CordMumber  Trans Date  Merchant “Status Transsction Currency Chartfield  Registrib
1 [0 Boggesspatti  USB remsrsg5g5 09/09/2011 W SUPERCENTER Verified ~| 12047 USD OB Jvatia Yes
2 [ BoggessPatti USB swsssssarsssg5g5 00/09/2011 WH SUPERCENTER Verified ~| 154.83/USD QB valia Yes
3 [ GrenstenPaulV USB arssmeren2335 (0010912011 | EXXONMOBIL 45940731 Staged v 100.00 USD QB valia Yes
4 [ GrenstenPaulV USB arsmmerer2335 (0010912011 | EXXONMOBIL 45940731 Staged v 74,95 USD QB valia Yes
5 [ GrenstenPaulV USB aessmeren2335 0011512011 THERMAL SUPPLY - 22 Staged v 49.37 USD QB valia Yes
6 [ GrenstenPaulV USB arssmeren2335 0011612011 THERMAL SUPPLY - 22 Staged v 171.00 USD QB valia Yes
7 [ GrenstenPaulV USB arssmeren2335 (0812412011  AIRCRAFT SPRUCE Staged ] 2482/ USD QB valia Yes
8 [ GrenstenPaulV USB assseresn2335 0812612011 |HD SUPPLY FACILITIES MTNC [ Staged v -29.36 USD QB valia Yes
9 [ EvanslLomaine S USB wemserg1gq09/07/2011 CMI EDUCATION INSTITUTE | [ Veriied ~| 189.99 USD QB valia Yes
Selectall O clearan Stage Verty | | Alocate





If necessary, change the account distribution by entering or selecting the desired values in the appropriate fields.  You can also select a single speedchart by typing it in or using the lookup icon to select it.  When you tab out of the field the distribution information will be updated appropriately. 
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When finished click the OK button. 

Multi-Speedcharts

To use multiple speedcharts when reconciling a transaction, click the Distribution icon [image: image5.png]


 and click on the Multiple Speedcharts button.

Enter the speedchart key, account, and amount values. Insert additional rows as necessary by clicking the Add a new row icon 

. 
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Note: The total(s) of the speedchart(s) must equal the total billed amount.
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When all rows have been entered, click the [image: image8.png]Explodelll



 button. The system will automatically save the distribution coding and display Multi-Speedchart Distribution page with the exploded distribution lines.
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If additional distribution lines are needed, click the Insert lines icon 

. To delete unnecessary rows, click the Select box [image: image11.png]


 of the line to be deleted and click the Delete lines icon 

.   

Click the Save button when finished.  Click the Return to Transactions Page link to return to the Reconcile Statement page.

If the distribution coding on the transaction has changed, the value in the Redistrib column will list as Yes.
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Procurement Card Transactions

Employectlame S0 CordMumber  Trans Date  Merchant “status Transsction Currency Chartfield  Registrib
1 [0 Boggesspatti  USB swsssssassssg5gS 00/09/2011 W SUPERCENTER Verified ~| 12047 USD QB valia @
2 [ BoggessPatti USB swsssssarsssg5g5 00/09/2011 WH SUPERCENTER Verified ~| 154.83/USD QB valia Yes
3 [ GrenstenPaulV USB arssmeren2335 (0010912011 | EXXONMOBIL 45940731 Staged v 100.00 USD QB valia Yes
4 [ GrenstenPaulV USB arsmmerer2335 (0010912011 | EXXONMOBIL 45940731 Staged v 74,95 USD QB valia Yes
5 [ GrenstenPaulV USB aessmeren2335 0011512011 THERMAL SUPPLY - 22 Staged v 49.37 USD QB valia Yes
6 [ GrenstenPaulV USB arssmeren2335 0011612011 THERMAL SUPPLY - 22 Staged v 171.00 USD QB valia Yes
7 [ GrenstenPaulV USB arssmeren2335 (0812412011  AIRCRAFT SPRUCE Staged ] 2482/ USD QB valia Yes
8 [ GrenstenPaulV USB assseresn2335 0812612011 |HD SUPPLY FACILITIES MTNC [ Staged v -29.36 USD QB valia Yes
9 [ EvanslLomaine S USB wemserg1gq09/07/2011 CMI EDUCATION INSTITUTE | [ Veriied ~| 189.99 USD QB valia Yes
Selectall O clearan Stage Verty | | Alocate





To approve the transaction, click the Status drop down list and select Allocated.
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[image: image43.wmf]Note: When the accounting entries and journals are generated, all transactions will be posted, even those still in a Staged or Verified status!

To approve all transactions at once, click the Select All link and then click the Allocate button. You can also approve multiple transactions by selecting them and clicking the Allocate button.
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If desired, you can add comments to the transaction by clicking the Comments icon [image: image16.png]


.

You may enter unlimited text in the comments field, or attach a document, if desired.

Click the Save button when finished.

Distribution Template

Users can update the distribution coding on several transactions for a single user at once by using the Distribution Template link.

To reconcile a cardholder’s transactions, navigate to:

 Purchasing > Procurement Cards > Reconcile > Reconcile Statement

Enter the employee ID in the appropriate field and click the Search button. 

Select the transactions to be re-distributed by clicking the select box [image: image17.png]


 in the appropriate row and click the Distribution Template link.
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Procurement Card Transactions

CardMumber  Trans Date Merchant “Status Transaction currency Shantield Reaistrib
swsssssssss3GEg 08/30/2011 | THRIFTWAY #3 00793141 Verified v 125.00 USD QB valia Yes
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Enter the new speedchart key or valid chartfield values, the account, and click the OK button.  The GL Unit is required; if it does not default in from the speedchart then fill it in.
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If desired, click the distribution icon [image: image20.png]


 to verify that the distributions were updated on the selected transactions. 

Select the transactions you want to approve and click the Allocate button; the status on the selected transactions will change to Allocated. 
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Procurement Card Transactions

Empl ID:

Keele Elton

Card  CordMumber TransDate Merchant “status Transsction Currency Redistrib
1.0 uss arssesrens3gsg 08/30/2011 THRIFTWAY #3 00793141 Verified ] 125.00 USD Q Yes
2 sesessedgsy  0QMS2011 |STAPLSI141050756000  [Alocated V] 1ossusp QO B valio Yes
3 sessusssndgsy 09152011 |DOLRTREE 260400026048 [Alocated  ¥] so0usp QR vaia Yes
4 N ——— Aocated ¥] aazsus QB |vaia Yes
5 N ——— Alocated ] 2397us | QB |vala Yes
5 sesssseidgss 02011 |SHLOINNADAHOFALS  [Alocated V] 220usp | QB |valia Yes
7 ey 052011 SHLOINNADAHOFALLS  [Alocated V] 2620Usp | QB |vala Yes
8 [ usB swsssssessss3dGEg 09/21/2011 THREE BEARS- BUTTE Verified ~| 1,425.65 USD QB valia Yes
9 [0 usB sssssssessss3GEg 08/30/2011 MYOTCSTORE ONLINE Verified ~| 2571 USD QB valia Yes

SelectAll O ciearm [ Stage ) Verity





Click the Save button when finished. 

Reallocate Distribution

By clicking the Reallocate link, users can manually change the distribution coding on multiple transactions while allowing the distribution to be different on each transaction.

To reconcile a cardholder’s transactions, navigate to:

 Purchasing > Procurement Cards > Reconcile > Reconcile Statement

Enter your search criteria and click the OK button to retrieve the transactions to be reconciled.  

Remember from before: to retrieve all transactions, leave search fields blank and click the search button.  Or, if you want to retrieve by billing date you must enter the Card Issuer (US BANK) and select the Billing Date from the lookup.
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Click the select box [image: image23.png]


 on the rows of the transactions to be reallocated and click the Reallocate link. 
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USB  eeegsgs 000082011 W SUPERCENTER Verited 9] oazuso QOB vaio Yes
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5 [ GrenstenPaulV USB aessmeren2335 0011512011 THERMAL SUPPLY - 22 Staged ] 49.37 USD QB valia Yes
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Note: If the default distributions have been updated on one or more of the transactions, you must first save the page before you can Reallocate. 

For each transaction, enter the appropriate chartfields and then click the OK button. 

[image: image25.png]Reconcile Statement

Account

Merchant *Account Org Program  Sub-Class Project
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The system displays the following message: 

[image: image26.png]You have made changes to the distribution line. Click OK to Save or Cancel to undo your changes. (0,0)

0K Cancel




Click the OK button to save your changes or click Cancel to discard the changes. 

If desired, click the distribution icon [image: image27.bmp] on the selected transactions to verify the distributions were updated. The Redistrib column will list Yes for any transactions that have been redistributed.

Approve all the transactions that are selected [image: image28.png]


 by clicking the Allocate button.  Their status will change to Allocated 

Note: When the accounting entries and journals are generated, all transactions will be posted, even those still in a Staged or Verified status!

Marking a Transaction as Disputed

While reconciling statements, you may indicate a disputed amount on the Billing tab for informational purposes only; however, continue to follow established procedures for entering a transaction dispute.
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Click the Save button to save your changes.

Review Disputes

In order to track procard amounts in dispute and note when credits have been applied to the account, navigate to:

Purchasing > Procurement Cards > Reconcile > Review Disputes

On the Dispute History page, enter the employee ID of the cardholder click the Search button.  Leave all fields blank to view all transactions in dispute.
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When a credit has been applied to the account by the merchant, you mark this by clicking the Collected select box and saving the page.

Note: This is for your records only and marking a transaction in dispute or collected will not have any effect on the charge(s).

If desired, you may click the Comments icon [image: image31.png]


  and save any additional information related to the transaction. 

Review Bank Statements

Once the journals have been generated for the transactions, the only way users can review the transactions, distributions, and comments online is by reviewing the bank statement. Users may run a report or query to obtain transactions and distribution information, but reports will not show transaction comments. 

To review bank statements and cardholder transactions for users for whom you are a proxy, navigate to: 

Purchasing > Procurement Cards > Review Bank Statement

On the search page, enter or select the billing date of the desired bank statement and click the OK button.  
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The search results appear in random order but may be sorted by clicking the desired column header. 
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When the transactions have posted to the general ledger, users may click the Distribution icon on this page to also view the journal ID, journal date, and journal line number in the distribution information. 
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Click OK to return to the Review Bank Statement Page.

Reporting

In addition to conducting online review, you may also run various reports or queries to review or inquire about transactions in your business unit. 

Run a Report

The reports available in the ProCard component include the Account Summary and Purchase Details reports. To run one of these reports, navigate to:

Purchasing > Procurement Cards > Reports > Select which report to run

A run control is required to run a report. You may choose an existing run control or establish a new one. To set up a new run control, click the Add a New Value tab and enter the name of the run control ID without using spaces.
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Click the Add button.  Instead of creating a new run control every time, you can use this Run Conrol ID to run any future Procard Reports. 

On the Account Summary (or Purchase Details) page, enter the fields that will define the scope of the information you wish to review.
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Select the report you wish to run by clicking the select box in the associated row. 

From the Format drop down list, select the desired report format and then click the OK button.

[image: image37.png]Process Scheduler Request

User1D: citase Run ControlID: ProCard_Reports
Server Name: | runpate: [10052011 B
Recurrence: ¥ runtme:  [22113PW | Ressto Current DaterTime. |
@
Process Type

D Purchase Summary by Issuer POY8050 PSJob (None) v [(None) v Distribution

Purchase Summary by Merchant POY8051 PSIob (None) v [(None) ] Distribution

Pova0s2 Pslob Weo  SJ[Por b

@m
| oK | Cancel |




View the report by navigating to the report repository of your choice. 
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Run a Query

A query is another reporting tool that allows extraction of data from the database tables. Users can retrieve transactions and sort by various fields, if desired, by running a query. To run a query, navigate to:

Reporting Tools > Query > Query Viewer
On the query search page, enter the name of the query in the appropriate field and click Search.  To view all public Pro Card queries available, enter MTPO_PRO in the search field. 
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Click the HTML link (to run to a new window) or the Excel link (to run to an Excel Spreadsheet) in the query that you would like to run.

Enter the desired parameters in the associated fields and click the View Results button.
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The results will be displayed.  
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i Boggess Pati g5 08122011 [08/162011 |Closed |WESTERN MEAT AND SAUSAGE 69010 62264  [33SHS 01100 [900HW  [2012 |MSH2495SFY 7.250
g Boggess Pati gss (08122011 (08162011 [Closed | WM SUPERCENTER 69010 62264  [33SHS (01100 [900HW  |2012 |MSH2495SFY 282200
o Evanslomaine _|91g1 _|0813/2011 08152011 _|Closed |STAPLS9218440350000 69010 62241  [33uSHS 01100 [900HW  [2012 |WSH1131SFY 45890
0 EvanslomaineS  [*9181 (08162011 |08182011 |Closed |FULL SOURCELLG 69010 62701  [33SHS 01100 [900HW  |2012 |WSH1328SFY 1047.150
11 Evanslomaine S |=*===9181  |08/16/2011 081812011 |Closed |DIRECT BUY MEDICAL 69010 [62209  |33MSHS |01100 |900HW  [2012  |MSHB301SFY 165,900





If HTML was selected and you would like to sort the data and/or hide unnecessary columns then you can click on the Excel Spreadsheet link to download the results to an Excel spreadsheet.  The system will prompt if you want to open the file or save it.  Select Open and the results will be displayed.

Query results do not appear in the report repositories.  If you wish to view the results again without re-running the query then you must save the spreadsheet to a local or network.
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