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Ground Rules

Be on time

Turn off your cell phone

Participate actively in
class; refrain from
email and internet use

Sign the attendance
sheet

Take breaks as needed

Feel free to ask
qguestions
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Introductions:

* Name

* Agency

* Job Title

* Goals for Class
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Course Agenda

n Course Introduction

p Module One: Managing Procurement Cards

p Course Summary
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PRO301: Managing Procurement Cards

Course Introduction

» Course Objectives
> Roles and Responsibilities
» Activities
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Course Objectives
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After completing this course, the user will be able to:

* Recognize the PeopleSoft Procurement Card (P-Card)
capabilities.

* Create and Maintain Cardholder Profiles.

* Correct Bank Statement Load Errors.

* Search for and Resolve Voucher Build Errors Resulting
from Load Voucher Stage Processing.
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Roles and Responsibilities

m Responsibility

Agency P-Card
Administrator

Agency P-Card
Approver

Agency P-Card
Purchase Order
(PO) User

==

Agency end-user who establishes and maintains
agency cardholder profiles, maintains cardholder
proxies, maintains cardholder default ChartFields, and
modifies P-Card transactions as necessary.

Agency end-user who can complete all of the same
actions as the Agency P-Card Reconciler role, but also
has the ability to set the transaction status to
Approved.

Agency end-user who can define a P-Card as the
payment method on a purchase order. This role can
only be assigned to a user that is assigned the Agency
PO Processor or Agency Buyer role. Users assigned this
role must have a P-Card.




Roles and Responsibilities

==

m Responsibility

Agency end-user who reconciles P-Card transactions,
enters comments, attaches receipts, updates
Agency P-Card ChartField coding (as applicable), and sets the
Reconciler transaction status to Verified. This user in most cases
will be the cardholder or an agency user that will
reconcile a cardholder's transactions on their behalf.

Agency end-user who has a P-Card that will have the

Agency P-Card ability to define their P-card as the payment method
Requisition User on a requisition. Users assigned this role must have a
P-Card.



Roles and Responsibilities

m Responsibility

Agency end-user who reviews P-Card transactions and
Agency P-Card accesses reports for the Agency. The role does not
Reviewer have the ability to make any updates to the P-Card
transaction.

Agency end-user who can complete all of the same
State P-Card  actions as the Agency P-Card Reconciler role, but also
Maintainer has the ability to set the transaction status to
Approved.
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You will take part in three levels of group and individual
activities throughout this course:

* Instructor Demonstrations
* Training Exercises
* Challenges

-
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PRO301: Managing Procurement Cards

Managing Procurement
Cards

» Objectives

» Key Terms

> Lesson One: Create and Maintain Cardholder
Profiles

> Lesson Two: Correct Bank Statement Load Errors

» Lesson Three: Load Voucher Stage Processing

> Summary
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Module 1: Objectives

After completing this module, the user will be able to:

* Recognize the PeopleSoft P-Card Capabilities.

* Create and Maintain a Cardholder Profile.

* Correct Bank Statement Load Errors.

* Understand how to Search for Voucher Build Errors
Resulting from Load Voucher Stage Processing.
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Module 1: Key Terms
- SSES SRS NS NY

Definition

| Administrators will have the ability to establish and
«‘Q{"y Administrator maintain cardholder profile, as well as manage P-Card

R transactions.
e
ek Approvers will validate that transactions have been
Approver reconciled and will approve the transactions to be
paid.

This function validates the existing budget rows for the
ChartField combinations associated with the
Budget : e
iy procurement cards. This budget validation process has
Validation . : . e
no budgetary impact nor does it validate remaining
budget balances.

Card Issuer The card issuer is the bank that issues the P-Cards.
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Module 1: Key Terms (Cont.)

-
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Term Definition

2 T
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Cardholder An employee who has been issued a P-Card.

ChartFields are fields that store your chart of accounts
and provide your system with basic structure to

ChartField segregate and categorize transactional and budget
data. For example, the “Department” ChartField will
store organizational coding for your agency.

2,
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PeopleSoft users who have access rights to P-Card
Proxies transactions. Possible options include the following:
Administrator, Approver, Reconciler, and Reviewer.

7

Reconcilers, typically the cardholder, will reconcile the
Reconciler transactions but will not have authority to approve the
transactions.
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Module 1: Key Terms (Cont.)
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Term Definition

Reviewers, typically auditors, will have view only access

Reviewer g .
to transaction information.

Administrators may create and assign a SpeedChart(s)
SpeedChart to a cardholder profile to define a default ChartString
that has multiple distribution lines.

— - AN ey
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Overview of Managing Procurement Cards

The Procurement Card feature supports credit card
purchases made by card-holding employees.

By using the Procurement Card feature, the State of Wisconsin will
be able to:

Control the level of information that is accessed by users.
Manage the assignments of different P-Cards.

Set up proxies.

Define default accounting distributions.

Create flexible controls to limit procurement capabilities.
Increase efficiency in transactions.
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Overview of Managing Procurement Cards

The benefits of using the Procurement Card feature are:

» |t effectively reduces procurement transaction costs.

* |t expedites the acquisition of goods and/or services.

* |t provides flexible controls for eligible procurement
needs.

* |t simplifies transactions.
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Overview of Managing Procurement Cards

The following topics will be reviewed in this course:

* How to create and maintain cardholder profiles

* How to correct bank statement load errors

* How to search for voucher build errors resulting from
load voucher stage processing
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Overview of Managing Procurement Cards
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= will assign PCard Roles to Users Assigned that roles have
ﬁ E roles to users been asugned
7 4
s Agency
§. employee
S g Start b SUBMIRPCAD | comiere o
2 Application application to
8 request a PCard A
v
PeopleSaft People: oft
Receme/ R ey Maintain . Maintain
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"::;l‘(‘;i"r"" —p Distribute PCard —9 “":“:';‘,: vz;’:":o Cardholder — ‘”‘:;“ Prony 5 Cardhoider
c to Cardholder fol Profie Defaults
oles
5 Agency PCard Bank sends Agency PCard Agency PCard Promy users Default set of
- Adminestrator PCard 1o Agency Admirestrator Administrator (Administrator, Chartfelds are
establishes card PCard sends security will setup Reconcier assgned to the
§ in Bank system Admenistrator reguest to have cardholder Appraver, card
system PCard information by Revewer ) are
roles assgned 1o employee id assigned to the
cardhalder and card
Proxy user
profiles
M the transaction is related to
PO, the systern will attemgt to
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Overview of Managing Procurement Cards
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Overview of Managing Procurement Cards
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Summary: Overview of Managing Procurement Cards
1

Now that you have completed the Overview of Managing

Procurement Cards lesson, you should be able to:

* |dentify the benefits of using Procurement Cards.
* Recognize the Procurement Cards business process

flow.

i —
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Create and Maintain Cardholder Profiles

23

Before Establishing a Cardholder Profile:
* A user must submit a form to request a P-Card.
* Once approved:
— The Agency P-Card Administrator will process the
request form and establish the P-Card in the US
Bank system.
— A STAR security request form must be submitted to
request user role access for the respective proxy
role the user should have.

Note: Both of these tasks must be completed before the
cardholder profile may be set up in STAR.
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Create and Maintain Cardholder Profiles

The following will be discussed in the Create and
Maintain Cardholder Profiles lesson:

* Creating a Cardholder Profile

* Assigning Proxy Users

* Maintaining Cardholder Defaults

* Mass Assign Proxies

* Copy or Move Proxy Roles
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Create and Maintain Cardholder Profiles

Creating a Cardholder Profile

1. Navigation: Main Menu > Purchasing > Procurement Cards >
Definitions > Cardholder Profile

2. On the Cardholder Profile page, enter the Employee ID or name
and click Search.

Cardholder Profile
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Search Cniteria
Employee ID: begins with

Name: begins with «

Last Name: begins with «

[Tl case Sensitive

25 Search J Clear |BasicSearch [&¥ Save Search Criteria }'::] AR
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Create and Maintain Cardholder Profiles

3. Review the
information on
the Personal
Data tab, to
ensure the
correct employee
is selected.

4. Once confirmed,
click on the Card
Data tab.

Personal Data Card Data

Name Smith Sally
Employee ID PCARD_EMPL1
Personnel Status Employee

Telephone

Home Address

Country USA United States
Address 1 1234 Sally Smith Drive
Address 2
Address 3
Address 4:

City Madison
County

State Wi Wisconsin

i Save | (™ Return to Search 1| Previous in List

Personal Data | Card Data

4 | Nextin List

Posty

=1 N
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Create and Maintain Cardholder Profiles

On the Card Data tab, enter
the following information:

* Business Unit

* Card Issuer

* Card Number

* Expiration Date
* Card Type

* Date Issued

Check Display Unmasked
Card Number to view the 16-
digit card number.

Persona Da:.‘:l Card Data

TEST,JOHN

( | Display Unmasked Card Number w

Card Data
Credit Card | Additional Information

*Business Unit
v

*Card Issuer

Q@ :

& Save |a" Returnto Search

Personal Data | Card Data

Credit Limits

*Card Number

t-| PreviousinList = 4 Nextin List

Transaction Limits

=)

*Expiry Date

=] Notify

C
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Create and Maintain Cardholder Profiles

Assigning Proxy Users

Types of Roles assigned to a P-Card:

Administrator: Will have the ability to establish and maintain
cardholder profiles, as well as manage P-Card transactions.

Approver: Will validate that transactions have been reconciled
and will approve the transactions to be paid.

Reconciler: Typically the cardholder, will reconcile the
transactions but will not have authority to approve transactions.

Reviewer: Typically auditors, the reviewer will have view-only
access to transaction information.

Req User: The user has the ability to enter a P-Card as the
payment method on a requisition.

PO User: The user has the ability to enter a P-Card as the

payment method on a PO. Note: This user cannot have both the
Req User and PO User roles.
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Create and Maintain Cardholder Profiles

Proxies identify the user(s) that have the authority to:
* Reconcile transactions.

* Approve transactions.

* Review transactions.

* Act as Administrators on transactions.

29 ;'\_\1 \R



Create and Maintain Cardholder Profiles

5. On the Additional Information page, click Proxies.

Personal Data | Card Data
TEST,JOHN

Display Unmasked Card Number

Card Data

of 1'% Last
[ransaction Limits [FTT))

3], %
Personalize | Find | & | B First 4 1001
Credit Card [ Additional Information ] Credit Limits I =)

= efault =
*‘Business Unit *Card Issuer *Card Number Supplier Card Suppliers Proxies Defan Commodity Codes

Distrib
o Default p= ‘
a 2 Suppliers m;”h Commodity Codes +] [=]
- - e T v iy

&) Save | [0® ReturntoSearch |t PreviousinList 4] NextinList =] Notify

Personal Data | Card Data

30
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Create and Maintain Cardholder Profiles

6. Once the Assign Proxies window, enter the User IDs of the people
identified to have proxy roles.
* Use the Search magnifying glass to search for and add the
user ID (IAM ID) that should be assigned as a proxy.
* Define the appropriate proxy role for the user ID.
*  Click the plus sign (+) to add additional proxy roles.

7. Click OK to return to the Additional Information page.

Assign Proxies

USBNK Card Number * = =x*x ***5007

Proxies Personalize | Find | &~ Eﬁi First ‘4 1-40r4 ‘% Last
= ~ Requester

User ID Description Role Default Buyer Default
MALYJANEB E]Maly,.!ennifer [AGENCY P-CARD ADMINIE ] ll
MARTIJMKGJ @, Martin, John M AGENCY P-CARD APPRO\ + [=]
OKROLLCLGI @, O'Kroley, Linda AGENCY P-CARD RECON! + =
SIMONCXITE @ Simon, Cindy AGENCY P-CARD REVIEW + =
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Create and Maintain Cardholder Profiles

Maintaining Cardholder Defaults

8. On the Additional Information page, click Default
Distrib.

Personal Data

Card Data

TEST,JOHN

Card Data

" Display Unmasked Card Number

Credit Card [ Additional Information ] Cre

‘ mite
| .'ju‘zi IS

*Business Unit ,
Card Issuer
v

5| Save

Personal Data | Card Data

P RetuntoSearch *

'‘Card Number

Supplier Card Suppliers

= PreviousinList 4=/ NextinList

Transaction Limits

=1 Notify

Suppliers

151 b
Personalize | Find | &) | E8

o Commodity Codes

efault
Proies Lg'“’?‘ JC:fmodxt'Co:es

Proxies

First'&' 10f 14 Last

+|
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Create and Maintain Cardholder Profiles

9,

10,

On the Default Accounting
Distribution window, enter
the Ship To location and
define the distribution line
under Distribution Choices.

Note: SpeedCharts must be setup
in advance before they may be
referenced on the Cardholder
Profile. Administrators will have
access to setup SpeedCharts.

Click OK to return to the
Additional Information

page.

t Accounting Distnbution

Card Number

=

Use Multi-Line Distribution /

Default Value
Ship To | a
Distribution Chosces
9@ Use Single-Line Distribution

Destributions :’_"

‘GL Unit Bud Ret

OK ] Cancel
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Create and Maintain Cardholder Profiles

There are two additional tabs under
Card Data: Credit Limits and
Transaction Limits.

These tabs are informational only
and do not need to be completed.

11. Under Card Data, select Credit
Limits. Enter credit limit values
as applicable.

12. Under Card Data, move to
Transaction Limits. Enter
transaction limit values as
applicable.

13. Click Save.

Personal Data Card Data
TEST,JOHN

Dispiay Unmasked Card Number

Card Data Pe

edit Card Additonal Informatior Credit Limits [ransaction Limits [F=°)

- - Maximum Credit -
*Business Unit *Card Issuer *Card Number ) . Limit Per Cycl
mit

i Save (0> RetuntoSearch t Previousinlist 4 NextinLlist [=] Notify

Personal Data | Card Data

Personal Data Card Data

TEST,JOHN
| Display Unmasked Card Number
Card Data Pars
Credit Card Additional Information Credit Li'“"”S[ Transaction Limits §
*Business Unit *Card Issuer *Card Number (]it,
(* | 4
—

’jﬂ Save ] 2" Returnto Search |t | PreviousinList | | Nextinlist =]
N————

Personal Data | Card Data

}'\_\I \P\



Create and Maintain Cardholder Profiles

Note: The Agency P-Card Administrator can add, delete, and edit P-
Card values at any time. However, never delete a P-Card from the
system once a transaction has been processed. This will cause
unintended consequences, such as transaction links destroyed, and
will result in subsequent problems for the agencies.
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Create and Maintain Cardholder Profiles

Mass Assign Proxies

1. Navigation: Main Menu > Purchasing > Procurement
Cards > Security > Assign Proxies

2. Enter the Employee ID or name of the user being
assign a proxy role. Click Search.

36 }'\_\I AR
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Create and Maintain Cardholder Profiles

3. On the Assign Proxies page, view the proxy roles for
the procurement cards the user is assigned.

Assign Proxies
This Is 3 proxy user for the procurement cards identified below. Specity the proxy's role for each card mdvidually. or Apply a role to the
selected cards In mass
[ elect Pi rement g ] ] Display Unmasked Card Number
*Empl 1D Employee Name *Card lssuer *Card Number
] 00001027 L, Heydinger Beverly Jones 36844 O 4955 PCard Re« v
j 20001571 - Dieanch Paul J 34544 . [PTNERR—— 3523 FPCard Re« w»
] 00001571 Diednch Paul J 34544 sessSsssssss8080 PCard Ret w»
[C] ooo01982 4 Goslovch. Eric L 34540 42\ [[jececcecescn] 65 PCard Ret« w»
] 00001282 . yslovich, Enic L 4540 _ | cmmmsmee 6763 PCard Ret »
] 00002080 A Walker, William J R [Prtetittine 0538 PCard Ret v
[C] 00002758 - Landers Michael J 37417 LS| e 5674 PCard Re« »
] 00003007 Perewra Donald 34538 : g V([ PCard Ret« W
Assign Role: Card Reconciler v Apply

;’::, &



Create and Maintain Cardholder Profiles

4. To add additional Procurement Cards, click Select Procurement Cards.

5. Search for the Employee ID of the cardholder profile(s) that need proxy
roles. Search for cardholders under a specific business unit by entering
the business unit value and leaving the Employee ID field blank.

Place a checkmark in the boxes to the left of the cards that will have a

proxy role assigned. Click Select All to select all cards. Click OK to return
to the Assign Proxies page.

ProCard Proxy - Select Cards
Help
Business Unit 37000 4. Dep. of Natural Resources
Employee 1D
Card Issuer
Search ]
I wE
Procurement Cards Personalize | Find | View An | & | B First ‘& 10f1 2 Last
Selected Employee Name Card Issuer Card Number
. LINK ANTHONY USBNK i nocisiciasi -0 1 1
¥ select All ] Clear All ]
e — —
38 oK Cancel ~STAR




Create and Maintain Cardholder Profiles

6. To assign a role to multiple cards, check the Checkbox next to the
Employee ID and select the proxy role to be assigned under the Assign
Role section. Click Apply to assign it to selected cards. Hit Select All to
select all procurement cards, or Clear All to clear the selection.

7. Once all proxy roles are assigned, click Save. A proxy roles has now been
mass assigned.

[ Assign Role AGENCY P-CARD RECONCI J Apply
Delete Copy to Move to
il Save |a" ReturntoSearch |t | Previousinlist 4 | NextinList =] Notify % Refresh

" ;"1 &



Create and Maintain Cardholder Profiles

Copy or Move Proxy Roles

There is the ability to copy or move proxy roles when
someone needs to take over cardholder proxy roles
assigned to a different employee. Situations in which this
could occur include: extended leaves of absence or re-
assignment of the P-Card approval role.
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Create and Maintain Cardholder Profiles

8. On the Assign Proxies page, select the checkbox to the left of the
cardholder(s) profiles that will be reassigned.

Assign Proxies

This is & proxy user for the procurement cards identified below Specify the proxy’s role for each card individually. or Apply a role to the

selected cards In mass

glect Procurement Cards [] Display Unmasked Card Number

*Empl 1D Employee Name *Card lssuer *Card Number "Role

Py

] |o0001027 4 Heydinger Beverly Jones 36844 R [freeeeeeeree 4955 PCard Ret v *}| =]
] (00001571 4 DiednchPau 4544 L | [— 3523 PCard Ret » *] | |=]
] |o0001571 A, Diedrich Paul J 34544 O e PCard Ret v ¥ | =]
[] [00001982 @, GoslovichEricl 34540 I [[eoenacsansas 3656 PCard Re @ =
] |ooo01982 4, GoslowchEncl 3454( | — 37623 PCard Ret w | =
] |o0002080 4 Walker William J 36737 R [Jreececasces 0538 PCard Ret w L LE
[] (00002758 @, LandersMichael J 37417 d, [sesssssssnniggTg PCard Ret v + =
[] [00002007 4 PereiraDonald 34538 O ! / 274 PCard Re( » ] | |=]

Assign Role PCard Reconciler v Apply

Delete ( Copy to I ldove to

X - —~ —
41 ) Save 2" Return to Search | Notify . Refresh ; <STAR



Create and Maintain Cardholder Profiles

9. Once all profiles are selected, click on Copy to or Move to
depending on which task is required.

* When selecting Copy to, the proxy roles getting moved are
simply copied to the user identified to have the same access.

* When selecting Move to, only the selected proxy roles are
moved from the original user to the new user.
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Create and Maintain Cardholder Profiles

10. Enter the User ID for the new proxy user. Click OK. Proxy roles
have now been copied or moved.

Select Procurement Cards

The user identified here will acquire the proxy role for the procurement cards selected in the Assign
Proxies page. If the user is already a proxy for a selected card, then no proxy assignment will be
copied/moved. Also if the user does not belong to a given role, then no proxy assignment will be
copied/moved. Please check the exceptions page for proxy assignments that did not get

copied/moved

To User ID: <

OK l Cancel Refresh

i
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Training Exercise: Create a Cardholder Profile

This Training Exercise will review how to create a
cardholder profile. Refer to the separate data sheet and
use the training materials as references tools.
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Training Exercise: Debrief

1. Provide an example of when you may need to mass
copy proxy roles.

2. Describe the four types of proxy roles assigned to a P-
Card.
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Summary: Create and Maintain Cardholder Profiles
1
Now that you have completed the Create and Maintain
Cardholder Profiles lesson, you should be able to:
* |dentify the process of creating a procurement card
cardholder profile.

» Assign default ChartFields to a cardholder profile.
* Assign proxy users to a cardholder profile.

i —
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Correcting Bank Statement Load Errors

The P-Card statement file is staged and loaded into STAR as a batch
process and does not need to be manually processed. PeopleSoft
loads the statements to the staging table and checks for errors. If the
batch process is interrupted due to statement load errors, they need
to get corrected in order to be loaded in the next batch process.

When statement lines, such as the credit card suppliers or the credit
card account numbers are incorrect, those lines cannot be loaded into
the statement tables. The State P-Card Maintainer must check for
statement line errors and work with the Agency P-Card Administrators
to get them corrected.
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Correcting Bank Statement Load Errors

The following will be discussed in the Correcting Bank
Statement Load Errors lesson:

* Correcting Errors Resulting from the Load Statement
Process

* Viewing and Running the Load Statement Process
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Correcting Bank Statement Load Errors

Correct Errors Resulting from the Load Statement Process

1. Navigation: Main Menu > Purchasing > Procurement
Cards > Process Statements > Correct Errors

Note: Only the State P-Card Maintainers have access to view the
Correct Errors page.
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Correcting Bank Statement Load Errors

2. The Correct Errors page is populated with data errors.
There are three types of staging errors:

* Account: Indicates that the cardholder number is invalid or
not on file

* Supplier: Indicates the supplier name is invalid in the supplier
table

* Both: Refers to both an account and a supplier error

50 }'\_\I AR
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Correcting Bank Statement Load Errors

3. To see the 16-digit Card
Number, check the
Display Unmasked Card
Number checkbox. Click
View All to see all errors
on one page.

4. The State P-Card
Maintainer needs to
search for the card
number(s) in the US Bank
system to identify which
agency cardholder the P-
Card with the error(s) is
assigned to.

Correct Errors

[ Display Unmasked Card Number ]

Iy bz
{ of staged rows with errors Personalize Fm‘r & First ¢

47 440
=/ U85

* Last

Stage Error  Card Issuer *Card Number EmpliD Name
1 Account USBNK 51 [
2 Account USBNK P e—— 158
3 Account USBNK @ [ 9158
4 Account USBNK [ [t 4697
5 Account USBNK -
6 Account USBNK s
7 Account USBNK e —
i) Save || =] Noby
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Correcting Bank Statement Load Errors

5. The State P-Card Maintainer is to reach out to the respective
Agency P-Card Administrator to establish the cardholder profiles
for those cards that are in error.

6. Once the Agency P-Card Administrators have fixed their errors,
the corrected data will be loaded to the Reconcile Statement
page during the nightly batch process.
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Correcting Bank Statement Load Errors

The State P-Card Maintainer should regularly view files to
ensure there are no errors and to avoid delay in
reconciling transactions at the end of the billing cycle.
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Correcting Bank Statement Load Errors

Viewing and Running the Load Statement Process

Corrected statement lines can be manually loaded to the
Reconcile Statement page by running the Load Statement
process. This should only be done in an urgent situation,
such as when corrections need to be loaded the last day of
the billing cycle.

Note: Only the State P-Card Maintainer has access to the
Load Statement page.
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Correcting Bank Statement Load Errors

1. Navigation: Main Menu > Purchasing > Procurement
Cards > Process Statements > Load Statement

2. On the Load Statement page, there are two tabs: Find
an Existing Value and Add a New Value. On the Find
an Existing Value tab, enter the Run Control ID and
click Search. On the Add a New Value tab, enter the
Run Control ID and click Add.
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Correcting Bank Statement Load Errors

When reviewing the Load Statement, there is the
following:

* Total Rows in the Staging Tables

* Total Rows with Error in the Staging Tables
* Total Rows to be Loaded
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Correcting Bank Statement Load Errors

Check the Delete Loaded Rows from the Staging Table box to
delete statement line records from the staging table that
were successfully loaded to the Reconcile Statement tables.

Load Statement

Run Control ID LOAD_STATEMENT Report Manager Process Monitor

Process Request Parameters

Please use Correct Errors page to correct errors in the staging table

Total Rows in the Staging Table 35
( Total Rows with Error in the Staging Table 33 ]
Total Rows to be Loaded 2

[ V' Delete Loaded Rows from the Staging Table ]
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Correcting Bank Statement Load Errors

3. The Total Rows with Error in the Staging Table row will reflect if data
errors exist. If this row shows that there are errors, complete the steps
under Correcting Errors from the Load Statement Process to update the
data.

4. Click Run to open the Process Scheduler Request window.
5. Once the Process Scheduler Request window is open, ensure the ProCard

Load Statement process is selected and click OK to return to the Load
Statement page.

Process Scheduler Request
User D AGENCY_P-CARD_ADMINISTRATOR Run Control ID SAMPLE
Server Name - Run Date 02/12/2015 5
Recurrence - Run Time 2:21:54PM Reset to Current Date/Time

Time Zone
Hrocess List

Select Description Process Name Process Type *Type *Format Distnbution

v ProCard Load Statement ] PO_CCLOADLD Application Engine Web - TXT + Distribution
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Correcting Bank Statement Load Errors

6. On the Load Statement page, click Process Monitor to check the
process status.

Load Statement

Run Control ID SAMPLE Report Manager Process Monitor ] Run

Process Instance: 16285

Process Request Parameters

Please use Correct Errors page to correct errors in the staging table

Total Rows in the Staging Table 106
Total Rows with Error in the Staging Table 0
Total Rows to be Loaded 106

[V Delete Loaded Rows from the Staging Table

5] Save [P Returnto Search =] Notify L+ Add
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Correcting Bank Statement Load Errors

7. Click Refresh to check the status of the process. The
process is complete when the Run Status displays
Success and the Distribution Status displays as Posted.

Process List S
View Process Request For
User ID KGENCY_P-C/Q Type v Last v 1 Days - [ Refresh ]
Server - Name 2 Instance to
Run Status v Distribution Status v ¥ Save On Refresh
N *
Personalize | Find | View All | & | &8 First &' 1-20f2'% Last
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status 2:::;‘:“”0“ Details
16285 Application Engine PO_CCLOADLD s 0211212015 2:21:54PM PST ' Success Posted Details
G da e s He Y CARD_ADMINISTRATOR < <7 & RES = X% s
16281 Application Engine PO_CCLOADLD AGENCY_P- 0211212015 1:40:16PM PST Success Posted Details
N ) N =" CARD_ADMINISTRATOR & N o )
Go back to Load Statement
i Save | =] Notify
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Correcting Bank Statement Load Errors

8. Click Go back to Load Statement to confirm that the Total Rows to be
Loaded displays O, confirming that the transaction lines were loaded
successfully.

When the statements lines have been loaded successfully, the status of the
transactions lines is set to Staged and lines are ready to be reconciled on the

Reconcile Statement page.

Load Statement

Run Control ID LOAD_STATEMENT Report Manager Process Monitor Run

Process Request Parameters

Please use Correct Errors page to correct errors in the staging table

Total Rows in the Staging Table 33

Total Rows with Error in the Staging Table 33

{ Total Rows to be Loaded 0 J
[¥| Delete Loaded Rows from the Staging Table

ol Save [aP ReturntoSearch (=] Notify Ce Add | ~SIAR




Summary: Correcting Bank Statement Load Errors

Now that you have completed the Correcting Bank
Statement Load Errors lesson, you should be able to:
* Correct bank statement load errors in the staging table.
* View and run a load statement batch process to load
transactions to the Reconcile Statement page.

e —
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Load Voucher Stage Processing

The P-Card Load Voucher Stage process is run nightly through a batch
process. All approved P-Card transactions for the billing cycle are
loaded onto the voucher staging tables where the Voucher Build
process will run to build the transactions into vouchers by card

number. The vouchers will then be budget checked, posted, and paid
to the bank.

If there are approved transactions that are not loaded to the voucher
staging table that need to be included in the billing cycle payment to
the bank, the State P-Card Maintainer will have the ability to manually
run the process if needed. Much like the Load Statement, this should
only be done in an urgent situation.
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Load Voucher Stage Processing

The following will be discussed in Load Voucher Stage
Processing lesson:

* Running the Load Voucher Stage Process
* Correcting Voucher Build Errors
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Load Voucher Stage Processing

Running the Load Voucher Stage Process

1. Navigation: Main Menu > Purchasing > Process
Statements > Load Voucher Stage

Note: Only the State P-Card Maintainer has access to
manually run the Load Voucher Stage process.
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Load Voucher Stage Processing

2. On the Load Voucher Stage page, there are two tabs:
Find an Existing Value and Add a New Value. On the
Find an Existing Value tab, enter the Run Control ID
and click Search. On the Add a New Value tab, enter
the Run Control ID and click Add.
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Load Voucher Stage Processing

3. On the Load Voucher Stage
page, fill out the following
information:

» SetlD*

* Card Issuer*

* AP Business User
» Billing Date*

* Business Unit

* Invoice Number

Set the Transaction Status
Criteria to Approved Status.

Set the Budget Status Criteria to
Any Budget Status.

Set the ChartField Status
Criteria to Any ChartField
Status.

Load Voucher Stage

Run Control 1) SAMPLE Report Manager

[ *SetD

[ *Card isswer

AP Business Unit

[ “Billing Date

“Create Vouchers By Business Unat
Business Unat
Invoice Number

Max Voucher Lines

[ @ Approved Status

l

Any Status Except Closed

@ Valid Budget Status

[ Any Budget Status ]
@ Valid Chartheld Status
[ Any Chartfield Status ]
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Load Voucher Stage Processing

4. When all fields are complete, click Run to open the Process
Scheduler Request window.

5. Onthe Process Scheduler Request window, ensure the ProCard
Load Voucher Stage process is selected and click OK to run the
process and return to the Load Voucher Stage page.

Process Scheduler Req
User D AGENCY_P-CARD_ADMINISTRATOR Run Control ID SAMPLE
Server Name v Run Date 02/12/2015 "
Recurrence v Run Time 2:21:54PM Resetto Current Date/Time
Time Zone J
Select Description Process Name Process Type “Type *Format Distribution
( v ProCard Load Voucher Stage PO_CCLOADLD Application Engine  Webd v TXT » Distribution
T ——
oK i Cancel w—-
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Load Voucher Stage Processing

6. On the Load Voucher Stage page, click Process Monitor to check the
status.

Load Voucher Stage

Run Control ID SAMPLE Report Manager L Process Monitor } Run

Process Instance: 16285
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Load Voucher Stage Processing

7. Click Refresh to check the status of the process. The process is complete
with the Run Status displays Success and the Distribution Status displays
as Posted.

1 Days - ( Refresh
d | view Al | 2 | &8 First ‘&' 1-2 of 2 ‘*' Last
me Run Status Distribution Details
Status
2:21:54PM PST {Success Posted ‘betalls
1:40:16PM PST Success Posted Details
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Load Voucher Stage Processing

The Voucher Build is a batch process that is used to build vouchers
that have been staged.

Two types of Voucher Build process errors:

1. Pre-edit: Error that prohibits the transaction from being built into
a voucher. Agency P-Card Administrators will be responsible for
resolving Pre-edit errors. Examples of this type of error include:
* |nvalid business unit
* |nvalid supplier
* No default location for supplier
* Blank invoice ID

2. Recycle: Error that prohibits the successfully built voucher from
passing all voucher edits. Agency AP Processors will be
responsible for resolving recycle errors.
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Load Voucher Stage Processing

Before P-Card transactions are loaded into the Voucher Build staging
tables, the State P-Card Maintainer should thoroughly review
transactions to minimize the risk of P-Card vouchers building with pre-
edit errors. This includes validation of the Supplier ID and location
used on the P-Card, Budget Check statuses, ChartField codes, etc.

These errors should be fixed by the Agency P-Card Administrators.
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Load Voucher Stage Processing

Correcting Voucher Build Errors

Vouchers can still be built with pre-edit errors, even after
validation. These need to be corrected so voucher build

can be re-executed.
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Load Voucher Stage Processing

1. Navigation: Main Menu > Accounts Payable >
Vouchers > Add/Update > Quick Invoice Entry

Note: Only the Agency P-Card Administrator has access to
the Correct Voucher Build Errors page.
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Load Voucher Stage Processing

2. On the Quick Invoice Entry
page, enter the Business Unit.
Use the Magnifying Glass to
search for the value.

Move down to Build Status and
select Pre-Edit Error. Then under
Voucher Source select
Procurement Cards in the
dropdown menu. Click Search.

A list of transactions in pre-edit
error will be displayed. Write
down the list of voucher
numbers.

Quick Invoice Entry
Enter any information you have and click Search, Leave fields blank for a kst of all values
Find an Existing Value Add a New Value

Search Criteria

Business Unit: .

Voucher 1D: begins with
Invoice Number begins with
Supplier 1D: begins with

Short Supplier Name: Degins with

4/ 4] 4] 4] 4

Supplier Name: begins with
Build Status: = - Pre-Edit Error - J
Voucher Source: = v Frocurement (Cards v

1 Case Sensitive

Search Clear Basic Search [i° Save Search Criteria

Find an Existing Value | Add a New Value
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Load Voucher Stage Processing

3. Navigation: Main Menu > Accounts Payable > Vouchers >
Maintain > Voucher Build Error Detail

4. Enter to Business Unit and Voucher ID for the error was noted in
the Quick Invoice Entry search. Click Search.

Voucher Build Error Detail

Enter any information you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value

Sesrch Criteria
Business Unit - W ] ]
Voucher ID begins with ]
TSE Run 1D: = -
Origin: begins with w
Control Group 1D: begins with »
Supplier 1D: begins with
Buying Agreement ID: begins with w
Invoice Number: begins with v
Invoice Date bl
Voucher Source - Procurement Cards -

[ Case Sensitive

=
76 Search Clear | Basic Search [ Save Search Criteria ; ~STAR




Load Voucher Stage Processing

There are three types of errors:
 Header Errors

* |nvoice Line Errors
 Distribution Line Errors
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Load Voucher Stage Processing

5. Review the various pre-edit errors that exist for the
transaction. Click Correct Errors on the Voucher Build

Error Detail page to access the Quick Invoice page.

Voucher Build Error Detail

Business Unit 27000 Voucher ID 00000048 Correct Errors

" - an 13 ‘.:’?l 1 )
Personalize | Find | View All | & | First * 10of1 * Last

Field Kame Message

L - ' 1R

ce Line Emors Personalize | Find | View All | & ‘é First & 1001 % Last
Field Name Message

1 RULE_S400 Invalid currency exchange rate for PO

1 Nobfy
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Load Voucher Stage Processing

The Quick Invoice Entry page is used for reviewing and
updating vouchers staged for review by the Voucher Build

process, as well as for correcting vouchers that have
Voucher Build process pre-edit errors.
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Load Voucher Stage Processing

6. Take corrective action to correct all pre-edit errors on
the Quick Invoice page.

Quick Invoice

Business Unit 37000 *invoice Number 0000012345 Calculate
Voucher NEXT *Invoice Date 02 u, Print Invoice
Voucher Style Regular Accounting Date 02/09/2015 " Edit Combinations
Prepaid Ref 7| Auto Apply
— POSTMASTER MADISON
Supplier 0000000016 ) Invoice Address 1
PO BOX 7930
Location MAIN d Remitting Addr 1 MADISON
Attachments (D)
W USA 53707-79%0 Comments(O
Line Amount 0.00 Control Group - Payments
Misc Amt Terme Session Defaults
Freight 0.00 Currency USD Overnde Session Default
Total
Difference
» i
v cice Lines Fersonalce | Find | | il Fist 4 140f4 * Last
gi’f: Line amount GLUnt  Description Bua Ref Fund Appropriation Dept
[+ = B 1 000 37000
= 2 ).00 7000

* : 0.00 37000
S 0 o4 0.00 37000 b
)
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Load Voucher Stage Processing

7. Under the Invoice Lines section, update the ChartField
information if necessary. When complete, click Save.

Note: the Invoice Number and the Invoice Date fields on the Quick
Invoice page will be filled in by default. This information should not be
modified. The Invoice Date information from this page will default as
the Statement Date for the P-Card Voucher.

- sm
Personalze | Find | | el First'4 1-40f 4 * Last

;‘f: Line Amount GLUNnt  Description Bud Ref Fund Appropriation Dapt

~~~~~

+ & 4
1
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Load Voucher Stage Processing

8. After data is corrected, click on the Build Status options on the
Header section. Set the corrected voucher error to To Build from
the drop-down.

Here, the user has the option to print the invoice if desired. To do so,
click Print Invoice.

9. When all errors are complete, click Save. The transaction will be
picked up in the next run of the voucher build to complete
building the voucher.

Quick Invoice
Business Unit 37000 *Invoice Number 0000012345 Calculate
Voucher 00000051 *Invoice Date 02032015 [ Print Invoice 1
Voucher Style Regqular Accounting Date 02/03/2015 " h Edit Combnabons
*Build Status i l Prepaid Ref | Auto Apply )
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Summary: Load Voucher Stage Processing

Now that you have completed the Correcting Bank
Statement Load Errors lesson, you should be able to:
* Understand the Load Voucher Stage Process.

* Correct Voucher Build Errors.

e —
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Module 1: Summary

]
Now that you have completed the Managing
Procurement Cards module, you should be able to:
* Recognize the PeopleSoft Procurement Card (P-Card)
capabilities.
* Create and Maintain a Cardholder Profile.
* Correct Bank Statement Load Errors.
* Understand how to Search for a Resolve Voucher Build
Errors Resulting from Load Voucher Stage Processing.

e —
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PRO301: Managing Procurement Cards

Course Summary

» Objectives Achieved
> Next Steps

» Additional Resources
» Additional Questions
» Course Survey
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Objectives Achieved

Congratulations! You have completed the Managing
Procurement Cards course and should now be able to:

* (Create and Maintain a Cardholder Profile.
 Correct Bank Statement Load Errors.

* Search for and Resolve Voucher Build Errors Resulting
from Load Voucher Stage Processing.
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Now that you have completed the course, make sure that
you complete the following tasks:

* Course assessment
* Course evaluation
Log off your workstation
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Additional Resources

eSS g = 3 g dt
LSS AGSSIR IS

" The following resources are available to increase your understanding

of the lessons covered in this course:

* STAR User Productivity Kits

* STAR Job Aids

For additional information:
* STAR Project Website: starproject.wi.gov

|  STAR Intranet: http://starconnection.wi.gov/Team
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Additional Questions




