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(D Summary

This procedure will walk you through the steps on how to reallocate a transactions in MyFin Pcard Place.

Procedure

Step 1. Log into MyFin - https://psfin.slcounty.org/

Enter Username - Same as PeopleSoft timesheet

Secure Logon Enter Password - Same as PeopleSoft Timesheet

for Salt Lake County Networks

Username
Password

Check box to change Password after

logon.
(]

Step 2. Click on “My Pending Transactions” tile to view your transactions.

mm Y‘FI n * Pcard Place

] + Pcard Place went live on June 25", 2020
b Pca rd P I ace # Recorded training sessions are available
j #  First reconciliation will be the July 22 statement

Click for Purchasing Pulse News | Click to Report lssue

My Punding Transactions Bill Gycle Status by Stage

Wapver crver slice for m. of transactions

1 FIRST TIME USERS: Arrange the fields in the order listed in the instruction before attempting to reallocate. For Arranging Fields refer to
Arranging Personalize Columns in Pcard Place.
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https://psfin.slcounty.org/
http://emanual/display/ITS/Arranging%2BFields%2Bin%2BProper%2BOrder
http://emanual/display/ITS/Arranging%2BFields%2Bin%2BProper%2BOrder

Step 3. Reallocating to one account code. Continue to Step 4.

Step 3a. Reallocating to multiple accounts by splitting a line - Refer to Reallocate to Split Lines

1
S

Step 4. Click on the Distribution icon

« Pecard Place Reconcile Statement
Reconc Hatement
Procurement Card Ti
gl Hame  Wile, i m
A ] Cand Provider  VISA
Bank Stabement
m Q
Transaction Billiry *
= i Tranesction Badgat Chartfisic)
Trany Daie Mercharn At Deacription Stasus Redigirii Stabay
DT 24200 4 B @ alid
# Stage ity Walicate Budget
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Step 5. Enter the correct accounting string (the system automatically assigns the default account codes). For account codes refer to your supervisor

or division fiscal staff.

@ Click on the search option within each distribution box to search if you are not sure of codes.

Enter correct account code into the Alt Acct field first. The Alt Acct and *Account fields should match.

ProCard Account Distribution x
i
Line 1 PO Oty 1.0000 uoM  EA
Billing Dats  QAC24r030 Bilng Armount 480 wsD Unit Price 4 80000
SpeedChart a Transaction Wnit Price 480000 & By | Amount
Distribastions
m O f-1ai1 Wk i
Chartfiekds DretadisiTax Asset Informalion Statuses »
Dist Percent Amount “GL Unit Fund Dept Alt Acct *Account Frogram Bud Ref
1 10000000 4.50 SLCo Q 350 a 2E00G00 08 a E15005 L) 15005 a Q 2020 a * -—
(=18 Cancel Refresh

Step 5a. Click Ok, the distribution window will close.

@ If you receive an ACCOUNT CODE ERROR - Back out the Alt Account so it is a blank field, hit Ok. An error box will pop up, hit okay. The
account field will be red, ignore this and enter the correct account code in the Alt Acct field. Hit Ok. The Alt Account and the Account field should

be the account code you wanted and should match.
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http://emanual/display/ITS/Reallocate%2Bto%2BMultiple%2BAccounts

Step 6. Enter a description for the goods purchased, 60 character limit. The description entered here will appear on the monthly expense report. Be as

descriptive as possible!

Step 6a. Click on Save.

Reconcile Statement

€ Pcard Place

Reconcile Statement
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Step 7. Click on the Comment icon
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| Maotify Refresh

Step 7a. In the Comments Box — enter additional comments others will find helpful. Comments entered here do not post to any reports but are viewable
to those who have access to your transactions.

Step 7b. Click Attach - Similar to adding an attachment to e-mail, browse and find the files you want to attach.

Invoice/receipt/order document
Packing Slip

Meal Form

ICS Form if COVID related
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ProCard Comments
Description  Sticky Notes with Tabs
Reference

Transaction Line Comments

Commanta:
| Additional comments can be entered here.

Receipt Example: 5.99 + 7.95 + 4.50 = 18.44

Associated Document

Attachment

-

Step 7c. Click on Ok.

@ Receipt example- when you have receipts that have multiple items, highlight items that add up to the charge or show math on the invoice or in
the comment box of how the individual charges add up the amount reallocating. See example in comments box above.

Step 8. Click the “+” icon to add more supporting documents.
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Step 9. To view documents attached select document to view using drop-down and select view.

PraCard Comments
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Step 10. Click on Ok.

Step 11. After all supporting documents have been attached click on Save to Finalize the transaction.

Reconcile Statement
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Changing Transaction Status
Please refer to your division’s process on who will change the transaction status to Verified and Approved. Every division is different, but most

divisions prefers the cardholder to leave the status in “Staged”, while immediate supervisors review and “Verify” transactions and only fiscal staff are
permitted to “Approve”.
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Tips & other helpful information:

Attached files can be any format

Multiple files can be scanned together as a single attachment

All COVID related purchases should include the approved ICS213 form along with all related invoices and receipts
Documentation can be uploaded at any time

If there are no transactions for a billing cycle, nothing needs to be done or printed

Transactions may be reconciled as soon as they post to p-card place

Transactions will be present in Pcard Place two

business days AFTER they post in US Bank.

e Validating the budget is not required
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