~\ Salt Lake County Purchasing Card Program
@ Pcard Place

Pcard Place Training Guide

TESTING/TRAINING LINK: https://psfin-u.slcounty.org/my.policy

Navigating to PCard
Place

—_— p I pl Accouniing & Goneral Ledger je date has been delayed due ta COVID-19

Prard Place
Clich for P

Purchasing & Accts Payable

Reconciling Transactions
(two ways)

Pcard Place’s Go-Live date has been delayed due to COVID-19
Training Workshops will be held via WebEx
Contact your Fiscal Manager for Scheduling

@ Pcard Place

Click for Purchasing Pulse News | Click to Reportissue

Pending My Approval

Penny M Catanzaro

Taylor Michelle Abegglen
Cardholder

OR....
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https://psfin-u.slcounty.org/my.policy

NavBar ﬂ
Heeer o Main Menu
Maln Menu LIl
Purchasing = @ Purchasing
Sl H
Reconcile > Procurement Cards
Process Statements > Recent Places
S > ‘Reconcile __w
My Favoriies Security N =
Definiions n | Reconcile Statement
Review Bank Statement Review Dis utes
Nawigator p

My Favorites

Reallocate transaction (new language = Distribution)

Reconcile Statement

Procurement Card Transactions

T Display Unmasked Card Number

R m

3ank Statement

5 Q 19050 v b M| Viewal
Transaction Billing 13
Employee Name= it Description Trar;\sranl::::: E:::&:t Redistrib Dispute Amount C
1 @  Blodgett,Glen L WAL \ \ 2130 B © B Emor No \ 0 oo|
2 [ BlodgettGlenL D \ \ 1227 B © %— Error No | 0.00|
3 O Butterfield LisaA DEPOT #1099 |ARIB0483095 | 14580 B © 1 Error No | 000
4 [ Butterfield Lisa A 2 WHSE #0113 \oonosgzo \ 2847 B O 3;_ Error No \ 0 oo|
5 [ Butterfield LisaA DEPOT #1099 |ARIBOS70628 | 478 B O Y Error No | 000
6 [ Butterfield Lisa A VKT TAYLORSVI |06224042367VLPY7043325235 | 597 B O Ej Error No | 0.00|
7 01 CatanzaroPenny M RUE VALUE HDWR 1733383 0000141153 | 6858 B s Error No | 000
8 [ CatanzaroPenny M RECTV SERVICE |0E271CEE | 15500 B O Ej Error No | 0.00|
9 (]  Catanzaro,Penny M RUE VALUE HDWR 740870 0000205370 | 61261 B O 1 Error No | 0.00|
4 - »
% SelectAl 0 Crearan Stage I [ Verify I [ Approve I l Validate Budget ]
3earch Purchase Details Split Line Distribution Template

& PCard Homepage

Reconcile Statement
Procurement Card Transactions
EmpllD 20285
Card Numbar sy
Frun Rusdiget Valisation on Sxes

Distribute Using One/Multiple Accounting Strings

Mams  Sciiz Shavra
Card Provider VIS4

tatement

Bank Statement
B Q 13002 v
| Transaction Blirg | B
Trans Date  WMerchant “Status Tranasetion  Cumency i = S Redistrb
1 W W0 CHOIGE HOME MEDICAL Appeoves 13500 USD B OB v Vaisd No
z WIS | CHOIGE HOME MEDIGAL Venhed 13728 LSO B O B o vad tn
O Ciearan Stage Verity |

Purchase Detals

pbios | (oo ]

Spint Line:

Distritution Tempiate
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ProCard Account Distribution ®

Lire 1 PO Oty 1.0000 uoM EA
Billing Date 112272018 Billing Amount 13500 USD Unit Price 135 00000
speeachan || a Transaction Unit Price 135.00000 “Distribute By | Amount
Distributions
m Q 1-10f1 » View All
h::rurtn-rds Detals/Tax Asset Information Statuses | v
Dist Parcent Amount Currency “GL Unit Fund Agency Dept “Account Program Bud Ref Fund Source
1 1000000 13500 USD SCQ 1 Q Q E150000100 Q 615010 Q Q 2019 Q Q
| oK Cancel Rafrash

TIP: Personalize the way you see your fields by clicking on the v Q
\ located in the upper left hand corner of a page.

Adding additional accounting strings
Scroll to end, add additional line(s)with the “+”

)
ProCard Account Distribution x
Line 1 PO Gty 10000 uoH  EA

Billing Date 1172272019 Billing Amourt 13500 USD Unit Price 135 00000

SpeedChan o Transaction Unit Price 13500000 “Distrituste By | Amount
1 ey S

Detaits/Tax Asset Information Statses | v
Saurce
Activity e Categery Subcategory Affiliate Fund Al Alt Acct Location
Q Q Q Q Q Q  B1E00Q a *. -
Purchag . —

Add Description of Transaction (this is what wil be pulled intoreports/queries)

The Description field is located on the BILLING tab of the Reconcile Statement page. You
may personalize this to bring this field into your Transaction Tab, closer to the distributionicon.

econcie Satement
Procurement Card Transactions

Dizplay Urmatkad Card lamber

Sank Scatement
" q Vel ¢
Tramsachon || @ong |1
Emplovee Name = Card lazver  Card Numbers Trans Dates  Mershast “$ana Transacdon  Cummay Desaription
t o CateAmondP ViSh  re— T GINREN0  AMZNWKTPUSKANTELG Bogd v 5@ usD Sesting Descrgnon
2 CarterAmanga ¢ v — e 3 Suged - 305 Uso TR WDk IS
Ep— = e 00 a o Ventea 388 usn TESTING SAUT
4 Cartes Amar P n e— o e Veuted 035 UsD TESTIO SPUT
5 R Bachy A R L w aa0 Stoed 300 UsD o
e st re—— e Sopd 05 UsD G-V
en ey & i et ) COMUIEY VNS B T saged v sen s usn s
sage ey Approvs Vatitate aget
) | o
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Upload Document(s) to Transaction/Additional Comments

Reconcile Statement
P t Card Tra

W. Q | Ve Al
Trans Date  Merchant Status TanRsCton  Cummey Voucher E
1 % 10242019 CHOICE HOME MEDICAL Agproved v 135,00 USD B O [E v Vit Na ™
2 H 10247079 | CHOICE HOME MEDICAL Veried 137 25 USD B O B vea Valid to

® sen 9 cown I T s

Puchase Detads Spait Line: Chsinbuton Templale:

ProCard Comments
Line gz Cesenption  FNC
Feterence
Transactien Line Commants. a nert W
Commersz: st | Actier 4| =
[Penals and Acgroved by Jason See Page 14 of laster + o
4
Astoclated Document
rsr— Anash = Yoo i Daiese
[
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Upload Multiple Documents

ProCard Comments.

Description 618838511
Reference

Transaction Line Comments

Associated Document

Amtachment

e | e

View Line Details (Level lll Date will be in here, if vendor participates)

Reconcile Statement
P t Card Tr. ti

Empl D 202608
Card Numbar  *=sesiemgqis
7 Run Budget Validation on Save

MName Soliz, Shawna
Card Provider VISA

Bank Statemant

B Q 4 4 [32of2 % » View Al
o |
TransDate  Marchant “sStatus “’"m_ Gurrency w Cost el Redistrib Voucher €
1 % 40242013 CHOICE HOME MEDIGAL W 135.00 USD ‘J:g D Eh vaid Vialid No ‘Mo
z. O 102472019 GHOIGE HOME MEDICAL m A37.25 USD B O . 4 Vaid Vaiid Mo Mo
. . »
@ Sueam o L e vty | | VeldsteBudget |

Purchase Details Splt Line Distribution Template

ProCard VISA Trans Details
Transaction Number  24692169297100844223050
Sequence Number %

~ Card Transaction - Type §
= a [ERIE ™

Period Acquining Bin  Gard Acceptor D ‘Suppiier Name

1 18100 09210 CHOICE HOME MEDICAL

~ Allocation - Type 28
5 Q o [Fee
| [ ‘ wy || by || e |

Allos Seq  GiL Sub-account No.

1 1 AGETAP  PLEASE ENTER DESCRIPTION

~ Allocation Description - Type 20
= q 4« [amertel » b | el

IR

Alloc Seq  Mtem Sequence Number  Deseription

B 170-2300000600615035  U00IAGEDINURSING_HI_AL FSNURSING_HM_ALT
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Dispute an Amount/Credit Collected

We recommend personalizing the Dispute Amount and Credit Collected fields so they are
present on the Transaction tab rather than Billing Tab.

Card Provider VISA

Bifling Date ARG Currency PrepsidRef  Dispute Amount  Credit Collected
615836511 1222019 13500 USD 1000
2 i 12z 13725 USD
= Stage Verify Validate Budget

Distribution Template (similar to “Mass Reallocation in Access Online)

N Solz Sh
8 P VIS4
tater
m Q
Transaction 3
- Transaction Budge Chantfield
Trans Dats  Merchant Status Amoum  Currency i e Radistrin Voucher E
@ 10743018 Appeoved + 13500 USD ' % Vaid Vi
2 @ 0242018 Ve 7256 US Vabd
=]
Stage Verify Valigate Budget
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ProCard Distrib Templates
SpeedChan | Q
Distributions
® Q
S Pum OLUsk  Furs  Agenar Dapt “Aosount Pregram Bud et FundSowrse TSP project Aorviny
1206000 q a q a a q a a a q
] e |
ProCard Distrib Templates
Fund Source PCBs  oren Astiviey Sower  Camgoy Subcategory Atfiliate Fund ATl A
a a a q a a q a a

Tipe

11a1 s

Ve rlfy or Approve Transactions (Previously known as “approve”or “final approve” inAccess Online)

Reconcile Statement
Pr t Card Tr: ti

Empi ID 202838 e S "
Card Number  swewemagaag o

Run Budget Validation on Save

Card Provider \VISA

Bank Statement

B 1202 *
Transaction Biing | v
TransDate  Merchant “Status TRt Cummency ot otk Redistrib
1 % 10242008 CHOICE HOME MEDIGAL 13500 USD B O R v Vit No Mo
2. @ WRAANS  CHOICE HOME MEDICAL 13725 USD B O R v Vi Mo ™
# Seectal Clest Al Stage | Verity Validate Budget

e Destribution

View A

Vaucher E

Notify Approver of Transactions

Reconcile Statement
Procurement Card Transactions

MName  Schz Shiema
Card Provider WISA

Empl ID 202888
Card Number  =wv=+srreegqgn
Run Budq.l Validation on Save

Bank Statement

B Q

Transaction Biling | 1I»

Trans Date  Merchant “Status Transaction  Gurrency
1 ® 10242018  CHOICE HOME MEDICAL 13500 USD B C | B
2 @ ADR42019  CHOICE HOME MEDICAL Verified . 13725 USD R O B
2 celectal Stage | Verkty
Search Purchase Detaits Spiit Line Distribution Tempd

Refresh

12t v
Budget Chartfield
Stan Stan Redistrib
Valid Valid Na
Valid Valid Na
Validate Budget

View All

Voucher E

No
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Workflow Notification
Send Notification

Type names or email addresses in the To, CC, or BOC fields, using a semi-colon 3s a separator
Click LOOKUP RECIPIENT to search fior a name. Click DELIVERY OPTIONS to view of change the method of the send.

Lookup Recipient 1;
Notification Details

Dedvery Oplians
T || |

) RichText
cc:
BCC:
Priority: | ki
Subject: | <Enfer Subject here> | &
=
Template: | Workfiow Notfication .
Pricaity. %NatificationPririty e
| Date Sent 2020-02-13 #
&

Message:

F

Click OK to send this notification and exit this page.  Click Cancel to exit this page without sending a notification:
Click Apply 10 send this natification and remain on this page.

. o | e |

NavBar
' Main Menu |
L [ =
O Purchasing [
] = Z
o= Procurement Cards |
. Reconcile Statement
W oo
My Favorites
Navigator

and search

Review Disputed Transactions

Review Dispu{gs Search
Recie Name |

Employes 1D
Hame
Card Issuer "
Card Number
Transaction Mumber
Siarchan: # Exact Match
Sequence Number
Ling Number
Bifling Dats
Statement Satus .
Budget S1atus .
Charfleld Sraws S

Transaction Date | 01/1472020

Charge Type .

I T —

Posted Date

Add Comment to Disputed Transactions

Review Disputes

Procurement Card Transactions

Transactions with Dispute

5 Q

Transaction H Billing H Cardholder | [I»

4 4 |1-1of1 ¥ | View Al

Collected Dispute Amount Card Number Description Trans Date

Transaction

Currency Merchant

Amount

i

10.00 *eemmeRREsRE3448 619836511 10/24/2019

135.00 USD CHOICE HOME MEDICAL
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ProCard Comments %

Line 1 Description  B19838511

Reference

Line C qQ 10f1 v View All

Comments: status | Active " | -
=

e

Associated Document

Artachment Attach View Delete

Reports

Reports and Queries are being built out. Currently, we encourage approvers
and cardholders to use the tiles and dashboard built out on the PCard
Homepage- which is also under construction while we gather feedback. Feel
free to send suggestions/changes to Angelina Linnett at alinnett@slco.org .

Transaction Details PCard Forms PCard Reporting Tools

Mobile Telephone

Recreational Supplies FE ‘

& Serv
Dispute Transaction Reconcile Statement

Purchasing Card...
Pass-Thru
Maint Plumb

Htg & Ac

Cardholder Stmnt MFA_PB705
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mailto:alinnett@slco.org
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