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{D Summary

This document will explain how to arrange the fields in the proper order making it easier to reallocate.

1 You must have at least one transaction to reallocate

Procedure

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

Enter Username - Same as PeopleSoft timesheet

SerIre Foe 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.

= First reconciliation will be the July 22* statement

—_— * Pcard Place went live on June 25, 2020
* Recorded training sessions are available
mw) Pcard Place

Click for Purchasing Pulse News | Click to Report lssue

et
< My Pending Transactions Bill Cycle Status by Stage 7

a

Aot ()

Transaction Coumt

Card Account # Herer owver slice for o, of transactions.
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https://psfin.slcounty.org/

Step 3. Click on Grid Action Menu |'7_-—'7-'|’ icon.

Step 3a. Select Personalize.

« Prard Place

Reconcile States

Reconcile Statement
Procurement Card Transacti

Empl I3

Card Numbser

tatement

ons

Hamw

Card Pravider

Biling .
Trans Dafes  Merchants *Status m:,:c:m Description :1:3:'
OTi242020 AN VAJEZUTY AMZN Staged 4.80 E al

- A

= Clear A Stage Validate Budget
’ & Detal i
Save | N Refresh
L i)

Redistrib

Chartfielg
States

Walid

Step 4. Once in the Grid Customization, scroll down to where it says Copy Settings in blue at the very bottom.

_———.
Reconcile Stater

P
Card Provider 'V

Trans Date
.rm Status.
.
MZIE020 Staged r
3
1172472020 Staged 1
12012029 | Staged P
1
1200172020 Staged E
12032020 | Staged 3
b
3
10720 Siaged E
12082020 | Staged E
2102020 | Smged 4

 Bank Statement

Grid Customization

To order columns ar add fislds 1o sodt order. highlight column name, then press the apprapriate buston

Frozen columms display under every 1ab o
Sort Order
o Trams Daie - E
= Meschant o &
Tramsaction Amourt (desc) &
Descrgten
Hi
Fr Descendir
Buling Dute
Budge! Slahs
Voucher Ermor
Ruference
Buling Amount
Cumency

Prapaid Foed (higden)

oK Cancel Preview ® y

Step 4a. Click on the magnifying glass of the Settings to Copy

Bank Statement

Personalize Column and Sort Order

Frozen columns display under every tab

Grid Customization

To arder columns of add fields to sort arder. highlight column name. then press the appropriate button

Sort Order

Copy Settings

Copy Your Customization Settings

Settings to Copy: ||

OK Cancel

&
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Step 4b. There will only be on Setting named PCARD_CARDHOLDER_DTEMPLATE. Click on the setting and click OK twice. Your columns will now be
rearranged to reflect all the training instructions.

Look Up Settings to Copy

Setting Name | begins with v | ||

Search Clear Cancel 3asic Lookup

Search Results

DHOLDER_DTEMPLATE

Step 5. You will repeat this same Personalization in the Distribution area of the Reconciliation screen.

-
L]
Step 5a. Click Distribution icon for the transaction you need to reallocate.
Reconcile Statement
Reconcile 5t nent
Procurement Card Transactions
Empl ID Name
Car Card Provider
Bank Statement
B Q
Transaction Biling I+
Trans Date<  Merchants *Status Transaction Descriptian i Redistri St
OTI4I2020 AMAZON, COMMVAJEZUTE AMZN Staged 280 y vl Valid
8 Stage Verity Validate Budget
Save Nodity Rafresh
Step 6.. Click on Grid Action Menu icon.
Step 6a. Select Personalize.
= m )
ProCard Account Distribution *
Line 1 PO Gty 1.0000 uoM  EA
Bi Billireg Amount 45880 USD Unit Price 459 BO00O
SpeedChart || a Transaction Unit Price 459 80000 “Distribute By | Amount >
= Tax Hsse Information Satuses | |+
Ammaunt Currency "GLURit  Fund Dept Al Acet “Ascaunt Program Bud Ref Fund Source
100 0000 45080 USD SLCo1Q W\ Q 2500000503 Q B15035 Q 6156035 Q Q 20 Q Q
oK | Cancel Refresh
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Step 6b. Once in the Grid Customization, scroll down to where it says Copy Settings in blue at the very bottom.

Distributions

Personalize Column and Sort Order

To order columns or add fields to sort order, highlight column name, then press the appropriate button.
Frozen columns display under every tab

Column Order Sort Order

Tab Chartfields o | & o| &
Dist = =
Percent

Amount

Currency (hidden)
*GL Unit Hidden Descending
Fund
Agency (hidden) Frozen
Dept

Alt Acct

*Account

Program

Bud Ref

Fund Source

PC Bus Unit

Project

Activity

Source Type
Category
Subcategory

Affiliate (hidden)
Fund Affil (hidden)
Location (hidden)
Tab Details/Tax

SUT Applicable

Tax Code

Sales/Use Tax %
Sales Tax

Use Tax

Currency

Tab Asset Information
AM Unit

Profile ID

CAF#

Sequence

Capitalize

Tab Statuses
Chartfield Status
Budget Status

OK Cancel Preview ‘1a.'-:- Settings Delete Seftings

Step 6c¢. Click on the magnifying glass of the Settings to Copy

Grid Customization

Bank Statement

Personalize Column and Sort Order

To arder columns or add fields to sort order, highlight column name. then press the appropriats bution
Frozen columns display undar every tab

Column Order Sort Order

Copy Settings

Copy Your Customization Settings

OK Cancel
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Step 6d. There will only be on Setting named PCARD_CARDHOLDER_DTEMPLATE. Click on the setting and click OK twice. Your columns will now be
rearranged to reflect all the training instructions.

Look Up Settings to Copy

Setting Name | begins with v | ||

Search Clear Cancel Basic Lookup

Search Results

CARDHOLDER_DTEMPLATE

The fields are now arranged in the proper order and you are ready to begin

reallocating. Refer to the Pcard Place Reallocation
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http://emanual/display/ITS/Pcard%2BPlace%2BReallocation

