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P-Card Transaction Invoices Verification Process 2.0

Supplemental Job Aid

Date: 10/03/2016

Revision History
	Date
	Version
	Location
	Update Description

	07/21/2016
	2.0
	Entire Document
	Transferred to new template, updated 9.2 screenshots, and changed ‘vendor’ to ‘supplier’. 

	10/03/2016
	2.0
	Page 1, 8, 10 & 12
	Revised the wording in the document as per 9.2 upgrade




Target Audience: Department AP Approvers, SCO AT Approvers

Purpose: This Supplemental Job Aid provides users with the instructions for verifying the attached invoices on the reconciled P-Card transactions before approving the P-Card voucher(s). Department AP Approvers and SCO AT Approvers are auto-assigned as Proxy on all existing Cardholder profile. This role will allow them access to view the P-Card transactions and their associated invoices.


Part 1 - Find the Voucher ID:
The user will need to find the voucher ID associated with the P-Card transactions before navigating to the Procurement Card Center to find the Transaction Numbers.

Step 1: Log into FI$Cal as the Department AP Approver/SCO AT Approver

Navigate to Main Menu  Accounts Payable  Vouchers  Add/Update > Regular Entry.
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Step 2: The Voucher search page is displayed. Enter the “Business Unit” (BU). Click the drop-down arrow for “Voucher Source” and select “Procurement Card”. Click the Search button.

[image: ]



Step 3: The search results are displayed. Click on the desired Voucher ID hyperlink to access the record.
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Step 4: The Summary tab of the desired voucher is displayed.
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Step 5: Write down the Business Unit and Voucher ID.


Part 2 - Find the Transaction Number:

Step 1: Navigate to Main Menu  Reporting Tools  Query  Query Viewer

The “Query Viewer” page is displayed.
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Step 2: The defaulted value for Search By is Query Name.

Type “ZZ_PO_PCARD_VCHR_QRY_ORI” in the blank field for “begins with”. Click the Search button.
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Step 3: The Query Viewer page is displayed with the query name at the bottom of the page. Click the Excel link for the selected query.
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Step 4: The ZZ_PO_PCARD_VCHR_QRY_ORI - P_Card Voucher Reconciliation window is displayed.
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Step 5: Enter the Business Unit and Voucher ID noted down from Step 5 of “Find a Voucher ID” above.
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Step 6: Click the View Results button. A new window is displayed with option to Save or Cancel.
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Step 7: Save the document to your local drive and click the Open button on the new window to view the query report.
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Query report results are displayed as shown below.
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Step 8: Write down the Transaction numbers.

Step 9: Close the window.
Part 3 - View Purchase Details on P-Card Transactions:
Step 1: Navigate to Main Menu  eProcurement  Procurement Card Center  Reconcile Statement. The “Reconcile Statement Search” page is displayed.
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Step 2: Enter the Transaction number from step 8 of “Find the Transaction Number” above in the “Transaction Number” field. Select “Closed” as the statement Status. Click the Search button.
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Step 3: The Reconcile Statement/Procurement Card Transactions page is displayed.
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Step 4: Click on the horizontal scroll bar and scroll to the right to complete the Purchase Details information.
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Step 5: Click Add Purchase Details button. The Reconcile Statement Search/ Purchase Details page is displayed.
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Step 6: Review the values for the purchase details associated with this transaction ID:
· Business Unit
· PO ID (The PO ID will only display if the P-Card transaction is tied to the PO ID)
· PO Line (The PO ID will only display if the P-Card transaction is tied to the PO ID)
· PO Schedule (The PO ID will only display if the P-Card transaction is tied to the PO ID)
· Supplier ID
· Quantity
· UOM
· Transaction Amount

Click the OK button.

NOTE: Dept. AP Approver and the SCO AT Approver should click on the Add EPP/SABRC and Add Subcontracting and SB/DVBE Contracting hyperlinks to review EPP/SABRC and Subcontracting information.
This information will display only if the Dept. P-Card Reconciler has entered the information.

Step 7: The Reconcile Statement/Procurement Card Transactions page is displayed.
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Part 4 - View Comments and Invoices:
Step 1: Click the Comments icon for the selected transaction line.
[image: ]
Transaction line comments entered by the Department Reconciler are displayed.
[image: ]
NOTE: Users will only see comments if comments were entered by the Department P-Card Reconciler during P-Card reconciliation process. Click the View button in the “Associated Document” section.

Step 2: The Invoice attachment is displayed. After viewing, close the window for the Invoice attachment.
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Step 3: The Reconcile Statement/Line Comments page is displayed. Click the OK button.
[image: ]

Step 4: The Reconcile Statement/Procurement Card Transactions page is displayed.
[image: ]

Step 5: Department AP Approver/SCO AT Approver navigate to the AP Module to approve the voucher. Follow normal voucher approval process.
Step 6: Click the Sign Out to log off of FI$Cal.
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