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[bookmark: _Toc347930418][bookmark: _Toc400710772][bookmark: _Toc416185490][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview
The PO4 (Process Procurement Card Transactions) process is part of the Requisition to Check end-to-end business process. 



The purpose of the Process Procurement Card Transaction is to show the process needed for using a Procurement Card (P-card) prior to obtaining goods. Procurement card, formally known as Cal-Card, is a method of payment on Requisitions and Purchase Orders. Procurement Card is a payment mechanism used by authorized employees to make purchases on behalf of their agency or department. The process begins with creating a Requisition and then creating a Purchase Order for using a procurement card prior to obtaining goods. SCO has a department policy that all P-Card purchases are to be documented on a PO and approved before swiping the card. The process also includes how to reconcile P-card Transactions. The transaction statements will be received from the bank electronically and loaded in to FI$Cal.  Reconciliation by cardholders is performed in the FI$Cal System.  
[bookmark: _Toc400710773][bookmark: _Toc416185491][bookmark: _Toc347930420]FI$Cal System and Organizational Roles

	PO4 PROCESS PROCUREMENT CARD TRANSACTIONS

	SYSTEM ROLE
	ORGANIZATIONAL ROLE OR ASSIGNMENT

	Department P-Card Requisition User
	P-Card Holder/Proxy

	Department P-Card PO User
	Contracts and Procurement Office

	Department P-Card Reconciler 
	P-Card Holder/Proxy

	Department P-Card Approver
	Supervisor


[bookmark: _Toc395262025][bookmark: _Toc400710774][bookmark: _Toc416185492]Process Procurement Card Transactions Process Steps Description.
[bookmark: _Toc416185493]Create PO/Requistion using P-Card SubProcess Steps Description.
Procurement card transactions start with a Requisition created. After a Requisition is approved, a Purchase Order is created prior to the purchase.  The P-card account is populated in the Requisition or Purchase Order (PO) by default setup as the payment method. The account value or the use of procurement card as the payment method may be overridden by the Requester or Buyer.  The PO is issued to the vendor with the card account information on the PO. The vendor will receive and fulfill the order. Because the payment method is procurement card, the vendor will bill the bank card issuer rather than the State. 
Step:
1. ePro3 Create and Approve Requisition: A Department P-card Requisition User will document the Requisition by using the ePro3 Requisition Process. Refer to ePro3 process documentation for steps to complete process. The Department P-Card Requisition User may be a P-card Holder or a Proxy. A Proxy is a user designated to reconcile, approve, or administer profiles on behalf of the cardholder. This will be useful for cardholders that may not have access to a computer or constantly out in the field. To use a P-card on a Requisition, the Requisition User selects the desired P-Card the Requisition User is authorized to use from the Card Number list in FI$Cal.
2. Is the Requisition approved?
If Yes: Continue to step 3 “PO2 Create Purchase Order” process.  
If No: The process is terminated since the Requisition was not approved. 
3. Process PO2 Create Purchase Order: A Department P-Card PO User will create a Purchase Order using P-Card as method of payment. Refer to PO2 process documentation for steps to complete the process.
4. Is the Purchase Order Approved?
If Yes: The P-Card Holder will purchase the approved items. Continue to step 5.
If No: The process is terminated.
5. Purchase items: The P-Card Holder may purchase items from vendor with approved PO. 
6. Obtain receipts and documentation related to purchase: The P-Card Holder will obtain any receipts or documentation related to the purchase. Receipts and other related documentations are required to be attached electronically to the transaction at reconciliation. Receipts or documentations are needed to streamline the reconciliation process. 
7. Process PO3 - Receive Goods and Services:  After obtaining the goods, refer to PO 3 Receive Goods and Services process to review and complete purchase.
8. P-Card load Statement Process in FI$Cal:  P-Card statements are created by the bank and sent to the State for loading in FI$Cal. The transaction statement is received from the bank electronically. Statements are loaded into FI$Cal by the FI$Cal Service Center. 
9. Receives email notification to reconcile: Email notifications are sent to the P-Card Holder for reconciliation. Automated notifications will be sent to cardholders/proxies when the bank statements are loaded and ready for reconciliation, and for unreconciled transactions that did not meet the deadline.  After receiving the email notification, the user will reconcile the transactions. 
[bookmark: _Toc416185494]Reconcile P-Card Transaction SubProcess Steps Description
Reconciliation of procurement cards is done by cardholders or proxies once the transaction statements have been sent electronically from the bank and loaded into FI$Cal. After bank statements have been loaded, automated notifications are sent to cardholders or proxies. Reconciliation is performed in FI$Cal. Certain procurement information, such as United Nation Standard Products and Services Code (UNSPSC), itemized Line description, Small Business/Disable Veteran Business Enterprise (SB/DVBE), State Agency Buy Recycle Campaign (SABRC), must be entered during reconciliation if a PO was not created. Receipts for all transactions must be added on the “Reconcile Statement - Line Comments” page. The reconciler should verify that the goods or services have been received and that the receipts are accurate. Once everything has been reviewed, the status can be updated to Verified.
Step:
1. Receive email notifications that transactions are available for review: Email notification is sent to the Department P-Card Reconciler to inform Reconciler that the statement has been loaded and is ready for review.

Note: Department P-Card Reconciler has 5 days to reconcile. 
2. Verify transactions against receipts: The Department P-Card Reconciler will check the charges against receipts to see the charges match.  The cardholder will attach a scanned copy of the receipt to the transaction line.
Note: Procurement information, such as UNSPSC, itemized Line description, SB/DVBE, SABRC, and Acquisition Type and Method, will be entered during P-Card Reconciliation if a PO was not created.
3. Transactions Match: If the charges match the receipts, the Department P-Card Reconciler sets the status to Verified. 
If Yes: Set Transaction status to Verified. Continue to step 6.
If No: Continue to Place Dispute. Continue to step 4.
4. Place dispute: The Department P-Card Reconciler is responsible for placing disputes on transactions that do not match. The “Dispute Amount” field is used when records disagree with the billing amount. The amount difference is entered here. The Department P-Card Reconciler must follow up with the merchant or procurement card supplier to settle the disputed amount. When an amount is entered in this field, the statement line is visible on the “Review Disputes – Dispute” page until the amount has been identified as collected.
5. Track or resolves disputes: The Department P-Card Reconciler will track or resolve disputed Procurement Card charges. Repeat step 3 to 5 until disputes have been resolved. Set Transaction status to Verified once disputes have been resolved. 
6. Set transaction status to verified: The Verified status will route to the Department P-Card Approver for approval. 
7. Review and verify charges: The Department P-Card Approver, a Supervisor, will review and verify that the charges are for business use and supporting documentation is attached.
8. Approved?
If Yes: FI$Cal will load statement to Voucher Staging Tables. Loading statements to Voucher staging tables requires selecting approved transactions and locating the statements to a staging area before creating Vouchers. Continue to step 10.
If No: Take corrective action for approval. Continue to Step 9.
9. Take corrective action: The Department P-Card Approver will work with Department P-Card Reconciler to resolve issues. Once the issue is resolved, the reconcile statement is routed back to Department P-Card Approver for approval. 
10. Process AP2 Upload Vouchers (Import and Build): Once a transaction is approved by the Department P-Card Approver, FI$Cal loads the approved transactions into the Account Payable module. The Upload Vouchers Import and Build process takes information from the Voucher staging tables and creates Vouchers using the Voucher build process. Refer to AP2 Upload Vouchers (Import and Build) process documentation for process information.
[bookmark: _Toc400710781][bookmark: _Toc416185495]Interfaces and Reports 
	TITLE
	PURPOSE OR DESCRIPTION
	TC #
	INTERFACE
IN/OUTBOUND
	REPORT
Y/N

	PO and P-Card Recycle Report
	The PO and P-Card recycle report assists departments and the CalRecycle team to report the purchases of both recycled and non-recycled products.
	N/A
	N/A
	Y

	PO and P-Card SB/DVBE Report
	The PO and P-Card Small Business (SB)/ Disabled Veteran Business Enterprise (DVBE) report enables you to view P-Card costs associated with Small Businesses (SBs) and DVBEs filtered by date range for specific departments. The report includes details such as department, date range, merchant type, and total expenditures by merchant type.
	N/A
	N/A
	Y


[bookmark: _Toc400710782][bookmark: _Toc416185496]Interdependent Business Processes and/or Work Activities
Business processes are executed in sequential steps or in parallel with other work activities. When a process is dependent on another to start, end, or continue, an interdependency is created through the interaction of activities within a given end-to-end business process.

Interdependency with the Process Procurement Card Transactions Process exists as follows:
Pre-requisite Business Process(es):
· ePro3 – Create and Approve Requisition 
· PO2 – Manage Purchase Orders
· PO3 – Receive Goods and Service
Succeeding Business Process(es)
· [bookmark: _Toc395011114][bookmark: _Toc395096861][bookmark: _Toc402251840][bookmark: _Toc402258336][bookmark: _Toc402353996][bookmark: _Toc413317265][bookmark: _Toc413317337][bookmark: _Toc414363885][bookmark: _Toc416185497]AP2 – Upload Vouchers (Import and Build)



[bookmark: _Toc416185498]Governing Statute, Regulation, and Policy
The statue, regulation and policy references that govern specific activities and responsibilities associated with the Process Procurement Card Transactions Process include, but may not be limited to, the citations in the following table.

	GOVERNING AUTHORITY
	IDENTIFIER
	DESCRIPTION

	California Code of Regulations (CCR)
	CCR Title 2, Div 2, Chpt 1, Articles 3 & 7
	These regulations refer to the manner and method of claim creation, the components of claims, and their presentation to the Controller for approval/rejection and subsequent payment. 

	State Administrative Manual (SAM)
	Sections 7800, 7900,
8000, 8100, 8400
	These SAM sections reference statewide management policy on the Accounts Payable function.

	State Contract Manual (SCM)
	SCM, Volumes 2 and 3, Chapter 9
	These Volumes and Chapter of the SCM contain the procurement policy for the CAL-Card program and card use.





[bookmark: _Toc416185499][bookmark: _Toc340072078][bookmark: _Toc342477111][bookmark: _Toc346216943][bookmark: _Toc400710786]Appendix
[bookmark: _Toc416185500]Associated Process Flow Diagram(s)
SCO FI$Cal SharePoint: 
http://share/teams/fiscalscooperations/_layouts/15/WopiFrame.aspx?sourcedoc=/teams/fiscalscooperations/Wave%201/Requisition%20To%20Check/PO4/PO4_Process%20Procurement%20Card%20Transactions.pdf&action=default
[bookmark: _Toc400710788][bookmark: _Toc416185501]FI$Cal Terms and Definitions
FI$Cal Public Website:  http://www.fiscal.ca.gov/documents/FISCalTerminology121112AlphaListing.pdf
[bookmark: _Toc400710789][bookmark: _Toc416185502]Associated Job Aid(s)
FI$Cal Public Website, FI$Cal Service Center, Job Aids and Training Tips:  http://www.fiscal.ca.gov/access-fiscal/job_aids.html 
[bookmark: _Toc400710790][bookmark: _Toc416185503]Associated UPK(s)
FI$Cal Public Website, FI$Cal Service Center, FI$Cal Training Academy (requires User Login):  
http://www.fiscal.ca.gov/access-fiscal/fiscal_training_academy/index.html 
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