Advanced security options are now available for your account

Two-Factor authentication is a security process in which the user provides two means of identification from separate categories of credentials.
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In the Jump To box enter
PRCUU for open transactions.
PRCUT for past transactions.
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Add attachments

45903
First Prev Mext Last

#*'r.t1

My Transactions

* Coordinator Transactions Attachments

Detailz
& b

Save Undo  Search

= General Info

Administrator ID : 450903 Pay :
PCard ID : ﬂ Reviewed :
Card Humber : Delete :

Cardholder Name : |

Master Account :

Merchant ID :

dribk ik ik ik 1 3?['

303235716993

Transaction ID Number :

Merchant Name : TR TAX & ACCTG-PROF

Tranzaction Reference Number :

Transaction Date : 11112/2013 Billing Cycle Start Date :

Bank Posting Date : 111412018 Billing Cycle End Date

Taxpayer ID Type : '

Schedule Payment Date :

Taxpayer 1D : 751297336 MCC Code -

Amount : £447.00 )

¥ MCC Code Description :

‘ Reconciliation Status : pot Reconciled ﬂ Receipt Date :
Dispute Reason Code : ﬂ S

eceiver :

Dizpute Reazon Description :
Dispute Comments :

Receiver Name :

Traveler ID :

Last Modified On :
VCA Card Number :

*Only enter the Receiver Name if the receiver is not you. Click the arrow to the right to search names. If the receiver is not in that list leave blank.

|323414ﬂ9 MATIONAL EQUIPMENT CO

Unprocessed Reason 1D @

§1,193.00 Mo

|
|
]
34

2653062
24326543317256064600
10M6/2018

11152018

11/30£201&

4999

Professional Services - N
11/14/2015 |

% %

11-15-2018 09:00:58

***When everything is complete come back to this section to change the Reconciliation Status to “Valid Transaction”.

Mot



Reference Table Attachments

File Name Type Date UserlID
First Prev Mext Last

Upload
Crownloa

Search
Delete
File Name : Description :
Type :
Date :
Uszer D :

— Retum

View Attachment History

Upload attachments here.



Make sure there is always something in the unit field. | use EA for everything. Some letter combinations will throw an error. Change to EA if this
happens. The comment section is where you write the BUSINESS PURPOSE. This is where you explain how this purchase relates to university
business. Use names when possible. EX. “Event registration for XYZ conference, attended by faculty member Jane Doe” This section is now
required by state code.

Commodity Lines
Total Number of CL : 1
CL Transaction Grand Total : $4,794.18

Commeodity Line Commodity Code Commodity Name Quantity Unit Price Unit Contract Amount Amount Accounting Profile Accounting Template Transaction Type

- 1 00000000 PCard Default Commodity 1.00000 54,794.13% EA 3000 35479413 WLO43E
First Prev Mext Last

Save Undo Delete Insert Copy Paste F Edit With Grid Fk

w Commodity Line Information

Commodity Code : [goppooon ﬂ Ref Doc Code :
Commodity Name : pCard Default Commaodity Ref Doc Dept :
Bank Commodity Description : Ref Doc 1D :
Quantity : 1.00000 Ref Vendor Line :
nit Price : |54 794 18 Ref Commaodity Line :
Unit : [ga ﬁ Accounting Profile : ﬂ

Amount : 54 794 15 Accounting Template : ) pazs ﬂ

Contract Amount : 50,00 Comments :

Line Type & ltem
Detail Car Rental :
Transaction Type :
Itinerary :
Detail Lodging :

Merchant :
Detail Airline :




Accounting Lines
Total Number of AL : 1
AL Transaction Grand Total : $117.00

Commodity Line Accounting Line Amount Fund ApprUnit Object

"y 1 1 5117.00 09900
First Prev Mext Last

4 Save Undo Delete Insert Copy Paste Clear F Edit with Grid 13

Amount : 5447.00
Accounting Template 1D : \y) q4a5 ﬂ

Budget FY :
Fizcal Year : ﬂ
Period : ﬂ
= Fund Accounting
Fund : ﬂ ‘ Object : ﬂ 0OB3A:
Sub Fund : ﬁ === Sub Object : g Sub OB3A:
Department : (400 ﬂ Revenue : ﬂ Dept Object :
== |nit: ﬂ Sub Revenue : ﬂ Dept Revenue :
Sub Wnit : ﬂ BSA : ﬂ
Appr Unit: nggpg g Sub BSA : g

B Detail Accounting

The Department will always be 0488
The Appr Unit is 09900

B/ [13 13 1>



To add an accounting line

Accounting Lines
Total Number of AL : 1
AL Transaction Grand Total ; $117.00

Commodity Line Accounting Line Amount Fund Appr Unit Object

= 1 1 $117.00 09900
First Prev Mext Las

4 Save Undo Delete Insert Copy Paste Clear ' Edit with Grid sk

Amount : 511700
Accounting Template ID : \yy g4s5 | 4|

b Detail Accounting

Change the amount........ccccceececevecece e, Click Insert to add a new line

Budget FY :
Fizcal Year: g
Period : g
= Fund Accounting
Fund : ﬂ Object : ﬁ OBSA :
Sub Fund : ﬂ Sub Object : ﬁ Sub OBSA :
Department : 0453 @ Revenue : ﬁ Dept Object :
Uit : g Sub Revenue : ﬂ Dept Revenue :
Sub Unit : ﬂ BSA: ﬁ
Appr Unit : 09900 ﬁ Sub BSA : ﬁ

({13 13 [1>



Add the second amount.

Add codes as usual. Insert Department 0488 and Appr Unit 09900 as well

Accounting Lines

Total Number of AL : 1

1
s 1
First Prev MNext Last

4 Save Undo Delete Ingert Copy Paste Clear

AL Transaction Grand Total : $117.00

1 F117.00
1

Amount :
Accounting Template 1D :

Budget FY :
Fiscal Year:
Period :
= Fund Accounting
Fund : ﬂ
Sub Fund : ﬂ
Department : ﬂ
Unit : ﬁ
Sub Unit : ﬂ
Appr Unit :

b Detail Accounting

2

&
2

Object :

Sub Object :
Revenue :
Sub Revenue :

BSA :
ﬁ Sub BSA :

o Edit with Grid

Commodity Line Accounting Line Amount Fund ApprUnit Object

#k

ﬂ OBSA :

ﬂ Sub OBSA :
ﬂ Dept Object :
@ Dept Revenue :

&
&

Repeat for more than two lines.

[/ 13 |13 1>



Look for Error Messages Here. Click view all to see what could be going wrong. After seeing this error, always hit undo and re-enter the information

changing whatever caused the error.

1of1] 2 View All The Unit Measure does not exist on the Unit Measurement Table. w1220)

Unprocessed Procurement Card Activity

Total Number of Trangactions : 23
Total Transaction Amount : $46,177.72

Administrator I Master Account Card Number Merchant ID Merch;
~ 45803 * AN 303235716998 TR TAX & AC(
45903 * SR 372025901338 |HEART MEDI
45903 * SN 09-8032341409 MNATIOMNAL EC

First Prev Mext Last My Transactions F Coordinator Transactions Affachments

Netails



