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Purcha se Card Program ¢

The Purchase Card (PCARD) has been
endorsed by the Office of the Controller
as the preferred method for purchasing
certain goods and services costing
$1000 or less
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Purchase Card Program

JP Morgan is the provider for the
University® PCARD. For customer service
call 1-800-270-7760 or the phone number
on the back of your card
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Program Overview

PCARD

The PCARD may be used for small dollar
purchases (under $1000)

Suggested uses include supplies, mailing
,:; services, memberships & dues, etc.

)

¢
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DEPARTMENTAL CARDS

Are avallable on a case-by-case basis.

Contact the PCARD Administrator for more
Information.

NOTE: ONLY Departmental Cards may be used by more than one peiGARB that have a
Cardholde@ name embossed on the front mayNMLY be used bthe Cardholderand cannot be
shared.

N /
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SPENDING LIMITS

The PCARD is limited to $1,000 per transaction and
$5000 per billing cycle (month)
Higher and lower spending limits may be
accommodated on a case by case basis

The billing cycle ends on the 25t of each month, unless it
falls on a weekend or holiday

NOTE: The credit limitis NOT tied to a department®
available budget funds. The Cardholder is responsible for
determining if funds are available for each transaction

N /
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PURCHASES

All purchases T no matter what funding is
used - must have a business purpose

A business purpose is defined as one that supports or advances the
goals, objectives and mission of the university, and adequately describes
the expense as a necessary, reasonable, and appropriate expense

N /
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SIGNATURE AUTHORIZATION

WE DO \

Unit:
Fund:

eeeeeeeeeee

Either the Cardholder or the Department
Administrator must have signature
authorization over any chartfield charged on
the PCARD

Phone:

Empl ID:

This includes authorization for college

\_

requisitions, invoice vouchers, and PO é::'_ JRE—
receiving reports (sections 1, 2, & 5) A %@m -
pdate Form Number: Last Updated 1 12:4:

[ save | |[GPReturnto Search | |1 Previous o Net ot
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ALLOWABLE PURCHASES

Note: Use MPA Vendors whenever possible for all
purchases.

v' Office & Computer Supplies v Fabric & Linen

v" Equipment Repair

v' Educational Supplies (books, videos, exams, etc.) (no maintenance agreements)

v Periodic Rental of Tools & Equipment

v Medical Supplies (excludes medications) (no leases)

v" Basic Furnishings & Equipment (excludes v

decorations and decorative items) Membership Dues & Subscriptions

AN

Paper Goods (excludes party items, cards, tissues) | v' Professional Licenses

v" Participant Costs-Fees & Registrations
In-State or Online Courses Only

<

Janitorial & Maintenance Supplies

v Employee Training/Tuition

v" Building Supplies & Materials )
In-State or Online Courses Only
v" Shop & Industrial Supplies v Mail Services
v" Scientific/Lab Supplies v" Magazines & Publications
v" Landscaping Supplies v" Advertisements
v

Photographic Supplies
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NONALIOWABLEPURCHAES

O Alcohol, Food & Beverages (consumable items) ©  Gift Cards, Gifts, Contributions, Prizes &
Awards
© Meals & Entertainment ® Special Occasion Items (flowers, gift
Baskets, etc.)
® Cash Advances ® Prescription Medications
© Fines, Penalties & Late Fees ® Firearms, Ammunition & Explosives
P
® Radioactive Materials & Controlled
& Personal Purchases Substances
urchases from University o mployees are recious Metals
® Purch f Uni ity of RI Employ & Rare & Preci Metal
® Cell Phones, Cell Phone Accessories, Calling Cards & Automotive Rentals, Repairs, Fuel
© Donations and Charitable Contributions ® Equipment Maintenance Contracts
S iTunes and Other Digital Downloads That Do
Not Have a Businessgor Educational Purpose © Leasesand Other Contractual Agreements
. ) . ® Travel Expenses — No Longer Allowed on the
©  Major Construction or Renovation PCARD. Please Refer to the Travel Policy.
® Consulting Services (Attorneys, Medical Svs,
Honoraria, etc.

10
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GRANT PURCHASES T FUND 500

Grant purchases under $1000 are permitted without prior
approval from Sponsored Projects, provided that the item

purchased is an allowable charge against the grant

If you are unsure if a transaction is allowable under the grant,
confirm with Sponsored Projects prior to making the purchase

N /
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FOUNDATION PURCHASES T FUND 401

Foundation purchases under $1000 are permitted
without prior approval from the Foundation office

Your Dean, Director or Department Head should
determine the appropriate funding source and
procedure for PCARD purchases utilizing Fund 401

Note: Purchases for staff on fund 401 are not
allowed on the PCARD. Ex: office coffee maker,
microwave, etc.

\ Remember: All purchasesmust have a business purpose J

12
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REVIEW OF GRANT AND FOUNDATION
PURCHASES

Each month, reports reflecting the PCARD activity coded to
fund 500 for Grants and fund 401 for Foundation are sent to
Sponsored Grants and URI Foundation, respectively

=
am ~.Sponsored Projects conducts a post-audit review of grant
. purchases

When purchases cannot be properly documented as allowable,
the charge(s) will be moved out of the grant or foundation

account, as applicable, and transferred to an alternate funded
\ account within the department j

13
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PROPERTY & INVENTORY

A Purchases of items costing $1,000 or more and alll
computers, regardless of cost are, required to be reported to
Property and Inventory for tagging

A Each Department is responsible for notifying Property &
Inventory of items purchased

A Reports are sent monthly to Property and Inventory for
review

\_

14
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PURCHASING RULES/POLICY

AAll existing State and University purchasing rules, policies and
procedures MUST BE ADHERED TO when utilizing the PCARD

Please review the URI Purchasing Policy
for further clarification as necessary

15
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SALES TAXT URIIS TAX EXEMPT

A Non-payment of sales tax is the Cardholder®& responsibility

A RI Tax Exempt 189 is embossed on the front of the PCARD. We
recommend the purchaser carry a copy of the RI Tax Exempt
Certificate with them. The form can be printed from the
Controller& website.

A Tax Exemption is also recognized in FL, MA, ME, MI, MO and NJ.

NOTE: Purchases made from other states fall under Rhode Island
state sales tax laws if the items are shipped to the university. This
includes digital downloads.

\_ J
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PURCHASES

the policy on transactions limits

split a transaction

Split transactions are prohibited. Split transactions occur when a
single item costing more than the account holder& single
transaction limit is broken into two or more transactions to bypass

The Cardholder is responsible for ensuring the vendor does not

/
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CARDHOLDER RESPONSIBILITIES

@ Ensure that prohibited items are not purchased with the
PCARD

@ Protect the security of the PCARD
Immediately report loss, theft, or fraudulent use to
JP Morgan, your Department Administrator and the
PCARD Office

@ Keep detailed records of purchases
@ Ensure that expenses are within Purchasing and PCARD policy guidelines

@ Retain all receipts, quotes, proof of delivery, and other documentation
as required

@ Notify PCARD Administrator or Department Administrator of change in employment
status

\ﬁ Plan ahead j

18
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CARDHOLDER RESPONSIBILITIEST continued

All PCARD Cardholders must have access to PeopleSoft Financials

Cardholders must regularly review transactions and verify the following:

Purchases are valid and compliant with policy

No RI sales tax has been charged
Purchases are allocated to proper PeopleSoft chartfield(s)

Cardholders will also complete the following at the end of each billing cycle:

Print statement
Reconcile transactions to the statement
Forward statement and backup to their Department Administrator for

\ review j

19
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Progra m Overview =

DEPARTMENT ADMINISTRATOR RESPONSIBILITIES

Department Administrators act as first auditors and are also known as i aprover s 0

Must have access to PeopleSoft Financials

Responsible to review and approve transactions ensuring:
Compliance with policies
Charged to proper PeopleSoft chartfield

Mark status as approved in PeopleSoft

Monitor activity for unusual transactions and notify PCARD
Administrator of unapproved transaction(s)

Approve Cardholder monthly package and forward to PCARD office by due date

N /

20




/Progra m OV erv Ie W THINK BI(;?WI DO \

DEPARTMENT ADMINISTRATOR RESPONSIBILITIES - continued

When a PCARD Cardholder leaves the University,
changes departments, or is no longer authorized to make purchases on
the University® behalf, the Department Administrator must notify the PCARD
Administrator prior to the employee termination/transfer date

Reclaim the PCARD and contact the PCARD office

21
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DECLINED TRANSACTIONS

Most common reasons for a decline;

1. Exceeds single or cycle transaction limit
2. Blocked Merchant Category Code (MCC)*
3. Incorrect expiration date entered

denial will be assessed, and if appropriate, the issue rectified

* An MCC code is a Merchant Category Code.litis O2 RS dzaSR (G2 RS&AONAOGS

4. Three-digit security #, or CVV# (on back of card), not matching

iKS @SyR2NDa

C/QZNI GKS t/!w5 2FFAOS Kla y2 O2y(NRt 2@3)MbnN6ncacasd§y&aseMa$isj

If a charge is declined, contact the PCARD Administrator. The reason for the

22
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LIMIT INCREASES

Cardholders may request an adjustment to the
$1000 per transaction limit by emailing PCARD@etal.uri.edu:

Email should include:

$ amount of increase requesting

Time frame needed

Description of item, justification and chartfield string

(If your request is approved, attach copy of email/approval with your
reconciliation)

SINGLE TRANSACTION LIMITS CANNOT EXCEED $5,000

N /

23



mailto:PCARD@etal.uri.edu

/P rogra m OV e rVI ew FHINK lil(;e\\’l DO \

s »

RETURNS AND CREDIT

If merchandise is returned for credit, the Cardholder
IS responsible for following up on any credits due
and obtaining a credit receipt from the vendor

Receiving cash or checks to resolve a credit is
PROHIBITED

24
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Progra m Overview 3

DISPUTED TRANSACTIONS

A disputed transaction involves a disagreement with

a vendor regarding a transaction initiated
by the Cardholder

Examples of disputed transactions:

@ Failure toreceive @ Duplicate charges
goods @ Credits not processed
Defective merchandise @ Received incorrect
Incorrectamounts charged order/goods

In the event of a dispute, attempt to resolve directly with the vendor

K Most issues can be resolved this way j

25
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DISPUTED TRANSACTIONS - continued

If the Cardholder is unable to reach an agreement with the vendor, the
next step is to notify JP Morgan and the PCARD Administrator of the
dispute

To notify JP Morgan, call the number on the back of the PCARD. To
notify the PCARD Administrator, send an email to
PCARD@etal.uri.edu and include all details of the transaction

All disputed transactions must be submitted to JP Morgan
within sixty (60) days of the posted transaction

N /
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FRAUDULENT TRANSACTIONS

Fraudulent transactions include, but are
not limited to, charges not initiated by the
Cardholder

JP Morgan will contact the Cardholder and the
PCARD Administrator when they suspect fraudulent
activity on a PCARD

Cardholders and/or Department Administrators must
review transactions in PeopleSoft at least once per
\ week to minimize potential fraud

27
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Peop leSo ft Procuremen t Cards

Following are instructions and screen-
shots for accessing and reconciling
PCARD transactions in PeopleSoft

28
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Peop leSo ft Procuremen t Cards ©

WORKFLOW EMAIL NOTIFICATION

When a Cardholder makes a purchase with the PCARD and the transaction
posts in PeopleSoft, a notification will be sent via email to both the
Cardholder and Department Administrator(s)

Cardholders and Department Administrators will need to
login into PeopleSoft Financials to verify and approve
transactions

\_

29
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PEOPLESOFT ROLES

Cardholders=GENERAL USER INQUIRY

General Users verify transactions

Department Administrators=APPROVERS

Approvers approve transactions

\_

30
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PEOPLESOFT VERIFICATION & APPROVALS

In an effort to update budgets on a real time basis
and have accurate and timely information, it is In
everyone® best interest to verify and approve
transactions as soon as possible, but at least
weekly upon receiving notification of a
transaction.

N /
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Peop leSoft Procu rement Cards @

PEOPLESOFT VERIFICATION AND APPROVALS

Once PCARD transactions post to the JPMorgan
account they are loaded into PeopleSoft.

Charges are initially allocated to the default chartfield provided on your application

$$ amounts may be moved from one chartfield to another, or split between several
chartfields as long as Cardholder or Department Administrator has signature
authority on the chartfield charged

Transactions will be posted to PeopleSoft, after they are approved

After transactions are posted to PeopleSoft, no changes/updates can be made; a
Journal Entry Form is required to make changes after charges are posted

\_

32
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Peop leSoft Procu rement Cards @

\_

PEOPLESOFET VERIFICATION AND.

APPROVALS

The following slides show step-by-step

screenshots for accessing transactions in

PeopleSoft

/

33
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Peop leSoft Procu rement Cards

Bl

™

THE

Financials

UNIVERSITY e-Campus

OF RHODE ISLAND

User ID

Forgot Your Password?
B Enable Accessibility Mode

Copyright © 2000, 2013, Oracle and/or its affiliates. All right= reserved.

Below is the screen to login into PeopleSoft Financials.
Enter your user ID and password.

Note theword i F i mial$h above e-Campus.

34
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Peop leSo ft Procureme nt Cards @

Main PeopleSoft menu

Financials

Menu =
Search 3 URI Menu 4

3 Employee Self-Service 4 fy d
EEH::‘VU’" {3 Manager Self-Service 4 TO Verl an

enu )
3
[» Employee & Supplier Contrac, approve PCARD
[> Manager¢ (3 Vendors ' .
[ Supplier ¢ [ Purchasing ’ transactlons
DVendors ) aprocurement ’ !
[ Purchasin . y . .
I eProcurer 1 Services Procurement CIICk On Pu rC h aS| n g
[ Services F (] Grants 3
I Grants 3 Travel and Expenses »
[> Travel anc
3
b Accounts ™ Accnuﬁs Payable
b Commitm 2 Commitment Control 4
> GeneralL 3 General Ledger 4
E gei UpFir ~ sat Up Financials/Supply Chain »
nterprise

DWorkIFi}st ™M Enter|_3rLse Components 4
> Reporting 3 Worklist ’
[- PeopleTor [ Reporting Tools ’

3 PeopleTools 4

35
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People Soft Procuremen t Card s

Under Procurement Cards, click Reconcile, then
Reconcile Statement

Financials

e-Campus

Search Menu:
Menu ‘ | @ s o ov
Search: 3 URIMenu »

(3 Employee Self-Service »
b MyFavorit ~ Manager Self-Service >
Egrilphlf;gz (3 Supplier Contracts »
D Manager$ (2 Vendors 4
> Supplier C (3 Purchasing
E\Iéi?gr?arzir {3 eProcurement {3 Requisitions ’
b eProcurer L Services Procurement (3 Purchase Orders k
[> ServicesF (3 Grants (1 Procurement Cards
b Grants  ~ Travel and Expenses ’ I Reconcile _ i
[> Travel anc 7 Accounts Payable » 3 Process Statements d Recgncule‘Statement
Eé?,?,ﬂtt?n {3 Commitment Control » (3 Reports | _Review Disputes
> General L (3 General Ledger » ‘:j Secur'n."y :
5235322 {3 Set Up Financials/Supply Chain » Li] Deﬁnrt»ons .
b Workiist [ Enterprise Components » |=] Review Bank Statement
I> Reporting (3 Worklist »
[> PeopleTor 3 Reporting Tools »

(3 PeopleTools »

36
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Peop leSo ft Procuremen t Card s

To view transactions & Cardholderselect General
User Inquiry from the drop-down menu

Reconcile Statement Search /

*Role Name: | General User Inquiry v| _—
Employee ID: Ii(l

Name: Q

Card Issuer: JPMorgan_MC v|

Card Number:

Transaction Number:

Transaction Amount:

Merchant:

Sequence Number:

|

Line Number:

Billing Date: Q
*Statement Status: | hd
Budget Status:

\

Chartfield Status:

Transaction Date From: El To: El

Charge Type:

\ Posted Date From: B To: El CIICk Search j
Search

37
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Peop leSoft Procu rement Cards @

Asa GeneralUser(Cardholde), you will be brought to this screen

Favorites : Main Menu > Purctlasing > Procurenlent Cards > Recgncile > Reconcile Statement

Reconcile Statement

Procurement Card Transactions

Empl e ] Employee Nameﬂ Card Number: " Card Provider: JPM

Bank Statement

Additional Information

P2 | Find | View -‘xnl'LEl ! B Frar B 430f3 I Las

Notice the ¢stall dz& setto staged.
Transactionsfall into four types:
Saged, verified, approved, and closed

Search Purchase Delails ittt £

B save | [=] Notify | | Refresh |

Trans Date Posted Date Merchant *Status = i%!:ﬂ Currency %ﬂiﬁt—:ﬂg Redistrib \Eﬁher
1| [@] 03/07/2011 03/08/2011 %008534111302 Staged v 498usD B O R vaid  No No
| 2| [F] 0312312011 |03/25/2011 ESEAN STATEJOB Irced 13000usD B B3R valid  |No No
| 3 [ 031232011 0312412011 STOP & SHOP #720 | Staged v 2197usD B Q B vaia  No No
geieciill O clearan [ Stage | Veriy

38
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Peop leSo ft Procu rement Cards

There are three main icons used to
verify and approve transactions

1. Line Details
2. Comments
3. Account Distribution (chartfield)

39
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Peop leSoft Procu rement Cards @

1. Line details

Favorites - Main Menu > Purchasing > Procurement Cards > Recondle > Reconcie Statement

Reconcile Statement
Procurement Card Transactions

Empl ID: Wil Employee Name: Card Number:
Bank Statement

Additional Information

D o Provider: P

Customize | Find | View Al ] L2 i B e B 43013 12 (as

. Billing Chartfield : Voucher
VTrans Date Posted Date Merchant Status Amount‘cu"e"g‘ . | ‘Status Redlstrn)vE"or
- USPS S RS =i = :
1 03/07/2011 03/08/2011 43609008534111302 Staged v 498 USD [?g Q _[_:lz Valid No Nao
2 [7] 0312312011 |03/25/2011 ESEAN STATE.JOB Staged v 130.00 USD % Q E"{. Valid No No
; 3 [T] 0312312011 03/124/2011 STOP & SHOP #720 | Staged v 21.97 USD % O E"; Valid No No
_ == Click for
Search Purchase Details SplitLine Distribution Template

Line Details

[:5eve| (ot |a-Bofroaty|

40
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Peop leSoft Procuremen t Cards ©

1. Line detailsT cont 6 d

Favo'r'rtes:Main'Menu > Purdlasing > Procurerrlent(:ards > Recgncile > Reconcle Statement
@INew Window  ? Help

ProCard VISA Trans Details

Reconcile Statement
Visa Transaction Details

Line details contains specific

Card Number
Posted Date:

g 4g
0312512011

Transaction Number: 24435651083465002361442
Sequence Number: 42

¥ Card Transaction - Type 5

information related to each
transaction

(&

121075

Period Acquiring Bin

Card Acceptor 1D

443565 178043101991

Supplier Name

IKON-NORTH AMERICA

Show all columns |  Supplier City

Supplier State/Province

PA

Supplier Country

USA

Supplier Postal Code

19355

Source Amount

800-565-0283 149.50

Tab2

Tab3 || Tab4
—

Custonize | Find  View Al 1 |

Tab2

3731418

ltem Commodity Code

e 9 Description
( PRINT CARTRIDGE BLACK TYPE

Frst 1 g o2 O st

Various amounts of information

Tab3 | Tab4

Customize | Find | View

ant B e Ky g I

may be available to view

L 1
(e=Retins)

Messaqe Identifier

Discount Amount  Freight Amount Duty Amount

02881-1111

Dest. Postal  Source Postal Dest.Counﬂ‘
19355 USA

41
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Peop leSo ft Procu rement Cards 2

2. Adding comments

Favorites Main Menu > Purctlasing > Procurerrlent Cards » Recgncile > Reconcile Statement

Reconcile Statement

Procurement Card Transactions

Empl ID: o Employee Name: e Card Number: "=——————— Card Provider: JPM

Bank Statement

Additional Information

Customize | Find | View 21 | B | 3 rrar & 43073 17 Las

A Billing Chartfield .. .. Voucher
‘Trans Date Posted Date Merchant Status A vecaant Currency | Status Redistrib EHOr
1 03/07/2011 03/08/2011 USES Staged v 498 USD = O = Valid No No
_ _ _ 43609008534111302 Y : '@'_ -

2 [7] 03/23/2011 |03/25/2011 EgEAN STATE.IOB Staged v 130.00 USD [E—'E‘] O 525, Valid No No

3 03/23/2011 03/24/2011 STOP & SHOP #720 | Staged v 21.97 USD % Q L'_f_}{. Valid No No
geitAl O clearan [ Stage [ ety A
Search Purchase Details SelSasssiEitoaiaaTssisie N CIICk tO add
B save | [=] Notify | | Refresh | Comments

42
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Peop leSof t Procu rement Cards

2. Adding comments i cont 4 d

Reconcile Statement

Favorites | Main Menu > Purchasing > Procurement Cards > Reconcle > Reconcle Statement
- - w - - -

Line Comments

Line: 1 Description:

Reference:
Transaction Line Comments

Comments:

Eind | View Al First KN 4 o714 DY a5t

> FH[=

Status:  Active

|Comments are required for every transaction

Attachment:

. OK  Cancel  Refresh

FAB # (fabricated equipment) should
also be entered here, if applicable

&

Associated Document

© Aftach

15— el iRl

Gomments help Degpartment
Administrators approve
transadions and may deter
guestions and inquiriesfrom
auditors

Sponsoed Grants reviews
comments each month to
determine appropriatenessof
grant purchases.

Attachments are required
for grant purchases and
recommended for all other
purchases

_~

43
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Peop leSo ft Procu rement Cards &

2. Adding comments i cont d d

CLICK BROWSE and
follow prompts to locate
file on your PC

|Attaching Documents |

Favorites Main Menu > Purcllasing > Procurenlent Cards » Recovnciie > Reconcile Statement

[ File Attachment

Browse...

_Upload | Cancel

a4
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WE DO \

2. Adding comments i cont @

Attaching Documentsi cont 6

Favc;r'rtes Mainvl'v'lenu » Purchasing > Procurement Cards > Reconcile : Reconcile Staterment
: - - -

File Attachment

Clserswhyrnes\Desktop'Auto Rental Info. pdf
| Upload || Cancel |

N\

Browse...

45
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Peop leSo ft Procu rement Cards ©

3. Expensing transactions to chartfield

Favorites : Main Menu > Purchasing > Procurerrlent Cards > Reconcle > Reconcie Statement

Reconcile Statement
Procurement Card Transactions

Empl ID: =ees————— Employee Name:

Bank Statement

Additional information

m Card Number: I Provider: JPM
Customize | Find | View A1 | B3 | 38 st K 4.30f3 I as

= Billing Chartfield ... Voucher
Trans Date Posted Date Merchant Status Aaoiunt Currency Status Redistrib Eior
USPS e — = =
1 03/07/2011 | 03/08/2011 e enGasaa 05 Staged - 498 USD B (> ER vald No No
2| [F] 03/2312011 03/25/2011 ESEAN STATEJOB  |rey-ed - 130.00 USD 2 O [ valid No No
3 0312312011 03/24/2011 STOP & SHOP #720 = Staged - 21.97 USD 2 ¢ & valid No No
geicctAii O clearan |- Stage || Verify 4

Search Purchase Details SplitLine Distribution Template

‘ﬁ Saye_‘ ‘EMW {:’ Refresh

dick for Chatfield
(account distribution)

46
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3. Expensing transactions to chartfield i cont 0

Favorites = Main Menu > Purchasing > Procurement Cards > Reconcile > Reconcie Statement
H - - -

Reconcile Statement

Account Distribution

Make any updatesto the
chartfieldandclick &2 1 €

Avalid chartfield must be entered.
Line: 1 PO Qty: 1.0000 uom: EA Note that program must alsobe
Billing Date:  03/09/2011 Billing Amount.  USD 4.98 Unit Price:  4.98000 entered. Four zeros are a valid
Sp-eedCIlart: Q -Fl;:-ia;:a{:tio" Unit 4.92000 *Distribute w: Amoaunt - program number.
Distributions .
DetailsiTax Asset Information Statuzes —
Dist Percent  Amount Currency *GL Unit FAccount Fund Dept Program Main Content hpl% Project Activity mne Cateq
1/ 100.0000 | 4.98/USD [uriPs |Q 5432 Q[300  |Q 4025 Q [oooo | @ Q|| Q|| Q|| Q|| Q||
OK  Cancel = Refresh |

Screen will populate with the default
chartfield associated with the
PCARD

47
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Peop leSo ft Procu rement Cards ©

3. Expensing transactions to chartfieldT c on tf 6 d

Expensing to a grant (fund 500)

Fa\rc;r'rtes MainvMenu ¥ Purcrlasing > Procurerrlent Cards > Rect‘}'ncile +  Reconcie Statement

Reconcile Statement

Account Distribution

Line: 4 PO Qty: 1.0000 UOM: EA

Billing Date:  03/24/2011 Billing Amount: UsD 327.40 Unit Price: 327.40000

SpeedChart: Q Lﬂ:amo" Uit 327 40000 *Distribute by: Amount M

Distributions

" DetailsTax || Assetnformation || Statuses |

Dist Percent  Amount Currency *GLUnit  *Account Fund Joent Program  Bud Ref ﬁﬂﬁ“’ Project Activity ?_:;;e Cateq
1[100.0000 | 327.40 USD [URIPS Q@ [5747 afso0 @ 2000 Q [oooo Q|| GJluriPs | [0001958 Q |RESEARCH a |
ok [ cancel | reresn | | These 3 fields are always entered for fund 500:

PC Bus Unit: Always URIPS
Project: Applicable project #
Activity: Always FRESEARCH 0
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Peop leSoft Procuremen t Cards @

3. Expensing transactions to chartfield T cont 0|d

Expensing to more than one chartfield

Favorites - MainvMenu > Purchvashg > Procuremgnttards > Recovncie > Reconcile Statement

@ NewWindow ? Help [ Customize P
Reconcile Statement
Account Distribution

Line: 1 PO Qty: 1.0000 UOM: EA
Billing Date:  02/19/2011 Billing Amount:  USD 200.00

SpeedChart: Q TransactionUnit ;55000

Unit Price: ~ 200.00000

*Distribute by: Amount ¥

Price
customize | Find | View 41| B | B Fest £ qopg I Last
TSSO ( Details/Tax || AssetInformation | Statuses
Dist Percent Amount Currency GLUnit *Account Fund  Dept Program  Bud Ref :ﬁ:"s Project Activity i;“ Cateqory Affiliaste  Fund Affil Location
1//100.0000 20000/USD  [URIPS |Q [5455 Q220 Q5300 Qo000 @

- Af_laf 8 _f 1a]

G|

Click + to add one or more rows
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Peop leSo ft Procu rement Cards &

3. Expensing transactions to chartfield T cont 6}]d

Expensing to more than one chartfield i cont 6}d

Update chartfields as needed

7~

Divide charge by percent or
\ amount
\Click fok evhen done
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