PCard Reconciliation

Chrome River PCard Interface

Report Header

Reconciling a transaction NOT using PCard Itemization
Reconciling a transaction using PCard Itemization
Reconciling a Credit / Refund Transaction from BoA
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Tiles for PCard reallocation:
e Each Tile contains appropriately assigned Account Codes to simplify the allocation process.
e PCard Itemization Only —
o Use this Tile when multiple Tiles are required for a specific transaction.
e  Credits / Refunds —
o Use this Tile when you have received a credit from the vendor.
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How to tell if you have PCard Transactions to reconcile

® UNM PCard . )
If you have a green dot next to UNM PCard then you have transactions to reconcile.
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Creating a new PCard Recon report and adding your PCard transaction(s) is the same regardless which tile(s) you are using.
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New Expense Report:

.

New Expense Report

Report Header:

e Report Name — Enter report name
e Report Type — Select PCard

each Tile selection)

Business Purpose — (General Description is applicable at the Report Header and a detailed business purpose is required at

Report Name

Report Type

Business Purpose

Expenses For Lorrie Black

PCard ltemization Test

PCard

canes m

PCard

Recon|

Reminder: Please check that all typical expenses are included

Using a single Tile, PCard Itemization or the Credits/Refunds Tile selecting the PCard transaction to allocate will be the same.

Select UNM PCard:
Add
Expenses T = [ 11 !
Create New
: o =00 2 b=
® UNM PCarad . o
® Offline
Recycle Bin __
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® Receipt Gallery
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Select a transaction(s) from your eWallet and select Add:

Add
Expenses

All
& UNM PCard
& Offline

Recycle Bin

i Unm Visa

i Other
i 10/17/2019

i » 7636-SOILUTIONS INC

i Unm Visa

i Other
i 10/21/2019

4 » 1T33-GALLES MOTOR COMPANY

{ Unm Visa

El e

1,980.00
usoD

O
2,118.53

usD
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If you need to allocate a transaction across multiple indices and/or account codes but do NOT need to use multiple Tiles, you do
not need to use itemization. Use PCard Itemization ONLY when you need to allocate a transaction across multiple Tiles.

Reconciling a transaction not using PCard Itemization:
Select your PCard Transaction
Select Tile that properly classifies the transaction

Select Valid Expense Type
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There's a missing piece to the puzzie. Please select an Expense Type.

Example Books / Periodicals / Subscriptions:

ﬁ Books / Periodicals / Subscriptions

Post Date 10/18/2019 =
Receipt Date 10/17/2019 =
Spent 1.980.00 | UsSD

Please describe how this purchase benefits the University.

Please describe how this
expense benefits the
University's mission or
restricted award

wendor SOILUTIONS ING
Feed Transaction 1D 24755429290272900707334
Chrome River Load Date 10/19/2018 (o}

1 certify that all goods have been received and/or services completed

Banner Index

Downloaded Details
Unm Visa >

Attachments (0) =0

Provide required information

e Business Purpose
e Banner Index(s) and Account Code(s)
o Each Tile contains appropriately assigned Account Codes to simplify the allocation process.
e  Attach receipt(s) and any other required documents
e Save and Submit your report.

Use PCard Itemization ONLY when you need to allocate a transaction across multiple Tiles. If you need to allocate a transaction
across multiple indices and/or account codes but do NOT need to use multiple Tiles you will not need to use itemization.
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To Reconcile a transaction using PCard Itemization:

Select PCard Itemization — To allocate a transaction across several Tiles.
e Examples
o Charge requiring allocation between Goods/Supplies and Books/Periodicals/Subscriptions.
o Charge requiring allocation between Equipment/Computers and Software and Services.
Select your PCard Transaction
Select PCard Itemization Tile

>

PCard Itemization Only screen:

--.‘%? PCard Itemization Only

Post Date 10/18/2019 ]
Receipt Date 101742019 (o]
Spent 1,980.00 | USD

Please describe how this purchase benefits the University.

Please describe how this
expense benefits the
University's mission or
restricted award

Vendor SOILUTIONS INC
Feed Transaction 1D 24755429290272900707334
Chrome River Load Date 10/19/2019 (o]

I cerlify that all goods have been received and/or services completed
Banner Index

00 UMM PCard temization Index Required at the line item

Downloaded Details
Unm Visa >

Attachments (0) =

Provide required information

e Business Purpose
e Banner Index
o Do NOT use your department Banner Index(s) here, all indexes and account code(s) are added at the line item
o ONLY use 00 UNM PCard Itemization Required at the line item.
= Search for this by typing /temization, give the system time to find -
e (00 UNM PCard Itemization Required at the line item
o It can take several seconds
o Once you’ve used 00 UNM PCard Itemization Required at the line item it will be available in the Banner
Index drop down for you to select next time.
e  Attach receipt(s) and any other required documents

You are now ready to Itemize.
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Select Itemize*

Note: If you select Save instead of Itemize you will receive an error.
The error is a reminder you still need to Itemize the transaction:

Imzages

@_‘-' PCard ltemization Only

A Amount of expensze needs to be fully itemized.

Amount of expense nesds to be fully temized.
Click Itemize to continue.

Itemization Screen
e Includes all PCard Tiles
e Running totals:

o Total Amount = Transaction Amount
o Remaining = Amount left to reallocate

1,980.00 1,980.00

For this example, we’ll “pretend” the receipt is from Staples. We will allocate using 4 different tiles AND 4 different Indexes

Tiles:

e  Awards / Gifts / Incentives

e Books / Periodicals / Subscriptions

e Goods/ Supplies

e Software
Indexes:

e 594002, 112002, 944000, 488001

Select the first Tile - Awards / Gifts / Incentives

% PCard Itemization Only

—
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1,980.00 1,980.00
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Awards / Gifts / Incentives
Enter the amount to be reallocated on this Tile, from our receipt we see it is $30.00
Add
e Business Purpose - Add a detailed description that explains how this purchase benefits The University
e Banner Indexes and Account Codes
o Each Tile contains appropriately assigned Account Codes to simplify the allocation process.

e Attachments - Receipt is present from Itemization header, no need to add it again

Once you Save you’ll notice the Remaining amount to be allocated is less the $30.00 on this Tile.

Images ﬂ e
4 1,980.00 1,950.00

)| Awards / Gifts / Incentive

Post Date 10/18/2019
Receipt Date 1001742019
Spent 30.00 USD

Please describe how this purchase benefits the University.

Please describe how this Blank Cerfificate of Recognifion awards to be given out at the end of the "vou are Special” project funded by a local company.

expense benefits the . - . N o S .
University's mission or ....Add Business Purpose to assure you describe how this expense benefits the University's mission or restricted award.

restricted award.

Wendor SOILUTIONS ING
Feed Transaciicn 1D 24T55429290272800707334
Chrome River Load Date 101192019

I certify that all goods have been received and/or services completed.

Banner Index

594002 113207-Finance Systems Manag... 594B Finance Sys Mngt Support 7.50
2U0224 MUI & G P131
4660 - Participant Support Gen

112002 Cont Grant Acct Main 112A Contract Grant Accounting Main 7.50
200224 MU I & G P132
4660 - Participant Support Gen

944000 113425-Purchasing Operations 9448 Purchasing 7.50
200224 MU 1 & G P131
4660 - Participant Support Gen

430001 113205-COMPTROLLER-AD-Co...  480A Controller Administration 7.50
200224 MU T & G P131
4660 - Participant Support Gen

Attachments (1)

Select Itemize again
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Books / Periodicals / Subscriptions

Enter the amount to be reallocated on this Tile, from our receipt we see it is $1,050.00, we can list the Coloring Books and Planners

together since they are on the same tile.
Add

e Business Purpose - Add a detailed description that explains how this purchase benefits The University

e Banner Indexes and Account Codes

o Each Tile contains appropriately assigned Account Codes to simplify the allocation process.

e Attachments - Receipt is present from Itemization header, no need to add it again

Until you hit Save the Remaining amount to be allocated will not update.

=

i Books / Periodicals / Subscriptions

Post Date 101812019 o]
Receipt Date 10/17/2019 o)
Spent 1,050.00 [ | usD

Please describe how this purchase benefils the Universily.

Please describe how this Please describe how this expense benefits the University's mission or restricted award
expense benefits the

University's mission or

restricted award.

Vendor SOILUTIONS INC
Feed Transaciion 1D 24755429290272900707334
Chrome River Load Dale 10/19/2019 G

I cerify that all goods have been received and/or services completed.

Banner Index

X | 594002 113207-Finance Systems Management 594E Finance Sys Mngt Support 200224 MU 1 & G P131

3110 - Books Periodicals Gen

X | 112002 Cont Grant Acct Main 112A Contract Grant Accounting Main 2U0224 MU | & G P132

3110 - Books Periodicals Gen

X | 944000 113425-Purchasing Operations 944B Purchasing 200224 MU 1 & G P131

3110 - Books Periodicals Gen

X | 430001 113205-COMPTROLLER-AD-Comptroller 430A Controller Administration 200224 MU | & G P131

3110 - Books Periodicals Gen

Comments (0)

Attachments (1)

Save — Remaining amount to Itemize is updated and you can select the next tile.

1,980.00 1,950.00

25%

25%

25%

100 %

262.50

262.50

262.50

262.50

1,050.00
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Goods / Supplies

Enter the amount to be reallocated on this Tile, from our receipt we see it is $300.00.

Add
e  Business Purpose - Add a detailed description that explains how this purchase benefits The University
e Banner Indexes and Account Codes

o Each Tile contains appropriately assigned Account Codes to simplify the allocation process.

e Attachments - Receipt is present from Itemization header, no need to add it again

Until you hit Save the Remaining amount to be allocated will not update.

Goods / Supplies

Post Date 10/18/2019 (0}
Receipt Date 10/17/2019 (o]
Spent ao0.00 [ | uso

Please describe how this purchase benefits the University.

Please describe how this Please describe how this expense benefits the University's mission or resfricted award
expense benefits the

University's mission or

restricted award.

Wendor SOILUTIONS INC
F_EEd Transacfion 1D 24755429280272900707334
Chrome River Load Date 10/19/2019 G

1 certify that all goods have been received and/or services completed.

Banner Index

X | 594002 113207-Finance Systems Management 5846 Finance Sys Mngt Support 2U0224 MU | & G P131 25% T75.00
3100 - Office Supplies General

® | 112002 Cont Grant Acct Main 112A Contract Grant Accounting Main 2U0224 MU | & G P132 25% 75.00
3100 - Office Supplies General

X | 944000 113425-Purchasing Operafions 9448 Purchasing 2U0224 MU 1 & G P131 25% 75.00
3100 - Office Supplies General

X | 480001 113205-COMPTROLLER-AD-Comptroller 480A Conftroller Administration 2U0224 MU 1 & G P131 25% 75.00
3100 - Office Supplies General

100 % 300.00

Save - Total Amount and Remaining Amount will automatically update
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Software

Enter the amount to be reallocated on this Tile, from our receipt we see it is $300.00.

Add
e  Business Purpose - Add a detailed description that explains how this purchase benefits The University
e Banner Indexes and Account Codes

o Each Tile contains appropriately assigned Account Codes to simplify the allocation process.

e Attachments - Receipt is present from Itemization header, no need to add it again

Until you hit Save the Remaining amount to be allocated will not update.

> 1,980.00 600.00

Software

Post Date 10/18/2019 (o]
Receipt Date 10/17/2019 (o]
Spent soo.00 [ | usD

Please describe how this purchase benefits the University.

Please describe how this Please describe how this expense benefits the University's mission or restricted award.
expense benefits the

University's mission or

restricted award.

Vendor SOILUTIONS ING
Feed Transaction ID 24755429290272900707334
Chrome River Load Date 10/19/2019 (o]

1 certify that all goods have been received and/or services completed.

Banner Index

= 294002 113207-Finance Systems Management 5948 Finance Sys Mngt Support 200224 MU | & G P131 25 % 150.00 -

3140 - Computer Software Gen

x> 112002 Cont Grant Acct Main 112A Contract Grant Accounting Main 2U0224 MU | & G P132 25 % 150.00 -

3140 - Computer Software Gen

X | 944000 113425-Purchasing Operations 9448 Purchasing 200224 MU | & G P131 25% 150.00 A

3140 - Computer Software Gen

X | 450001 113205-COMPTROLLER-AD-Comptroller 4504 Controller Administration 2U0224 MU 1 & G P131 25 % 150.00 -

| 3140 - Computer Software Gen

100 % 600.00

Save

Rules fire based on Account Code Mapping:
Software

Special Exception may be required EZIE

Rule 225 - Special exception approval is not reguired if ail of the following are true. -Vendor is a US Entity -Software is not available from UMM IT -Software costs less than 32,500 -An agreementicontract is not
required -Data will not be stored on a Cloud or Wendors Server “Wandor acocepts payments directly and not through Paypal. Square Inc., Google Wallet or other thind party payment processor.
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Once fully Itemized the Remaining is 0.00

1.980.00 <

On your summary screen (left side) the breakdown is displayed:

PCard Itemization Test

- T,E'L.'_, 2013 2 PCard ltemization Only 1'98%23 o.0e &
T ots W Awerds ! Gifis { Ingentive S 0.00
Ty e B Books /! Periodicals { Subscriptions Lo o 0.00
T:',"L'f 2018 fa} Goods/ Supphes 30?_,2% 0.00
T;L} - Fl Software 60’?_]8% a.00

Reconciling a Credit/Refund from BoA:
Create a new Report:

Expenses For Lorrie Black

Report Mame PCard CreditVRefund
Report Type PCard -
Business Purpose PCard Recon|

Reminder: Please check that all typical expenses are included.

Select the Transaction from your eWallet:

Add
Expenses
Sort - il
7777777777 I Unm Visa
i Oth
T 1412020 21.24
_j » 1733-PARTS PLUS e

Al

Select the Credit/Refund Tile:

Enter
Business Purpose - Add a detailed description that explains how this purchase benefits The University
e Banner Indexes and Account Codes
o All allowable PCard Account Codes are available in the Credits/Refunds tile
e Add Receipts and other documentation
e Save and Submit

June, 2021



NOTES:

e PCard Itemization is used when reconciling across multiple Tiles
o Example, your receipt includes:

= Goods
=  Books
= Gifts

o Itemization allows you to select those 3 Tiles.

e To allocate a transaction across multiple indices and/or account codes but do NOT need to use multiple Tiles you do not need
to use itemization.

e  Warning messages still fire based on account code(s) used

e  When using Itemization, all attachments should be on the Itemization Tile. There is not need to attach the receipt on each tile
when using Itemization

e  Credits and Refunds must be allocated on the Credit / Refund tile ONLY

e A listing of Account Codes and the Tile(s) are on is available on UNM’s Chrome River website.
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Exceptions and Violations

An item added manually, rather than pulling from UNM PCard eWallet, will cause Violation #241 to fire.

Canee! e

> PcCard Itemization Only

Post Date
Receipt Date

Spent

=

04/01/2021 M=

1.2z4a00 [  usD

Please describe how this purchase benefits the University.

Please describe how this
expense benefits the
University's mission or
restricted award

Violation #241 to fire:

Testing PCard Itemization TEST ONLY|

A Lormrie Black

Images

“ Other PCard Purchases

4s  Reimbursable expenses cannot be added to a PCard or PCard-Travel recenciliation report.

Rule 241 - Reimbursable expenses cannot be added to a PCard or PCard-Travel reconciliation report. PCard

PCard Menu. Please delete this line item

=241

must be from the (SLNTY]

If you have to enter the dollar amount on the PCard Itemization Only screen, you did not pull the PCard transaction from your eWallet

£ PcCard Itemization Only

Post Date
Receipt Date

Spent

=

04/01/2021 =

1.zzac0 [ | uso

Please describe how this purchase benefits the University.

Please describe how this
expense benefits the
University's mission or
restricted award.

Canee m e

Testing PCard Itemization TEST OMNLY]

Violation 261 will fire if you enter a negative (-$) dollar amount when allocating a PCard charge.

A Invalid Amount

ltemized expensa cannot be 3 negative amount

Violation 262 will fire if you select add a Non-Credit/Return PCard transaction to the Credit/Return Tile

A Invalid Amount

Flesse use a negative amaount credit card transaction for the Returns ¢ Credit.

w281

#2862
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