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Overview

PCard transactions made using an NAU PCard are loaded into Peoplesoft Financials for
reconciliation. The Reconciliation Process section of this training manual outlines the requirements
of the Reconciler and the Approver. Links to detailed processes of each requirement are provided
throughout the Reconciliation Process section.

Definitions

Approver — The NAU employee that has been assigned the responsibility for monitoring and approving PCard activity
for assigned Reconcilers.

Billing Cycle - The Billing Cycle consists of daily statements that covers one month. As an example, statements dated
7/2/2014 through 7/31/2014 comprise July's Billing Cycle.

Reconciler — An NAU employee that has been issued an NAU PCard.

Billing Date - The file date of the Visa Statement. These are downloaded daily.

Reconciliation Process

1. General Information

e Reconcilers make authorized purchases in accordance with NAU Purchasing Policy using NAU PCards.

e Each day, PCard transactions are downloaded from a Visa file into Peoplesoft Financials.

e Reconcilers are required to Verify transactions for each Billing Cycle in Peoplesoft Financials no later than the
close of business on the 3rd of each month following the open Billing Cycle, or the next business day if the
3rd falls on an NAU Holiday or weekend.

e  Approvers are required to Approve transactions for each Billing Cycle in Peoplesoft Financials no later than
the 5" of each month following the open Billing Cycle, or the next business day if the 5™ falls on an NAU
Holiday or weekend.

e Every Friday, or the next business day if Friday falls on an NAU Holiday, Contracting and Purchasing Services
(CPS) runs the Post-Payment process. Friday's Post-Payment closes any Approved transactions. A final Post-
Payment will be ran on the 6th of each month or the next business day if the 6th falls on an NAU Holiday or
weekend for all transactions included in the previous Billing Cycle. The final Post-Payment process closes
transactions from the previous Billing Cycle.

2. Verify Transaction



https://cas.nau.edu/cas/login?service=https%3A%2F%2Ffinancials.peoplesoft.nau.edu%2Fpsp%2Fpf91pr%2F%3Fcmd%3Dstart
http://nau.edu/Contracting-Purchasing-Services/Policies-Procedures/
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At minimum, Reconcilers must Verify all transactions made against their assigned PCard in Peoplesoft

Financials. Based on individual departmental policies, the Reconciler may be required to perform some of the steps

outlined in Section 3 below.

e Open the Reconcile Statement Search page to access transactions. If the transactions do not display, click
Search on the bottom of the page.

e Compare the vendor invoice to the corresponding statement transaction line in Peoplesoft Financials. If the
transaction is correct, change the Status to Verified. If the transaction is incorrect, contact the vendor for
appropriate correction and work with the Approver to record appropriate comments in Peoplesoft Financials.

3. Complete Required Transaction Information

Each department will establish if these requirements are completed by the Approver or Reconciler.

Click on the Billing Tab to enter the actual item description.

Click on the Transaction Tab.
E—— =

[
e  Click on the Public Purpose icon ¥~ to navigate to the Line Comments page and populate line 1 comments

with the Public Purpose. Click OK.
e Upload the Documentation into OnBase. At minimum the vendor receipt must be uploaded, however
additional supporting documentation may be included.

o If the transaction is travel related, click on the Travel Info icon to navigate to the PCard Travel Related
Information page and populate the Traveler’s Emplid, Departure Date and Return Date of travel. Click OK.
1
ET4
e  Click the Account Distribution icon to navigate to the Account Distribution page to change the
Chartfield. Click OK.
o If the transaction needs to be split between accounts, click the Split Line link. Click OK.
o If the transaction requires a use tax payment, click the Purchase Details hyperlink, then click the Sales/Use Tax
link. Calculate the Use Tax amount and enter into the Use Tax field. Note: The percentage calculation does
not work.

. Approve Transaction

o

This is required of the Approver.

o If there is a Violation on the transaction, the Approver will check the Notice of Violation box and select the
type of violation that occurred. Approver will forward the completed Notice of Violation form to Contracting
and Purchasing Services.

e The Approver will review the invoice and ensure the Reconciler verified the transaction, will review and/or
add information required in Section 3 above and Approve the transaction.
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Verify Transaction

Favorites = Main Menu > Purchasing > Procurement Cards > Reconcile » Reconcle Statement

Reconcile Statement

Procurement Card Transactions

Empl 1D: 2164468 Name: Birkett, Glenn
Card Number: Rt A B Card Provider: JPMOR
¥ Run Budget Validation on Save
Bank Statement Personalize | Eind | view Al | BV | 38 Fist 1 42012 1 Last
L Transaction Public Budget Chartfield
Trans Date Merchant Status Amoust Currency Purpose Travel Info Status Status Red
1 08/14/2013  |MLS'APPLIANCES m 1,328.67USD B @ O[3 vaid Valid Mo
2 [ oarenory  JETDELLHCGHER 70,536 83 USD B & O [dvaid  Vald No
< >
¥ Select All Clear All Stage Verify Approve Validate Budget
Search Purchase Details Split Line Distribution Template

|1 save | =] Nofify |o* Refresh

After comparing the transaction in Peoplesoft Financials to the vendor invoice change status to Verified by selecting
Verified form the dropdown.

Click Save.
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Search for Transactions

Reconcile Statement Search

Favorites ' Main Menu » Purchasing » Procurement Cards » Recgncle » Reconcile Statement

Reconcile Statement Search

Role Name:

Employee ID:

MName:

Card Issuer:

Card Number:
Transaction Number:
Merchant:

Sequence Number:
Line Number:

Billing Date:

Statement Status:

Budget Status:

Chartfield Status:

Transaction Date:

Charge Type:

Posted Date:

Search

To access the Reconcile Statement Page, click Main Menu>Purchasing>Procurement Cards>Reconcile>Reconcile
Statement. Statements can be searched on any field in the Reconcile State Search page. Reconcilers can click Search to
access all open transactions.

Role Name: Valid Roles are Approver, Reconciler, and Viewer. Approvers that are also Reconcilers will have both
roles, but cannot self approve transactions.

Employee ID: The Reconciler’s Employee ID.

Name: The Reconciler’s Name.

Card Issuer: The name of the PCard bank, currently JP Morgan Chase.

Card Number: The Reconciler’s PCard number.

Transaction Number: The unique identifier assigned to a PCard transaction

Merchant: The vendor name.

Sequence Number: The number assigned during statement load that shows where the transaction was listed in the Visa
file.
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Line Number: The transaction line number.

Billing Date: The Visa file date.

Statement Status: Valid selections are Approved, Closed, Error, Initial and Staged. After the Post Payment process
for a Billing Cycle is complete, Closed must be selected in order to see those transactions.

Budget Status: Valid selections are Error in Budget Check, Not Budget Checked, Provisionally Valid and Valid.
Chartfield Status: Valid selections are Recycled and Valid.

Transaction Date: The date of the transaction.

Charge Type: Valid Selections are New Charge, Other Credits, Other Debits and Payment.

Posted Date: The date the transaction was posted.

Description of Billing Tab

Billing Tab

Reconcile Statement

Procurement Card Transactions

Empl 1D: 2164463 Name: Birkett, Glenn
Card Number: ~  wevewevese 8211 Card Provider: JPMOR

# First & 4.2 0f 2 L4 | ast

Transaciion _m =y
Reference Description Billing Date ArE!J‘iJnn% Currency Prepaid Ref  Dispute Amount Credit Collect:
1 |Launc|r;.r Commission 7-2013 08/23/2013 1,328.67 USD 2013082301 0.00
2 |3 each Powervault MD1220 Servers  08/23/2013 70,536.88 USD 2013082301 0.00
< >
¥ Select All Clear All Stage Verify Approve Validate Budget
Search Purchase Details Split Line Distribution Template

| Save || Notify |2% Refresh

Select the Billing Tab to enter an appropriate description of the item associated with the transaction.
Below is a listing of fields on the Billing Tab.

Empl ID: The Reconciler’s Employee ID

Employee Name: The Reconciler’s name.

Card Number: Displays the last four digits of the PCard.

Card Provider: Displays the short name for the bank, currently JPMOR.

Run Budget Validation on Save: Check the box before Saving in order to validate budgets after
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reconciliation.

Row Number: The number of the transaction in the display.

Reference: Number associated with the transaction line.

Description: Contains a description sent through the Visa file at statement load. An accurate
description for the goods purchased must be entered during the reconciliation process. This
information displays on PCard reports.

Billing Date: Displays the Visa file date.

Billing Amount: Displays the total transaction amount.

Currency: Displays in USD.

Prepaid Ref: Displays the Prepaid VVoucher reference number. The Prepaid VVoucher is processed
by Accounts Payable to pay the bank.

Dispute Amount: Not applicable.
Credit Collect: Not applicable.

Description of the Transaction Tab

Reconcile Statement
Procurement Card Transactions

Empl ID: 2164468 Name: Birkett,Glenn

Cawﬂ *********** 8211 Card Provider: JPMOR
n Budget Validation on Save

e

‘ﬁ“"‘ﬂv»fi,“\iﬂ rr—

K Biling EEJ
Trans Date Merchant *Status lranAs':(:::: Currency pz:’:::c 'I':':el 2:’::3:' g::::eld
1 [¥] 08/14/2013  MLS*APPLIANCES | Approved v 1,328.67 USD ) @ ) Lz valid valid
2 [ |osner013  PHURELLHIGHER approved 70,536.88 USD R @ A [ vald Valid
¥ Select All | Clear All Stage Verity Approve Validate Budget
Search Purchase Details SplitLine Distribution Template

(i save | =] Notify = «* Refresh

Below is a listing of fields on the Transaction Tab.

Empl ID: The Reconciler’s Employee ID

Employee Name: The Reconciler’s name.

Card Number: Displays the last four digits of the PCard.

Card Provider: Displays the short name for the bank, currently JPMOR.

Run Budget Validation on Save: Check the box before Saving in order to validate budgets after reconciliation.
Row Number: The number of the transaction in the display.

Trans Date: The date of the transaction.
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Merchant Name: The name of the vendor, links to the Merchant Details page.

Status: Status of the transaction. The Status is set to Staged when transactions are loaded into Peoplesoft Financials
from Visa. The Reconciler changes the Status from Staged to Verified and the Approver changes the Status from
Verified to Approved during the reconciliation process.

Transaction Amount: Total dollar amount of the transaction.

Currency: Shows the purchase currency.

Lines Detail Icon%I : Provides access to the Visa Transaction Details page.
Public Purpose: Links to the Line Comments where the public purpose and other comments about the transaction are
entered during the reconciliation process.

Travel Info: Links to the Travel Information page where travel information is entered if the PCard transaction is
related to a travel event.

==
Distribution Icon : Provides access the Account Distribution page in order to update the SpeedChart and
Account information.
Budget Status: Identifies if the SpeedChart is valid. Valid values are Valid or Error.
Select the Scroll Bar and drag to the right.

Reconcile Statement

Procurement Card Transactions

Empl ID: 2164468 Name: Birkett, Glenn
Card Number: s 8211 Card Provider: JPMOR

Run Budget Validation on Save
 Eing | View A1 1B | 38 First KV 42 0f2 1 st |

srer— T
| “Transachon™ eI

itus Trﬂn:::li?n'l Currency DE:‘:J-,I:E Tlr:f'\:rjel E:Jad'ﬁ:t g:;::']t_:ield Redistrib Voucher Error
1 proved - 132857 USD & @ 0 B valid Valid Mo Mo
2 praved - 70,536.88 USD =3 G O | 3 valid Valid Mo Mo
4 L] F
[# selectan | Clear All Stage Verify Approve Validate Budget
Search Purchase Details Split Line Distribution Template

il save [T Notify | i Refresh

Chartfield Status: Identifies if the Chartfield is valid. The display will indicate “Not Budget Checked” if the
SpeedChart and/or Account were changed.

Redistrib: Will display “Yes” if the SpeedChart or Account were changed.

Voucher Error: Identifies if a voucher error exists-this field is informational only.

Search: Link opens the Reconcile Statement Search page.

Purchase Details: Used to access the Sales/Use tax hyperlink for entry of use tax.

Split Line:Used to split transactions for appropriate allocation to Speedcharts and/or Accounts.

Distribution Template: Not applicable.
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Public Purpose-Comments

Reconcile Statement

Procurement Card Transactions

Empl ID: 2164468 Name: Birkeft Glenn
Card Number: Ehreisiaverg 241 Card Provider: JPMOR

Run Budget Validation on Save

Bilng | [0

)i Transaction Public Travel Budget Chartfield
rans Date Merchant Status A nt Currency Info Status Stitia Redist

1314/2013  MLS'APPLIANCES  Approved 1,328.67 USD & [3 Valid Valid No

23/16/2013 [EJ(’)‘N:IS“LL HIGHER

« [ m

4
Approved 70,536.88 USD il C (3% valid Valid No

¥ Select All (L) Cilear All Stage venty Validate Budget

Search Purchase Detalls Split Line Distribution Template

Public Purpose: Select (:'} to access the Line Comments page.

The Line Comments Page is used to enter the Public Purpose and other comments as appropriate.

Enter the Public Purpose on Comments Line 1. Comments Line 1 should only be used for the Public Purpose, use the
“+” to add additional Comment Lines to insert important information about the transaction. For example, if a credit has
been requested, a note to that affect may be appropriate in Comments Line 2. After entry, click OK.
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Reconcile Statement

Line Comments
Lime: 1 Description: Laundry Commission 7-2013

Name: Birkelt Glenn

Reference: Transaction 24692163226000603405847
Number:
Transaction Line Nbr: (

Merchant: MLS*APPLIANCES
Card Number; Twsesrrseagpqq
Notice of Violation: (] Transaction Date: 08/14/2013
Violation Type Gross Amount: 1312867

Transaction Line Comments Eind | view Al Frst K1 10f4 D Last

Public Purpose:
PQ 2000021674 Laundry Commission 7/2013
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Documentation

Reconcile Statement

Line Comments S—— Documentaion

Line: 1 Description: Laundry Commission 7-2013

Name; Birkett, Glenn

Reference: Transaction 24692163226000503408847
Number:
Transaction Line Nbr: 0

Merchant: MLS*APPLIANCES
Card Humber: 25311
Notice of Violation: (] Transaction Date: 08/14/2013
Violation Type hd Gross Amount: 1328.67

Eind | View Al First K 4 of 1 I3 Last

Transaction Line Comments

Public Purpose: Status: Aclive - [ [=]
E1L

PO 2000021674 Laundry Commission 7/2013

OK Cancel Reifresh

The Line Comments are accessed through the Public Purpose link while in the Transaction Tab. Click the
Documentation button to upload receipts and other supporting documentation related to the corresponding transaction.

For the complete instruction guide, visit the PeopleSoft Financials Website. https://nau.edul/its/learn/psfinancials_pca/

Travel Information

Reconcile Statement

Procurement Card Transactions
Empil 1D: 2164468 Name: Birkett,Glenn

Card Number: B2 11 Card Provider: JPMOR

|/ Run Budget Validation on Save

Personaiize | Find | view A1 | B | 3 First K1 42072 D Laet

Transaction Biling F=h
- Transaction Public Travel Budget Chartfield
Trans Date Merchant Status oy Currency Purpose Info Status Coe
7] 08/14/2013  MLS*APPLIANCES  Approved - 1,328.67 USD = (W] E’;Valid valid
2 [ osrerz013 | DMEDELLHIGHER approves 70,536.88 USD = O[5 vai valid
< | 1 | b
[# Selectall O clearal Stage | Verify | Approve Validate Budget

Search Purchase Details SplitLine Distribution Template



https://nau.edu/its/learn/psfinancials_pca/
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Select the suitcase in the Travel Info column to enter travel information related to the corresponding P Card
transaction. If populated, the suitcase will contain a checkmark.

PCard Travel Related Information

Name: Birkett Glenn
Card Number: =+ ***eargaqq
Transaction Number: 24692163226000603408847
Transaction Date: 08M14/2013

Travel Related Information

*Traveler's Emplid Name of Traveler *Departure Date *Return Date

oK Cancel  Refresh

Traveler’s Emplid: The traveler’s employee ID, multiple travelers can be entered for one transaction.
Departure Date: The start date of travel.
Return Date: The end date of travel.

Account Distribution

In order to ensure transactions are posted correctly to the General Ledger, it is important to allocate each transaction to
the appropriate SpeedChart and Account. The Account Distribution page is used to change the SpeedChart or Account
from the assigned defaults.

Reconcile Statement

Procurement Card Transactions

Empl ID: 2164468 Name: Birkett,Glenn
Card Number: 5 b Card Provider: JPMOR

Run Budget Validation on Save
| Eind | View All| & | M Fire B 12012 1Y Lam

3 Transaction Travel Budget Chartfield
Trans Date Merchant Status ARG Currency Purpose Info Status Status

(V] 08/14/2013  |MLS'APPLIANCES  Approved 1,328.67 USD ® ) m alld valid
2 [ 0862013 | PHICRELLHIGHER “approveq 70,536.88 USD )| @ O [@vaid Vvalid
< | J
¥ select Al [ clearal Verify | Approve Validate Budget

Search Purchase Details Spiit Line: Distribution Template
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Account Distribution: Click to change the SpeedChart and/or Account.

Reconcile Statement

Account Distribution

Line: 1 PO Qty: 1.0000 Uom: EA
Billing Date: 081232013 Billing Amount: 132867 USD Unit Price: 1328.67000
ISpeedChart || Q@ ITransar.tion Unit Price: 1328.67000 *Distribute By: Amount -

By st K g org I Last

(WTTTESTS  Details/Tax || Assetinformation | Statuses

Dist Percent Amount Currency *GL Unit Fund Dept *Account rogram  PC Bus Unit  Project Activity SubDept Al
1[100.0000 | 132867 USD [NauBI@, 2500 4080010 |[730150 @ [Foo3 [ Q@
[ i K
oK Cancel  Refresh
SpeedChart: Click next to the SpeedChart field to select the appropriate SpeedChart. Only SpeedCharts that

have been assigned to the Reconciler are available.

Look Up SpeedChart

SetlD: NAUCO

SpeedChart Key: | begins with ¥ |

Look Up Clear Cancel - Basic | ookup

Search Results
View 100 First 4] 12012 (3] Last

Key Description
4030010F 11 Comptrollers Office F1100
4030010F 25 Comptroliers Office F2500
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Reconcile Statement

Account Distribution

Line: 1 PO Qty: 1.0000 UOM: EA
Billing Date: 06/03/2013 Billing Amount: 33240 USD Unit Price; 332 40000
ISpcodChan: I .| Transaction Unit Price: 332.40000 “Distribute By: I Amount 'i

m Details/Tax Asset Information Statuses Ty

Dist Parcomt Amount Currency *GL Unit Fund Dopt *Account 'ongvam UPCn"B i Project Activity SubDept Affiliat
1/ 100.0000 33240 USD NAUBL@, (1100 @, (4030010 @, |730150 @, {FOOZ 2 -, - a3 a4

| 2

l; Cancel  Refresh

Account: Click next to the Account to select the applicable account from the Look Up Account page.

Look Up Account

SetiD: NAUOO
Becount:  [begins with =] (730

Description:| begins with ~ | '

B LookUpr Clear | Cancel Basic Lookup

Search Results
View 100 First | 4] 1240124 3| Last

Accouni Description Account Type
730100 Office Supplies E
730110 Other Materials & Supplies E

Split Line

A transaction may need to be split in order to divide the transaction among multiple SpeedCharts and Accounts. Freight
does not need to be split out.
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Reconcile Statement

Procurement Card Transactions

Empl ID: 2164468 Name: Birkett,Glenn
Card Number: Sesantsiirag 1l Card Provider: JPMOR

/IRun Budget Validation on Save

ize | Find | View »'~|l[ﬂ | i First K1 1.20f2 ot

Biling (=]

rans Date Merchant *Status

Transaction Public Travel Budget Chartfield
Amount Cutrency Purpose Info Status Status

13/14/2013  MLS*APPLIANCES  Approved 1,328.67 USD By ) [ vald Valid No

Redist

231612013 |PUURELLHIGHER “approved 70,526.88 USD m @ O [ vaid Valid
« [ m |

M Select All [ clearal Stage Verify Approve Validate Budget

Search Purchase Detalls SplitLine Distribution Template

Split Line Hyperlink: Select to link to the Split Transaction page.

Reconcile Statement

Split Transaction
Line: 1

Trans Date: 08/14/2013 Billing Amount: 1,328.67 USD
Posted Date: 08/15/2013 Reference:
Merchant: MLS*APPLIANCES
Description: Laundry Commission 7-2013
personaiize | Find | View A1 B 3 ria Bl g ore O Lagy
Description Transaction Amount Billing Amount Percentage

[Laundry Commission 7-2013 | 132867 1,328.67| [ 100.000000

Click the “+” to add an additional row for the selected transaction. Once a transaction is split, all lines will show on the
Procurement Card Transactions page where they are available to change the SpeedChart and Account or assess use tax.
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Reconcile Statement

Split Transaction
Line: 1

Trans Date: 08/14/2013 Billing Amount:
Posted Date: 08/15/2013 Reference:
Merchant: MLS*APPLIAMCES

Description: Laundry Commission 7-2013

Description Transaction Amount

Laundry Commission 7-2013

Laundry Commission 7-2013 - 2|

Ok Cancel

"

1328.67

328,67 USD

Personaize | Find | View ~1| &1 |

Billing Amount

Percentage

1,328.67 || 100.000000

Description: Enter a description for the goods purchased as they relate to each line.

Transaction Amount: Displays the transaction amount.

Billing Amount: If splitting using amount, enter the appropriate amounts in this field for each row. The amounts must

add up to original transaction amount.

Percentage: If splitting using percentage, enter the appropriate percentages in this field for each row. The percentages

must add up to 100%.

Adding Use-Tax through Purchase Details

This link is used to access the Sales/Use Tax link in order log Use Tax. Manually calculate Use Tax for the applicable

goods at 5.6%.
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Reconcile Statement
Purchase Details
Line: 1
Merchant: CATHAYPA 1600197413495
City: MIAMI
State: NY
Country: USA
*Business Unit: NAUBU Q@ Original PO: N
PO ID: Q
PO Line: [«
PO Sched: @,
Vendor ID: 2
Location: 9,
Ship To: WHSE-COC @, WHSE(COC)
Item ID: -,
Category: @
Vendor Item:
"Quantity: 1.0000
"Uom: EA &
Unit Price: 33240000 gp Transaction Amount: 332 40
[ Bill Includes Tax if Applied
¥ Tax Paid
:M( Category Search View Hierarchy PO Pick List
OK Cancel Refresh

Sales/Use Tax: Click to access the Sales/Use tax page.

Sales/Use Tax

Tax Applicability: Use Tax Applicable ~
Tax Destination: IWHSE-COC @, Shipping And Receiving
Tax Code: {

SUT Code Pct: [ 56000

Use Tax: l 18.610

[
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Tax Applicability: Select Use Tax Applicable from the drop down menu.

Use Tax Applicable

Direct Pay
Item is Exempt
Purchaser Is Exonerated
Sales Tax Applicable

Use Tax Incable

Use Tax: Enter the dollar amount of use tax for the transaction line using the current use tax percentage. Note-the SUT
Code Pct: will display incorrectly-this is a bug that has been reported to Peoplesoft.
Click OK

The system automatically routes back to the Purchase Details page.

Reconcile Statement
Purchase Details
Line: 1
Merchant: CATHAYPA 1600197413495
City: MIAMI
State: NY
Country: USA
*Business Unit: INAUBU 2 Original PO: N
PO ID: ’ a
PO Line: &
PO Sched: »)
Vendor ID: ' 2
Location: -
Ship To: (WHSE-COC . WHSE(COC)
Item ID: ' -
Category: ‘ 4
Vendor Item:
“Quantity: ' 1.0000
"UOM: EA @
Unit Price: 33240000 ygp Transaction Amount: 332 40
[T Bill Includes Tax if Applied
¥ Tax Paid
Sales/Use Tax Category Search Yiew Heerarchy BO Pick List
. OK . Cancel Refresh
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Click OK

— |

=g

=
To view Use Tax amount: Click and choose the second tab Details/Tax. The dollar amount entered will show
under Use Tax. The percentage will be incorrect. The Use Tax amount entered does not continue display if the
Sales/Use Tax link is selected again.

T

Reconcile Statement
Account Distribution

Line: 1 PO Qty: 1.0000 UOM: EA
Billing Date: 08/23/2013 Billing Amount: 1328.67 USD Unit Price: 1328.67000

SpeedChart: @, Transaction Unit Price: 1328.67000 *Distribute By: Amount v

o | Find | view A | B R f Bl gorg O ooy
Chartfields  [EEE UL 3 Asset Information Statuses =2y

IN Unit SUT Applicable Tax Code Sales/Use Tax % Sales Tax Use Tax furrency

0.7526 0.00 10.00 psSD

Cancel Refresh

The use tax being reported through the above process will be recorded by Financial Accounting Services (FAS) through
a monthly journal after the monthly reconciliation period is closed. For completed PCard transactions, any use tax not
reported through the above process or corrections to previously reported use tax can be entered on an IDT journal using
the p-card use tax speedtype 1700460F71 as the offsetting speedtype to your use tax charge or credit (to reduce reported
tax).

See Comptroller Policy CMP — 120 — Sales and Use Tax for additional information.

Violation


http://nau.edu/Comptroller/_Forms/Policies/120/
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Reconcile Statement

Line Comments Documentation

Line: 1 Description: Laundry Commission 7-2013
Reference:

Name: Birkett,Glenn

Transaction 24692163226000603408847
Number:
Transaction Line Nbr: 0

Merchant: MLS*APPLIANCES
Card Number:
Transaction Date: 08/14/2013
Gross Amount: 1328.67

Notice of Violation: [”]

Improper Card Use by Others
. _| Multiple/Split Transaction(s)
BT iiT] Not Approved by Deadline Find | Visw Al First KJ 1 of 4 13 | 5st

X Not Verified by Deadline
Public Purpost oo Status:

PO 20000216/ Personal Purchase
| Restricted Commodity

Cancel Refresh

If there is a transaction violation, select the Notice of Violation box and select the Violation Type from the

dropdown. Contracting and Purchasing Services will upload the documentation to OnBase after obtaining proper
signatures. The Public Purpose section is available for additional comments if needed. These violations may be issued
by the Approver and/or P Card Administrators.

Approve-Required of the Approver

After reviewing the transaction in accordance with policy, change the status from “Verified” to “Approved” by selecting
the Status of “Approved” from the dropdown. Check Run Budget Validation on Save and click Save.
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Reconcile Statement
Procurement Card Transactions
Name: Birkett Glenn

Empl ID: 2164468
M sersesrsnarg | Card Provider: JPMOR
¥ dget Validation on Save

Bank Statement

Personalize | Find | view 41| BV | 3 Fret 2 42012 I Lo

Transaction Billing =M
o Transaction Public Travel Budget Chartfield
Tran3 Date Merchant Stetus Amount Currency Purpose Info Status Status
1 08/14/2013  MLS*APPLIANCES  Approved - 1,328.67 USD = I = valid Valid
2 [ oarer013 SMEDELLHICHER fapproved 70,536.88 USD = 0 | 3 vald Valid
[—FT| i | (4]
[+ selectan Clear All ' Stage Verify Il Approve Validate Budget |
h Purchase Details Split Line Distribution Template




