Pcard Procedure
Created on May 26, 2017

[bookmark: _Hlk482696557]Procedure Title:  Contract or Open PO on Pcard
Purpose: Attach a contract or Open PO to an applicable pcard transaction
Due Date: when needed
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In the Purchase Card Statements program, search for the pcard statement.
Double click on the transaction needing a PO or click Transactions and navigate to the transaction.
Click update and enter all of transaction information. Be sure to make the vendor number match the contract/open PO’s vendor number (if it doesn’t already). Update the charge description, invoice number if applicable, and account numbers.
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Click on the field edit folder next to Contract.
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All applicable contracts/open PO’s for this vendor will appear. Be sure to select the correct contract as a vendor could have more than one contract. Select the contract and press Accept.
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The contract is now attached to the pcard. Tab down into the account number section to allow the system to check budget. If there is adequate budget, click Accept to save your transaction.

Issues that may come up:
1) Wrong account number – for regular contracts (not open PO’s) you may only use an account number that was originally entered on the contract. You must either change the pcard transaction account number or initiate a contract change order to change the account number on the contract.
a. Example: Contract was entered for contracted services. The pcard charge is going to temporary help. Change the account number contracted services and press Accept.
i. If the contract was incorrectly entered with the wrong contract, the account needs to be changed or a new account added, a change order must be done.
2) Not enough budget on contract – regular contracts have a set dollar amount allocated. If this pcard transaction will make the contract go over the allocated budget, it will not allow posting. Initiate a contract change order.
3) Not enough budget on account – open PO’s do not encumber funds but the system will keep track of budget per account line item. If there is not enough money on the budget, an error warning will appear. As of 5/26/17, we do not stop payments for lack of budget availability. Click ok through the error to complete.
4) [bookmark: _GoBack]No contract/open PO is found – make sure the vendor number matches the vendor number on the contract or open PO exactly. During import, pcard transactions may not identify existing vendors in the Munis system. When in update mode, change the vendor number to match the contract.
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Statement ID
Statement ID 21

Card number X0000000X60192959

Nameoncars  KELSEY ENGLUND

Dept PWDS | PUBLIC WORKS & DEVELOF SERVICE

Code. 051517 @ Notes

status Mew v

oL yeartperoa w7 s

oL efectve date =)

Invoce cate =)

Tota T st

Transactons
[Charge Date | importDate | Vendor [ Description Amount Updated:
051032017 05192017 ADVANCED DISPOSAL ONLI 139158 No
050672017 os/isi2017 MORTON SALT ING 561625 Mo
051062017 05192017 MORTON SALTING 5099140 No
osi072017 osr192017 AVAZON MIKTRLACE PHTS 16854 No
051082017 05192017 N. GLANTZ AND SON 16925 No
051082017 osr192017 JOURNAL TIMES 54039 No

0510912017 0511972017 AIRGASS NORTH 962 No
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Munis Transaction ID 2102 | & Notes

Card holder for transaction  KELSEY ENGLUND

Vendor 4819]...] MORTON SALT INC

Charge description 5300TNS SALT

Commodity code . MCC code
Charge date (050622017

Post date (05/082017 Transaction amount T 5501022
mport date (051192017

Allocation code s

Contract ...] | & Contract

PO yeariumber/ine [ [&PoLiuidation

Document number [ ] [ & mvoice

nvoice number 123456789

No changes made since transaction imported

Allocations

PATY..| Project Account [org [obi [ Project | Description Percent ‘Amount
£ st .z . M oot [ 441000 B I suPPLES 100000 5501022 |
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