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Approving a Procurement Card

Transaction in SFS

Approving a Procurement Card Transaction in SFS

The cardholder reviews the monthly Citibank statement for accuracy and reconciles each charge transaction to the
vendor receipts and/or invoices in SFS. The reconciliation is submitted to the supervisor. The supervisor reviews and
approves each transaction in SFS.

This module is
for procurement
card
supervisors/
approvers. You
will learn how to
approve a
procurement
card transaction
in SFS.

To begin, click
Home.

Faworites » Main Menu »

Home Workfist Add to Favorites Sign out

ORACLE’

Menu < or /
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Click
eProcurement.

Favorites » Main Menu »

ORACLE

[+]
o
1

Menu
Search:

My Favorites folder
Employss Self-Service folder
Manager S=if-Senice folder
Supplier Contracts folder
Customers folder

Order Management fobder
Suppliers folder

Maintain Vendor Information folder
Frocurement Contracts fojfer
Purchasing folder f
eProcuremant folder

Services Frocurement folder
Real Estate Managemant folder
Traved and Expenszs folder
Biling folder

Accounts Receivable folder
Arcounts Paysble folder
eSattiements folder

Banking folder

Commitment Cantrol folder
General Ledper folder
Allocations folder

Set Up Financials/Supply Chain folder
Enterprise Components folder
Workist folder

Tree Manager folder
Reporting Taools folder
PeopleTools folder

Tax Genter

Change My Pazsword

My Personalizations

My System Frofile

Home

Wiorklist

Personalize Content | Layout

Add to Favorites

Sigm out

7 Help

Next, click
Procurement
Card Center.

Favarites » Main Menu - » eProcurement »

ORACLE

aPrcunsmant

eProcurement
Set uwp eProcurement; manage of approve eProcuremeant Eq.llil‘.bl‘é ar POs.

2 ew requisiion by browsing or searching company or exiamal
catEings.

Buyer Center
Create/ediapprowa pUrchasa arder; source raquisiion; process change
raqusst

Zuppiiers

Recalpts
Retum To VEnsar (Supplleris

—| Manage Requisitions
= | Review requistions, edi or view status, cancel, receve, and Retum To
endor (Supglier).

@=. Procurement Card Center
‘ﬁ] Requeet procurement card; view fransacions; malntain marchant cross-
rafErEne.

Home

== My Profile
Modify personal Information and preferancee.

Worklist

=| Manage Requisition Approvals
‘54" Take actions on requisitions that require your approval

Add to Favorites Sign out
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Click Reconcile
Statement.

Favorites »

ORrRACLE

Procurement Card Cender

% Procurement Card Center

=
[ Wiew slaiement EUmmaries

Main Menu =

€

ent Card Center

by credi card supplier, biling date, or states.

ransacsons; maintain mefchant Croes-Taference

| 1 = Reconcile
uj Ravlew, n'nanasqga:r;.:ﬁ?m

= Recanclle
= Review Dispuies

A:ICL rement card Fansaciians and disputss.

Home

= Review Disputes
1=7h, Review and erer co

The Reconcile
Statement
Search page is
used to define
search
parameters for
items purchased
with the p-card.
Transactions can
be searched
using one or a
combination of
the displayed
fields.

Click Role Name.
Select P-Card

Approver and
Search.

Favorites «

ORACLE

Reconcile Statement Search

Main Menu -

i

Purchasing » >

Procurement Cards = »

'4

Role Name
Employee IO a,

Hame a
Card Issuer | |
Card Number

Transactien Number
Merchant

Sequence Number
Lime Humber

Billing Date

Statement Status

Q

Budget Siatus

Chartfield Status

Transaction Date

Posted Date
Search

AN

Reconcile »  »

Reconcie Statement
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The
Procurement
Card
Transactions
page is used to
review, manage,
and approve
procurement
card
transactions
(purchases)
loaded in the
system.

Before a
purchase can be
approved, it
must be
selected.

The card holder
has reviewed
and verified
items marked
Verified.

Click the items
with Verified
status.

Faworitas » Main Menu - » Purchasing~ » ProcurementCards » > Reconcile» > Reconcile Statement
Home
ORACLE
Reconcile Statement
Procurement Card Transactions [ Run Budget Validation on Save
Bank Statement
Persanalize | Find | Vizw Al | Q First ‘4 1-3of3 ‘B Last
Transaction | Biling | [0
Row |Emp|}ysn Mame |[Card lssuer |Card Mumber |Trane Date |Merchant “Status /Trar:;;céltm: Cumency E{‘;}ﬂ:t ?tlaatﬂ
Eﬁlwee Card _ | Trans +Efafys: - _ N Char
1) Select|[71]| Name: Issuer- ?w Date- PROFTECH OFFICE SUPFLI frg;ﬂfaff‘;: ﬁ;g’"“' BE|@|& e |stan
WISAP 08052015 = Y T Valid
Eﬁllnyee Card _ | Trans *Status: - . Ny Char
2| setect [ | Mame: Issusr: ?m Date: PROFTECH OFFICE SUFFLI ﬁ;ﬂﬁ":? ﬁ;g‘?"“' B |6 | 5 [Emer Staty
DR | VISAP 0052015 - ad e alid
Employee Card . |Trans +Biatus: - _ - Char
3| select 7| Name: lssuer:  Loord Mumber |, PROFTECH OFFICE SUPFLI A | ==Y |, | € | 5 |Error Staty
VISAP 08/15/2015 = ¥ T Valid
¥ Select All Clzar All Stage Approwe alidate Budget
Search Purchase Details Spilit Line Distibution Template
SSawe ||*=] Notify ||a% Refresh
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Click Show All Faworites = Main Menu - + Purchasing » ; ProcurementCards » ; Reconcile= > Reconcile Statement
Columns to view
all information. ORACLE
Next, select Reconcile Statement
Show All P : —
rocurement Card Transactions [ Run Budget Validation on Save
Columns.
Bank Statement
NOTE: the first Personalize | Find | Vizw a1l | B First ‘4 1-3of3 & Lact
transaction is Transaction | Biing | [
aUtomatica”y Row Employss Name |Card lzsuer (Card Numbsr | Trane Date | Merchant “Status Tml’r::?:t:ﬁl-:': I
checked.
Employee Card . |Trans e . c
Card Number: Status: Transaction |
1 Name: Issuer: . Date: PROFTECH OFFICE SUPPLI i
- ‘b ORIDE01E Jerified w ||  Amount: £1.89
Employee Card .| Trans *Siatus: -
2| setact [ | Name: Issuer: w Date: PROFTECH OFFICE SUFFLI A:;E:i“;;'.‘,
T (VISAP D052015 = i .
Employee Card .| Trans *Bjatus: -
3| e atact [ | Name: lssuer: | Card Mumber: | PROFTECH OFFICE SUPPLI Am;m_ﬁfff‘;';
RN | VISAR ”CEHE-‘ENE = hd S
™ salect Al L Clear sl Siape Approve \alidate Budget
Search Purchase Details Split Line Distribution Template
‘5 Save ||=] Matify ||«¥ Refresh
Scro” tO the Favorites » Main Menu » y F ingw » F Cards » > e =
. . . Home Workdist Add to Favorites
right until you ORACLE
see the Hew Window | Help | Personalize Page |
Descrlptlon n Budget Validation on Save
field, if required
by your agency. | #® ' L=
jer  (Trane Dats |Merchant “status Tran:'a}‘c::ﬁ Currency ?mﬁ:t g&m;m Radistrio g:‘i‘:"“r Referance Description / Blling Date
“ber: Trans =Status: Transaction rrency: [i= | = | = Chartfield . ) : L Billing
';;?2 3;.";5;-‘2015 ;EEIEFEESCSPPLI |‘.fari‘ﬁed Vl ﬁm:l]l.l'é; SSD °y: & || 5 |Ermor S:i:ls: Yes Mo - o] - |Office Supplies 5,:,";5:\-2015 i
1ber- Trans *Biatus: ransaction | Currency: | = | — | = Chartfield o o Billing
= o s o et |‘J[ar:ﬁed <] Amaun s 3| op || O | &R {Emer ptus: |t e S : e sl
_|Trans =Status: Transaction . P Chartfield o Billing
13;:2 E;.'tr_r;-‘sz SFEIEFEESCLE‘PPLI |‘.fariﬁed Vl An‘:glzlrét1 S;EE“W- [ |02 5z [Error at;i:ls: MNo Mo Reference: Description: 5;.";5:\-2015 i
Approve Validate Budget
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1 Favorites Main Menu Purchasin; Pracurement Card! Ri i R Sta
If dots are in the - S o b il i
Home Worklist Ad
Comment ORACLE
bubble , C|ICk New Yindow
Reconcile Statement
on the bubble to :
Procurement Card Transactions [ Run Budget Validation an Save
see the Bank Statement
Comments- Personalize | Find I iew AII| E First ‘&' 1-30of3 &) Last
Transaction | Biling | 50
Row |Emp|05ren Name |Card lzsuer |Card Numbsar |Trsnu Date | Merchant *Status Tmr:::ﬁ._:?ﬁ.lr: Cumancy y ?ﬂ;}ﬂ:{ ggﬁ:gm Radletrib 1
Employes Card . | Trans *Batus: - - . Chartfield
1 Name: (et o AB ke PROFTECH OFFICE SUPPLI an:;ﬁ:faffgg ﬁ;g’"c" (| 53 |Emor Status:  |ves b
VISAP 0052015 = ad T “Walid
Employes Card . | Trans +Status: - _ o = Chartfield
2| celect [ |Name: lesuer:  Loard Mumber |0 PROFTECH OFFICE SUFFLI EL'SE:?G;";” ﬁ;g""“' = | | B |Emor Status: Mo b
VISAP 005/ ~ ad T Walid
Employes Card . |Trans +Status: - _ N - Chartfield
3| select (7 |Name: jesuer. | CArdMumber | PROFTECH OFFICE SUPPLI Rm;ﬂ:?.’fff‘;? ﬁ;g*"cy' = || 5 |Emor Status:  |No b
VISAP Y15/ - W - 422 Walid
™ select Al LI Clear A1l Stage Approve Validate Budget
Search Purchasze Details Split Line Distibution Templste
F1Save ||*] Notify ||i* Refresh
Review the Fawvorites = Main Menu + Purchasing » > ProcurementCards » » Reconcile= : Reconcle Statement
Transaction Line PACLE
Comments.
. Line 1 Description Office Supplies
Click OK.

Reference

Transaction Line Comments

First ‘4

Find | View All 1of1

*! =] status

¥

Last

"4

Comments:

Requested refund from vendor as shredder was retumed

Associated Document

Attachmey

Ok

Attach

Cancel

Refresh
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Proceed by Favarites « Main Menu » Pumchasing » > ProcurementCards » ; Reconcile= > Reconcile Statement

H Hom
doing one ORACLE
purchase at a
time. Reconcile Statement
Procurement Card Transactions [ Run Budget Validation on Save
C||Ck Account Bank Statement
Distibution. E‘ﬁ Personaize | Find | View 1| B First ‘4 1-30f3 (& Last
Transaction | Biling | [F=W
. Transaction Bugget Cchi
Row Employse Mame |Card |ssusr |Card Numbsr  (Trane Date |Msrchant Status Amaunt | CUTTERCY ﬂu sta
Employes Card . |Trans # . . _ Ch
- = Card Number: - Status: Transaction | Currency: | =, | = [ = N i
1 Name: E;ILEFI'. e .‘D;-t;é.‘grﬂ PROFTECH OFFICE SUPPLI Amount: 41.28|UsSD [E3 |62 | 5 Mot Chkd SE:
Employee Card Card Mumber: | 1735 *Status: Transaction | Currency: —~ | = o
B - : . = A - (] i i
2| select [ |Name: EE::FE- — .‘D;-t;é‘zrﬁ PROFTECH OFFICE SUPPLI Amount: 5.20|UsSD 2 | | & |Met Chicd SE;
t——| 08052015 £l
Employes Card Card Number- | T3NS *Status: Transaction | Currency: — | = Ch
3| select [ [Name: EI?TFI': ......m.....iﬂr.; E:-trs:.zrﬁ PROFTECH OFFICE SUPFLI Amount 227 27| S0 ¥- [ |5 | 5 |Mot Chikd Sif
I 152015 '3
¥ Select Al Clear All SEpge Approve Validat
Search Purchase Details Split Line Distribution Template
SSave || Notify ||« Refresh
Verify the Favorites « Main Menu « » Purchasing » ; Procurement Cards » iles > R ile Sta
. Home Workli:
ChartFields ORACLE
coding is New
Line 1 PO Gty 1.0000 UOM EA
correct. Billing Date 07/06/2015 Billing Amount 41,33 USD Unit Price 41.50000
SpeedChart| | Transaction Unit Price 41,5000 *Distribute By
. Distributions
If incorrect, alter
Parsonaliza| :in:l|\.few A | E First ‘4 10f1 ‘B Last
Chartfields to Chartfields || DetmilsTax || Assetinformation | Statses | [F0)
Correct budget Parcent |Amnul|l Currency |*GL Unit =Account Oper Unit Fund Dept Program cl
coding 1 Di"; Pey{t 100.0000 |A|noum 4139 E;ge""" GL Unit[OBS01 €, [*Account 57032 r4|0peru..it 10! @, | Fund: (10050 :4|nept 1140275 @, |Program: [21515 .q|c
information for
0k Cancel Refrash

the charge. If
you are not sure
of the proper
coding, check
with your
budget office.

Click OK.
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Once the Favorites Main Menu » Purchasing » » ProcurementCards » ; FReconcile» > FReconcie Statement
g
transaction and
the ChartField ORACLE
information has
been reviewed, Reconcile Statement
the status can Procurement Card Transactions [ Run Budget Validation on Save
be changed to
Bank Statement
Approved.
Persanafize | Find | Wizw a1 | B First ‘4 1-3of3 'k Lact
Card N Tranzaction
Row Employes Hame | -0 - Card Numbsr | Trang Date |Marchant Status amount | SUTERCY
Employee Card Trans & . Transaction
Card Number: PROFTECH Status: Currency: "
1| 5elect Mame: lssuer: Date: Amount: B |G
— [Approved |
Employes Card Trans *Status: . .
2 ] |Hame: P Card Number: Date- PROFTECH 51 Transaction | Currency: |i=x ,:
Select Sy vicAp | MESSREN co-- |OFFIGE SUPPLL  ([Approved || Amount: 530 [UsD —
Va
Employes Card Trans *Satus: Transaction . .
3 5elect [ |Mame: lssuer: |C3rd Number: fpo FRLAIEL - i'_ / Amount: | CUTTERCY: I,
a1 (MMSIMMREEER (1 5q45 | OFFICE SUPFLI SEEC > az287|"=D
™ celect Al L Clear All Stage Approve Validate Budget
Search Purchase Details Split Line Distribution Template
'S]Save || =] Motify || =% Refresh
Click Save. Favarites » Main Menu » Purchasing » ; ProcurementCards » » Reconcile= > Reconcile Statement
9
Approving a ORACLE
Procurement
Transaction is Reconcile Statement
complete. Procurement Card Transactions [ Run Budget Validation on Save
Bank Statement
Persanalize | Find | Wizw a1 | B First ‘4 1-3of3 ‘B Last
Card . Transaction
Row Employee Hame | - o |Card Humbsr | Trane Date |Merchant Status Amount | SUTENEY
Employee Card Trans * . Transaction
~ . |Card Humber: i FPROFTECH Status: Currency: |=a |~
1|5elect “"3'“‘*' 'ﬁ;‘;‘g' “ﬁ;5,2u15 OFFICE SUFFLI  |[Approved " am‘:;‘gg USD B |G
2 O E:;::_"IEE :i:lljer' Card Humber: E;:s FROFTECH *Status: Transaction | Currency: |i=a ,_-:
Select - an TeMmmsaeiaiee S |OFFICESUPFLI [[Approved o || Amount: 5.30|USD =
Employee Card Trans *Siatus: Transaction . .
foowa D e IR TR ] e
— B15/2015 42287
™ select Al L Clear a1l Simpe Approve Validate Budget
Search PuMchase Detzils Split Line Distibution Template
=lSave || Motify || =% Refresh
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