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Procurement Cards

Proxy i1 as a proxy to a cardholder, you are able to reallocate P-Card transactions in PeopleSoft.

Instructions: Adding yourself as Proxy to a cardholder

Navigation: Purchasing > Procurement Cards > Definitions > Cardholder Profile

Search:
F @ Cardholder Profile
= Procurement Cards Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Reconcile
[> Process Statements
> Reports
< Definitions
Employee ID: begins with « |
— Preferred Vendors Mame: begins with |+
— UOM Mappings
 Review Bank Statemant Last Name: | begins with |+ |
[» eProcurement []case Sensitive
[> Semvices Pracurement
[ Accounts Payable
I> Commitment Control Search | Clear ‘ Basic Search Save Search Criteria
L. Lad

Enter the Employee ID or type in Last Name of the cardholder.
Click on the _2ah | putton.

Cardholder Profile
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value

Employee ID:} begins with v || ‘

Name: [ begins with || |

Last Name: E-begins with v”ﬁ W

[Jcase Sensitive

Search Clear | Basic Search Save Search Criteria

From the list, choose the cardholder you wish to add yourself as proxy.

Cardholder Profile
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value %

Employee ID:| beg‘ins with v H

Name: [ begins with v H| |

Last Name: iib’egiins with VVHHOFF

[ case sensitive

Search Clear | Basic Search Save Search Criteria

Search Results

4] 170t7 )
Empiovee DName — — —Lasttame |
0761015 HoffDanelle Dawn  HOFF
0647505  HoffDaniel R HOFE
7011408 Hoff.Danielle Elizabeth HOFF
0252815 HoffParcy L HOFF
0224290 Hoff} "lvid John HOFF
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Choose the i CandihenDligktoatheiTPabo xi es o hyperl i nk

{ Perscnal Data l Card Data ,

Hoff,Darcy L

[ pisplay Unmasked Card Number

Customize | Find | L] First 4 1 of 1 [M Last

Credit Card Y Additional Information ) Credit Limits " Transaction Limits '} [F=5))

*Business Unit *Cardlssuer  *Card Number “Expiry Date Date Issued oxies  Default Distrib
11010 la [w 2.3 9960 ngr23/20133'géj 02/23/2010@ gﬁ\esefaulmistrih =

B save | &\ Return to Search | +[E Previous in List i 4[] Nextin List | [=] Netify |

Personal Data | Card Data

NOTE: The Card Data tab provides individual cardholder information. A program has been developed that will automatically
update new cardholders from PaymentNet into PeopleSoft. We will run the program once a month right before we bring
transactions into PeopleSoft. The Card Number is the cardholders Employee ID plus the last four digits of the card number.

NOTE: The information in the Personal Data tab is brought over from HR and it is for read purposes only.

This page defines which users are allowed to access cardholder information such as purchases made
as well as being able to reallocate transactions. To add yourself or someone else as a proxy, hit the
plus sign and enter your or their NDGOV sign on. You can use the lookup glass to search for it. Once

you have added the proxy, click _ K| and then @save],

Assign Proxies
Hoff,Darcy L
JP Card Number:

Requester Buyer

“UserlD Rescrivion ke Default  Default
[RRHELLER@ND.GOV |Q HellerRenae R. Purchasing CardRole v HE

OK Cancel
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Reconcile Cardholderd s

Transact.i

Navigation: Purchasing > Procurement Cards > Reconcile > Reconcile Statement

ons

This component allows you to review P-Card transactions. When doing a search, the system will only
allow you to review transactions of those employees you have proxy rights to.

Reconcile Statement Search

Role Name: v|

Employee ID:

Employee Name: &
]

Card Issuer:

Card Number:

Transaction Number:
Sequence Number:
Line Number:

Billing Date:
Statement Status:
Budget Status:
Chartfield Status:

Merchant:
Transaction Date:

Charge Type:

jljlllmj

Posted Date:

Search

If you leave all search fields blank, and click ﬂl, you will see all of your cardholders you are proxy
to. You can click on any heading and have them sorted in order. For example, if you want to see all

cardhol der, 6 < liirrc ka It thtea theetaidd. ngr diceErmp | oy e e

of your

Reconcile Statement

Procurement Card Transactions

[J pisplay Unmasked Card Number

Bank Statement Customize | Find | View All | il
Transaction Y Biling

rd B Transaction
EmpliD Employee yame i Card Number Trans Date Merchant Status Tiout Currency
‘‘‘‘‘‘‘‘‘‘‘‘ PITNEY BOWES . B
1 [] 0252815 HoffDarcy JP 9660 0300512010 o ohoi T e | Approved v 2,014.32 USD
2 [] 0252815 Hoff Darcy | O i 9660 03/14/2010 UPS*0C 52 | Approved % 14147 USD
3 [] 0252815 Hoff Darcy P 9660  03/16/2010 EQESFBOWES [Approved v 7,536.93 USD
4 [] 0252815 Hoff Darcy JP 03/21/2010 UPS0000566526  |Approved v 172.34 USD
uspPs T
B 0252815 Hoff Darcy JP 03/25/2010 37004400020103QPS | Approved v | 5,740.00 USD
6 [] 0252815 Hoff,Darcy JP 03/28/2010 UPS*0000566526 ‘Apgroved | 247.48 USD
UNIVERSAL

7 [] 0400562 Johnson,Nathan JP 03/05/2010 SERVICES LLC ‘"Aprproyrgq N 328.99 USD
8 [ 0400562 Johnson,Nathan JP 03/2012010 %ﬂ [Approved 'v] 102258 USD
9 [] 0400562 Johnson,Nathan JP ~ *xresresees 3340 03/24/2010 WWW.NEWEGG.COM :Aprproyrerd t 160.37 USD

¥ selectan [ un-selectan

Search Purchase Details SplitLine D Template

Save Notity | ¢ Refresh

First 4] 1.9 o 14 B Last

0l Relioike 01 R8] 0]

0 0

Chartfield p o i tripy Youcher

Status T Error
g:,'*. Recycled No No
,;3", Recycled No No
4-‘; Recycled No No
,;;". Recycled No No
% Recycled No No
u,é Recycled No No
jé Recycled No No
;j,i Recycled No No
[ Recycled No No
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Click on this icon 5 for the transaction you want to reallocate.

Reconcile Statement
Procurement Card Transactions
[ pisplay Unmasked Card Number
Bank Statement 9of14 I Last
Transaction Billing i
Card Transaction Chartfield cotripy VOUCher
Employee Name (= _ Card Number Irans Date IStatus s e
EmplID Employee Name {ssuer Card Number Trans Date Merchant Status ‘Amount Currency Status Error
rnarranenn PITNEY BOWES 1 = )
1 [] 0252815 Hoff Darcy JP 9660 03/05/2010 TELELRKTG ‘Approve_d v 2,014.32 USD O 53 Recycled No No
2 [ 0252815 Hoff,Darcy JP METETATIANT0660. 03/14/2010 UPS*0000566526 ‘VApproved v 141.47 USD (&) f?‘, Recycled No No
3 [] 0252815 Hoff Darcy P wmmngggo 031612010 EITNETBOWES Approvedv|  75536.93 USD 3 No No
4 0252815 Hoff Darcy JP ARG 660; 03/21/2010 UPS*0000566526 A}qpraved v 172.34 USD & No No
USPS [ 1
5 [] 0252815 Hoff,Darcy JP 9660 03/25/2010 37004409020103QPS ¥ 5,740.00 USD > No No
6 [] 0252815 Hoff,Darcy Jp weememeagae0  03/28/2010 UPS*0000566526 Approved ¥ | 247.48 USD © [& Recycled No No
srarsaranans: UNIVERSAL A I Bl
7 [] 0400562 Johnson Nathan JP 3340 03/05/2010 SERVICES LLC ‘ﬁqp(q!ep he 328.99 USD Q 53 Recycled No No
8 [] 0400562 JohnsonNathan JP #3340 03/20/2010 W Approved v|  1,02258USD (O [} Recycled No No
9 [] 0400562 JohnsonNathan JP  ***+*+113340  03/2412010 WWW.NEWEGG COM [Approved v 16037 UsD ¢ LR Recycled No No
™ selecan O unselectan
Search Purchase Details SplitLine  Distribution Template
[ save | [S] Notify | 3 Refresh

The Account Distribution page displays the distributions for this transaction. You can change the
distributions singularly for each field, or select a SpeedChart.

Reconcile Statement

Account Distribution

Line: 1 PO Qty: 1.0000 uom: EA

Billing Date: 04/02/2010 Billing Amount: USD 2014.32 Unit Price: 2014.32000

speedChart: || | Transaction Unit “Distribute by: | Amount v
T Price 2014.32000 — —

Distributions
Chartfields

Detaiis/Tax _} Assetinformation | Statuses

PC Bus

Dist Percent  Amount Currency *GLUnit  *Account Oper Unit Fund Dept Class

Unit Project Activif
1[100.0000][  2014.32| UsD [11000 | [623175 Q|10 Q 001 |Q (8300 Q 11030 |Q Q | Q | |

R

OK | Cancel | Refresh]

Click —K_| on the Account Distribution Page and then & save | on the Procurement Card
Transactions page.
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Once you have reallocated, the Chartfield Status column will changetofi Val i do and t he Redi st

columntoi Yes 0.

I f you cl i ck o ntheiddte snte and yiolhas wmodified that éransaction.
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