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View Posted Transactions

This job aid describes the procedure for viewing posted transactions.

Step 1. Log into the Finance Application with your FIN Username and Password.

,@_ Navigate to the following path:

eProcurement = Procurement Card Center - Reconcile =
Reconcile Statement

The Reconcile Statement Search page opens.

Production Home | Worklist | MultiChannel Console

Add to Favorites | _Sign au
1=

Mew Windaw | Help | Gustomize Faae | o5

Reconcile Statement Search

Role Name: v
EmplID: 10023456 [+

Employee Name: ‘:_S.’f.'i‘h: James . a
Card Issuer: v

Card Humber:

Billing Date:

Statement Status: | Closed
Budget Status:

Chartfield Status:

=) 2

Merchant:
Transaction Date: | B

Charge Type: 24|

Search

Step 2. Enter the criteria for the cardholder records you wish to view. Choose the Statement Status
of Closed from the drop-down box.
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Step 3.
P cnwﬂ.

A bank statement opens showing transactions in Closed status for the cardholder selected.

Hnme Wﬂrkfst Mu?thhanne\ Console Add to Favorites -g out

| B -
e | | i ey

2

Reconcile Statement
Procurement Card Transactions

Bank Statement Customize | Find | View 100 | Bl First 1 1.8 0r 181 I Last

[ Transaction TN Siling ]

1 [6] Smith,James AMG sessnizny  ogitaipo0s HOMEMWELLDUC  cioqe 10000 USD (D 5 Valid

2 [] Smith James  AMC Tese1337 06412005 %&f Closed 2248080 O B} vaid valid Mo No

3 [] Smith,James  aMG  =wrrna3ar  ogioiaops SHESSUNVERSITY gipgeq agoousp (O 53 vaid valid  No No

4 [ Smith James  AMg  seeeee1337 081812005 %Lco Closed 12508usD O 5 vaiid valid  Ne Mo
h When viewing distribution detail, it is important to understand the difference in transaction
' posting in Finance 7.5, as compared to Finance 8.9.

In Finance 7.5, transactions posted immediately to the default ChartField and Account for the
card. To reallocate, users canceled this original distribution and inserted a new distribution.
This results in two or more distribution lines when viewing the information on the Finance 8.9
pages. It is recommended that users access Finance 7.5 data using Query to avoid
confusion.

In Finance 8.9, transactions are not posted immediately; they are held in a ‘staging’ table until
the user reallocates/approves the charge, or until the 30-day reallocation window passes.
Finance 8.9 transactions will only show 1 distribution line in history.
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Step 4. . o . ez
To view a distribution for a closed transaction, click

il

% (Distribution) on the transaction line.

Step 5.

Step 6.

Pwducﬂon

Home | \Worklist | ufiChannel Console | _Add to Favorites | Sign out

| Sl

T ——

Reconcile Statement

Procurement Card Transactions

Bank Statement Customize | Find | View 100 | B First (4] 1901181 B 1ot
[ Transaction TR Siling"

Emplovee Name |C2% oy |Card Humber Trans Date |Merchant

[Reeee— HOMEYWELL DMC
1 [#] Smith, James AMC 1337 06/14/2005 SUCS NG Closed 100.00 USD

Freveeuseee ROCKYS ACE
2 [] Smith, James  AMG 1337 06H42005 DoCTIECE Closed 2248 USD Valid vald Mo Na
3 [] Smith, James  AMC 1337 06/16/2005 7?1@3?’5 UNIVERSITY ¢ygqeq 48.00 USD O 5% valid valid Mo No
T MCKENMNEY =
Smith, James  AMC T 5
40 : AMC 1337 0662008 ST DSl oy Closed 1zsogusp (O B} vaid valid Mo No

Line 1 (displayed below) for $100.00 was posted in Finance 8.9. The distribution for this
transaction displays a single line.

Production Home | Workiist | MultiChannel Console | _Add to Favorites | _Sign out

12
Mew Window | Help | Customize Page | o

Reconcile Statement

Account Distribution

Line: 1 PO Qty: 1.0000 uoMm: EA
Billing Date: 06/15i2005 Billing Amount: USD 100.00 Unit Price:
SpeedChart Key Distribute by: Amount

Dist|Percent Amount Currency |GL Unit Account Program Class PC Bus Unit |Project

1 100.0000 100.00 USD UMAMH 736699 21820 AB35105000 000 UMAMH

OK J Caﬂce\] Refresnl

Line 2 (displayed below) was posted in Finance 7.5. The distribution for this transaction
displays two lines. It is recommended that users access Finance 7.5 transactions using
Query to avoid confusion.

Chartfields DeetailzTax Agset Information Statuses

Dist Percent Amount Currency GL Unit Account Oper Unit Fund Dept Prowram Class Eﬁ“ﬂ Project
1 100.0000 27478 USD UMWOR 742090 21035 404099000 B UnWOR
2 100.0000 27478 USD UMWOR 738600 23014 Wa04000035 BO3 UMWOR  511163400510000

Click to w return to the transaction listing.

Click Search to return to the criteria page, or click to return to the menu.
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