P-Card Transaction Reconciliation and Reallocation
by Migel Gatmaytan

l. Transaction Upload Notification:

Please be informed that if you get this message, then it would imply that a procurement card
transaction has successfully been uploaded to ctcLink and is available for reconciliation. Uploads
are done on a daily basis.

Recommendation: If an account has 1 — 3 transactions in a week, or 1- 10 transactions in a
month, Card Custodian/Reconciler can reconcile once a week, or once every two weeks, and

Approving Officer/Manager can approve transactions once a week or once every two weeks. If
an account have transactions of 10 or more in a given month, it is recommended that the Card
Custodian/Reconciler reconcile daily as notices arrive and Approving Officer/Manager approves
transactions on a weekly basis.

The following bank statement has exceeded the reconciliation grace period:

Card Issuer:  US Bank WADOD

Card Number: S**stssszsas {Visa) _

Billing Date: 2021-02-22 b

Please click the following link to reconcile your transactions:
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2 F%2 Ffsprd.ctelink.us®2Fpsp% 2 Fisprd %2 FEMPLOYEE %2 FERP3 2Fc%

2FMANAGE PROCUREMENT CARDS.CC RECON WB.GBL%3FPage%3DCC RECON WB%26Action%3DU%26EMPLID%3D101021695%26CREDIT CARD VENDOR%
3DUSB%26CC SECURITY 1D%53D2412%26BILLING DATE%32D2021-02-22&amp;data=04%7C01%7C%7C3c8fc56343f549a57feb08d8dce200b3%
7C02d8ff38d7114e31a9156cb5cff788df%700%7C0%7C637502210518102728%7CUnknown%

7CTWFpbGZsh3d8ey)WljciMCAwl jAWMDAILCIQjoiV2 luMzIiL CIBTil6 k1 haWwil CIXVCI6Mn0%30%
7C1000&amp;sdata=NzniGAl TxGXIdSAhFygw3yeglzo2 YKEIXWIUVKY 2 FuSwih3D&amp;reserved=0

1. Card Number (red arrow)
2.Billing Date aka Upload Date (gold arrow)

Note: Clicking on the link will only bring you to the Oracle People Soft ctcLink login page. You would still
need to navigate to the Reconcile Statement page.
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1. Important information/ needed to reconcile:

A. Role Name:
1.Approver
2.Reconciler
B. Employee ID:
1.<999999999> - 9 Numeric Characters
C. Name:
1.Lastname, Firstname Middle Initial - Name must match HR Information
D. Card Number:
1.Optional if you only have 1 Pcard
2.Important if you have more than 1 Pcard
E. Account Distribution (Budget Code):
Please use Daniel Cordas Budget Crosswalk Tool — Seattle Colleges — Go Live spreadsheet to
convert your Legacy budget coding to the current ctcLink budget distribution.

Example:
Legacy Default Budget 002-148-011-2704
ctcLink Default Budget Distribution WAO060-5030010-7062-148-<null>-44101-011-N

Note: The spreadsheet only give you part of the information. The spreadsheet will only give the values for the Account, Fund,
Department, and Class fields. You would still need to supply the value for the GL Unit Index, Oper Unit Index, and the State Purpose

Index.
Legacy Entry R ctclink Entry
e T — o P e NP
Supplies LAB FEE - BIOLDGY
1st Lewel Dept Mgr JEFFREY RASH
*GL Unit *Account Oper Unit Fund Approp Dept Class glt.larfnse
waoen Q| (5030010 0 2Q | (7062 Q| (142 Q Q| |l401 Q) o1 Q| [N Q
* Budget Number Crosswalk
* Fields highlighted in yellow cannot have a null value
ctcLink Legacy Notes Default Value
GL Unit New Value WAO060
Account SOBJ — “EA” Dynamic — Values 5030010
change depending
on purchase type
Oper Unit New Value Dynamic - Value 7060 — District
dependent on 7062 — Central +
College Satellites
7063 — North
7064 — South +
Satellites
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Fund New Value Static - Value Please verify with
dependent on Business Office or
Legacy APPR Index | Accounting for
or ctcLink Approp correct value
Index value
Approp APPR Index Dynamic - For Please verify with
majority of P-Card Business Office or
purchases with a Accounting for
FUND Index of correct value
“148” or “149” this
field is left empty
Dept ORG Index Static - Value Please verify with
dependent on Business Office or
Legacy ORG Index Accounting for
correct value
Class PROJ Index Static - Value Please verify with
dependent on Business Office or
Legacy PROJ Index | Accounting for
correct value
State Purpose New Value Dynamic - Field is “N” = Null
only populated in “X7 1T
reference to IT Acquisition/New
related purchases Development
“Y” —IT OFM
Maintenance &
Operations
PC Bus Unit New Value For majority of P- If your FUND
Card purchases Index is anything
with a FUND Index | other than “148”
of “148” or “149” or “149” please
this field is left verify with
empty Business Office
,or Accounting, if
this filed needs to
be filled and what
is the correct
value
Project New Value For majority of P- If your FUND
Card purchases Index is anything
with a FUND Index | other than “148”
of “148” or “149” or “149” please
this field is left verify with
empty Business Office
,or Accounting, if
this filed needs to
be filled and what
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is the correct

value
Activity New Value For majority of P- If your FUND
Card purchases Index is anything
with a FUND Index | other than “148”
of “148” or “149” or “149” please
this field is left verify with
empty Business Office
,or Accounting, if
this filed needs to
be filled and what
is the correct
value
Source New Value For majority of P- If your FUND
Card purchases Index is anything
with a FUND Index | other than “148”
of “148"” or “149” or “149” please
this field is left verify with
empty Business Office
,or Accounting, if
this filed needs to
be filled and what
is the correct
value
Program New Value For majority of P- If your FUND
Card purchases Index is anything
with a FUND Index | other than “148”
of “148” or “149” or “149” please
this field is left verify with
empty Business Office
,or Accounting, if
this filed needs to
be filled and what
is the correct
value
Subsidiary New Value For majority of P- If your FUND

Card purchases
with a FUND Index
of “148” or “149”
this field is left
empty

Index is anything
other than “148”
or “149” please
verify with
Business Office
,or Accounting, if
this filed needs to
be filled and what
is the correct
value
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Affiliate New Value For majority of P- If your FUND
Card purchases Index is anything
with a FUND Index | other than “148”
of “148” or “149” or “149” please
this field is left verify with
empty Business Office
,or Accounting, if
this filed needs to
be filled and what
is the correct
value
Fund Affil New Value For majority of P- If your FUND
Card purchases Index is anything
with a FUND Index | other than “148”
of “148” or “149” or “149” please
this field is left verify with
empty Business Office
,or Accounting, if
this filed needs to
be filled and what
is the correct
value
Oper Unit Affil New Value For majority of P- If your FUND
Card purchases Index is anything
with a FUND Index | other than “148”
of “148"” or “149” or “149” please
this field is left verify with
empty Business Office
,or Accounting, if
this filed needs to
be filled and what
is the correct
value
Location New Value For majority of P- If your FUND

Card purchases
with a FUND Index
of “148” or “149”
this field is left
empty

Index is anything
other than “148”
or “149” please
verify with
Business Office
,or Accounting, if
this filed needs to
be filled and what
is the correct
value
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F. Purchase Authorization Form w/ receipts. Please note that at the present a revised version of the
Purchase Authorization Form has not been created. When the revised form has been created, it
will be sent out to all P-Card Custodians.
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. P-Card Statement Reconciliation and Reallocation Procedure:

Figure 02. Account to be Reconciled:

[Sbank.

Cardholder Activity
Hama: Antoun Mumbs: Lkl End lwin Dy
Trans Data MitiRint Mamn Tramaaiiion Totsd Snurce Currsncy - Gurmency Amouni
Pasling Bale CHy. BiwsPros.
Alincalon hmaai diccounling Code
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A. Login to Oracle PeopleSoft:

- :
O ctelink
WASHINGTON COMMUNITY
AND TECHNICAL COLLEGES

ctcLink ID

Password

I Enable Screen Reader Mode

Do not enable screen reader mode unless you use a
screen reader or other assistive technology, as this
mode changes how ctcLink looks.

Forgot your password?  First Time User?

B. Home page will open:

HCM FSCM Tiles. Reset Question Home Sign Out

Q CfC Link My Institution View Welcome Vicente Gatmaytan!

SEATTLE@)LLEGES - ;L-I;-i-Ll-k—G AT E“WA fg

Cenliral- North - South

HLMCER FErat o Geisavie et . _

) ) Welcoma! If you need to know how to use some of the ctclink
Financials Self-Service ¥ & e £
. . tools, check out the nk Training websits. There
SN [ BT s E SR TR BRI, you'll find Quick Refersncs Guides (QRG) and

Washingtan's cemmunity and technical colleges, The
links 3t the e shouéd get you everywhere you need to
9o in cteLink for your student, faculty or st anline
work. Same of yau will have inks to spslications across matzrizls are developed.
the top of ihe pags as well

training exercises to get you on your way. More
cantent will be zdded to the training website as

“Your ID 5 what drives acoass ip 3% of these links and
you will have this same iD forever. Whether you attend
rhore than one Washingten community colege =t 3
time, work 3t one or more throughout your career, or
even Fyou go from student to empioyee of fom
ampioyes to studsnt. your user 1D will naver change:

© 2013 Washington State Board for Cammunity and Technical Colleges. AN Rights Reserved Privacy Policy  Mon-diseriminaion  Report a Problem




P-Card Transaction Reconciliation and Reallocation
by Migel Gatmaytan

C. Click on FSCM icon on the upper right top menu bar:

HCM FSCM  Tiles Reset Oueshon Home Sign Ot

D. New window will open.

Octelink ~ Employee Self Service

Expenses

A el
- =

E. Click onthe NavBaricon. Drop down menu will open.
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F. Click on Navigator icon.

. NavBar @

L LT
%

Recent Places

w

My Favorites

Mavigator

G. Navigator menu will expand. Click on Purchasing.

NavBar: Navigator ﬂ
. Employee Self-Service 5
HY)

L]
Recent Places Supplier Contracts 5

Suppliers 5

) o

My Favorites |
| — Procurement Contracts >

Purchasing
Navigator
eProcurement >
Services Procurement b3
Approvals
Travel and Expenses b

Billing »
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H. Purchasing menu will open. Please click on Procurement Cards.

NavBar: Navigator

S

Recent Places

My Favorites

Mavigator

Approvals

o

& | Purchasing E
Requisitions 3
Purchase Orders >

Receipts

Return To Vendor | Supplier

Procurement Cards

I.  Procurement Cards menu will open. Please click on Reconcile.

NavBar: Navigator

<@ | Procurement Cards

»|

Recent Places

Reconcile

My Favorites

MNavigator

Approvals

Process Statements

Reports

Security

Definitions

Review Bank Statement
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). Reconcile Menu opens. Click on Reconcile Statement.

NavBar: Navigator #

Recent Places

B

¢ | Reconcile

Reconcile Statement

Review Disputes

o

My Favorites

Navigator

W

Approvals

K. Reconcile Statement page opens.

Reeoncile Statement Search
Role Name | Administrator w -
Employee ID Q -

Name Q

Card Issuer -

Card Numbser | es=sse=s <:

Transaction Number
Merchant Exact Match

Sequence Number

Line Number

Eilling Date Q To Q
Statement Status v
Budget Status b
Chartfield Status w

Transaction Date =) To T
Charge Type R

Posted Date: | 01726/2021 -h To | 02252021
Rows Per Fage 100

0 Auto Save When Scrofling Through Chunks

Search | Clear
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1. On the Role Name (red arrow) field, optional if you have only one role. Else,
click on the down arrow to select role to be executed:
a) Reconciler
b) Approver
2. On the Employee ID (green arrow) field, if you are reconciling your own account
this is optional. Else, type the Employee ID humber, or click on the magnifying
glass to search for the Employee ID, of the person whose account you are
reconciling or reviewing/approving .
3.0ptional: If you have only one card, you can leave this field blank. Else, if you
have more than one P-Card, on the Card Number (gold arrow) field of the card
to be reconciled.
4.0n the Posting Date (light blue arrow) field, click on the calendar and select the
beginning date of the cycle to be reconciled.
5.0n the To “Date” (yellow arrow) field, click on the calendar and select the
ending date of the cycle to be reconciled.
6.Click on Search.

Procurement Card Transactions page will open.

=w Window | Persa
Reconcile Statement
Procurement Card Transactions
Empl ID Name
Card Number ssteswsmest Card Provider USB
[ Run Budget Validation on Save
Bank Statement
w oaQ v ik
Transaction Bising | Iiv
Trans Date  Merchant* *Status T’“““‘""i’; Currency E,‘;‘fgzt ‘;,'f‘:g'em Redistria
1 0225202% | DROPECH"LCN1RZIRKEES Sizged ~ 2201 USD [= W |NotChid | Recyoled
v
B ~ A "
Select Al Cieiar & Stage Verify Bpprove Validzte Budget
Searct Purchase Datsils Spit Line Template
‘ Save | | wotty Refresh
=w Window | Persa
Reconcile Statement
Procurement Card Transactions
Empl ID Name
Card Number ssteswsmest Card Provider USB
[ Run Budget Validation on Save
Bank Statement
w oaQ v ik
Transaction Bising | Iiv
Trans Date  Merchant* *Status T’“““‘""i’; Currency E,‘;‘fgzt ‘;,'f‘:g'em Redistria
1 0225202% | DROPECH"LCN1RZIRKEES Sisged ~ 2201 USD [= W |NotChid | Recyoled
v
v "
Stage Verify Bpprove Validzte Budget
P a5 Spl - Template

‘ Save | | wotty Refresh
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Budget Distribution page will open.

€ Reconcile Statement Reconcile Statement

1.0000 uoM g8
2201 LSO Unit Price 22.01000
Q| o . *Distribute By | Amount ~
Chartfields | | DtsiisiTax Assatinformation Ststuses | b
Dist Percent Amount Currency *GL Unit *Account OperUnit  Fund Approp Dept Class :;L’r‘:ﬂse PCBus U
100.0000 2201| |usD wasst Q| soseoo Q| 7ose Q5700 Q a 12445 Q| 285 Q Q
»
oK Cancel Refresh |

Budget Crosswalk:

GL Unit | Account | Oper | Fund | Approp | Dept | Class | State
Unit Purpose

Legacy EA 570 1000 083
Default
ctcLink WAOQ060 | 5030010 | 7060 | 570 12445 | 083 N
Default
ctcLink WAO060 | 5081260 | 7060 | 570 12445 | 083 N
Reallocated

Correct Distribution coding. Then, click on OK. If you need to reallocate the charge, this is
where you will need to change the distribution. If the charge needs to be split ... Then, scroll right
until you see the (+). Click onit. A pop-up window will open inquiring how many lines you would
like to add. Respond and then click on OK. You will be returned to the Procurement Card
Transaction Page. Click on the Validate Budget icon.

Reconcile Statement
Procurement Card Transactions
Empl 1D Name
Card Number  sssessesess Card Provider USE

% Run Budget Validation on Save

Bank. Statement

5 Q BRI Vi Al
Transaction Bifing i
i Transaction Budget Chartfield =
Trans Date Merchant. *Status Aindtint Currency Status Status Redistrib
1 02252021 DROPBON*L.CN1RZERKEES Sisged v 2201 UsD (=] 3 Mot Chidd Recycled Mo

Cigar & Stage | Verify Approve Validate Budget
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Q. The Procurement Transactions page will open. Chartfield status must reflect “Valid.” Else, redo
steps M to P.

* Em_)qm Salf Service Reconcile Staterment
Recancile Statesnant
Procurement Card Transactions

Empdil 10 Heme  Bu,

nam
Card Mumaar e Card Frovider  Usg
it Aun Budget Validation oa Bave
EBank Statemant
I W
| Trancactian ! Bica |
2 Trancantion Eudget Charifaig
Trane Date werchant, 3ntuc Amaunt Curranzy atntue Mntuc Redictrin
1 & ez ] Rz stag ~ 220y &
4 ¥
v s f
Hags | ity | Anprove | ‘aligsts Bunget
A Fs o
Beve | | notiey Refrecn
R. Click on Comments icon.
4 Employea Salf Service Reconcile Statement
Reconcile Statemnant
Procurement Card Transactions
Empiib 50 Heme & nama
Card Mumser - 1373 Card Frovider usg
it Fun Budget Vallgation o Bave
Bank Statemant
" Q v
| Trancatian ! Biva |
. Trancaston Eudget Charinsig
Tranec Date serotiant Aatuc amauat Curranay Anbuc mbu ‘Redicirib
1 @ DRCPECIKLONI REEFRASH Stagad. W 7201 | usD &
4 3
-
aget
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S. Transaction Line Comments page will open.

+ Reconcila Statement Reconcile Staterment
Lin= D=rzrpbon &2 4 i
Rafsrenoa
Tranasction Line Commants L+ b
Commants: -
FEL
i
fgsociabed Documant
Attagnment Attmoh WA Dielnte

T (T | p—

T. Onthe Comments field, enter a brief description of the good/services purchased. Justify the
purchase. Then, click on Attach icon. Attach valid receipt or invoice. Click on “OK.”

e il D=carinbion  GZET1E47ED cybhindw
Rafaronoca
Transaction Lins Commants Q W
e =
commante: L ol +
EEL! 3
""" I tifn 10 3 pord =o'y Lo eamm i L L

b

anaociabed Documant

tagnment 2373 Aecopd SHWRETFIEATT AHmoh | Visw
Diropiow: - Dbiect Designation EY.pdi

Dot
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Procurement Card Transaction page will open. On the Status column (red arrow), click on the

down arrow and change the status from Staged. Then, click Saved (blue arrow). Click on

Validate Budget (gold arrow).

« Feconclls Statement
Reconcile Statemant
Procurement Card Transactions

EmpilD  ypa0cizeE

Card Number

O Run EBudget Valldation ca Bave
Bank Sfatement
5 a

Trancaotion | Eilirg 13

Trang Dats eronant =

[exdrinkdig ROPE LN {AZERKRE
) e
| Bave Watiy Ratretn

Name EiltarwansFrask Thomas

Card Frovider IS8

Trancankian

“gimtu Amount | SuTTERSy
IZ0 UED
Aimge | Wmrify Approve

Procurement Card Transaction page will open. Then, click Saved.

+ Reconcils Statemert

Reconcile Statement
Procurement Card Transactions
Empil  H0 1021393
O Dispiay Unmasiad Gard Mumbar
O Run Buget Valloation on Eave

Bank statament

5 oa
Tramesation | | Eles |
TrancOxte  Mercnants

Reconcile Statement

Hame  Bullarwanh Frank’ Thamas
Tramgantian
ntu it UETEE
Verder 20 |Uso g *®
Stagnl W 3536, UST . -
Elagon W 150,007 USD 3 &
werify Approve

Sudgat
Bmbur

Validats Sudget

Reconcile Statement

Sudgal
Hatue

Validats BEudget

Sharinoid
Fnbuc

gt

Charifialg
HMabuc

Vouol

Reoicirih

Vs
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W. At this point, the Reconciliation and Reallocation is complete. You can verify that the process is
complete by the following criteria:

A, Transaction Budget| Chartfield
DR Amount SANIENCY StaiuJ Status

Verified b 2201 UsD W B Valid Valid

1. Status is coded as Verified (red arrow).

2.Comments icon is darkened (gold arrow — Receipt).

3.Chartfield Status string is coded as Valid (blue arrow — Budget Code).
4.Budget Status is coded as Valid (green arrow — Budget Code).

X. Tax Verification. ctcLink assumes that sales tax has been collected on all purchases. Please
locate your receipt and verify if sales tax was assessed on your purchase.

212602021 Receipt $HWQKTFIBETT - Dropbax

Dropbox Inc.

1800 Owens 5t

Lan Francisco, CA 94158
United States

billing supporti@idropbox.com

Receipt for

Payment Date Amount ReceiptiD
Viza ending in 2373 approved 172542021 §22.01 AHWOQRTHEIT?
Desoription fmoune:
Dropbox Professional (1/25/2021 to 202572021) $19.99
Subrotal §19.93
+Sales tax {10.1%) $202
Total $22.01

AT artaunts Shivem ars In USD. This & not an irvos e, No addivonal payment b reduired
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If sales tax was not assessed, on the Procurement Card Transaction ... click on the Purchase
Details link.

4 Reconcie Statament Reconcile Statement

FRecorwle Statement
Procurement Card Transactions

EmpliD 109031393 Name  Butigrwarin Frank Tramas
1 Dlspéay Unmaskad Gard Mumber

0 Rusr Budget Velidation on Bave

Bank Statemsnt

5 Q b
| Tramesokon | | Biwg | I
| |
; Tramcantian Sudgst ¢
Carditcuar  Card Numaer TrancOats  Mercnants “ytntuc ot Fopisy

Approve I alidate Endget

Select All Clear All

Search Purchase Details

Save Notify Refresh
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Purchase Order Details page will open. Unselect the Tax Paid (gold arrow) selection box and
click on the Sales/Use Tax link (red arrow).

¢ Reconcile Statement Reconcile Statement

Line 1

Merchant DROPBOX*LCM1RZISRKESES
City DB.TT/CCHELP
State DE
Country |15

* Purchase Order
"Business Unit | WAa0G0 Original PO - N
PO D

PO Line

pllol olle

P Sched

Supplier D

Location

Ship To

ltem D

o M= = s A =

Category
Supplier ltem
*Quantity 1.0000
oM |EA° Q

Unit Price 22.01000 UsD Transaction Amount  22.01

Bill Includes Tax if Applied
B Tax Paid
g Tax

Category Search View Hierarchy PO Pick: List

: II-_
| Caneel || Refrech
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AA. Sales/Use Tax page will open.

¢ Reconcile 5iatement

Sales/Use Tax
2

Tax Applicahbility

Tax Destination qQ
Tax Code
S5UT Code Pct
Use Tax

Cancel || Refresh

BB. If no sales tax was assessed on the purchase, on the Tax Applicability line. Click on the down
arrow and select Use Tax Applicable.

£ HReconcile Statement

Sales/Use Tax

¥
Tax Applicability § Use Tax Applicable W E
Tax Destination Q h
Tax Code

5UT Code Pct

Use Tax

OK || Cancel || Refresh
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CC. On the Tax Destination field, select the College’s main shipping location.

1.Central College — SCMainSH
2.District - DOMainSH
3.North College - NSMainSH
4.South College - SSMain SH

DD. Double click on your selection. Once selected, your choice autofill Tax Code, SUT Code Pct, and
the Use Tax rate fields. Click on “OK.”

{ Reconcile Statement

Sales/Use Tax

Tax Applicability | Use Tax Applicable w
Tax Desfination |Mi NS -BAAIN SHIE-TS
Tax Code | 1726
S5UT Code Pct 10.1000

‘ Use Tax 2020

Caneel || Refrech

EE. Purchase Order Details page will open. If all purchases have been processed, click on Save.

¢ Employee Seif Service Reconcile Statement
New Window | Heip | Personalice P
Reconcile Statement
Procurement Card Transactions
Empl ID 101021303 Name  Butterworth,Frank Thomas
Card Nisber  =ssssssssssiz Card Provider (58
{2} Run Budget Validation on Save
Bank Staterment
m oQ i-1off W Wiew All
Transaction Billing | v
Trans Date  Merchant Status "a':;‘ﬁ:’; Currency E:‘a‘:\‘j:‘ g:';hrlh:dﬂ Redistrib
t 020252021  DROPECH'LCNIRZERKAEE Verified v 2201 USD = |vand viaid ¥es
] b
# i Ciiar s , .
A Clear Al Stage Verify Approve Validate Budget
Sea) Purchase Datails Spitt Line Distribtion Template
| “Save | | Motify || Refresh |

FF. You have now completed the reconciliation and reallocation process and have completed the Use
Tax Survey. You may hit the Home icon and then sign off.



