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P-Card Allocation Instructions

(No P-Card Purchase Order in Place)

Financials<Accounts Payable<Invoice Processing<Purchase Cards<Purchase Card Statements

1. Search
.-::!__ Accept Purchase Card Statements - Munis [BIRDVILLE 15D0] & ?
/ i Query Builder Add Update Globa o el FOF Exce Emai Attach Motify Maplink Return
4, Search Juplicate Preview Schedule Alerts
Confirm Search Actions Output Office Tools

S1alement 1D
Statement ID

Card

Card number

Name on card

Dept sopc ]| 3. Enter department/campus #

Statement Details

Code [= Notes

Status 2. Select “New”

GL year/period

GL effeciive dale

Invoice date

Total

Transactions

| Charge Date | Import Date | Vendor | A Description | Bank Transacti... | Amuumj Updated? |
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2. Select transaction and allocate

E E!l_. Text file || Notes Transactions Release
Accept Search s Print FDF At:t...a:ch Transaction Search Mass Release
] Preview o Alerts= GL Allocations E Maore... ~
Confirm Search Actions Output Office Tools Menu
Statement ID
Statement 1D 6652
Card
caranumoer [
Name on card PURCHASING DEPARTMENT
Dept 99PC ... Purchasing
Statement Details
Code 061918 [= Notes
Status [New T
GL year/period 2018 12
GL effective date 06/21/2018 [
Invoice date 06/21/2018 [
Total 192.00
Transactions
Charge Date Import Date Vendor A Description Bank Transacti... Amount Updated?
] 06152018 06/21/2018 BARNES & NOBLE #2344 192.00 No
1. Select transaction
Workflow
My Approvals Approvers
K < Tof3 > )
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3. Update

Q | Browse Delete Text file Word [l“ 1 MNotes | Z] Audit Allocate By Code o
neel | Search (i) Query Builder Ad Globa Print sl FOF Eoce Ema Attach Motify Maplink= | FA Detai Return
4. Accept Duplicate Preview Schedule Alerts Liquidate PO
onfim Search . '0"51_ U date Output Office Tools Menu

Card and Statement

Current card holder PURCHASING DEPARTMENT

Mame on card PURCHASING DEFARTMENT

Statement ID 6652

Statement code 061918

Transaction

Munis Transaction ID 19017

Card holder for fransaction PURCHASING DEPARTMENT

Vendor 9909 ... BARNES & NOBLE #2344

Charge description 2. Enter vendor sourcing & short description

Commodity code e =

Charge date 06152018

Post date 06/18/2018 Transaction amount 192.00

Import date 06/21/2018

Allocation code

Contract ... | = Contract

FO year/number/line | = PO Liguidation |
Document number E" Invoice
Invoice number 3. Enter invoice/receipt # If not available create one to reference your transaction

Mo changes made since transaction imporied

Allocations
T ~Account Description | Percent Amount| A | GLBud |
B 199-00-2010-00-000-00-000- 4. Update budget code | ACILIABILITY AcCOUNT 100.000 192.00 N u
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4, Attachments

Q =| Browse ‘_’i Delete Text file Worg otes  [ZN Audit Allocate By Code o
Accept Cancel | Search (& Query Builde A Updats ok print £ "OF Exce e o aplink= | FA Detal Return
Duplicate Previe Sched Alerts Liquidate PO
Confirm Search Actions Qutput Office Tools Menu
Card and Statement
Card number 1. Attach receipt, packing slip, and any other
Current card holder PURCHASING DEFARTMENT documents
Mame on card PURCHASING DEFARTMENT
Statement ID 6652
Statement code 061915
Transaction
Munis Transaction ID 19017
Card holder for fransaction PURCHASING DEPARTMENT
Vendor 9909 ... BARNES & NOBLE #2344
Charge description #054-16 CATALOG DISCOUNT- LEADERSHIF BOOKS
Commodity code MCC code
Charge date 06/15/2018
Post date 06182018 Transaction amount 192.00
Import date 06/21/2018
Allocation code
Contract
PO year/number/line | (= PO Liguidation |
Document number
Invoice number 1234
The GL Object Code was changed from 6316 to 6399 by Ayala, Erika. |
T | A Account | Description Percenq Amounq A | GL Bud |
E 139-41-6399-CF-747-85-410- SUFPLIES 100,000 19200 N ]
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5. Attach documents under Purchase Card Transaction

° @ Q =) Browse ? X Delete B Text file @ 8 Word Notes |2} Audit
der | B ' Global- I roF Email - Notify E Maplink-
Accept Cancel Search Query Builder Add  Update s Print . Excel G e Attact :-“ otify 5 Maplin Return
= Duplicate ] Preview Ea Schedule o Alerts~
Confirm Search Actions Qutput Office Tools

Attachment Documents
Attachment Type | Document Type | Read Only | Count
FallE Loh g1 W VR e o) R g e L 1Y

Purchase Card Transaction

1. Select Purchase Card Transaction

Document Title TCM Document Type
Purchase Card Statement Purchase Card Statement
Purchase Card Transaction Purchase Card Transaction

TCM Version: 2018.2.1.3 | Show Counts

10f1
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6. Upload attachments

Tyler Content Manager

A |

Filter Documents |

Date = Transaction ID Statement Code DocType

Related Documents |

|Fi|t5 r Related Documents

Date Key1 Key2 DocType

2. Import documents

Document Information
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7. Choose File

paportQocument
1. Choose File

Drop files here...

Selecting and importing multiple files is only compatible with
images (TIFF, PNG & JPG). All other files, such as PDF, must be
selected individually.

CANCEL IMPORT

Kook -

Note: Attach all documents such as receipt, packing slip, travel forms, etc.

38| Page



8. Import Documents

Import Document

Choose File

or

Drop files here...

Creating single document

BARNES AND NOBLE.pdf (a1999k3) X
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9. Save and close viewer

*}. Tyler Content Manager

¥ 4

Docmmerits 1. Save v oA - 2. Close Viewer ~v 7 | | Document Information v 7l
[Filter Documents | 1~ pl- O' E‘Iv m Attachment Filename ~
Date | Transaction ID | Statement Code DocType |
FCardTransaction Vve invite you 10 visit BEN.cOm Or your iocal store to discover New ~ Attachment Title
Releases,Bestsellers,Toys & Games,DVDs, Home & Gift items,and much more. |
Purchas... Audit
Card Number
Barnes & Noble Booksellers #2344 |
861 NE Mall Blvd.
{ g i’aLj;hg::;r:gTJEPARTMENT
| (817) 284-1244 |
i Vendor Name
‘|STR:2344 REG:004 TRN:8559 CSHR:Mark B |BARNES&NOBLE #2344
Vendor Number
INSTITUTIONAL ACCT# 5871074 [EEDE]
ACCOUNT NAME: Notes
BIRDVILLE ISD
Related Documents VoA i
|F\Ite’Rested Documents TAX EXEMPT ID: 175600193%
Date Key1 Key2 DocType TAX EXEMPT RSN: School
‘PREPAY CUSTOMER ORDER Transaction ID
ORDER NUMBER: 2344-15%500
\ [19017
How Great Leaders Think: The Art of Refr Amount
9781118140987+ 182,00
(8 @ 30.00) Institutional 20% (48.00) Charge Date
(8 @ 24.00} 192.00 |06/15/2018
Shipping Fee Post Date
{L ¢ 0.00) * 0.00 jo6/18/2018
! v Document Number
< |
Statement ID (¥
BARNES AND NOBLE pdf |
27428
®100% v

40 |Page



10. Return

T

HOME
Q =] Browse ? Delete Text file Word Il“ Notes |E} Audit Allocate By Cogle o
Accent Cancel | Search (&) Query Bu , Update Sloba =" Eror - Ema Attach iff Maplink= | FA Detai Return
Duplicate Previe Schedule Alerts Liguidate PO 1
Confirm Search Actions Output Office Taols Menu :
Card and Statement
Current card holder PURCHASING DEPARTMEMNT
Name on card PURCHASING DEPARTMENT
Statement ID 6652
Statement code 061918
Transaction
Munis Transaction ID 19017
Card holder for fransaction PURCHASING DEPARTMENT
Vendor 9909 ...| BARNES & NOBLE #2344
Charge description #054-16 CATALOG DISCOUNT- LEADERSHIP BOOKS
Commodity code MCC code
Charge date 06/15/2018
Post date 061872018 Transaction amount 192.00
Import date 06/21/2018
Allocation code
Contract
FO year/number/line | = PO Liguidation |
Document number
Invoice number 1234
The GL Object Code was changed from 6316 to 6399 by Ayala, Erika. |
T | A Account | Description Percenl| Amounl| A | GL Bud |
E 199-41-§399-0F-747-95%-410- SUPFLIES 100.000 18200 N u

Return
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11. Release for Approvals

FUrcnase '_ard >Tatements - MUMIS [BIKLYILLE 130l

" HoMe
o Q =| Browse Jelet: E}_.Tex‘t file " jord ll“ Notes Audit Transactions 2 Release
ery Builder PDF i - MNaotify Maplink=  Transaction Search TmscReleffe — © -

Accept Cancel Search PR Add Update o Print ™ Exce T Attach Y o i Return
Duplicate ] Preview Schedule o Alerts~ GL Allocations E More... ~
Confirm Search Actions Output Office Tools Menu
Statement ID
Statement ID 6652
Card number
Name on card PURCHASING DEPARTMENT
Dept 9oPC ... Purchasing
Statement Details
Code 061918
Status ll*lewi
GL year/period 2018 12
GL effective date 06/21/2018 [iz1]
Invoice date 06/21/2018  [F]
Total 192.00
Transactions
| Charge Date | Import Date | Vendor | A Description | Bank Transacti... | Amount| Updated? |
06/15/2018 06/21/2018 BARNES & NOBLE #2344 #054-16 CATALOG DISCOUNT- LEADERSHIP BOOKS 192.00 Yes

/\ Follow these instructions for each transaction. All
transactions must be allocated prior to releasing P-
Card Statement

Attachment Warning @

A The are no attachments on this statement, and there are some transactions which do not have attachments. Do you wish to confinue? —

K € 10f3 > >

Yes No
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