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P-Card Purchase Order Liquidation Instructions

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

1. Search
4. Accept Purchase Card Statements - Munis [BIRDVILLE 1SD] & ?
HOME
owse M Delete y Text file | [T 51 g d
P, [ Query Builder 4 : Globa =" B ror V:l (B eme
1. Search . |
onfim Search Actions Qutput Office

Statement ID

; Card number
‘ Name on card
E Dept spe [.J] 2. Enter department/campus #
E-‘tatemenl Dealls e . =
iCude & Notes

|

GL year/period

GL effective date
E Invoice date

| Total
Transactions
' Charge Date | Import Date | Vendor A Description Bank Transacti... Amount Updated?
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2. Select transaction

= Browse Egl.- Text file || =/ Notes Transactions Release
= A -
=) Print FDF Attach Transaction Search  Mass Release
] Preview o Alertsw GL Allocations E More... =
Confirm Search Actions Output Office Tools Menu
Statement ID
Statement ID 6710
Card
Card number
Name on card FURCHASING DEFARTMENT
Dept 99PC ... Purchasing
Statement Details
Code 070318 = Notes
Status New
GL year/period 2018 12
GL effective date 06/30/2018 |1z
Invoice date 06/30/2018 [
Total 137.74
Transaclions
Charge Date Import Date Vendor A Description Bank Transacti... Amount Updated?
06/27/2018 07/15/2018 THE HOME DEFOT 540 137.74 No
1. Select transaction
Workflow
My Approvals Approvers
K < 3of3 >
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3. Update

- Purchase Card Statements - Munis [BIRDVILLE ISD] > Transactions

e HoME

Q = Browse ? Delete Text file | [ Word ll“ Notes [} Audit Allocate By Code o
ancel Search (8] Query Builder bdd\ Update i_::EU ddtet = Exce el Attach Notify Maplinl | FA Detai Return
3. Accept Duplicate Preview Schedule Alerts Liquidate PO
Confirm Search Actions Output Office Tools Menu
Can:l and Statement
Card number
Current card helder PURCHASING DEFPARTMENT
Name on card PURCHASING DEPARTMENT
Statement ID 6710
Statement code 070318
Transaction
Munis Transaction ID 19209
Card holder for fransaction PURCHASING DEPARTMENT
Vendor 10 THE HOoE DERPOT A0
Charge description 2. Enter PO#
Commodity code MCC code
Charge date 06/27/2018
Fost date 06/29/2018 Transaction amount 137.74
Import date 071522018
Allocation code
Contract
PO year/number/line | = PO Liguidation |
Document number W
Invoice number | 3. Enter invoice/receipt # | If not available, create one to reference your transaction

Mo changes made since transaction imported

T | A Account | Description | Percent| Amounll A | GL Bud |
B 199-00-2010-00-000-00-000- ACI LIABILITY ACCOUNT 100.000 13774 N U
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4. Liquidate PO

- Purchase Card Statements - Munis [BIRDVILLE ISD] > Transactions

" Home

Q ? ?rowse_ . i _ _i e 5 : f llll e 5 Al-lc:cate.By Code o
A ancel | Search (&) Query Builder Add  Update S Print ' Exce e Attach aplink | FA Deta Return
Duplicate Preview Sc : Liquidate PO
Confirm Search Adtions Output Office Tools Menu
Card and Statement

Card number

Current card holder PURCHASING DEFARTMENT

Name on card PURCHASING DEPARTMENT
Statement ID 6710 1. Liquidate PO
Statement code 070318

Munis Transaction ID 19209

Card holder for fransaction PURCHASING DEPARTMENT

Vendor 19 ... THE HOME DEPOT 540

Charge description PO 71805551 BUY BOARD XXX-XX

Commodity code MCC code

Charge date 06272018

Post date 06/29/2018 Transaction amount 137.74
Import date 07115/2018

Allocation code

Contract ..., | = Contract
PO year/number/line [= PO Liquidation
Document number

Invoice number 12345
The Charge Description was changed to PO 71805551 by Ayala, Erika.
Allocations
T | A Account | Description | Percenq Amounq A | GL Bud |
B 189-00-2010-00-000-00-000— ACI LIABILITY ACCOUNT 100.000 137.74 N U
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5. Select PO to liquidate

ve]
s ]
5
5

B B Text file Word Show/Hide Cols
Print PDF Ercel Customize Screen Form Return
], Preview
Actions Output Office Tools Menu
PO Fiscal Yr| Number PO Ling| Dept Item Description Ordered Amount Ordered Qty) UOM Open Amount Open Qty
2018 71805551 1 510 BLANKET PURCHASE ORDER FOR 5000.0 1.0 487524 0.0

1. Select PO to liquidate

PO NOT LISTED?
Problem Solution
Transaction(s) amount exceed PO Complete a Purchase Order Change
amount Order Form to increase PO amount

Vendor # on PO does not match vendor # Contact Purchasing Specialist to update
on transaction vendor #

PO has more than 1 line Contact Purchasing Specialist
PO # starts with a number other than 4 Contact Purchasing Specialist
Other Contact Purchasing Specialist

Search / Filler
Q 7 [ I 41 » 1of 1
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6. Update Allocations

.':-' HOME
®Q:

[

ard Statements - Munis [BIRDVILLE I1SD] > Transactions > Liguidate PO Line

Audit Update Allocations o

- Return To Browse

Accept Cancel Search — i Add  Update Atta Return
Confirm Search Actions Tools Menu
PO Fiscal Year 2018 Quantity ordered 1.00
FO Mumber 71805551 Quantity received 1.00
PO Line 1 uom
Dept 510 1. Update Allocations Unit price 5000.00
Description BLANKET PURCHASE ORDER Line item total 5000.00
MAINTENANGE SUPPLIES & Liguidated amount it
EQUIPMENT Cancelled amount 0.00
Commodity Open amount 4875.24
Allocations
Seq T | Account | Description | Line Amount Open Amount GLBud |
1 E 199-51-6319-M5-951-39-510- OTHER SUPPLIES 5000.00 487524 U

49 |Page



7. Liquidate

% home
@a:

Uuer

pt Cancel Search — ’ i Add  Update

=]

Confirm Search Actions

Purchase Card Statements - Munis [B

Output Office

Tools

Audit Liquidate

Menu

ROVILLE ISD] » Transactions > Liguidate PO Line

PO Line Amounts

PO Fiscal Year 2018 Quantity ordered 1.00
PO Number 71805551 Quantity received 1.00
PO Line 1 1. Liquidate uom
Dept 510 Unit price 5000.00
Description BLANKET PURCHASE ORDER Line item total 5000.00
MAINTENANGE SUPPLIES & Liquidated amount ECTE
EQUIPMENT Cancelled amount 0.00
Commodity Open amount 487524
Allocations
Sec‘ T | Account | Description | Line Amuunt| Open Amount| GL Bud |
1 E 199-51-6319-M5-951-99-510- OTHER SUPFLIES 5000.00 487524 U

P-card transaction allocations have been updated, and will show when the current window is closed.
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8. Accept

Add  Update

1. Accept i

se Card Statements - Munis [B

RDVILLE I50] >

Transacti

ans > Liquidate PO Line

FO Line Amounts

PO Fiscal Year 2018 Quantity ordered 1.00
FO Number 71805551 Quantity received 1.00
PO Line 1 UomM
Dept 510 Unit price 5000.00
Description BLANKET PURCHASE ORDER Line item total 5000.00
MAINTENANCE SUPPLIES & Liquidated amount 120
EQUIPMENT Cancelled amount 0.00
Commodity Open amount 4875.24
P-card liguidation quanfity 0.03
Allocations
Sec‘ T | Account | Description Line Amount| Open Amount| GL Bud |
1 E 199-51-6319-M5-951-99-510— OTHER SUPPLIES 5000.00 437524 U

P-card transaction allocations have been updated, and will show when the current window is closed.

51|Page



9. Fully Liquidate PO Option

.\'5-5_. Purchase Card Statements - Muris [BIRDVILLE I50] > Iransactions > Liguidate PO Line
HOME
o @ Q &= Browse I ? X Delete B Text file [FB word |]| Notes |=] Audit o
Build € Global- pal FDF Email Noti Maplink~
Accept Cancel | Search Query Builder Add  Update oo Print . Excel G e Attach :-\\ fy 5 Mapiin Return
= Duplicate ] Preview E Schedule o Alerts~
Confirm Search Actions Qutput Office Tools

Fully Liquidate PO Option

0 on this PO line.
open amounts, and no invoices for this PO exist in proof.

Select NO if you have more than one transaction for this PO.

Select YES if this is the ONLY transaction for this PO.

If no, you will select YES on the last transaction for this PO.

P-card transaction allocations have been updated, and will show when the current window is closed.
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10. Close PO Option

FUrCNase Lara >Talements - MUNIS [BIKUVILLE 130] > 1Fansactions > Liquiaate Fiu Line
; HOME
o @ Q =] Browse I ? X Delete ) Test file E [8 word l” Elnotes By Audit o
Build, € Global- g FOF Email . Noti Maplink~
Accept Cancel Search Query Builder Add  Update o Print . Excel EE e Attach :-\\ ity kS e Return
=| Duplicate ] Preview Schedule o Alerts~
Confirm Search Actions Qutput Office Tools

Close PO Option

or this PO exist in proof.

Select YES on last transaction for PO.

This will close PO in Munis.

P-card fr: i llocati have been updated, and will show when the current window is closed.
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11. Return

W HOME
@ Q ? Browse T#i A Delete 8 word @ Motes [2] Audit Allocate By Code Unliquidate BO o
Accept Cancel | Search (& Query Buider Add Update slobs Print (3 Emai Attach Notify Maplink= | FA Detai Return
Duplicate | Preview Schedule Alerts View Liguidated PO
Confirm Search Actions Cutput Office Tools Menu
Card and Statement 1. Return
Card number
Current card holder PURCHASING DEPARTMENT
Name on card PURCHASING DEPARTMENT
Statement ID B0
Statement code 070318
Transaction
Munis Transaction ID 19209 [= Notes
Card holder for transaction PURCHASING DEPARTMENT
Vendar 19 .| THEHOME DEPOT 540
Charge description PO 71805551 BUYBOARD XXX-XX
Commaodity code MCC code
Charge date 062772018
FPost date 06/20/2018 Transaction amount 137.74
Import date 071152018
Allocation code ]
Contract ...l | (= contract
PO year/number/line 2018/71805551M1 | [= PO Liquidation
Document number [= Invoice
Invoice number 12345
Last Change
The Liquidated PO Line was changed to 2018/71805551/1 by Ayala, Erika. |
T A Account | Description Percent Amount A | GLBud |
E 199-51-£319-M5-851-83-510- OTHER SUPPLIES 100.000 13774 N u

54| Page



12. Attach Documents and release

- Purchase Card Statements - Munis [BIRDVILLE 150]

=l Egl.- Text file N/ Notes Audit Transactions
0 Q — _ - ) T . 2. Release
Accept Cancel Search — =Y ERIEET e Update o Print PDF Exce : Y Maplinkc= | Transaction Search 2 “2%€ | Return
Duplicate 1] Preview Schedul2 o Alerts~ GL Allocations E More... ~
Confirm Search Actions Output Office Tools Menu
Statement ID
Statement ID 6710 1. Attach receipt, packing slip, and any other documents
Card number
Name on card PURCHASING DEPARTMENT
Dept S9PC ... Furchasing
Statement Details
Code 070318
Status ’r
GL year/period 2018 12
GL effective date 06/30/2018 |]
Invoice date 06/30/2018 [
Total 137.74
Transactions
| Charge Date | Import Date | Vendor | A Description | Bank Transacti... | Amounﬂ Updated? |
06/27/2018 07115/2018 THE HOME DEFOT 540 PO 71805551 137.74 Yes

/\ Follow these instructions for each transaction. Once
they are all allocated you will release for approvals.

Attachment Warning ®

K < 3of3
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