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CPCS Approving Official Training Exercises

Exercise #1: CPCS Logon

Objectives: e Logon to Web Portal
e Access CPCS

Notes: Use the User ID & Password given to you by the instructor.
Instructions: Execute the following steps:

CPCS is now accessed through the Web Portal screen by going into CBSProd. Production’s web
address is: https://cbs.rdc.noaa.gov/nmadm/custom pages.login page

Step Action

1 | Open a Internet Explorer window
Point your browser to:
https://fsdtrain.rdc.noaa.gov/nmadm/custom Pages.login page

2 | Onthe CBS Web Migration Portal Login screen:
CBS Web Migration Portal

Please Login

Username:

Password:

WARNING ~

You have accessed a United States Department Of Commerce com) puter system. Use of this computer system without
authorization or for purposes for which authonzation has not been extended |s a violation of federal kaw and can be

i ith fines or impri 1ent (Public Law 99-474), Individuals using this system without suthority, or in excess
of their authority, are sulject to having all of their activities on this system monitored and recorded by system
personnel. In the course of monitaring individuals improperly using the system, or in the course of system
maintenance, the activities of authorized ugers may also be monitored. Anyone using thie system expressly consents
to swch monitoring and is advised that if such monitoring reveals possible criminal activities, system personnel may
provide evidence of such monitoring to law enforcement officials.

Copyright £ 2006 Department of Commerce - CBS Support Center (C5C).

[T check this Bccept box to indicate your understanding and acceptance of the Rules of Sehavior explaned above.

Cancel
id wou forged your password?

» Enter Training User Name
» Enter Training Password
» Check the Checkbox

» Click Logon

FY 2011-V 1.0 1
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Step

Action

3

On the CBS Web Portal screen:

CBS Web Portal

Home CFS Data Warehouse Reporis Server Password Control Logout
Wirncfs9
Welcome OPS§CPCSCHS0 to CBS ‘ou logged in at- 26-JUL-2010 11:02:51 Password expires en: WEDMESDAY 25-AUG-2010

If you need assistance, please contact the Client Services Help Dask on 301-444-3400 or via

email at clientservices@noaa.gov.

Hours of operation are Monday through Friday, 7:00 am - 5:00 pm ET.

» Clickon CFS
» Click on <Submenu Option Listed>

A new window opens, click YES to any prompts

Navigator Menu appears, click OK on the message

"g8 CES Mavigator ey (MNWO0D0VER-2.0.0 4E)

wenuten |

~-Eh.cBs Applications|
-{= CPCS . Commyerce Purchase Card Syetem
*-(= approving Official
-Efl WEMIZH - (Use thru 30-Sepi-2005) Document Regquiring
) BCEO4 - View Transactions
3} BCBOE - View Disputes
HZH BCB25 - Maniter Outstanding Disputes
) BCE28 - Track Cardholder Transactions
] wFD02 - Approve/eny Transactions
3] BCEOS - Prosy Reconcilkation
- WFODT - Messages
-7 Approving Official Reports
<71 M - Work Flow Management
il DBADDS - Recel Parameter Procece Flag Screen
] OR101 - Quick Reports
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CPCS Approving Official Training Exercises

Exercise #2: Retrieve/Delete Messages

Objectives: e Retrieve messages found under Work Flow Management folder
e Delete any obsolete messages.

Instructions: Execute the following steps:

In your job as a purchase card approving official, it is helpful to check your messages prior to
going into approve/deny transaction. It is also good practice to delete any message no longer
necessary to you.

Step Action

1 | From the Navigator Menu:

» Click to expand the WFM — Work Flow Management folder
» Click to expand the Transactions folder
» Double-click on the option WFOO3 Message Retrieval Screen

HI ‘8BS Masigator Menu (MMODDVER-3.0.0_46)

T —
~-2) £85 Applications]
Favorites
~-L= cPCS . Commerce Purehase Card System
12 approving Official

) w0021 - lise thru 30-5ept-2005) Document Regquiring
HZL BCBO4 - Wiew Trangactions:

Hl BCE08 - View Disputes

HEE BCE2S - Moniter Outstanding Disputes

HEL) BCB28 - Track Cardholder Transactions

M wiFD02 - Approveeny Tranzactions

H: BCBOS - Prosy Reconeiltation

HEH W03 - Messages

*-C3 Approving Official Reports

L2 WEM - Work Flow Management

L= Transactions

HEE wiF 002 - Document Requiring Approval

HEH WiFD02H - (Use thru 30-5ept-2005) Document Requiring
—EII'WFMS- Mezzage Retrieval Screen
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Step Action
2 | The Message Retrieval screen appears:
pe Ratrieval Screen (WFO03 VER-3.0.0.0)
[PURCHASE CARD fsvsTEN | | 20-MEFR- 2008 064120
Text [KAIE CARDHOLDER MEEDS TO RECONCILE MSHER PURCHASE CARD TRANSACTIONS IMMEDIATELY, FAILURE TO
|CAMS - PURCHASE CARD  [SYSTEM | | 14.aPR-2009 102521
Text lK.-!.TE CARDHOLDER HAS FAILED TO ENTER ALL DATA FELDS FOR THE PROPERTY RECORD FOR TRANSACTION
[ | [ I
Test |
[ | I I
Test |
l | l 1
Test |
[ | [ I
Ted |
[ | I I
Test | -
3 | If you are unable to read all of the message in the text field, you may double click in that
field to bring up the editor:
EATIE CARDHOLDER has falled o enter all data felds for the propedy record for =
transaciion 319405 15 Flease confact the cardholderand reguest that the property
Information be cormpleted.
Ok | Gancu|| Search
Click Cancel
4 | If you have no further need for the message, click in a field to highlight it and then click
the Delete * icon. This can only be done one message at a time.
You will need to click the Save /= icon after deleting the messages in order to save your
changes. Or if you click the Exit B! icon you will receive the following message:
T |
| Q Do you want to save the changes you have mate?
D ] we | camce |
Click Yes to save the changes.
5 | The Navigator Menu appears.

FY 2011-V 1.0 4




CPCS Approving Official Training Exercises

Exercise #3: Review Transaction and Record Approval

Obijectives: e View Transaction Details
e Approve Transactions

Instructions: Execute the following steps:

After reviewing your messages, you now need to go review your cardholder’s transactions and
approve those that are correctly reconciled.

Step Action

1 | From the Navigator Menu:

» Click to expand the WFM — Work Flow Management folder
» Click to expand the Transactions folder
» Double-click on the option WF002 Approve/Deny Transactions

"g8 CBS MNavigator Menu (NMODD VER-3.0.0.45)

o o
ZHCBS Application|
Favorites
~{=CcPCS - Commerce Purchase Card System
{2 Approving Official

-EA) w0021 - (Use thru 30-Sept-2005) Document Requiring
HEH BCBO4 - Wiew Transactions

HE BCBOB - Wiew Disputes

M BCE25 - Monitor Outstanding Disputes

1N BC628 - Track Cardholder Transactions

HELM W02 - Approve/Deny Transactions

2l BCBOS - Proxy Reconeilktion

HEE WFD0s - Messages

41 Approving Official Reports

~ SN - Work Flow Management

l-BTn'inmr:i.lnm:

A W02 - Document Requiring Approval

) WiF002H - ilise thru 30-Sept-2005) Document Requiring
L0 w003 - Message Retriseal Screen
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Step Action

2 | The Documents Requiring Approval screen appears:

grits Regquiring Approval (WF002 VER-3.0

— . Document
Noles  APVD Type hurmiber TranzNo  FY Tokal (5]

i - | 0 -i-:-.=. pR-2008 | CARDHCLDER -
[ =lpcare [ smssos[ 2| [atssosomz[moa [ -toooo[is-apR-zos [ caRDHOLDER

| ~|[Pcare [ misss| 3 319405003 [2009 1,195.00 [14-AFR-2009 [ CARDHOLDER

| ~|Pcarn [ miss0s| 4 31940500+ [ 2009 2,350.00 [14-AFR-2009 [ CARDHOLDER

| ~lpcare [ msss[ 7 19405007 | 2003 235,00 [15-APR-2009 |16 CARDHOLDER

o | -l[pcarn [ mssos[ a 1340800 [ 2009 2,258.00 [19-APR-2009 [ CARDHOLDER

| - l[Pcarn [ mssns[ 12 9405012 2009 100,00 [05-APR-2009 |16 CARCHOLDER

| ~|[Pcare [ missos[ 13 319405013 [ 2009 129,00 [14-AFR-2003 |16 CARDHOLDER

| ~|[Pcare [ miss0s| 15 319405015 [ 2003 5.155.00 [14-AFR-2009 [ CARDHOLDER

o B ETEEE 19408022 [ 2003 3500 [15-APR-2009 i CARDHOLDER

| ~lpcare [ msss[ s F19406005 | 2003 5.155.00 [03-AFR-2009 5 CARDHOLDER

| ~l[pcare [ msss[ & 940006 [ Z009 155,00 [07-APR-2009 |5 CARDHOLDER

| ~l[Pcare [ mssor[ = 319407020 [z009 156,00 [15-APR-2009 |L CARCHOLCER

o | -]

ol | =]

ol | -] ]

Feader Sy No o Source

» Select the transaction for the total of $503.00
> Double-click in the Trans No field.

3 The ACCS screen appears

ACCS Defsile  Card 00901 T!rm [PURCHASE CARD  Mame |KATE CARDHOLDER

Trans Hoy Reference Humber Furchase Dale Wendar Sblh.ls Amaunt
|z12405.1  [24510430051085845208533 | O1.NOV-Z008  [OFFICE CERCT 550300

L F\'| Aeccunting Classiication Code | | Total ‘
4 18k P00 0001 04 0102000 10010 L00.00 26-15.00.00 000000
I
I
I

I I
I I -

Descrifian [ZREDIT CARD FURCHASE ACCS Tatal 350300

ACCS Choices | Propurty e 3 Hote

» Validate the ACCS information and make any changes as necessary
» Validate the Property information (if any)
» Validate any notes

> Click the Exit I icon

FY 2011-V 1.0 6
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Training Exercises

Step

Action

4

The Documents Requiring Approval screen appears.

» Click on the drop-down arrow = on the APVD field
» Select Yes

> Click the Save .# icon

The transaction is then approved and removed from this screen.

FY 2011-V 1.0
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CPCS Approving Official Training Exercises

Exercise #4: Review and Deny Transaction

Obijectives: e View Transaction Details
e Deny Transactions

Instructions: Execute the following steps:

After reviewing your messages, you now need to go review your cardholder’s transactions and
approve those that are correctly reconciled.

Step Action

1 OPTIONAL
From the Navigator Menu:
» Click to expand the WFM — Work Flow Management folder

» Click to expand the Transactions folder
» Double-click on the option WF002 Approve/Deny Transactions

"g8 CBS MNavigator Menu (NMODD VER-3.0.0.45)

L —
“-EHCBS Applications|
Favorites
~{=CcPCS - Commerce Purchase Card System
= Approving Official

-EA) w0021 - (Use thru 30-Sept-2005) Document Requiring
HI BCBO4 - Wiew Transactions

HE BCBOB - Wiew Disputes

HZi) BCB26 - Moniter Outstanding Disputes

1) BC628 - Track Cardholder Transactions

HI wiF002 - Approve/eny Transactions

2l BCBOS - Proxy Reconeilktion

HEU WFD0s - Messages

41 Approving Official Reports

~ SN - Work Flow Management

l-BTn'inmr:i.lnm:

HZW wiF 002 - Document Requiring Approvsl

) WiF002H - ilise thru 30-5ept-2005) Document Requiring
L w003 - Message Retrisval Screen

FY 2011-V 1.0 9
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Step Action

2 | The Documents Requiring Approval screen appears:

Approyal (AFO02 VER-3.0.0.13)

([ =lpcare [ stsws| 2 9408002 (008 | 10000 [16-APR-2003 [ CARDHOLDER
r ~lpcarn [ sens| 3 319405003 [ 2003 9,195.00 [13-APR-2009 [ CARDHOLDER

r ~lpearn [ siens| 4 319405004 [ 2003 2,330.00 [13-APR-2009 [ CARDHOLDER

r ~|pcare [ msns| 7 319405007 | 200 235,00 [15-APR-2009 [k CARDHOLDER

r ~lPpcarn [ wissos| 8 319408008 [ 2008 2,258.00 [14-APR-2009 [ CARDHOLDER

r ~lPcarn [ srssos| 12 319405012 [2008 100,00 [03-APR-2009 |1t CARDHCLDER

r ~JPcarn [ srss0s| 13 319405013 [ 2008 129.00 [14-AFR-2009 [ CARDHCLDER

r ~lPcarn [ sresns| 15 319405015 2003 5,155.00 [13-APR-2009 [ CARDHOLDER

r B EEEE 319408022 [ 2008 35,00 [15-APR-2003 i CARDHOLDER

r ~|pcare [ e[ s 319408005 | 2008 515500 (8- APR-2009 S CARCHOLLER

r ~lPcarn [ sisse[ 319408006 | 2008 155,00 [07-APR-2009 |5 CARDHCLDER

r ~lPcarn [ sss7| = 319407020 | 2008 155,00 [15-APR-2009 L CARCHOLDER

o Ed

o Ed

o e &

Feader Sy Mo | Iad Source

> Select the transaction for the total of $5,155.00
> Double-click in the Trans No field.

3 | The ACCS screen appears:

"HACCS (BCE0E VER-2.0.0.42)

BECS Detsile card (0001 | TYPE [FURCHASE CARD  Kame [MATE CARDHOLDER

Trans Hoy Reference Humber Furchase Dale Wendar Sblb.ls Amaunt
|z12405.1  [24510430051085845208533 | O1.NOV-Z008  [OFFICE CERCT 550300
ﬁl | s |
I
I I I
] I -
Descrifian [ZREDIT CARD FURCHASE ACCE Total 350300
sccsChoies | Propety s Dl Hote

» Validate the ACCS information and make any changes as necessary
» Validate any notes

> Click on Property

FY 2011-V 1.0 10
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Step Action
4 | The Accountable Property screen appears.
1:'45 Accountable Proparty (BCE2E VER-2.000.00
ACCE Detalz
Trans Ma Reference Mumbsr Purchasze Dals Wendar Ameurd
|512405-15 [1432634005101 201 B402638 | os-movezos  [DELL | 3515500
Lin&  Year Accauting Classification Cads Struciure CHy At Tial
14 TEH3IEN1 P00 D00 0101 -02-000 1000 000205 -00-00-00 51230000 000000
CREDIT CARD PURCHASE
Accountable Propesty Detais
Frop  Line Ancept Eldg  Ream Ui
fiem Mo Diescription Mo Serial Mo Elor Code Ftackel Mo Code  Humber  Price
-_m—————-- -
[ I
[ I I I I I I I
§5,155.00
You notice this is the transaction that you had a message on that not all of the property
information was entered. You notice it only has one line and information. You decide
that your cardholder needs to enter some more information in these fields.
> Click the Exit B icon
5 | The ACCS screen appears.
> Click the Exit B icon
6

The Documents Requiring Approvil screen appears.

» Click on the drop-down arrow = on the APVD field
» Select No

> Click the Save = jcon

You get the following error message:
| HOTES REGQUIREDY
Q Motes field rmust be entered when approval is M

» Click OK

FY 2011-V 1.0 11
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Training Exercises

Step

Action

7

Clicking the Notes check box brings up an Editor dialog box.

eitor ... H
=
3]

Ok I Qanl:e|| gean:hl

» Type in the dialog box, “ENTER MORE PROPERTY INFORMATION SUCH

AS SERIAL NUMBERS ETC.”
» Click OK

> Click the Save & jcon

The transaction is then denied (sent back to the cardholder) and removed from this

screen.

FY 2011-V 1.0
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Exercise #5:  Approve Transaction

Objectives: e Approve Transaction without reviewing information
Instructions: Execute the following steps:

After reviewing your messages, you now need to go review your cardholder’s transactions and
approve those that are correctly reconciled.

Step Action

1 | OPTIONAL
From the Navigator Menu:
» Click to expand the WFM — Work Flow Management folder

» Click to expand the Transactions folder
» Double-click on the option WFOOZ Approve/Deny Transactions

*55 CBS Mavigalor Menu (HMO00VER-2.000_46)

“-Eh £BS Appliextions]
Favorites
-2 CPCS - Commerce Purelvase Card Syetem
L2 approving Official

—Eﬂ'ﬂfﬂ?ﬂ - (Use thru 30-Sept-2005) Document Regquiring
HZ BCKO4 - Wiew Transactions:

HEl BCBOB - Wiew Disputes

HZ BCE25 - Monior Outstanding Disputes

HEN BC628 - Track Cardholder Transactions

HEL wiF002 - Approve/Dery Transactions

Hil BCE0S - Prosy Reconciliation

HI WF00s - Messages

*-03 Approving Official Reports

—{ZHWFM - Work Flow Management

L= Trangactione

HE wiF002 - Document Requiring Spprousl

—@Mﬂ?ﬂ - (Use thru 30-Sept-2005) Document Requiring
LT\ wir003 - Message Retrieval Sereen

FY 2011-V 1.0 13




CPCS Approving Official

Training Exercises

Step Action
2 | The Documents Requiring Approval screen appears:
r:l ~|[PCARD: sos0s| 2| [ 319408002 [z008 -100.00 [16-APR-2009
| ;l[P'CAHD 39405 3 9405003 | 2008 1,095,00 | 14-APR-2004 | CARDHOLDER
| ;l[P'CAHD 39405 4 9405004 | 2008 2580000 | 14-APR-2004 | CARDHOLDER
I~ | [PCARD gsE| 7 39405007 | 2009 235,00 |15-APR-2009 K CARDHCADER
o ;l[PCAHD 9405 a 39408008 | 2009 225800 |14-APR-20049 |K CARDHOLDER
I ;l[F‘CP.FD H9405| 12 9405012 | 2009 00,00 [05-APR-2008 | CARDHOLDER
I ;l[PCP.RD 9405|123 9905013 | 2009 129,00 [14-AFR-I008 | CARDHOLDER
| ;l[P'CAHD 39405| 15 N9405015 | 2008 515500 | 14-APR-2004 | CARDHOLDER
I~ | [PCARD Fg40s| & 9405022 | 2009 -35.00 [15-APR-2008 i€ CARCHILDER
™ = | |PCART: Fios0G| 5 319408005 | 2009 545500 |(08-AFF-2008 |5 CARDHOLDER
I ;l[F‘CP.FD 9406 B M 940B006 | 2009 155,00 [07-APR-2008 |5 CARDHOLDER
I ;[PCP.HD 9407 | 20 9407030 | 2009 155,00 [15-APR-2008 |L CARDHOLDER:
o B
o [
r Ed z
Feadar Syz Mo | Bladd Source

> Select the transaction for the total of -$100.00

» Click on the drop-down arrow =~ on the APVD field

» Select Yes

- - -
> Click the Save icon
3 | The transaction is then approved and removed from this screen.
> Click the Exit B icon
FY 2011-V 1.0 14
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Exercise #6: View Transactions

Obijectives: e View Transactions and their details

e Run the BC702 Report

Notes: Approving officials can view notes, ACCS or property data from the View
Transaction screen. They can also run the BC702 Approving Official Purchase
Card Statement report.

Instructions: Execute the following steps:

You decide to take a look at all the transactions of your cardholders to see what they still have
yet to reconcile.

Step

Action

1

From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder
» Click to expand the Approving Official folder
» Double-click on the option BC604 — View Transactions

"£8 CBS MNavigator Menu (NMODDVER-3.0.0_48)

Menuten: |

“-Z4CBS Applications|
~-L= cPCS . Commerce Purehase Card System
12 approving Official
EL WEDOZH - (Use theu 30-5ept-2005) Documnent Requiring
L) BCE04 - View Transactions:
H2 BCB08 - View Disputes
HEE BCE2S - Moniter Outstanding Disputes
1) BCB28 - Track Cardholder Transactions
M wiFD02 - Approveeny Tranzactions
H: BCBOS - Prosy Reconeiltation
IS wFDND - Messages
*-C3 Approving Official Reports
-2 WFM - Work Flow Management
L= Transactions
HEE wiF 002 - Document Requiring Approval
HEH WiFD02H - (Use thru 30-5ept-2005) Document Requiring
—EII'WFMS- Mezzage Retrieval Screen

FY 2011-V 1.0 15




CPCS Approving Official

Training Exercises

Step

Action

2

The View Cardholder Transactions parameter screen appears:

= Yiew Cardholdar Transackions (ECEN4 VER-3.0.0.42

I

» Check the Swept checkbox
» Click OK

FY 2011-V 1.0
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CPCS Approving Official

Training Exercises

Step

Action

3

The View Cardholder Transaction screen appears matching the criteria that was
entered on the parameter screen:

"enview Cardholder Transactions (BCE04 VER-3.0.0.42)
Wienw Carchpldar Tranzaclions

Tranz Date Data SiC iatched
Mok pum Cordhioldes Purchased Received andor Aot Cade Agrea? Disp Mo
[~ [319405.6 |[CARDHCLDER, K |01 -Mov-2005 | =T | 350008515 [ = foo
[~ [319405.9 |[CARDRCLDER, K |01 -Mov-2005 | |rEaCseTPLUS con | §1,50000 3406 | = [oo
[ 31940510 [CARDHCLDER, K |0%-NoY-2005 | = $75000 (2406 | = [oo
[ [31940511 [CARDHCLDER, K |02-MoY-2005 | |oFAcEDERDT | $77a00 [543 | = [oo
[~ 31940514 [CARDHCLDER, K |05-hov- 2005 | [Ee=TELY | $125200 5998 [ = |oo
[~ 31940516 [CARDHCLDER, K |05.hov- 2005 | [sTarLES | fr000 9338 | = joo
[~ 31940517 [CARDHOLDER, K |05-hov- 2008 | |cFrcEDEPOT | $50000 (5251 [ = |oo
[~ 31940515 [CARDHOLDER, k| 0B-hov- 2005 | |sTarLES | $15500 9530 [ = |oo
[~ 31940518 [CARDHOLDER, k|11 -hov-2005 | |apcee | 0000|4851 [ = joo =

Run Feport | et | | accs | evpety |

An approving official can then highlight the transaction he wishes to review more
closely and click the applicable button at the bottom of the page (Note, ACCS or
Property). They can also run a report from this screen.

> Click REun Report

FY 2011-V 1.0
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CPCS Approving Official Training Exercises

Step Action
4 | The Approving Official Bankcard Statement parameter screen appears:
1"':_- Approving OMicial BankCand Slatament (BECT02 VER-2.0.0000
APPROVING CFFICLAL BANKCARD STATEMENT
Begn Purchase Dake: F3-AFR-2009
Begn Purchase Dale | 24-APR-2003
Stalement Beagin Date | |
Statement End Date | -
Recon Stalus [ 2 =
Cared Hoicder Mame [4
BunReport | iew Report | B |
» Chose from the Statement Begin/End Date drop-down listing (i.e. last statement)
> Click Eun Repart
A message will appear:
ECAORPTS: Alert
:'\i‘) Raport BCT0Z submitled 10 the report sanar
» Click OK
5 | The View Cardholder Transaction screen appears. To view the report you just

generated, click the Run Report to bring up the Approving Official Bankcard
Statement parameter screen again.

» Click = ¥iew Report

FY 2011-V 1.0 18




CPCS Approving Official

Training Exercises

Step Action
6 | A new window will open that will contain your report in a PDF format.
2 seifpaanat] dewwel- Todlr de_neak gowreporisdnasenvietipes fo bl d 6 6T st =i p_nsazi000sen o - Whadows Interned Bxp... EIE"EI .|
:-.;__: * | ot devmete o sk e povrepar vt tididst: © B Ceitfce Emoe | +1 | X 3 As
Fid  Edt 0T Fevdlss  Help
Tl Ruum S PS————— Br- 8- - G- Q- T
SAE & e[l PO K oe=al | Ao
Dana Unkroen Zan -
You may save H or print H using the Adobe icons. If you save, you will want to
change the name, as the system defaults it to “getjob#”. Close the window using [i1 in
the upper right corner.
7 | » Click Bt to get out of the Approving Official Bankcard Statement parameter
screen or run it using other parameters.
» Click the Exit E| icon to go back to the Navigator Menu
FY 2011 -V 1.0 19
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CPCS Approving Official Training Exercises

Exercise #7: View Disputed Transactions

Objectives: e View Disputed Transactions
Instructions: Execute the following steps:

You decide to take a look at the disputed transactions of your cardholders.

Step Action

1 | From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder
» Click to expand the Approving Official folder
» Double-click on the option BC608— View Disputes

'il 2BS Mavigator Menu (MMO00VER-3.0.0.46)
Mer Herm: -
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2 | The Disputed Transactions screen appears:
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Step Action
3 | » Highlight the disputed transaction
» View the Notes associated
» View the ACCS associated
» View the Property associated
> Click on e Disputs

4 | The Reconcile Transactions screen appears with the disputed information populated.

‘5!;- Raconcile Transaclions (BC-605 VER- 2.0.0.45)

Carchelder Statament of Quastionad Ham

CARDHOLDER NAME ACCOUNT HUWEER: TELEFHOHE HUNWEER:
[ CARDHOLDER, KATIE e [ 30 -427-1009
Thed IFRfcEACERIN i QUastion ks Sascrbad below.
PLRCHASE DATE REFERENCE # IERCHANT MARE AMOUNT  STATEWENT DATE
[ od-per-200E (14326840081 01 204 &40069 [DELL | w0000 | 20-MeR-2008

Flezsia read carefully each of the Tolosing depcriptions and chack the cne Most appreprias 1o your pamicuar dispune. To 3ccsss the dEpes
dscriptions, daubke cick in the Disputs Cod and Dispuie Sob Coda kids to raveal the coded, I you have any geaiens call the Halp Dask,
Wis ill s Py U EdiEe w0l e EhiE Matier,

Crestion CsEle e Code Dispube Sub Code Reason Wendor Contact Dsle Dispubad Amount
24-APR-2009 o |I'l.|'x’('.‘lC‘E DOESMT MATCH TRﬂ-l 1 -WCh-200E | S000

Eilled for &n incorrect amount.

iy

> Click the Exit Bl icon to leave Reconcile Transactions screen
> Click the Exit J icon to leave the Disputed Transaction screen
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Exercise #8: Monitor Outstanding Disputed Transactions

Objectives: e Monitor Outstanding Disputed Transactions
Instructions: Execute the following steps:

You decide to take a look at the outstanding disputed transactions of your cardholders.

Step Action

1 | From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder
» Click to expand the Approving Official folder
» Double-click on the option BC625— Monitor Outstanding Disputes

'il 2BS Mavigator Menu (MMO00VER-3.0.0.46)

v [oa]
=) oS applications]
Favorites
-2 CPCS . Commerce Purehase Card Syetem
*{= Approuing Official

-E) wiFD02H - (Use thru 30-Sept-2005) Documnent Requiring
HI BC6O4 - Wiew Transactions

Hil BCB06 - Wiew Disputes:

- BCE25 - Monitor Outstanding Disputes

-E4) BC628 - Track Cardholder Transactions

M w002 - Approveeny Tranzactions

H:2l BCBO5 - Proxy Reconeiliation

HE WFON3 - Messages

23 approving Official Reports

S wWEM - Wiork Flow Managemant

L[ Transactions

HEH wFDe2 - Dacument Requiring Approval

-EL) wFDO2H - (Use thru 30-Sept-2005) Docurnent Requiring
L7 wiF003 - Message Retrisval Screen

2 | The Select a Cardholder for Review screen appears:

Salect a Card Holdar for Rawiew

Find| CARDHOLDER, %

Cardholder Marma Ermip Mol A0 CARD D]

CARDHOLDER, KATIE 3001 319288

CARDHOLDER, LOGAM ann3 319289

CARDHOLDER, SALLY ooz I92e9
Eind| | Ok | Qan:el|

» Select your cardholder
» Click OK
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Step Action

3 | The Monitor Outstanding Disputes screen appears

+'+.- Monior Owstanding Dispulas (BC-625) CE2EVER-3.0.04%

Hanitoe Cutstanding Disputes
Cardhumber 00201 | Card ] of 2

bicte Sit: Dote: Meéched
Afteched  Trans Mo Purchese Date Codg Frop Recelvad 0K Dhspute Mo

] I o7-i0v-o0s | o foo RS
r r [

T |

T |

T |

T |

= |

r [ o | =

Reterence Ho (14326340081 01 20 6402698
| Qrdler Lag wote | | view Dismite accs || propery

Highlight the disputed transaction
View the Notes associated

View the ACCS associated

View the Property associated

Click on Yiewy Dispute

Y VVVV
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Step Action

4 | The Cardholder Statement of Question Item screen appears with the disputed
information populated.

"R CARDHOLDER STATEMENT OF QUESTIOMED ITEM

Cardnolder Stalement of Questionsd bem

Carcholder Name

Accourd humber Telephone Muebier
| CARDHOLDER, KATE [ 9G04 [ S -427-1003
Purchaze Date Raterance Muber Merchiant Name Amount Statermant Date
| O1-MOV.Z00E 1432654005101 201 402685 |

DELL [ $1,00000 | 20-MAR-2008

Flease read carefuly each of the follawing stuations and check fhe ane most appropriate 1o your padiculsr dispubs.
If the stebements bekow are not appicable, pleaze send a leter of explanation regerding your dispute. Flease, list al
partinet Information and st your oot ke and Sgratune.

Creation Dete  Dizpute Code  Dispube Sub Code

B oz | o

[Eilud far anincorrect smaurt .

Rezrzon Wendor Contact Date: Disputed Amound
I OKCE DOESNT MATCH TH  £4-NOV-2008 |

000

Mt

> Click the Exit B icon to leave Reconcile Transactions screen
> Click the Exit B icon to leave the Monitor Outstanding Disputes screen
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Exercise #9:  Approving Official Purchase Card Statement (BC702)

Obijectives: e Generate the Bankcard Statement
Notes: This report can be directly accessed off the CBS Navigator Menu. It can also
be accessed through the Transaction Screen.
Instructions: Execute the following steps:
Step Action
1 | From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder

» Click to expand the Approving Official folder

» Click to expand the Approving Official Reports folder

» Double-click on the option BCAORPTS- Approving Official Purchase Card
Statement

o5 GRS Mavigator Menu (NMOD0 YER-3.0.0 45
Menu e |
-2} CB5 Applications
Favorites
~{=:CPCS . Commerce Purchase Card Syetem
* = apprauing Official

'E:ﬂ WFMEH - (Use thru 30-Sept-2005) Document Requirning
sl BCRD4 - Wiew Transactions

sl BCEE - View Disputes

5] BCE2S - Monitor Gutstanding Disputes

5] BCE2E - Track Cardholder Transactions

4] WEDO2 - ApproveMeny Transactions

—ul BCBOS - Proxy Reconeilktion

25 WD - Messages

&= aApproving Official Reports |

BCH02 - Qurtatanding Swept Report

BCAORPTS - Approving official Purchase Card Stal

FY 2011-V 1.0 27




CPCS Approving Official

Step Action
2 | The Approving Official Bankcard Statement parameter screen appears:
1":_- Approdng Cmcial BankCand Slal@ment (BCT02 VER-3.0.000)
APPROVING CFFICLAL BANKCARD STATEMENT
Begn Purchase Dake: F3-AFR-2009
Begin Purchase Date 24-AFR-2009
Stalement Beagin Date | |
Statement End Date | =
Recan Stalus [ 2 =
Cared Hoicder Mame [4
BunReport | iew Report | B |
» Enter the Begin & End Purchase Dates (i.e. 01-MON-20##/30-MON-20##)
> Click Eun Repart
A message will appear:
ECAORPTS: Alert
» Click OK
3 | The Navigator Menu appears.

» Click on the View in the Menu Bar
» Click on Reports Server Queue Status Page

action ot [l Help Window
J NI Rerons sarver queus Status Page

ETTR=ERIE| Fodresh Meny

Callapes

= ﬂ'm E-Epuml.ddl
f@"' gl Al
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Step

Action

4

A new web browser window will open. Depending upon how your settings are, the
screen may not pop open, but will highlight in your Open Task bar in Windows.

CBS Web Reports Server Queue

Secunly Made Secure

Queue on server rep_noaal0ilsund_oracleas! on FRIDAY 24.APR-2009 05:09:22 for OPS$CPCSAON
To kull 3 current {enqueued or scheduled) job, chick on the status icon far the specific job. Then click on Cancel Job button in next page.To get a cached output of a
successiully finished past job, click on the Job Mame hyperlink of that job (if available)

View

Past Jobs V_" Go )

Result
5[1-7 067 & & ea

Past Jobs

JobJob Job  Job Output Gutput

IO Type Name Status Job Cwner Type MName Server Name Queuved At Started At Finished At

643 report bcT02 & OPS5CPCSADDT Cache beT02 rep_ncaal000sund_pracleast Apr24, 2000 S07:33PM Apr24 2000 S0T:3TPM  Apr2d, 2009 5:07:56:FM
636 repont bov02 OPSSCPCSADDT Cache beT02 rep_noaat000sund_oracleas’ Apr24, 2009 47:55AM  Agr 24, 2009 3:48:00:4M  Apr24, 2009 485141
6323 repor hoR02d OPSSCPCSAQNT Cache beB02d rep_noaal000sund_oracleas] Apr 22, 2008 112:37PN Apr 22, 2008 11238 PN Apr 22, 2009 112:42F1
832 repord beT02 o OPSSCPCSAODT Cache bcF02 rep_noaal000sund_oracleast Apr 22, 2008 1:04:07PN  Apr 22, 2008 1:04 11PN Apr22, 2009 1.04:29.FM

631 report boBO2d OPSSCPCSAD0T Cache |bcB02d rep_noaai000sund_oracleasq Apr 22, 2000 12:5%:50:PM |Apr 22, 2000 12:59:54:PM Apr 22, 2009 1:06:09:PM
430 report beT02 OFSSCPCSADDT Cache beTO2 rep_noaal000sund_oracleast Apr 22, 2009 12:54:55:PM Apr 22, 2008 12.5£:50PM Apr 22, 2009 1Z255:19:PM
531 mepor peTi2 OF35CPCSAQ0T Cache beF02 rep_noaal000sund_oracleast Apr7, 2008 1116:37AM  Apr 7, 2008 1116:37TAM  Apr 7, 2008 11165240

4a

Upon opening, the CBS Web Reports Server Queue defaults to the past report jobs that
have been run by the user. The user has the ability to view Past Jobs (completed),
Current Jobs (running, not completed), or scheduled jobs. To change the view the user
can click on the drop down field under View.

The Past Jobs view will list the most recently run report at the top of the page. It will
display 10 past jobs per page. The Job Name will be the report’s name that was run and
the user will click on the Job Name to view the report.

4b

Click on the Job Name (i.e. BC702) for the date/time you ran the report
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Step Action
5 | A new web browser window will open containing your report
e hitps:fiportall. devweb-fsd. rdc. noaa.gov/reporisfmwserviet/getjobid 64 3?server=rep_noaal000sun?_o - Windows Internet ... E”Elﬁ_(
:,._::, - |ae_mfwzdl.mrm.m.m.wmm:mmv:@ Certficate Errar || ##| X | =1
Fie Edt GoTo Fawores  Help
o |ghmas:;;mrtan.dwwebrsd.rd:.noae.qw;regmw... _| Tp- B - o o- [hrage - £RTook v
BEO S e IO R O®[s% || Pen- i g R |
|! o . o T, ~
|mn-n|-:|1mn m::mh“ mu:m-l
[sremeves wwiciu. [ ovmmerins [ se-saverms |
Done Unkniowin Zone
You may save u or print [‘5‘ using the Adobe icons. If you save, you will want to
change the name, as the system defaults it to “getjob#”. Close the window using [ﬁl in
the upper right corner.
6 | vou may close the Report Server Queue window using [ﬁl in the upper right corner as

well or leave it open.
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Exercise #10: Proxy Reconciliation

Objectives: e Reconcile transactions for the cardholder

Notes: This is a special privilege that has to be requested through the Help Desk. This
functionality has a limited duration.

Instructions: Execute the following steps:

Your cardholder has been hospitalized and you need to get their cards reconciled. You contact
the help desk asking for the role of Proxy Reconciliation for your cardholder. Once they grant
you the access, you will then be able to go in and reconcile the outstanding transaction.

Step Action

1 | From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder
» Click to expand the Approving Official folder
» Double-click on the option BC605 Proxy Reconciliation

*55 CBS Mavigalor Menu (HMO0DVER-2.000_46)

<-4 CBS Applieations|
Favorites
-{= cPCS - Commerce Purchase Card Syetem
L2 approving Official

—Eﬂ'ﬂfﬂ?ﬂ - (Use thru 30-Sept-2005) Document Requiring
HZ BCKO4 - Wiew Transactions:

HELl BCBOB - Wiew Disputes

HZ BCE25 - Monior Outstanding Disputes

HEN BC628 - Track Cardholder Transactions

HEu wiF002 - Approve/Dery Transactions

HEil BCE0S - Prosy Reconciliation

HI WF00s - Messages

*-03 Approving Official Reports

~{ZH WM - Work Flow Management

L2 Trangactione

HE wiF002 - Document Requiring Spprousl

HER) WF002H - (Use thru 30-5ept-2005) Document Requiring
LT\ wir003 - Message Rotriaval Sereen
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Step Action

2a | The Select a Cardholder for Review screen appears:

Salect & Card Holdar for B ayi ey

Find| GARDHOLDER, %

Cardholder Marra Ermnip Mol A0 CARD D]

CARDHOLDER, KATIE 3001 3149288

CARDHOLDER, LOGAN ann3 219289

CARDHOLDER, SALLY o2 319288
Eind| I Ok | Qanl:el|

Highlight the specific cardholder
Click OK

2b | The Warning Message dialog box appears:

| Sprvamng Wessage

AR AR

1 CEFETIY THAT | HAWE FLIFCHASED THE SUPPLIES OFF SEFMICES W ACCORDANCE
'WATH THE [ PURCHESE CARD PROCECARES, FOR CFFICIEL GOAERMSENT BLERESS
LY. | OETIY THAT, TO THE BEST OF WY HROASLEDGE AR BRI, ALL OF W©

THET THEY HENE FECEIED PROPER: SUPPORTEEG [KEARENTATICH FROM THE CARTHC] [ER
THAT THE PLITCHASES Ve N THE BEST WIEREST OF THE C-OnEMETIT.

FAART NG FAARTHG

» Click OK

2c | The Reconcile Transactions screen appears:

» Verify that Card number that starts with 8 is showing.
o Ifitisn’t— use the arrow keys on the keyboard to change it to that card
number.
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Step Action

3 | Click to highlight the following transaction:

$1,252.00, Best Buy

» Click the _&rerlas | hytton

4a | The Purchase Card Order Log screen appears:

» Verify that Card number that starts with 8 is showing.
o Ifitisn’t— use the arrow keys on the keyboard to change it to that card
number.

4b | Click to highlight the following transaction:
$1,252.00,Digital Cameras, Best Buy

> Click the _tstchTaTrensaction hytton

4c | Adialog box appears:

APE DL SURE Wou wWant o match his log entry to the
trangaction baing reconcilecd?

If you wish this transaction to be matched to the order log entry, click Yes.

Another dialog box appears:

Log entey malched 10 21940514, Descriplion Mote
Creatad.

Click OK
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Step Action
5 | The Reconcile Transactions screen appears with checkbox in the Note column and if
there was a receive date on the Order Log entry, it will show up in the Date Received
column.
+T.._-_q Raconcila Transaclions (BC-605 YER-3.0.0. 46)
Reconcie Trensactions
Cord (00901 1 of 2 cards Typa  PURCHASE CARD  Mame |KATE CARDHOLDER
Tranz Purchaze SIC Dote: Iatcied
Hole Mo Dt Wardoe Arnaint Codde Friop Receiad Ok Dispute Mo
[~ |s19a05.6 | o1-now.2006 [DELL | sson0 jass || [= [|oo =
[~ |319405.9 [ 01.M0v.2008 [ HEADSETPLUS. OO | stsm000 sans || [= [oo
[~ |31940511] 03:MCV.2008 [ HEADSETPLUS. OOt [ §75000 sans ([ [= [oo
[~ |3194051° 0znov.2008 |OFFICE DEPOT [ 7o 533 || [= [oo
2 f oswovaoos Jeestary | si12s2m0]sses |l tonovioocs f s oo
[~ [319405491] 0s.hov.2008  [STAFLES [ gaoo0 w0 [= [oo
[~ |3194051:] 05.nov.2008  |OFFICE DEPOT [ geaooo 521 |0 [= [oo
[~ [31940591] DE-hCv.2008 [STAFLES [ #ssm s || [= [oo -
Refarence Mo |24610430031 0E3E4E203633
Qrierlog | histe ; A0S frogerty |
By recanciling any purchiass | am verifying st he purchase price was, 10 the best of my knowledae, fair and reasansbie,
Furthermore, | hawe receved the proper prior aparoved for this purchase.
6 | Click in the OK column. A dialog box with other statuses will appear:

STATUS CODES

Find %
STATL. . |DESCRIFTION
M Mot Reconciled
D Dispute

Eind | QK I cancel |

» Make sure R Reconciled is highlighted
» Click OK
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Step Action

7 | The Reconcile Transactions screen appears with the R now in the OK column.

> Click the Save = icon

8 The Reconcile Transactions screen will then remove the transaction.

> Click the Exit B icon to go back to the Navigator Menu
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