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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
Enter the Training URL:
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 authorization has not been extended Is a violation of faderal law and can be

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

Copynght £ 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 forget your passwerd?

» 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
e |
Welcome OPS§CPCSCHS0 to CBS ‘ou logged in at- 26-JUL-2010 11:02:51 Fassword expires en: WEDNESDAY 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

Action Edit “iewr Help Window

B D2 2] s =] ] o] ] 54EIE 2

>

=)

8 CBS Mavigator Menu (NMOOD VER-3.0.0.68)
--2) cBS Applications

**| Favorites
+ 1 CPCS - Commerce Purchase Card Sy=tent
+-L 1 WFM - Work Flow Management
DBANDY - Re=et Parameter Process Flag Screen
QR101 - Quick Reports

FY 2011-V 1.0 2
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Exercise #2: Add/Modify another ACCS
Obijectives: e Addanew ACCS for a cardholder

e Expand Navigator Menu

Notes: Users are able to add or modify ACCS codes, as costs may be charged to
multiple ACCS codes.
Instructions: Execute the following steps:

Your default accounting information has already been added for the current Fiscal Year. Due to
the types of purchases you make, you decide to add another ACCS to your profile in order to
have the correct Object Class associated.

Step

Action

1

From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder
» Click to expand the Cardholder folder
» Double-click on the option BC627-Add Modify ACCS

’IH CBS Mavigator Menu (MWM000YER-3.000_46)
Wenu Hem: |
-2} cBS Applications
1-@ Favorites

BCEAS - Log Orders

&l BCBDS - Reconcile Transactions
~ 2 CPCS - Commerce Purchase Card Spstem
! [= cardhotder
5l BCEAE - Log Orders
25} BCEDS - Reconcile Transactions
) BCE2S - Monitor Cutstanding Disputes
sl BCE2E - Treck Cardholder Transactions
¥ ocear - naa oary nccs
25! BOE04 - View Transactions
4] BCB08 - View Disputes
—u] BCE44 - Sedect Inftiator
-1 cardholder Reports

WS - Messages

The Add Modify ACCS 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.
» Click in the first available blank line

o If none are available, click in a line and then click the Add Record # icon.

FY 2011-V 1.0 3
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Step Action

3 | Add the following information:
» Note = Training class on (date)
» ACCS Type = T# (next number from the one showing)
» Start Date = 01-OCT-20## (Current Fiscal Year Start Date)
» End Date = 30-SEP-20## (Current Fiscal Year End Date)
A new window will open up that has the default accounting information already entered
on the screen. Use the default ACCS listed or use one of the ACCS for your training
Line Office listed below:

3a ACCS

LO
Org Project Task

NOS 10-01-0000-00-00-00-00 18K3B82 P00, P02, PHA
NMAO 08-01-0000-00-00-00-00 78P3A10 P00, P01, P13
NWS 20-10-0000-00-00-00-00 48WW893 P00, P01, P76
NMFS 30-01-0000-00-00-00-00 28L4S00 P00, P91, P92
NESDIS 40-01-0000-00-00-00-00 58N2G00 P00, PEL
OAR 50-01-0000-00-00-00-00 38R1D18 P00, P01, P02

3b | Enter the following information:
» Object Class = 31-23-00-00
» User Defined = 000000
The Add Modify ACCS screen will appear with your new training ACCS entered
> Click the Save = icon

4 | At the bottom of the screen you should see the following message:

FRM-40400: Transaction complete: 1 records applied and saved.

Click the Exit & icon.

FY 2011-V 1.0 4
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Exercise #3: Adding a Purchase Card Order Log Entry
Obijectives: e Record a CPCS Order Log entry
e Record ACCS for Order Log entry
Notes: Users should be entering their purchases in either the Log Order within CPCS

Instructions:

after making the purchase. Users should also be entering a correct ACCS with
the order log entry. Upon receipt of the merchandise, a user should enter the
receive date on their order log.

Execute the following steps:

Your office was in the need for some binders. So you went to Staples nearby to pick them up.
After your purchase, you came back to the office to enter this purchase into your Order Log.

Step

Action

1

From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if not already

done.

» Click to expand the Cardholder folder, if not already done.
» Double-click on the option BC615- Log Orders

35 CES Mavipator Menu (MMODDVER-3.0.0 46

Menu Hem: |

-~} €85 Applicttions
1

—-{:‘,‘E} Favorites

BCE1S - Log Orders
[£E] BCEDS - Reconcile Transactions

42 cPCS - Commeres Purchase Cord System
L= cardhotder
B Sloco1s - Log oraers
il BCBOS - Reconcile Transactions
LT3 BCB25 - Monitor Gutstanding Disputes
—Eﬂ BCE2E - Track Cardhndder Transactions
—Eal BCE2T - Add Modify ACCS
) BCE04 - View Transactions
T8 BB - View Disputes
—iu] BCE44 - Select Inftiator

=41 cardholder Reporte

WEDT - Messages

23 WWFM - Work Flow Management
] DBAODY - Reset Parameter Process Flag Screan
{3} oRA04 - Quick Reporte
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Step

Action

2

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.
» Click in the first available blank line
o If none are available, click in a line in the transaction area and then click the

Add Record | icon.

Add the following information:

Order Date = Enter current date in Oracle Format (DD-MON-YYYY) (i.e. 07-
OCT-2010)

Amount = 41.00

Description = Office Supplies — Binders (may double-click in the field to bring up
the editor)

Vendor = Staples

Date Received = Enter current date in Oracle Format (DD-MON-YYYY) (i.e. 07-
OCT-2010)

> Click the Save =l icon
» Click the accs button at the bottom of the screen

YV VY VY

The ACCS screen appears. Associate an ACCS to this order log by doing the following:
» Click the | acescndiess | putton at the bottom of the screen

The ACCS Choices dialog box appears:

ACCS CHOICES

.'\if) Chanse fromm Bl

[ Lstaces chaices | sddMasiyAccs | Cancel

.......................................

FY 2011-V 1.0 6
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Step Action
5 | Adialog box will appear listing all of the ACCS choices for the cardholder:
Y =
| Find %
| TYFE EC| PR TASK | FC| Pi| P P} P401 |02 |03 Od| 05 OB OF C1) G2 3 Cd
2011 14 3BR3B4S  FOO ] a 3 1 0s0 o oo
; Ti 2011 14 3BRIDIE PO 1 301 4 os0 M oooon o0 oo 3 23 o o
|
4] ]
Elnl:ll Dk | Qancell
» Highlight the default ACCS
» Click OK
6 | The ACCS screen will appear with the new ACCS code selected populated in the fields.
> Click the Save s icon
> Click the Exit & icon
7 | The Purchase Card Order Log screen appears.

> Click the Save = icon
> Click the Exit & icon if finished with the Order Log

OPTIONAL ORDER LOG ENTRIES

Enter the following information into the Order Log:

Miscellaneous Office supplies for $42.00 from Office Max (use current dates)
Yellow Folders for $103.00 from Office Depot (use current date for order date)

Make sure to associate an ACCS to each of these new entries.

FY 2011-V 1.0 7
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Exercise #4: Delete an entry from the Purchase Card Order Log
Objectives: e Delete a duplicate entry on the Order Log

Notes: Users can delete an entry on the Order Log if it is a duplicate or the purchase
did not go through for some reason.

Instructions: Execute the following steps:

Upon going into your Purchase Order Log, you realize that you inadvertently put in a purchase
twice. You will need to delete one of them.

Step Action

1 | OPTIONAL
From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if not already
done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC615- Log Orders

2 | OPTIONAL
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.

3 | Click to highlight the duplicate line: $370.00, Digital Camera Supplies, Staples

> Click the Delete | icon
> Click the Save = icon

You should see the following message at the bottom of the screen:
Transaction completa: 1 records applied and savad.

> Click the Exit B icon if finished with the Order Log

FY 2011-V 1.0 9
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Exercise #5: Updating Purchase Card Order Log Information

Objectives: e Update an Order Log entry with a date received
e Update an Order Log entry by associating an ACCS
Notes: Users may not have all of the information needed when first making the
purchase and entering it into the Order Log. Users have the ability to go back
and edit or update any previous entries in the Order Log.
Instructions: Execute the following steps:
You have finally received two of your purchases that were ordered. You will need to go and

update the Order Log with the receive date. You also have another entry that you did not have

the correct

ACCS at the time of entering it into the Order Log. You will need to now go back

and associate the correct ACCS to that log entry.

Step

Action

1 | OPTIONAL

>

>
>

From the Navigator Menu:

Click to expand the CPCS — Commerce Purchase Card System folder, if not already
done.

Click to expand the Cardholder folder, if not already done.

Double-click on the option BC615- Log Orders

2 | OPTIONAL

>

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.

3a | Click to highlight the following entry:

$10

0.00, Reference Books, Amazon

Enter the Date Received (Use the 17" of the month of the order date)

3b | Click to highlight the following entry:

$5,155.00, Mobile Workstation Laptop Computers, Dell

Enter the Date Received (Use the 7" of the month of the order date)

FY 2011

-V 1.0 11
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Step Action
3c . RN o .
A user can query using the Enter Query ( ) icon and then typing in one of the fields
(i.e. Vendor) and pressing the Execute Query (| e ) icon to filter the results in the Order
Log. Just make sure your cursor is in one of the fields prior to clicking the Enter Query
icon.
“5_- Purchagze Card Order Log (BCA15VER-3.0.0.8%)
Card (00850 | 2 of 2 cards Type [FURCHASE CARD Mame [JOHATHP-NC-U.RDI-DLDER
Trans [l
13 Criler Dete Amourd fiesm Description entor Riecaned
il 0.0 515500 MOBILEvioRKETATION LaFToP CoMPUTERS loEL,. | e
I~ [oo [o1-ceT-z2at0 | S5000 [COLOR PRETERF AN COPERSCARNER: [rELL [or-ocT-2010
C I I I I [
3d | > Click the Save & icon
4 | Click to highlight the following entry:

$5,155.00, Mobile Workstation Laptop Computers, Dell

Click the ACCE button at the bottom of the screen

The ACCS screen appears. Associate an ACCS to this order log by doing the following:
» Click the | azescndess | hutton at the bottom of the screen

The ACCS Choices dialog box appears:

accs CHOICES

\::“) Chaose from Bielo

| ....... L |stm:n:s Ghmcus ....... I BddiModify Accs | Cancal

FY 2011-V 1.0 12
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Step Action

6 | Adialog box will appear listing all of the ACCS choices for the cardholder:

| TYFPE EC|PROJ TASK | FC) P1) P P3| P4)01 |02 O3 04 05 ©8) OF Ci| C3 C3| Cd

2011 14 3BR3E45  POD ] a 3 1 050 01 0000 O 0 0 0 X 19
Ti 2011 14 2BRIDIE PO 1T 3 1 4 050 01 0oDo oo o0 o3 23 0 0

Elndl Dk | Qancall

» Highlight the ACCS that has the property object class (i.e. 31-23)
» Click OK

7 | The ACCS screen will appear with the new ACCS code selected populated in the fields.

> Click the Save = icon
» Click the Exit & icon

8 | The Purchase Card Order Log screen appears.

> Click the Save = icon
> Click the Exit & icon if finished with the Order Log

OPTIONAL ORDER LOG ENTRIES

Enter the receive date for the following entry in the Order Log:
Digital Camera Supplies, $370.00, Staples

Make sure to associate a property object class ACCS to this entry.

FY 2011-V 1.0 13
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Exercise #5a: Run the Purchase Card Order Log Report
Obijectives: e Run the Order Log Report

Notes: The Purchase Card Order Log entries never get deleted unless a user manually
goes in to delete them. Users should not delete them without proper backup
information. At the beginning of the new Fiscal Year, a user can run the
Purchase Card Order Log Report to capture all order log entries made for the
previous fiscal year. Once the report is run, the user may then save that report
electronically or print out a copy. Then the user may go back and delete the
entries on the Order Log for the previous fiscal year.

Instructions: Execute the following steps:

Regulations state that the user must maintain for 6 years a copy of all purchases made with their
government purchase card. The CPCS system gives the users the capability of keeping an
electronic file of these purchases, however, as new purchases are made each year the order log
becomes longer and longer. To simplify the process, at the beginning of the new fiscal year, the
user may run the Purchase Card Order Log report in order to capture the last fiscal year’s
purchases, prior to deleting them in the system to keep in line with the regulations.

*Note* - The Commerce Acquisition Manual 3.14.2 states: “...retain cardholder files for 3
years from final payment.”

Step Action

1 | OPTIONAL
From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if not already
done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC615- Log Orders

2 | OPTIONAL
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.

FY 2011-V 1.0 15
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Step

Action

3

» Click the _EBnkeret | hytton at the bottom of the screen

A dialog box appears:

o5 Purchasa Card Ordar Log

Bagin Date | 1yieey eyl

Erd Dale  [15.00T-2040 =

RunRepot | View Report | Bt |

» Click the drop-down listing to select the Begin Date (i.e. first day shown)
» Click the drop-down listing to select the End Date (i.e. last day shown)

> Click the __RunRent | hytton

A dialog box appears:
BCE1 A Alerd
{;'9 Report BGT01 submited 1o the report sener

» Click OK

Note: The list of values may only show the dates contained within your Order Log.
Choose the dates that are as close to the fiscal year as possible.

FY 2011-V 1.0 16
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Step Action
4 | The Purchase Card Order Log screen appears:
» Click the __¥=*F=mrt _ hytton at the bottom of the screen
A new window will open containing your Order Log Report for the dates speC|f|ed
hltp: Mfzdtrain. rde. noaa.govire portefrwserviet/petjohid] 6587zerver-rep_odyssey oracleas? - Windows Internet Explorer |= | EIES
\";-'\‘,-' & beps (e P . : : 5 - I-i_+, x| | . ) ] o=
Fie Edt GoTo Favartes  Help bl v Mchfee IR
i Favorites | @ https:fjFstram, rdc.rana. govieports risarvietiges. . | e I o v Pegew Safety x Took v i~
BAD I« - NG § @@ fs-ig Wi -
5 | Use Adobe’s Print or Save icons to either print a hard-copy or save an electronic copy

to your computer.

Click the Close [E3 button

The Purchase Card Order Log screen appears.

> Click the Exit B icon if finished with the Order Log

FY 2011-V 1.0 17
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Exercise #6: Reconcile a Single Transaction

Objectives: e Match a Single Transaction with one Order Log Entry and Reconcile

Instructions: Execute the following steps:

The invoice from the credit card company has been loaded and swept. It is now time to reconcile
your transactions.

Step Action

1 | From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if not already
done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC605 — Reconcile Transactions

2a | The Warning Message dialog box appears:

| spromngenzoge B

FAAFT I PAAFT G

1 CEFETIY THAT | HAWE FLICHASD THE SUPPLIES OFF SEMMICES W ACCORDANCE

'WATH THE [ PURCHESE CARD PROCECARES, FOR CFFICIEL GOAERRSENT BLERESS
WL | OEFETIY THAT, TO THE BEST OF WY HROASLEDGE AR BRI, ALL OF W©
ETATENENTE ARE TRE, CORRECT, CORPLETE, AHDREDE I G0 FAITH, il BLBLECT
TOTMLE 1BLUS CO0E, SECTION 1007 . FOR CROUF ADVBISTRATONS THEY AFE OTEY MG
THAT THEY HEWE RECERED FROPER SAPPORTHG [CANENTATICHN FROM THE CERTHLDER
| THAT THE FLFCHASES WNETTE N THE BEST WTETIEST OF THE CONVETHNETT.

S PAAFR B

» Click OK

2b | 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.

FY 2011-V 1.0 19
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Step

Action

3

Click to highlight the following transaction (a user may query on these fields as well):

$503.00, Office Depot

» Click the _&erlas | 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 (a user may query on these fields as well):
$503.00, Office Supplies, Office Depot

» Click the _MechTaTrensaction hytton

4c

A dialog box appears:

AR DL SURE You want o match his oo 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:
MoteCreated K

a Log entry ratched o 319405-1;Deserplion Mote Creatad,

» Click OK

FY 2011-V 1.0 20
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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.

+’+_- Reconcile Transaclions (BC-605%ER-3.0.0.106)
Reconcie Trensactions

Cerd 0050 2 af 2 cards  Typ2 IPURO-I-“.SECP-FID Mame IJOHﬁTHFNCARU-ICI..DER

Trans Purchasze SIC Dinte: Tatchied
Role Mo Diabe Wandor ArmaLint Code Prop Receivad Ok Dispute Mo

M -CCT-20M0

|+

Eenlmnmink

A

I I I
I I I
I I I
| I I I
I I I
I [ I
I I I

Refarence Mo |24610430081 DE3E46208633

oroerlon | hate : 2008 Braperty

By recanciling any purchags | &m verifying thal the purchase price was, 1o the best of my incwledge, fair and reasonable,
Furthermone, | have recered the propes prior aparowed for this purchase,

Click in the OK column. A dialog box with other statuses will appear:

STATUS CODES

Fird %

STATLL. |DESCRIFTION

M Mot Reconciled
D Dispule

Eind| LelEe I QancelI

» Make sure R Reconciled is highlighted
» Click OK

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

> Click the Save = icon

The Reconcile Transactions screen will then remove the transaction.
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OPTIONAL RECONCILE SINGLE TRANSACTION

Reconcile the following transaction:

$155.00 from Staples

FY 2011-V 1.0 22
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Exercise #7: Reconcile Transaction — Split ACCS

Objectives: e Reconcile a transaction to an order log entry
e Split the costs between two ACCS
e AddaNew ACCS

Instructions: Execute the following steps:

The invoice from the credit card company has been loaded and swept. It is now time to reconcile
your transactions. This specific transaction is being split between two ACCS codes.

Step Action

1 | OPTIONAL
From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if not already
done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC605 — Reconcile Transactions

2a | OPTIONAL
The Warning Message dialog box appears:

» Click OK

2b | OPTIONAL
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.

3 | Click to highlight the following transaction:

$2,258.00, ATD American

» Click the “2rerlon’ phytton
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Step

Action

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:
$2,258.00, Chairs, ATD American

» Click the _MechTaTrensaction hytton

4c¢

A dialog box appears:

AR DL SURE You want o match his oo 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:

a Log entry ratched o 319405-1;Deserplion Mote Creatad,

» Click OK

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.

» Click the " #ees putton
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Step Action

6a | The ACCS screen appears and should have a default ACCS in it for the total amount. If
it doesn’t select the default accounting ACCS.

59 ACCS (BCEDG VER-30.0.81)

BECS Delsile card 00850 TYPE [FURCHASE CARD  Mame JOHATHAN CARCHOLDER

Trans o Rederence Number Furchsze Date Nendar Stdus Armaunt
35247310 [1438840081012018402558 | O1.CCT-2M0 [ATD AMERICAN 32,253.00
|L|"| El Accourting Chssifiction Code ﬁ| Tedsl |
1 | 14 SEREE5-FO0 D001 0G-05-02-000 50-01 -J0J000-00.00-00 25180000 (I000]
||
| l
|| I_I I -
Descriptian [CREDIT CARD PURCHASE ACCS Tatal §2,25600

ACCSChoices | Propety | e wete |
» Click in the Amount Field
> Enter 1129.00
> Click in the FY field on the next blank line
» Enter the FY (i.e. 2011)
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Step

Action

6b

The Partial Account Classification Code Structure screen appears:

3ACCS (ECE0G VER-2.00.81) IBi=1E3)
DTS Dedails Card :DZSED Type |:L|=::I'.-‘-SE CARD Mame :-.':I'.-‘-_—.-‘I- CARDHOLDER

Trans No Federance Humoer Purch&se Diks endar Staluz  Amourt

[sse473-10 [143z6B4D081 012016402888 | 01-0CT-20M0  |[ATD AMERICAN = | §2,258.00
LH :F‘t’| Accourting Classification Code At | Tokal |
Bl

fi [z011] 14 =RI545.F00 0001 03-03-02-000 5001 000000000000 26.19-00.00 HI0I0] 1] 11z | 112800

5R PARTIAL ACCOUNT CLASSIFICATION CODE ETRUCTURE (DBEADS3 VER-3.00.0)

Lizer
[efined
ProjectiTask Organizatian Ciject Claze Fleld

=| | EXEIMpro [0 o fooeo e foo oo oo BT[]

Mame  |MARPE BIOTECHNOLOGY

Enter a Project and Task code listed below for your training Line Office
Tab through to Object Class fields

Enter object class 26-19-00-00

Enter User Defined 000000

ACCS
LO
Org Project Task
NOS 10-01-0000-00-00-00-00 18K3B82 P00, P02, PHA
NMAO 08-01-0000-00-00-00-00 78P3A10 P00, P01, P13
NWS 20-10-0000-00-00-00-00 48WW893 P00, P01, P76
NMFS 30-01-0000-00-00-00-00 28L4S00 P00, P91, P92
NESDIS 40-01-0000-00-00-00-00 58N2G00 P00, PEL
OAR 50-01-0000-00-00-00-00 38R1D18 P00, P01, P02
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Step Action
6c | > Enter 1in the Qty field
» Click in the Amount field
» Enter 1129.00
o8 ACCS (ECE0R VER-2.0.0.81)
BECS Detsils Card 00350 TYPe [FURCHASE CARD  Mame [JOHATHAK CARDHOLDER
Trans Ho Rederence Humber Furchese Disbe \endar Stalus Amount
[s50473.10 [14326840081012016402688 | 01.0CT.20M0  |[ATD AMERICAN 5 | 3225300
|LN| FY | Accourting Classification Code | | At | Tekal |
f1 2011 14 33R3245-POD 0001 03.03.02-000 S0.01.0000.00.00.00-00 25.13-00-00 003 1] 112900 112900
| |z011] 14 z3ri015.F01 0001 05.01.04-000 S0.010000.00.00.00.00 513000 00203 | 1] 11z2.00) 1129.00)
[ | [ [ |
[ ] I -
(N CREDIT CARD PURCHASE ACCS Tatal $2,256,00
ACCS Chakces property | Hote
> Click the Save = icon
> Click the Exit & icon
7 | 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.
8 | Click in the OK column. A dialog box with other statuses will appear:
» Make sure R Reconciled is highlighted
» Click OK
9 | The Reconcile Transactions screen appears with the R now in the OK column.
> Click the Save & icon
10 | The Reconcile Transactions screen will then remove the transaction.
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Exercise #8: Reconcile Transaction — Record Property

Objectives: e Reconcile a transaction to an order log entry
e Verify/Modify ACCS
e Enter Accountable Property Information

Instructions: Execute the following steps:

The invoice from the credit card company has been loaded and swept. It is now time to reconcile
your transactions. This specific transaction needs the default accounting and property
information needs to be added prior to reconciling the transaction.

Step Action

1 | OPTIONAL
From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if not already
done.

» Click to expand the Cardholder folder, if not already done.

> Double-click on the option BC605 — Reconcile Transactions

2a | OPTIONAL
The Warning Message dialog box appears:

» Click OK

2b | OPTIONAL
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.

3 | Click to highlight the following transaction:

$5,155.00, Dell

» Click the _&erlas | hytton
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Step Action

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:
$5,155.00,Mobile Workstation Laptop Computers, Dell
» Click the _MschToTrenzactien hytton

4c | Adialog box appears asking if you wish this transaction to be matched to the order log
entry, Click Yes.
Another dialog box appears giving you the information about Log Entry matched. Click
OK.

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.

1:'45 Raconcila Transaclions (BC-605 VER-3.0.0.106)
Reconcie Transactions

Cord 00850 2 of 7 cards  TypE  PURCHASECARD  Mame  hOMATHAN CARDHCLDER

Trenz Purchase Sic Drbe Iiatched
Hale  Ho Data Werdor Ammaunt Code Frop Reeivad Ok Disgute Mo
[ |359073.1¢| DS-OCT.2010 |STAFLES | #ssm s3m || [ = [|oa =]
[ [3z9d7341] 03.0CT.2010  [aMazon [ fooo sa7 (T [= |[oo
[ [3594731:[ D2.0CT-2010 [A-1 CAELES . MARYLAND |  §238000 [ssss ([ | [5 ||oa
[ [35d7341] 04-MoY-2010 [OFFICE Max [ #2900 [2174 ([ | [= |[oo
[ [359473.11[ DS-0CT.2010 [STAPLES | garomn masa | [5 ||oa
[ [399473.21[ 05-0CT.2010 |OFFICE DEPOT | geaom 52 || [= ||po
[ ||359473.2'| D5-0CT.2010 [EEST BUY T EE [= |[oe
il s=ai7s2f osoctzono Joew | C I .
Retarenca Mo |143263d005101 201 E402635
orerlon | ot A0S | eropeny |

By recanciing any purchame | &m verifying thad the purchase price waas, 1o the best of my kncowlsdge, fair and reasanable,
Furthermore, | have recened the propes prior aporoysl for this purchase,

» Click the = 25 putton
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Step Action
6a | The ACCS screen appears and should have a default ACCS in it for the total amount. If
it doesn’t select the default accounting ACCS.
ACCS Detals Card 00350 TYPE |PURCHASE CARD  Mame JOHATHAN CARDHOLDER
Trans Mo Referance Humber Purchise Debs Wendar Statuz  Amaunt
[350473.22 [143288408101 2016402858 | 0S.0CT.2M0  JDELL = | $5,155.00
||.N| FY | Accourking Classification Code |ﬁ| 2k | Tokal |
4 ZERA {1 050002 000 5001 -0000-00-00-00-00 26190000 (] =
[ |
[l |
[ I -
Descriptian [CREDIT CARD PURCHASE ACCS Tatsl £5,155,00
AccSChokes | property | ete |
6b | » Highlight the Default ACCS line and click |~ &ceschokes |

Choose the new ACCS added earlier that has the property object class code (31-23)
and click OK

» Click the Save & icon

>
>

The New ACCS should now show:

'e3 ACCS (ECE06 VER-2.0.0.31)

ACCS Detsils card 00550 TYPE |FURCHASE CARD  Mame JOHATHAN CARCHOLDER

Trans Mo Feferance Numoer Purchisze Dabs “endar Statuz Amaund

[z5m473.22 [14325040081012018402598 | 0S.0CT2M0  [DELL = | 3515500
|LN| F | Accourting Classification Code | | At | Tetel |
14 SERADH S0 0001 0301 -04-000 50.01 -0000-00-00.00.00 51 -23-00-00 030900 -
[ [ l -
Descriptian [CREDIT CARD FURCHASE ACCS Tatal $5,155.00

accEchaices | Propety | Note |

» Click the Save & icon
> Click | Boperty |
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Step Action
7a | The Accountable Property screen appears:
5 Accountable Propedy (BCE26 VER-3.0.0.0)

ACCS Detals

Trafs hia Reference hlumber Purchase Dale endar Amourt
|350473.22 (1452684008101 201 BAC2698 | osocramo e | #s1ss00

Lire  esr Accaunling Classification Cade Struciure
Accountable Property Detailz:

Frop  Line Accept Eldg Ream  Unit

fiem Mo Description Debe i Saxrial Mo Ber Code acke| Mo Code Mumber  Price
1 1 | 1 1 ] | | | | JE
[ [ | I I I I I I [
I | I I I | | [ -

I

7b | In the Accountable Property Details section, enter the following information:
Description = Laptops
Unit Price = 5155.00
> Click the Save s icon
> Click the Exit B icon (takes you back to the ACCS screen)
> Click the Exit B icon (takes you back to the Reconcile Transactions screen)
Note: For purposes of this exercise, only the mandatory fields will be entered. The other
fields are not required.

8 | 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.

9 | Click in the OK column. A dialog box with other statuses will appear:

» Make sure R Reconciled is highlighted
» Click OK
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Step

Action

10

If the Date Received field did not have a date it in, you will be prompted to select a date
by a dialog box:

Received Date is invalid.
@ The date receed must be speciied,

pr— D H| p—— —

» Click on Use Today

11 | The Reconcile Transactions screen appears with the R now in the OK column and the
Date Received should have a date.
> Click the Save & icon

12 | The Reconcile Transactions screen will then remove the transaction.

OPTIONAL RECONCILE TRANSACTION — ADD PROPERTY

Reconcile the following transaction:

$500.00 from Best Buy
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Exercise #9: Reconcile Multiple Transaction with One Log Entry

Objectives: e Match single transaction to multiple order log entries
e Verify/Modify ACCS
e Add Note(s) if needed

Instructions: Execute the following steps:

The invoice from the credit card company has been loaded and swept. It is now time to reconcile
your transactions. The company had to split the transaction into two in order to ship the number
needed for the order. However, when ordering, you only entered one log entry. You will need to
reconcile one transaction to the order log and the other by itself with a note explaining the
situation. Verify/Modify ACCS associated to both transactions.

Step Action

1 | OPTIONAL
From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if not already
done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC605 — Reconcile Transactions

2a | OPTIONAL
The Warning Message dialog box appears:

» Click OK

2b | OPTIONAL
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.

3 | Click to highlight the following transaction:

$2,390.00, A-1 Cables Maryland

» Click the _&erlas | hytton
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Step Action
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:
$3,585.00, 300 Custom Built Cables, A-1 Cables
» Click the _MschToTrenzactien hytton

4c | Adialog box appears asking if you wish this transaction to be matched to the order log
entry, Click Yes.

Another dialog box appears giving you the information about Log Entry matched. Click
OK.

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.

» Click the I &5 putton

6 | The ACCS screen appears and should have a default ACCS in it for the total amount of
the transaction — not order log. If it doesn’t, select the default accounting ACCS.
> Click the Save Isl icon (only if you had to add an ACCS)
> Click the Exit 8 icon

7 | 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.

» Click hiote

FY 2011-V 1.0 36




CPCS Cardholder Training Exercises

Step Action

8a | The Notes screen appears:

"m Molas (BCE23 VER-2.0.0.6)

Raviess All Mobas

| Idamie of Author Abbravigbad Note Criggn Date

ADD FREWICILE:

> Double-click in the first blank line in Abbreviate Note field

8b | The Editor box appears:

0K, | Qancel| Eearch|

» Enter: ORDER SHIPPED FROM SEPARATE LOCATIONS - 200 CABLES
FROM MD AND 100 FROM CT
» Click OK

» Click the Save & icon

You’ll be prompted with a dialog box asking if you wish to save, click YES

» Click the Exit & icon

9 | 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.
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Step Action
10 | Click in the OK column. A dialog box with other statuses will appear:
» Make sure R Reconciled is highlighted
» Click OK
11 | If the Date Received field did not have a date it in, you will be prompted to select a date
by a dialog box:
Recaived Date is invalid.
Q The date recebied must be specified,
— gk | ussrunasspae e Touay
» Click on Use Today
12 | The Reconcile Transactions screen appears with the R now in the OK column and the
Date Received should have a date.
13 | Click to highlight the following transaction:
$1,195.00, A-1 Cables Connecticut
» Click hlate
14a | The Notes screen appears:

'8 Motes (BCE23 VER-2.0.0.6)

Reiener All Motas

Niame of Author Abbrevisbad Note Criggn Date
T i = st T rriee B CEC0H 4 1

> Double-click in the first blank line in Abbreviate Note field
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Step Action
14b | The Editor box appears:
Ok | Eﬂl'll.':E|| Eearch|
» Enter: ORDER SHIPPED FROM SEPARATE LOCATIONS - 200 CABLES
FROM MD AND 100 FROM CT; LOG ORDER TOTAL OF $3585.00
MATCHED TO MARYLAND SHIPMENT
» Click OK
> Click the Save lsl icon
You’ll be prompted with a dialog box asking if you wish to save, click YES
> Click the Exit 8 icon
15 | 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.
16 | Click in the OK column. A dialog box with other statuses will appear:
» Make sure R Reconciled is highlighted
» Click OK
17 | If the Date Received field did not have a date it in, you will be prompted to select a date

by a dialog box:

Received Date is invalid.
0 The date recebed must be speciied,

.................... D |.;| p— —

» Click on Use Today
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Step

Action

18

The Reconcile Transactions screen appears with the R now in the OK column and the

Date Received should have a date.

> Click the Save = icon

19

The Reconcile Transactions screen will then remove the transaction.

OPTIONAL RECONCILE MULTIPLE TRANSACTIONS — SINGLE ORDER LOG

Reconcile the following transactions:

$1,500.00 from Headsetplus.com
$750.00 from Headsetplus.com
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Exercise #10: Reconcile Single Transaction with Multiple Log Entries

Objectives: e Reconcile Single Transaction with Multiple Order Log Entries
e Verify/Modify the ACCS
Instructions: Execute the following steps:

The invoice from the credit card company has been loaded and swept. It is now time to reconcile
your transactions. This specific transaction has two order log entries. Reconcile one transaction
to both of the order log entries. Verify/Modify ACCS associated to the transactions.

Step Action

1 | OPTIONAL
From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if not already
done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC605 — Reconcile Transactions

2a | OPTIONAL
The Warning Message dialog box appears:

» Click OK

2b | OPTIONAL
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.

3 | Click to highlight the following transaction:

$129.00, Office Max

» Click the _&erlag | 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.
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Step Action
4b | Click the checkboxes for the following transactions:
ard Drder Log (BCE1SYER-3.0.0.82)
corl [EEY | 2 of 2 cords Tupe [FURCHASE CARD | Mame |JOHATHAN CARDHOLDER
Trans Date
053 Croer Dobe: Amounk Hem Descrptian Wencar Recened
[~ oo [-ocT-200 | 50000 [YEARLY SOFTWARE FEE CAPTIVATE [apoEE [11-0cr2000 | = |
oo [pE-ceT-zt0 | 15500 [OFFKE SUPPLIES [sTares [ra-oera0i0
[ |oo [ps-ccT-2010 | EO000 [PRINTERIFAYISCANNER [oFFIcE DEPOT |ps-ocT-2010
oo |ps-ceT.zt0 | 57000 [GTAL CAMERA SUPFLES [sTares [
[~ oo |ps-ccT-2010 | 37000 [AGTAL CAMERS SUPFLES [sTarEs [
[~ oo [ps-cet-zmio [ 1 25200 [MGTAL CAMERAS [EEsT BLY [10-cer2m0
[~ 35947322 os-ccT20t0 | 515500 [MOBILE ViCRWSTATION LAFTOR COMPUTERS [DELL [
[+ o0 [pd-ceT-zt0 | 7800 [CrOLOR PRIMTER SUFPLIES [FFICE max RS T
= PRINTERIF A2 PAPER 08-0CT-2010
[~ oo [peceT-zt0 | 10000 [REFERERCE BOOKS [amazen [ |
Bdract [ TremsStatus [0
™ Urenatched
" Matched
By reconciing eny purchese | am veritving that the purchase price wos, to the best of my knowdedoe, far and ressonebilz. i
Furiharmore, | heve racated the proper peioe spproval for this purchasze.
ACCS Match To Trensaction Furn Report Wiew Report Breviaus haich
$79.00, Color Printer Supplies, Office Max
$50.00, Printer/Fax Paper, Office Max
> Click the _MschTaTenzaction hjtton
4c | Depending upon whether or not an ACCS was associated to an order log entry, you may
receive an error message asking you to adjust the amount or add an ACCS. Click OK if
you are planning on using the default accounting that the transaction was swept with. If
not, click Cancel and associate an ACCS to the order log entry/entries.
A dialog box appears asking if you wish this transaction to be matched to the order log
entry, Click Yes.
Another dialog box appears giving you the information about Log Entry matched. Click
OK.
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.
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Step

Action

6

Click in the OK column. A dialog box with other statuses will appear:

» Make sure R Reconciled is highlighted

» Click OK

7 | The Reconcile Transactions screen appears with the R now in the OK column and the
Date Received should have a date.
> Click the Save = icon

8 The Reconcile Transactions screen will then remove the transaction.

OPTIONAL RECONCILE SINGLE TRANSACTION - MULTIPLE ORDER LOG ENTRIES

Reconcile the following transactions:

$105.00, Staples TO $45.00, Office Supplies, Staples & $60.00, Printer Cartridges, Staples
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Exercise #11: Dispute a Transaction

Objectives: e Dispute a Transaction

Notes: The following URL has all the information pertaining to the JPMC cards:
http://www.corporateservices.noaa.gov/~finance/JPMC.html

Instructions: Execute the following steps:

The invoice from the credit card company has been loaded and swept. It is now time to reconcile
your transactions. This specific transaction came in $35.00 more than what the price was when
you order. You will need to match the transaction to the order log entry and then complete the
steps of disputing the incorrect amount on the transaction.

Step Action

1 | OPTIONAL
From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if not already
done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC605 — Reconcile Transactions

2a | OPTIONAL
The Warning Message dialog box appears:

» Click OK

2b | OPTIONAL
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.

3 | Click to highlight the following transaction:

$235.00, Office Depot

» Click the _&rerlas | hytton
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Step Action
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:
$200.00, File Cabinet, 2-Drawer Letter
» Click the _MschToTrenzactien hytton

5 | Adialog box appears asking if you wish this transaction to be matched to the order log
entry, Click Yes.

Another dialog box appears giving you the information about Log Entry matched. Click
OK.

6 | 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.

» Click hlste

7 | The Notes screen appears:

» Double-click in the first blank line in Abbreviate Note field

8 | The Editor box appears:

» Enter: TRANSACTION DISPUTED DUE TO INCORRECT AMOUNT - S/B
$200.00
» Click OK
> Click the Save s icon
You’ll be prompted with a dialog box asking if you wish to save, click YES
> Click the Exit 8 icon
9 | 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.
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Step Action

10 | Click in the OK column. A dialog box with other statuses will appear:

» Make sure D Dispute is highlighted
A warning message will appear:

Forms %]
Ry JP Morgan Chase disputes are Lo be submittad using
thei wabizite, Instrucions on how 1o use the wabsite can

be oblained by contacting your S0P, BOEDS andry is for
imfarrmation anky.

» Click OK
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Step Action

11a | The Questioned Items screen appears:

Aioned Hams (BCEOS VER-3.0.0.10E)

Cargholdar Etalament of Quastionad Ram

CARDHOLDER MAME ACCOLINT NUWEER: TELEPHCOHE HUNWEER:
[ CARDHOLDER, JOHATHAN D0BS0 [ 30M-427-1009
The trarcs A CERan i quastion s Sascrbad below .
PLURCHASE DATE REFERENCE # MERCHANT NAKE AMOUNT  STATEMENT DATE
[ o-cCT-2010  [74E0430081 BB ER08E3 [OFFICE DERGT | 23500 | 23-Nov-2D

Flaasa read carstully each of the folowisg dagerpiens and shack tha sna mast apgrepriaa 1o yeur panticular dispine. To access the dEpEe
dacicriptions, deublk chek in the Disputs Cods and Dispuna Sub Ceda fislds to ravaal the eodas . M you Baws any qeastiens call the Halp Disk,
Wiz wil ba Pappy t2 3dwise vou in thiz mansr,

Creslion DaEle %E Code  Dispube Zub Code Reazon “Wendar Contact Dale Dispubed Amount

Enter the following information:

Dispute Code = 12 (Double-clicking in this field will bring up a list of values)
Dispute Sub-Code = 0 (Double-clicking in this field will bring up a list of values)
Reason = Invoice does not match transaction amount

Vendor Contact Date = Purchase Date

Disputed Amount = 35.00

» Click the Exit H icon

You’ll be prompted to save your changes before exiting, click Yes
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Action

11b

PRODUCTION DISPUTE CODES

PRIMARY DISPUTED ITEM CODE

Flng %

CODE|DESCRIPTION

|

11 Abowe-mentioned charge is not recognized

12 Billed for an incorrect amount.

13 Billed more than once by the same merchant

14 Gancelad: MerchantSericetitdine TicketHobel Resaralion.

16 Charged for purchase thatwas paid by other means,

16 1 did nol aulhorize his charge.

17 Merchandise not received thatwas o be shipped,

18 MerchandizeSamnice was rceivad damaied or nol a8 described.
18 Mo credit issued for merchandize rejumed to stare,

20 Dk Detailed infrmation allached descrbing dispule.

|
Fing | Qe | Cancal |

12

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 and you should now have a D in the OK column.

» Click the Save & icon

13

The Reconcile Transactions screen will then remove the transaction.

» Click the Exit & icon

OPTIONAL DISPUTE TRANSACTION

Dispute the following transaction:

$1,000.00, Dell TO $950.00, Color Printer/Fax/Copier/Scanner, Dell

FY 2011-V 1.0

49




CPCS Cardholder Training Exercises

This page was intentionally left blank

FY 2011-V 1.0 50



CPCS Cardholder Training Exercises

Exercise #12: View a Disputed Transaction

Objectives: e View a disputed transaction
Instructions: Execute the following steps:

After you have disputed transaction using the BC605 Reconcile Transaction screen, you must
follow the procedures for JPMC using their system to do the actual dispute with them. You can
always go and view what was originally entered for your disputed transaction.

Step Action

1 | From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if not already
done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC608 — View Disputes

2 | The Disputed Transactions screen appears.

"om Disputed Transaclions (BCEDE VER-3.0.0.47)

Dizputed Transackons

Trans., Crei Purchase S
Carchoicier Mo, Trans. Mo Wendar Dinke: Code Amount

CARDHOLDER, JOHATHAN |asceras] |

T

I
I
|
I
|
|
I

I I
I I
I I
: ——
I I
I I

|| wote | wewompme | aces | eropeny |

> Click View@isputeI
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Step Action

3 | The Reconcile Transaction screen appears with the information pertaining to your
disputed charge.

ancile Transactions (BC-G05 VER-3.0.001 DE)

Carchelder Stalement of Questionad lem

CARDHOLDER HAME ACCOUNT NUWEER: TELEFHONE NUWEER:
[ CARDHOLDER, JOHATHAN DOBSD [ 30 -427-1009
Tha UAAGALEKN i QUaTN if dascrbed balos.
PURCHASE DATE REFEREMCE # MERCHANT MANE AMOLNT  STATEMENT DATE

V] MecT-E0t0 (7461 0430081 DEAESE208E3 [OFFICE DEPGT | £23500 | 2-Nov-2M0
: Flezza raad eanafully aach of tha folowisg degeripisns and ehack the e Most Appreprises 1o yaur pamicuar dispita. To 3eesds tha diEpies

discriptions, deubk chick in ke Digputs Coda and Dispute Sub Codi Tislds to reveal thi codes, I you Paws any gaaaiens call the Halp Desk.
Uiz il b Pappy 0o Sdwize ol s ehis mansr,

Creslion DsEle & Code  Dispuba Sub Code REASON Wendor Contact Dale Dispubad Amount
OE-DEC-201M0 o |hl.rui1:|.-dn-=: riod maich ransa:|  01-0CT-2010 3500

Eilled far &n ifcorrect smaurt.

ity

> When finished reviewing, click the Exit & icon

4 | The Disputed Transactions screen appears.

View the Note, ACCS & Property information by pressing those buttons. When finished
reviewing those screens click the Exit B icon to get back to the Disputed Transactions
screen.

> Click the Exit B icon to go back to the Navigator Menu
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Exercise #13: Reconcile a Credit with a Disputed Transaction

Objectives: e Match a credit to reconcile a disputed transaction.
Instructions: Execute the following steps:

After going through your dispute process, the vendor has now agreed that the charge was
erroneous. They have now credited your account with the disputed amount. You will need to
now match that credit to reconcile the disputed transaction.

Step Action

1 | From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if not already
done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC605 — Reconcile Transactions

2a | The Warning Message dialog box appears:

» Click OK

2b | 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.

3 | Click to highlight the following transaction:
$-35.00, Office Depot

> Click the __tute  button

4 | The Notes screen appears:

> Double-click in the first blank line in Abbreviate Note field
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Step Action

5 | The Editor box appears:

» Enter: CREDIT RECEIVED FOR DISPUTED AMOUNT
» Click OK

> Click the Save & icon
You’ll be prompted with a dialog box asking if you wish to save, click YES

» Click the Exit B icon

6 | The Reconcile Transactions screen appears.

» Enter the Received Date = Today’s Date
» Double-click in the Match Disputed No field

7 | The Disputed Transactions screen appears.

‘:.5._-_!1 Disputed Transactions (BCRDE VER-3.0.0.42)

Carcholder Mo, Trans. Mo ‘endar Dt Code Amount

CARDHOLDER, JOHATHAR

O s

|4

| tete | Vewpiepte | a0cS | Eropeny | | hslch Dispueto Credt |

=

» Make sure the correct disputed transaction is highlighted
> Click on | Msteh Disputeto Credit |

A message appears:
Reconcile Dispute?

Ramernber o reconcile this dispute it this is the last
credil naedad

» Click OK

FY 2011-V 1.0 54




CPCS Cardholder Training Exercises

Step Action
8 | The Reconcile Transactions screen appears. The screen will now have a number in the
Matched Dispute No field.
9 | Click in the OK column. A dialog box with other statuses will appear:
» Make sure R Reconciled is highlighted
» Click OK
> Click the Save = icon
10 | The Reconcile Transactions screen will then remove the transaction.
11 | Click the Exit & icon to get back to the Navigator Menu
» Double-click on the option BC625 — Monitor Outstanding Disputes
12 | The Monitor Outstanding Disputes screen appears

5& Monilor Oulstanding Dispules (EC-625) (BCAISVER-3.0.0.45
Ianitor Outstanding Dispuies
Carcumer | Diagn
rote: [Crate: Metched
Afteched  Tranz Mo Purchese Daebe Frop Recelvad O Dispute Mo
] I oot | o Jassarsn [N
r = I
o o | f_l
r o | T
= o | [_I
o o | T
r | ] N
= o | [l =]

Reference Mo ['-"1191 0420054 DEE4E20E32

| orierloy | uee | | |

Use arrow keys on the keyboard to make sure the correct card is showing
Click in the OK column. A dialog box with other statuses will appear:

» Make sure R Reconciled is highlighted
» Click OK

> Click the Save = icon
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Step Action
13 | Adialog box will appear:
6 FRM-40400; Transaction complete: 1 records applied
and saved,
» Click OK

> Click the Exit B icon to get back to the Navigator Menu
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Exercise #14: Reconcile a Credit without Matching a Disputed Transaction

Objectives: e Reconcile a credit transaction without a matching dispute
Instructions: Execute the following steps:

The invoice from the credit card company has been loaded and swept. It is now time to reconcile
your transactions. You notice that you have a credit showing on your transactions that does not
belong to a dispute. You will still need to reconcile that amount.

Step Action

1 | From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if not already
done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC605 — Reconcile Transactions

2a | The Warning Message dialog box appears:

» Click OK

2b | 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.

3 | Click to highlight the following transaction:
$-100.00, Best Buy

» Clickon ' s to verify the default ACCS is associated
» Click the Exit B icon if it is associated, if not associate an ACCS
» Click hite
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Step

Action

4

The Notes screen appears:
» Double-click in the first blank line in Abbreviate Note field
The Editor box appears:

» Enter: UNEXPECTED CREDIT RECEIVED
» Click OK

» Click the Save & icon

You’ll be prompted with a dialog box asking if you wish to save, click YES

» Click the Exit 8 icon

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.

6 | Click in the OK column. A dialog box with other statuses will appear:

» Make sure R Reconciled is highlighted
» Click OK

7 If the Date Received field did not have a date it in, you will be prompted to select a date

by a dialog box:

Recaived Date is invalid.

Q The date recebed must be speciied,

—— gk | ussPunhasapate Wse Taday
» Click on Use Purchase Date

8 | The Reconcile Transactions screen appears with the R now in the OK column and the
Date Received should have a date.
> Click the Save & icon

9 | The Reconcile Transactions screen will then remove the transaction.
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Exercise #15: Generate Cardholder Purchase Card Statement Report

Obijectives: e Generate Bankcard Statement
Instructions: Execute the following steps:

The invoice from the credit card company has been loaded and swept. It is now time to reconcile
your transactions. Before you do that, you decide to run the Purchase Card Statement Report to
have a record of what transactions actually came in from the credit card company in the time
period you provide.

Step Action

1 | From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if not already
done.

Click to expand the Cardholder folder, if not already done.

Click to expand the Cardholder Reports folder, if not already done.

Double-click on the option BC704RPT- Cardholder Purchase Card Statement

Y V VY

FY 2011-V 1.0 59




CPCS Cardholder Training Exercises

Step Action

2 | The Cardholder Purchase Card Statement parameter screen appears:

"sn Cardholder Purchase Card Statermant (BCTO4RPT VER-2.0.0.0)

Earnk Card Stalement

Bagin Purcheese Debe  [INENET Ser ]

End Purchaze Date | 20-APR. 2003

Statemerd Begin Date | £l

Statement End date | =|

Reconclation Staiug Al =]
Run Repot | | Wiew Report Exil

» Enter Begin Purchase Date = Current Month (i.e. 01-NOV-2009)
» Enter End Purchase Date = Current Month (i.e. 30-NOV-2009)
» Enter Reconciliation Status = ALL

> Click | mnreset

A dialog box appears:

ECTO4RPT: Aler

\i\) Report BCT04 subrmited 1o 1he repor sanser

» Click OK

3 | The Navigator Menu appears:

» Double-click on the option BC704RPT- Cardholder Purchase Card Statement
» Click | Fapon |
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Step

Action

4

A new window will open containing your Cardholder Purchase Card Statement Report
for the dates specified.
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Tl et et o e g s ARSI ) Ceiga B |1 | % : Al-
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Use Adobe’s Print or Save icons to either print a hard-copy or save an electronic copy
to your computer.

Click the Close [E4 button

The Cardholder Purchase Card Statement parameter screen appears.

> Click the Exit & icon if finished with this report

The Navigator Menu appears.

FY 2011-V 1.0 61




	Exercise #1:    CPCS Logon
	Exercise #2:    Add/Modify another ACCS
	Exercise #3:    Adding a Purchase Card Order Log Entry
	Exercise #4:    Delete an entry from the Purchase Card Order Log
	Exercise #5:    Updating Purchase Card Order Log Information
	Exercise #5a:    Run the Purchase Card Order Log Report
	Exercise #6:    Reconcile a Single Transaction
	Exercise #7:    Reconcile Transaction – Split ACCS
	Exercise #8:    Reconcile Transaction – Record Property
	Exercise #9:    Reconcile Multiple Transaction with One Log Entry
	Exercise #10:    Reconcile Single Transaction with Multiple Log Entries
	Exercise #11:    Dispute a Transaction
	Exercise #12:    View a Disputed Transaction
	Exercise #13:    Reconcile a Credit with a Disputed Transaction
	Exercise #14:    Reconcile a Credit without Matching a Disputed Transaction
	Exercise #15:    Generate Cardholder Purchase Card Statement Report

