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Exercise #1: CPCS Logon
Objectives: e Logon to Web Portal

Notes:

e Access CPCS
Use the User ID & Password given to you by the instructor.

Instructions:  Execute the following steps:

Step

Action

1

» Open an Internet Explorer window
» Point your browser to the training website given to you by the instructor.

Note: Training website will only be utilized in the classroom training.

Production now uses 2-factor authentication login procedures.

On the CBS Web Migration Portal Login screen:

CBS Portal

Username: |

Password:

'You have accessed a United States Department Of Commerce computer system. Use ofthis computer system without authorization or for purposes for which authorization has not been extended is a violation of
federal law and can be punished with fines ar imprisonment (Public Law 99-474). Individuals using this system without authority, or in excess of their authority, are subject to having all of their 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. Anyane 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 officials

I Check this accept box to indicate your understanding and acceptance of the Rules of Behavior explained above.

Cancel

@ Did you forget your password?

Enter Training User Name
Enter Training Password
Check the Checkbox

Click Logon

YV VYV
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Step

Action

3

On the CBS Web Portal screen:

CBS Web Portal

Home CFS Data Warehouse Reports Server Password Control Logout
Trnefs
Welcome OPS$SCPCSAO07 to CBS Youlogged in at: 17-NOV-2015 10:08:14 Password expires on: THURSDAY 17-DEC-2015

If you need assistance, please contact the Client Services Help Desk 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.

» Click on CFS
» Click on <Submenu Option Listed>

A new window opens, click YES to any prompts

Navigator Menu appears, click OK on the message

‘@CBS Mavigator Menu (MMO00 VER-4.0.0.30) A
heru et | Run
="2\ cBs Applications

**) Favorites
+-L 1 CPCS - Commerce Purchase Card System
+- 1 WFM - Work Flow Management
Ek] DBADOY - Reset Parameter Process Flag Screen
Eil @R101 - Quick Reports

FY 2016 -V 1.0 2
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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 WF003 — Message Retrieval Screen

@CBS Mavigator Menu (MMO00 VER-4.0.0.30) A
Menu fem: |

) Favorites
~{= CPCS - Commerce Purchase Card System
14@ Approving Official
—EE' WFO02H - (Use thru 30-5ept-2005) Document Requiring Approval
—EEl BC604 - View Transactions
HERl BCBOE - View Disputes
—Eﬂ BC625 - Monitor Qutstanding Disputes
—Eﬂ BC628 - Track Cardholder Transactions
—Eﬂ WF002 - Approve/Deny Transactions
-5 BCEOS - Proxy Reconciliation
—EE' WFO003 - Messages
~H= Approving Official Reports
&l BCB02 - Outstanding Swept Report
il BCAORPTS - Approving official Purchase Card 5tatement (BC702)
-z WFM - Work Flow Management
14@ Transactions

WF002 - Document Requiring Approval

k] WF0O2H - (Use thru 30-5ept-2005) Document Requiring Approval
] wFo03 - Message Retrieval Screen

—EE DBADDY - Reset Parameter Process Flag Screen

{3 @R104 - Quick Reports

FY 2016 -V 1.0 3
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Step Action
2 The Message Retrieval screen appears:
¥ Message Retrieval Screen (WF003 VER-3.0.0.0) - Ol =]
Meszage From Title: Phone Date

NANCY CARDHOLDER CPCS CARDHOLDER TRAINING STLY 301-427-1009 06-AUG-2015 11:35:03

1=Eae8 DOCUMENT PCARD 438703-22- NEEDS YOUR APPROVAL.
|JU5TIN CARDHOLDER |CF‘CS CARDHOLDER TRAINING STU |3EI1—427—1 o0os | 06-AUG-2015 11:35:05

Text |DDCUI'|'IENT PCARD 438702-8- NEEDS YOUR APPROVAL.
|JUSTIN CARDHOLDER |CPCS CARDHOLDER TRAINING STU |3EI1—42?—1 0o0s | 08-AUG-2015 11:37:34

Text |DOCUI'|'IENT PCARD 438702-22- NEEDS YOUR APPROWAL.
|NANCY CARDHOLDER |CPCS CARDHOLDER TRAINING STU |3EI1—42?—1 0o0s | 08-AUG-2015 11:42:45

Text |DCICUI'|'IENT PCARD 438703-6- NEEDS YOUR APPROVAL.
|JUSTIN CARDHOLDER |CPCS CARDHOLDER TRAINING STU |3EI1—42?—1 0o0s | 08-AUG-2015 11:42:458

Text |DCICUMENT PCARD 438702-12- NEEDS YOUR APPROWAL.
|NANCY CARDHOLDER |CF‘CS CARDHOLDER TRAINING STU |3EI1—42?—1 ] | 06-AUG-2015 11:48:50

Text |DUCUI'|'IENT PCARD 438703-17- NEEDS YOUR APPROWAL.
|NANCY CARDHOLDER |CF‘CS CARDHOLDER TRAINING STU |3EI1—42?—1 ] | 06-AUG-2015 11:53:30

Text |DUCUI'|'IENT PCARD 438703-10- NEEDS YOUR APPROVAL.
|NANCY CARDHOLDER |CF‘CS CARDHOLDER TRAINING STU |3EI1—42?—1 009 | 06-AUG-2015 11:54:58

Text |DOCUI'|'IENT PCARD 438703-4- NEEDS YOUR APPROVAL. ﬂ

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:

Editor x|

kIM CARDHOLDER has failed to enter all data fields for the property record for transaction = |
493704~ 11. Please contactthe cardholderand request thatthe propery information be
completed.

Ok Cancel Search

> Click Cancel

FY 2016 -V 1.0 4
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Step

Action

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 Bl icon you will receive the
following message:

Forms x|
Q Do you want to save the changes you have made?

Yes Mo Cancel

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

» Click Yes to save the changes.

The Navigator Menu appears.

FY 2016 -V 1.0 5
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Exercise #3: Review Transaction and Record Approval

Objectives: 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

{45CBS Navigator Menu (NMO0O VER-4.0.0.30) |

henu tem: |

i) Favorites

~-= CPCS - Commerce Purchase Card System
14@ Approving Official
—Eﬂ WFO02H - (Use thru 30-5ept-2005) Document Requiring Approval
%l BCE04 - View Transactions
HEM BCEOS - View Disputes
—Eﬂ BC625 - Monitor Qutstanding Disputes
—Eﬂ BC628 - Track Cardholder Transactions
—Eﬂ WF002 - Approve/Deny Transactions
HERl BCBOS - Proxy Reconciliation
—Eﬂ WFO003 - Messages
~= Approving Official Reports

£kl BCB02 - Dutstanding Swept Report

£kl BCAORPTS - Approving official Purchase Card Statement (BC702)
Lz WFM - Work Flow Management
l-@ Transactions

WF002 - Document Requiring Approval

k] WF0O02H - (Use thru 30-5ept-2005) Document Requiring Approval
&1 wFoo3 - Message Retrieval Screen

—EEI DBAMY - Rezet Parameter Process Flag Screen

L5 QR101 - Quick Reports

FY 2016 -V 1.0 7
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Step

Action

2

The Documents Requiring Approval screen appears:

¥ Documents Requiring Approval (WF002 VER-4.2.0.66) =1
————— Document | Date
Motes  APYD Type Mumber Tranz Mo FY Tatal () Requested Requested By
]  Bjrcaro | sos7oz] 7] | 4os7ooo7)201s|  235.00f06-AUG-2015)) CARDHOLDER
H v|[Pcarn [ asevoz[ 8| [ essvozoos 2015 | 503.00 |06-AUG-2015 [J CARDHOLDER
| ~|pcaro | asa7oz| 10| [ 4987020102015 | 1,185.00 [06-AUG-2015 |J CARDHOLDER
| ~|pcaro | asaroz| 12| [ 4987020122015 | 2,258.00 [05-AUG-2015 [J CARDHOLDER
| ~|pcaro | asaroz| 13| [ 498702013 [2015 | -35.00 [05-AUG-2015 [J CARDHOLDER
| ~|pcaro | asaroz| 16| [ 4987020162015 | 2,380.00 [05-AUG-2015 [J CARDHOLDER
] ~|[pcarn | 4ss7oz| 19  [4ssroz019[2015 | 129.00 |08-AUG-2015 |1 CARDHOLDER
] ~|[pcarn | ass7oz| 22| [4ssrozezz[2015 | 155.00 |08-AUG-2015 [ CARDHOLDER
] ~|[pcarn | ass7o3[ 1 [4ss7osc0t[2015 235.00 [06-AUG-2015 |N CARDHOLDER .
] ~|[pcarn | 4ss7o3[ 4  [4ss7o3004[201s | 1,185.00 [06-AUG-2015 |N CARDHOLDER
H v|[Pcarn [ ssevoa| e[ [ essro3ons 2015 | 2,258.00 [06-AUG-2015 |N CARDHOLDER
| ~|pcaro | asa7o3| 7| [ 498703007 [2015 | -35.00 [05-AUG-2015 |N CARDHOLDER
| ~|pcaro | asa7o3| 10| [ 4987030102015 | 2,330.00 [05-AUG-2015 [N CARDHOLDER
| ~|pcaro | asa7o3| 13| [ 498703013 [2015 | 129.00 |06-AUG-2015 [N CARDHOLDER
| ~lpcaro | asa7os| 17| [ 498703017 [2015 | 1,800.00 [06-AUG-2015 |N CARDHOLDER
] ~lfpcarn | 4ss7o3| 22| [4ssrosezz[201s | 503.00 |08-AUG-2015 [N CARDHOLDER |
Feeder Sys: Mo | o Source |

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

FY 2016 -V 1.0 8




CPCS Approving Official Training Exercises

Step Action
3 The ACCS screen appears:
{#9ACCS (BCE06 VER-3.0.0.81) =|0| %]
ACCS Details Card |IJDB1B Type |PUF‘.CHASE CARD Mate |.JUSTIN CARDHOLDER
Trans Mo Reference Mumber Purchaze Date Yendar Status Amount
|438702-8 |24610430081088846208633 | O01-JAN-2015  ||OFFICE DEPOT R | 5503.00
|LN‘ F¥ ‘ Accourting Classification Code |Qt-,a| Amt ‘ Tatal |
| 1] so300] sosoofS
B [ |
| [ | |
[T [ ] | -
Description |CREDIT CARD PURCHASE ACCS Tatal £503.00
ACCS Choices | Property | View Dizputes | Note |
> Validate the ACCS information and make any changes as necessary
» Validate the Property information (if any)
» Validate any notes
> Click the Exit 3 icon
4 The Documents Requiring Approval screen appears.
» Click on the drop-down arrow = on the APVD field
» Select Yes
- - .
» Click the Save icon
5 The transaction is then approved and removed from this screen.
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Exercise #4: Review and Deny Transaction

Objectives: 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
{#5CBS Navigator Menu (NMO00 VER-4.0.0.30) =

Menu fem: |

) Favorites

~{= CPCS - Commerce Purchase Card System
14@ Approving Official
—EE' WFO02H - (Use thru 30-5ept-2005) Document Requiring Approval
—EEl BC604 - View Transactions
HERl BCBOE - View Disputes
—Eﬂ BC625 - Monitor Qutstanding Disputes
—Eﬂ BC628 - Track Cardholder Transactions
—Eﬂ WF002 - Approve/Deny Transactions
-5 BCEOS - Proxy Reconciliation
—EE' WFO003 - Messages
~H= Approving Official Reports
&l BCB02 - Outstanding Swept Report
il BCAORPTS - Approving official Purchase Card 5tatement (BC702)
-z WFM - Work Flow Management
14@ Transactions

WF002 - Document Requiring Approval

k] WF0O2H - (Use thru 30-5ept-2005) Document Requiring Approval
] wFo03 - Message Retrieval Screen

—E,E DBADDY - Reset Parameter Process Flag Screen

{3 @R104 - Quick Reports

FY 2016 -V 1.0 11
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Step

Action

2

The Documents Requiring Approval screen appears:

¥ Documents Requiring Approval (WF002 VER-4.2.0.66) =1
————— Document | Date
Motes  APYD Type Mumber Tranz Mo FY Tatal () Requested Requested By
]  Bjrcaro | sos7oz] 7] | 4os7ooo7)201s|  235.00f06-AUG-2015)) CARDHOLDER
H v|[Pcarn [ asevoz[ 8| [ essvozoos 2015 | 503.00 |06-AUG-2015 [J CARDHOLDER
| ~|pcaro | asa7oz| 10| [ 4987020102015 | 1,185.00 [06-AUG-2015 |J CARDHOLDER
| ~|pcaro | asaroz| 12| [ 4987020122015 | 2,258.00 [05-AUG-2015 [J CARDHOLDER
| ~|pcaro | asaroz| 13| [ 498702013 [2015 | -35.00 [05-AUG-2015 [J CARDHOLDER
| ~|pcaro | asaroz| 16| [ 4987020162015 | 2,380.00 [05-AUG-2015 [J CARDHOLDER
] ~|[pcarn | 4ss7oz| 19  [4ssroz019[2015 | 129.00 |08-AUG-2015 |1 CARDHOLDER
] ~|[pcarn | ass7oz| 22| [4ssrozezz[2015 | 155.00 |08-AUG-2015 [ CARDHOLDER
] ~|[pcarn | ass7o3[ 1 [4ss7osc0t[2015 235.00 [06-AUG-2015 |N CARDHOLDER .
] ~|[pcarn | 4ss7o3[ 4  [4ss7o3004[201s | 1,185.00 [06-AUG-2015 |N CARDHOLDER
H v|[Pcarn [ ssevoa| e[ [ essro3ons 2015 | 2,258.00 [06-AUG-2015 |N CARDHOLDER
| ~|pcaro | asa7o3| 7| [ 498703007 [2015 | -35.00 [05-AUG-2015 |N CARDHOLDER
| ~|pcaro | asa7o3| 10| [ 4987030102015 | 2,330.00 [05-AUG-2015 [N CARDHOLDER
| ~|pcaro | asa7o3| 13| [ 498703013 [2015 | 129.00 |06-AUG-2015 [N CARDHOLDER
| ~lpcaro | asa7os| 17| [ 498703017 [2015 | 1,800.00 [06-AUG-2015 |N CARDHOLDER
] ~lfpcarn | 4ss7o3| 22| [4ssrosezz[201s | 503.00 |08-AUG-2015 [N CARDHOLDER |
Feeder Sys: Mo | o Source |

» Select the transaction for the total of $1,800.00
» Double-click in the Trans No field.

FY 2016 -V 1.0 12
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Step Action

3 The ACCS screen appears:

-0l x|

foaros 17 [sseoostotzotosozess | osdanzs el R | sie000

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

> Click on | Bropsty

FY 2016 -V 1.0 13
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Step Action
4 The Accountable Property screen appears.
¥ Accountable Property (BC626 VER-3.0.0.0) =10l
ACCS Details
Trans Mo Reference Mumber Purchaze Date “Wendaor Amourt
|4!}S7D4-11 |1432684DDB1D12016402693 05-JAN-2015 DELL | £1,800.00
Line  ‘Year Accounting Classification Code Structure Gty At Total
14 38R 1012-P0O0 0001 03-01-04-000 50-01-0000-00-00-00-00 31-23-00-00 000000 q 18 -
(=0 CREDIT CARD PURCHASE
Accourtable Property Details
Prop  Line Accept Bldy Room Uit
ftem Mo Drescription Drate feffgr Setial Mo Bar Code fadel Mo Code  Mumber Price
|t Jueroes ] § | ] ] ] ] | 1z0000f
[ [ [ [ [ [ I [ [
[ [ [ [ [ [ I [ [ -
51,800.00
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 il icon
5 The ACCS screen appears.

» Click the Exit i icon

FY 2016 -V 1.0 14
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Step

Action

6

The Documents Requiring Approval screen appears.

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

» Click the Save icon

You get the following error message:
NOTES REQUIRED! x|

Q Motes field must be entered when approval is M.

..... TP

» Click OK
7 Clicking the Notes check box brings up an Editor dialog box.
Editor x|
QK Cancel Search
» Type in the dialog box, “ENTER MORE PROPERTY INFORMATION
SUCH AS SERIAL NUMBERS ETC.”
» Click OK
> Click the Save 4 icon
8 The transaction is then denied (sent back to the cardholder) and removed from

this screen.
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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 WF002 — Approve/Deny Transactions
{#5CBS Navigator Menu (NMO00 VER-4.0.0.30) =

henu fem: |

*) Favorites

-{z CPCS - Commerce Purchase Card System
l-@ Approving Official
—Eﬂ WFO02H - (Use thru 30-5ept-2005) Document Requiring Approval
HEh BCEO4 - View Transactions
—EEl BC60S - View Disputes
—EE' BCE25 - Monitor Qutstanding Disputes
—Eﬂ BC625 - Track Cardholder Transactions
—Eﬂ WF002 - Approve/Deny Transactions
%l BCBOS - Proxy Reconciliation
—Eﬂ WFO03 - Messages
~H Approving Official Reports

&l BCB02 - Outstanding Swept Report

ikl BCAORPTS - Approving official Purchase Card Statement (BC702)
—-zZ WFM - Work Flow Management
l-@ Transactions

WF002 - Document Requiring Approval

£kl WFoO02H - (Use thru 30-5ept-2005) Document Requiring Approval
k] wFoo3 - Messzage Retrieval Screen

—EE DBADDY - Reset Parameter Process Flag Screen

&l QR101 - Quick Reports
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CPCS Approving Official Training Exercises

Step Action

2 The Documents Requiring Approval screen appears:

¥ Documents Requiring Approval (WF002 VER-4.2.0.66) =1
————— Document | Date
Motes  APYD Type Mumber Tranz Mo FY Tatal () Requested Requested By
]  Bjrcaro | sos7oz] 7] | 4os7ooo7)201s|  235.00f06-AUG-2015)) CARDHOLDER
H v|[Pcarn [ asevoz[ 8| [ essvozoos 2015 | 503.00 |06-AUG-2015 [J CARDHOLDER
| ~|pcaro | asa7oz| 10| [ 4987020102015 | 1,185.00 [06-AUG-2015 |J CARDHOLDER
| ~|pcaro | asaroz| 12| [ 4987020122015 | 2,258.00 [05-AUG-2015 [J CARDHOLDER
| ~|pcaro | asaroz| 13| [ 498702013 [2015 | -35.00 [05-AUG-2015 [J CARDHOLDER
| ~|pcaro | asaroz| 16| [ 4987020162015 | 2,380.00 [05-AUG-2015 [J CARDHOLDER
] ~|[pcarn | 4ss7oz| 19  [4ssroz019[2015 | 129.00 |08-AUG-2015 |1 CARDHOLDER
] ~|[pcarn | ass7oz| 22| [4ssrozezz[2015 | 155.00 |08-AUG-2015 [ CARDHOLDER
] ~|[pcarn | ass7o3[ 1 [4ss7osc0t[2015 235.00 [06-AUG-2015 |N CARDHOLDER .
] ~|[pcarn | 4ss7o3[ 4  [4ss7o3004[201s | 1,185.00 [06-AUG-2015 |N CARDHOLDER
H v|[Pcarn [ ssevoa| e[ [ essro3ons 2015 | 2,258.00 [06-AUG-2015 |N CARDHOLDER
| ~|pcaro | asa7o3| 7| [ 498703007 [2015 | -35.00 [05-AUG-2015 |N CARDHOLDER
| ~|pcaro | asa7o3| 10| [ 4987030102015 | 2,330.00 [05-AUG-2015 [N CARDHOLDER
| ~|pcaro | asa7o3| 13| [ 498703013 [2015 | 129.00 |06-AUG-2015 [N CARDHOLDER
| ~lpcaro | asa7os| 17| [ 498703017 [2015 | 1,800.00 [06-AUG-2015 |N CARDHOLDER
] ~lfpcarn | 4ss7o3| 22| [4ssrosezz[201s | 503.00 |08-AUG-2015 [N CARDHOLDER |
Feeder Sys: Mo | o Source |

> Select the transaction for the totil 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 J icon
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Exercise #6: View Transactions

Objectives: 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

% CBS Navigator Menu (NMO0O VER-4.0.0.30) |

fenu kem: | Run

=s= | CBS Applications
**) Favorites
~{=F CPCS - Commerce Purchase Card System
14@ Approving Official
—Eﬂ WFOO2H - (Use thru 30-5ept-2005) Document Requiring Approval
—EEl BC604 - View Transactions
HER BCGOE - View Disputes
—Eﬂ BC625 - Monitor Outstanding Disputes
—Eﬂ BC628 - Track Cardholder Transactions
—Eﬂ WF002 - Approve/Deny Transactions
HER BCEOS - Proxy Reconciliation
—EEI WFOO3 - Messages
—H Approving Official Reports
Exl BCB02 - Outstanding Swept Report
£kl BCAORPTS - Approving official Purchase Card Statement (BCT02)
~-{z= VIFM - Work Flow Management
14@ Transactions

WF002 - Document Requiring Approval

] WFDO2H - (Use thru 30-5ept-2005) Document Requiring Approval
ER] WFDO03 - Mes sage Retrieval Screen

—EEI DBAODY - Reset Parameter Process Flag Screen

L{Z%] QR401 - Quick Reports
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2 The View Cardholder Transactions parameter screen appears:

:
:

» Check the Swept checkbox
» Click OK
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Step

Action

3

The View Cardholder Transaction screen appears matching the criteria that

was entered on the parameter screen:
@\r‘iew()ardlolderﬁansadions{BDBMVER—&HHB} - |0 ﬂ

Wiewy Cardholder Transactions

Tranz Date Date ST hatched
Mote  Bum Cardholder Purchased Received Wendor Amount Code Adree? Disp ho
[ 4987002 |CARDHOLDER H|15—JAN 2015 | |STAF‘LES | $105. uu| 2087 | |u-u
[ [498700-3 |CARDHOLDER, K| 01-JAN-2015 | DELL | 5100000/ 9515 [ 5 |00
[ [498700-4 |CARDHOLDER, K|01-JAN-2015 | |a-1 CABLES - cON | $1,195.00| 5989 | s |00
[ [498700-5 |CARDHOLDER, K| 01-JAN-2015 | |HEADSETPLUS.COH| $1500.00| 9406 | 5 |00
[ [498700-6 |CARDHOLDER, K| 01-JAN-2015 | |ATD AMERICAN | 5225800/ 9515 | 5 |00
[ [498700-7 |CARDHOLDER, K| 01-JAN-2015 | |oFFIcEDEPOT | s35.00[5251 | 5 Joo
[ [498700-8 |CARDHOLDER, K| 01-JAN-2015 | |DELL | -550.00[ 9515 | 5 |o-0
[ |498700-9 |CARDHOLDER, K| 02-JAN-2015 | |oFFIcEDEPOT | s779.00| 5843 | S [0
[ [498700-10|CARDHOLDER, K| 02-JAN-2015 | |a-1 CABLES - MAR| 52,390.00| 5999 | 5 |00 ]|
Bun Report | Viewlog | Note | Wiew Dizpute | ACCS | Property |

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 Eun Report
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Step Action

4 The Approving Official Bankcard Statement parameter screen appears:

» Choose from the Statement Begin/End Date drop-down listing (i.e. last
statement)

> Click BunReport
A message will appear:
» 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
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Step Action

6 A new window will open that will contain your report in a PDF format.

You may save [—'ﬂ or print = using the Adobe icons. If you save, you will
want to change the name, as the system defaults it to “getjob#”. Close the

window usmg m in the upper right corner.

7 » Click ==t to get out of the Approving Official Bankcard Statement
parameter screen or run it using other parameters.

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

| |l

CB5 Applications

(&)
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Step Action

2 The Disputed Transactions screen appears:

@ Disputed Transactions (BCG08 VER-3.0.0.42)
Disputed Transactions

Trans.
ote Carchalder Ia,

Credit
Tranz. Mo

=

endar

Purchaze
Date

E CARDHOLDER, JUSTIN 458702-7| 498702-13 | OFFICE DEPOT 01-JAN-2015

=10/

Amourt

70N T -

|CARCHOLDER, MANCY ~ [498703-1 4987037 [OFFICE DEPOT

|01-1an-2015

|so43 |

$235.00

|CARDHOLDER, KIM |ELL

|01-Jan-2015

les1s |

1,000.00

=
=
=
=
-
=
=

Eun Heport: View Report | Note | View Dispute | ACCS

| property |

| [Mateh Hispute to Credit

Highlight the disputed transaction
View the Notes associated

View the ACCS associated

View the Property associated

Click on Wiewy Dispute

Y VVVY
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Step Action

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

01-JAN-2015  |7461043008108884620863 |OFFICE DEPOT

06-AUB-2015 12 |hvoioeduesmtmmtrm 06-AUG-2015 m

» Click the Exit - icon to leave Reconcile Transactions screen
> Click the Exit B 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

% CBS Navigator Menu (NM00O VER-4.0.0.30) =

Mlenu kem: |

=91\ CBS Applications
) Favorites
- CPCS - Commerce Purchase Card System
l-@ Approving Official
—Eﬂ WFO02H - (Use thru 30-5ept-2005) Document Requiring Approval
HZ%l BCE04 - View Transactions
Ikl BCE0S - View Disputes
—Eﬂ BCH25 - Monitor Qutstanding Disputes
—Eﬂ BC628 - Track Cardholder Transactions
—Eﬂ WF002 - Approve/Deny Transactions
—EEl BC60S - Proxy Reconciliation
—Eﬂ WF003 - Messages
~= Approving Official Reports
ikl BCB02 - Qutstanding Swept Report
il BCAORPTS - Approving official Purchase Card Statement (BC702)
~-Z= WFM - Work Flow Management
14@ Transactions

WF002 - Document Requiring Approval

] WF0O2H - (Use thru 30-5ept-2005) Document Requiring Approval
E&] wFoo3 - Message Retrieval Screen

—EEI DBADOY - Reset Parameter Process Flag Screen

LE3] QR101 - Quick Reports
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Step

Action

2 The Select a Cardholder for Review screen appears:

Select a Card Holder for Review

X

Find| CARDHOLDER, %

Cardhalder Marme

CARDHOLDER, BREMNDA
CARDHOLDER, CIMDY
CARDHOLDER, ELIZABETH
CARDHOLDER, JAKE
CARDHOLDER, JANE
CARDHOLDER, JUSTIMN
CARDHOLDER, KIM
1

I

Emp Mo

3021
3023
3024
307
3018
3020

AQ CARD |2

Find ‘

oK | Qancel‘

» Select your cardholder
» Click OK

The Monitor Outstanding Disputes screen appears, you may have to use

your navigation arrows to get to the correct card:

@Monilor QOutstanding Disputes (BC-625) (BCG625 VER-3.0.0.42)

Monitor Cutstanding Disputes

Cardnumber M Card 2 of2

Mate SIC
Aftached  Trans Mo Purchase Date “enclor Amourt Code

4987042 DELL $1,000.00{9515 |

01-JAN-2015

ST

T

Reference Mo |14326340031D1201G402698

Report | Order Log | Note | View Dispuie

Prop

ST

Date
Received

07-JAN-2015

oK Dispute Mo

=10) x|

Matched

Eroperty,

Highlight the disputed transaction
View the Notes associated

View the ACCS associated

View the Property associated

Click on Yiew Dizpute

YV VVVY
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Step

Action

4

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

CARDHOLDER, KIM 00820 301-427-1009

01-JAN-215 14326840081012016402698

> 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)
Objectives: 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

@CES Mavigator Menu (MMOO0 VER-4.0.0.30) =

henu fem: |

=0\ CBS Applications
*) Favorites

-{z CPCS - Commerce Purchase Card System
l-@ Approving Official
—Eﬂ WFO02H - (Use thru 30-5ept-2005) Document Requiring Approval
HE5 BCEO4 - View Transactions
—EEl BC60S - View Disputes
—Eﬂ BCE25 - Monitor Qutstanding Disputes
—Eﬂ BC625 - Track Cardholder Transactions
—Eﬂ WF002 - Approve/Deny Transactions
%l BCBOS - Proxy Reconciliation
—Eﬂ WFO03 - Messages
~H Approving Official Reports
&l BCB02 - Outstanding Swept Report
ikl BCAORPTS - Approving official Purchase Card Statement (BC702)
—-zZ WFM - Work Flow Management
l-@ Transactions

WF002 - Document Requiring Approval

£kl WFoO02H - (Use thru 30-5ept-2005) Document Requiring Approval
k] wFoo3 - Messzage Retrieval Screen

—Eﬂ DBADDY - Reset Parameter Process Flag Screen

&l QR101 - Quick Reports
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Step Action

2 The Approving Official Bankcard Statement parameter screen appears:

» Enter the Begin & End Purchase Dates (i.e. 01-MON-20##/30-MON-20##)

> Click BunReport

A message will appear:

» Click OK
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Training Exercises

Step

Action

3

The Navigator Menu appears.

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

Action  Edit PAELE Help Window

E _.:]| = Reports Server Queue Status Page

$ECBS Nav Refresh Menu

Menu ftem; Expand
Collapse
Expand All
a

Collapse All
CF

--E\ cBs A

T

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 Portal Reports Server Queue

) Close Window

Security Mode: Secure
Report Server Name: rep_wis_reports_zb3_asinst_1
Current User. OPSSCPCSAOOT

Queue on server rep_wls_reports_zb3_asinst_1 on TUESDAY 17-NOV-2015 12:32:04 for OPSSCPCSADOT
To kill a current {enqueued or scheduled) job, contact your Administrator. To get a cached output of a successfully finished past job, click on the Job Name hyperdink of that job (if available).

View
Past Jobs - Go )
Result
us 1-8of8 -
Past Jobs
Job Job Job  Job Qutput Qutput
I  Type Name Status Job Owner Type MName Server Name Gueued At Started At Finished At

488 report bcToz ¥ OPSSCPCSAOOT Cache be702  rep_wis_reportsi_zad_asinst 2 Mov 17, 2015 12:31:22PM  Nov 17, 2015 12:31:23PM  Nowv 17, 2015 12:31:44PM

487 report bcToz W OPSSCPCSAQOT Cache bc702  rep_wis_reportsi_zad_asinst_2  Nov 17, 2015 10:48:56:AM  Nov 17, 2015 10:48:56:AM  Nov 17, 2015 10:49:18:AM
697 report bcTn2 W OPSSCPCSAQQT Cache be702  rep_wis_reports_zb3_asinst_1 Jun 4, 2015 3:05:23:PM Jun 4, 2015 3:05:23:PM Jun 4, 2016 3:06:17:PM
1882 report pcigz | v OPSSCPCSA007 Cache be702  rep_odyssey_oracleasi Dec 13, 2010 2:47:00:PM Dec 13, 2010 2:47:00:PM Dec 13, 2010 2:47:31:PM
1689 report bc7oz ¥ QOPSSCPCSAQOT Cache be702  rep_odyssey_oracleasi Dec 13, 2010 2:46:04:PM Dec 13, 2010 2:46.:05:PM Dec 13, 2010 2:46:06:PM
1685 report bcioz v OPSSCPCSAQQOT Cache be702  rep_odyssey_oracleasi Dec 13, 2010 2:44:37:PM  Dec 13, 2010 2:44:38:PM  Dec 13, 2010 2:44:39:PM
1675 report bc702 | ¥ OPSSCPCSAQOT Cache be702  rep_odyssey_oratleast Dec 13, 2010 2:14:54:PM Dee 13, 2010 2:14:57:PM Des 13, 2010 2:15:34:PM
1673 report bc7oz | ¥ OPSSCPCSAQOT Cache be702  rep_odyssey_oracleasi Dec 13, 2010 2:14:28:PM Dec 13, 2010 2:14:29:PM Dec 13, 2010 2:14:30:PM

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.
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Step Action
4b | Click on the Job Name (i.e. BC702) for the date/time you ran the report
5 A new web browser window will open containing your report
You may save [_ﬂ or print = using the Adobe icons. If you save, you will
want to change the name, as the system defaults it to “getjob#”. Close the
window usmg m in the upper right corner.
6 You may close the Report Server Queue window using l@ 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

Instructions:  Execute the following steps:

Your cardholder has been hospitalized and you need to get their cards reconciled. You
then 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

{25 CBS Navigator Menu (NM000 VER-4.0.0.30) =

henu fem: |

) Favorites

-{z CPCS - Commerce Purchase Card System
l-@ Approving Official
—Eﬂ WFO02H - (Use thru 30-5ept-2005) Document Requiring Approval
HEEl BC604 - View Transactions
—EEl BC60S - View Disputes
—Eﬂ BCE25 - Monitor Qutstanding Disputes
—Eﬂ BC628 - Track Cardholder Transactions
—Eﬂ WF002 - Approve/Deny Transactions
%l BCEOS - Proxy Reconciliation
—Eﬂ WFO03 - Messages
~H Approving Official Reports
&l BCB02 - Outstanding Swept Report
ikl BCAORPTS - Approving official Purchase Card Statement (BC702)
-z WFM - Work Flow Management
l-@ Transactions

WF002 - Document Requiring Approval

£kl WFoO02H - (Use thru 30-5ept-2005) Document Requiring Approval
k] wFoo3 - Message Retrieval Screen

—Eﬂ DBADDY - Reset Parameter Process Flag Screen

%) @R101 - Quick Reports
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Step Action

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

CARDHOLDER, BREMDA
CARDHOLDER, CIMDY
CARDHOLDER, ELIZABETH

CARDHOLDER, JAKE
CARDHOLDER, JAME
CARDHOLDER, JUSTIM
CARDHOLDER, ki

» Highlight the specific cardholder
» Click OK

2b | The Warning Message dialog box appears:

» Click OK
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Step

Action

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.

Click to highlight the following transaction:

$1,252.00, Best Buy

> Click the _&@rlas . 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 Me#chTalrensadion htton

4c

A dialog box appears:

Forms X|

Are you sure you want to match this log entry to the
transaction being reconciled?

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

Another dialog box appears:

Mote Created x|
Log entry matched to 498704-12;Description Mote
Created.

LOK

» Click OK

FY 2016 -V 1.0 39




CPCS Approving Official

Training Exercises

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 Transactions (BC-605 VER-3.0.0.106) = I m| ﬂ
Reconcile Transactionz
Card |00820 2 of 2 cards TyPe |PURCHASE CARD = Mlame |KIM CARDHOLDER
Trans Furchase SIC Date Matched
Mote  Ro Date “endar Amount Code Prop Received Ok Dispute ko
[~ ||498704-4 | 05-1AN-2015 |OFFICE DEPOT | se00.00 [s251 (1] [5 [[oo -
[ ||498704-5 | 15-JAN-2015 |STAPLES | s105.00 (2087 (I ||| [5 oo
I ||4087047 | 14-JaN-2015 |BESTBUY | ss00.00 [sasa (I || [5 oo
I~ ||4987046 | 11-laN-2015 |aDOBE | sso0.00 [s961 (I ||| [5 oo
[ ||4987049 | 07-1aN-2015 |BESTBUY |  s100.00 [sems || |] [5 [[oo
I ||498704-11] 06-JAN-2015 |STAPLES | s155.00 [a3ss (I ||| [ 5 oo
v 05 JAN-2015 5125200 [sos0 M) HOSANE0IS |
[ [|498704-1:| 05-1AN-2015 [STAPLES | s370.00 [a3s9 (I ||| [ "u-u -
Reference Mo |24B1MSDDB1 088846208633
Order Log | Note | Unmatch Digpute | Wiews Bispute | ACCS | Property |
By reconciling any purchase | am verifying that the purchase price wwas, to the best of my knowledge, fair and reasonable.
Furthermore, | have received the proper prior approval for this purchaze.
6 Click in the OK column. A dialog box with other statuses will appear:
STATUS CODES %]
Find| %

STATU... |DESCRIPTION

Il Mot Reconciled
(] Dispute

Find

» Make sure R Reconciled is highlighted
» Click OK

Cancel
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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 L icon to go back to the Navigator Menu
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Exercise #11: Track Cardholder Transactions

Objectives: e Reconcile transactions for the cardholder

Instructions:  Execute the following steps:

As an Approving Official you have the ability to track your cardholder’s transactions.

But only those cardholders assigned to you. There is a current issue that affects those
that hold the role of both cardholder and Approving Official. Approving Officials can use
this function to see where the transactions are in the CPCS process.

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 Group Admin folder, if not already done.

» Double-click on the option BC628 — Track Cardholder Transactions

%CES Mavigator Menu (NMO00 VER-4.0.0.30) A
henu tem: |

) Favorites

~-= CPCS - Commerce Purchase Card System
l-@ Approving Official
—Eﬂ WFO02H - (Use thru 30-5ept-2005) Document Requiring Approval
HZ%l BCE04 - View Transactions
HEZ*l BCBOS - View Disputes
—Eﬂ BC625 - Monitor Qutstanding Disputes
—Eﬂ BC628 - Track Cardholder Transactions
—EE' WF002 - Approve/Deny Transactions
—EEl BC60S - Proxy Reconciliation
—Eﬂ WF003 - Messages
~= Approving Official Reports

il BCB02 - Qutstanding Swept Report

£kl BCAORPTS - Approving official Purchase Card Statement (BC702)
~-Z= WFM - Work Flow Management
l-@ Transactions

WF002 - Document Requiring Approval

k] WF0O02H - (Use thru 30-5ept-2005) Document Requiring Approval
E&] wFoo3 - Message Retrieval Screen

—EEI DBADDY - Reset Parameter Process Flag Screen

L5 QR101 - Quick Reports

FY 2016 -V 1.0 43




CPCS Approving Official Training Exercises

2 The Query Criteria (BC628) screen appears:

;
:

» Enter the parameters to search on
» Click OK
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Step

Action

3a

The Track Cardholder Transaction (BC628) screen appears with the results:

{5 Track Cardholder Transactions (BC628 VER-3.1.0.19) =10] x|

Trans Date Date Wendor btlg hiatched

Mote Mo Cardholder Purchased Received Mame Amourt Code Agree Dizp No

u CARDHOLDER, KRIST .| ot-amzois | ] | s23sf B -

[ [498700-2 [CARDHOLDER, KRETI . [ 15-1aN-2015 | [STAPLES [ si0500[2087 [ 5 foo

[ [498700-3 [CARDHOLDER, KRETI . [ 01-1aN-2015 | [DELL [ s100000f9515 [ 5 oo

[ [498700-4 [CARDHOLDER, KRISTI . [ 01-1aN-2015 | |A-1 CABLES - CONNEC | s119500 5908 [ 5 oo

[ | [438700-5 [cARDHOLDER, KRISTI [ 01-JAN2015 | [HEADSETPLUS.COM |  s150000[9406 | 5 |00

[ | [4s8700-6 [cARDHOLDER, KRISTI. [ 01-saN2015 | [ATD AMERICAN [ sezssoofesis [ 5 o0

I~ | [4s8700-7 [cARDHOLDER, KRISTI. [ 01-saN2015 | [OFFICE DEPOT [ s3so0fs2s1 [ 5 Joo

[ | [458700-8 [cARDHOLDER, KRISTI. [ 01-JAN-2015 | [DELL [ ssoo0fesis [ & oo

[ [498700-% [cARDHOLDER, KRETI . [ 02-1aN2015 | [OFFICE DEPOT [ srro0[seaa [ 5 foo

[ [498700-10[CARDHOLDER, KRETI . [ 02-1aN-2015 | [A-1 CABLES - MARYLA| s239000[5099 [ 5 Joo | |

View Log | Note Wiew Dizpute ACCS Property

» Highlight the transaction
» Click on a button to view the details for that transaction
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Step Action

3b Or double-click on the transaction :

JACKIE APPROVING OFFICLAL Waiting for Action

The CPCS Tracking screen appears with the approvals showing

> Click the | oToActions  [yytton
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Step Action
3c | The CPCS Tracking screen appears with the Actions showing:
{1 CPCS Tracking o =] [
Il & ftesm #
|§DTDADDrDVEIS| Tracking for; |488702 18
* Mt Action Action Date
1 06-AUG-2015 =
[ [lusTN cARDHOLDER |Ford to Initiator | 06-AUG-2015
[ [JACKE APPROVING OFFICIAL  [Waiting for Action |
| | |
[ ] | |
[ ] | |
[ | |
| | |
1] | | |
[ 1 | | =~
* Approving Official
> Click the Exit M jcon if finished
4 The Track Cardholder Transaction (BC628) screen appears:
5 Track Cardholder Transactions (BC628 VER-3.1.0.19) =10] x|
Trans Date Date Wendor SIC Matched
Mote Mo Cardholder Purchaszed Received Matme Amourt Code Agree Disp Mo
[ [498702-14|CARDHOLDER, JUSTIN .| 01-JAN-2015 | |DELL | -550.00 9515 [ 5 [0-0 -]
[ | |498702-15|CARDHOLDER, JUSTIN .| 02-JAN-2015 | |oFFICE DEPOT [ s779.00 (5943 [ 5 [0-0

il 5870251 cAroHoLDER, JUSTIN ]| 02-san2015 | 20-0aM2015 | A1 CABLES - MARYL s2300.00) 939 | m Joo |

[ [498702-17|cARDHOLDER, JUSTIN [ 03-JAN-2015 | [amazon [ sinoo[soa7 [ 5 [oo
[ | [+g8702-18[cARDHOLDER, JUSTIN [ 03-JAN2015 | [HEADSETPLUS.COM | srsoo0fse08 [ 5 [oo
| [4g8702-18[cARDHOLDER, JuSTIN | 04-3aN-2015 [ 08-JAN-2015 [OFFICE Max [ siza00[2174 [ R oo
[ [428702-20[cARDHOLDER, JUSTIN [ 05-JaN-2015 | [STAPLES [ si70.00[ozee [ s [oo
[ [498702-21[CARDHOLDER, JUSTIN [ 05-JAN-2015 | [OFFICE DEPOT [ s600.00[5251 [ 5 [o0 J
| [4g8702-22[cARDHOLDER, JUSTIN [ 06-JaN2015 | 08-uAN-2015 [STAPLES [ sisso0fs3ee [ R Joo
[ [428703-2 [cARDHOLDER, NANCY [ 15-JAN-2015 | [STAPLES [ sioso0f2087 [ 5 [oo | 4|
View Log | Note | Wiew Dispute ACCS Property

» Click the Enter Query = icon if a new parameter needs to be done or
> Click the Exit M jcon if finished
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