Cardholder Update of Charges

Once logged into SXD, select Cardholder Update of Charges from the Purchasing Card (PC) menu.
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In the Selection dialog box, enter the billing date of the transactions to be updated. The billing cycle runs
from the 27" to the 26" of each month. Select the status of the bill. All will provide all bills for the
cardholder/alternate. New will display bills that have not yet been updated by the cardholder/alternate.
Submitted will show all bills that have been submitted and are awaiting approval. Approved will display
bills that have been reviewed and approved the by the cardholder’'s Supervisor. Disapproved will present
bills that have been reviewed but not approved by the cardholder’s Supervisor. Finally, the Booked status
will present all bills that have been reviewed and booked by the Comptroller’'s office. After selecting the
bill status, select OK.
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The Procurement Card Bills screen presents bill totals by cardholder. Cardholder and Alternate cards will
be presented based on the user’'s login. To update charge information, highlight a card number and
select the Charges button.
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Bill ID|Card Humber Wame Billing Datels| Bill Torallads Teral
0000006160000 0000 0000 0002 PATRICIA SKALESKI  [08/26/05 H 32500 szE_00 |
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Bill ID: 000000616 Card Number: 0000 0000 DDOO 0002

Cardholder: PATRICIA SKALESKI

Booked User:
Created: 03/03/2005
Changed: 09/09/2005
Change Time: 09:36:23
User Id: cmcaf
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Billing Date: 08/26/05

Eill Total: 925.00
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Adj Total: 92500

Enter data or press ESC to end.

The Procurement Charge Detail screen displays all charges for the selected card(s). Transaction detail is
presented with the cardholder’s default account string.
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Cancel| Delete| Print |Attach| Close | Find | Next| Last
Bill ID: 000000616 Bill Total: 92500
Billing Date: 08/26/05 Adj Total: 92500
Card Number: 0000 D000 0000 0002 PATRICIA SKALESKI
Date|kocount Amount Adj Anr
1] 108/05/05 GHOL-S 0000 10000, 100. 00/
2| 1/08/15/05 GNOL-S 0000 200. 00, 200. 00
3| 108/20/05 BNOL-S 0000 125.00 125.00
4| 108/26/05 GNOL-55000-333200-00-0000000-00000000-00000000 £00. 00 £00. 00
Charges I
Date Account Adjusted Amount
08/05/05 BN01-55000-333200-00-0000000-00000000-00000000 100.00
Desc: KINKDS Amount: 100.00
Reference: 3795 Supplier:
Line: 1 Sub Line: 1 Supplier Desc: KINKDS
Extended Description:

Assign transaction to a single account string

To edit the transaction account string, amount or description, highlight the transaction and select Edit.
Enter the desired account string to record the transaction. The Adjusted Amount field requires
modification if the transaction will be split into multiple account strings. The Desc. field will include
transaction detail, if provided by the merchant, or default to the merchant name. Edit the Desc. field to
provide an adequate description of the transaction. The Desc. field will be presented in the general
ledger transaction register. The Extended Description field can be used to fully describe transaction
detail or justification. When the edit process is complete, select Save.
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Bill ID: 000000616 Bill Total: 925 00
Billing Date: 08/26/05 Adj Total: 925.00
Card Humber: 0000 0000 D000 0002 PATRICIA SKALESKI
L Date|kocount Amounts Adj Aot
1 108/05/08 CNOL-5 0000 100, 00, 100. 00
2| 108/15/05 GNOL-S 0000 200. 00, 200. 00
3| 108/20/05 GNOL-55000-333200-00-0000000-00000000-00000000 125,00 125.00
4| 1/08/26/05 END1-55000-333200-00-0000000-00000000-00000000 £00. 00 £00. 00
Charges I
Date Account Adjusted Amount
08/05/05 ‘GNUJ.*SSSZU*SSSZUU*UU*DDDDDDD*DDDDDDDD*DDDDDDDD | 100.00
Desc: ‘FRINTINE OF PAYROLL FORMS Amount: 100.00
Reference: 3795 Supplier:
Line: 1 Sub Line: 1 Supplier Desc: KINKDS
Estended Description: |5 000 PAYROLL W-2 FORMS

Assign transaction to multiple account strings
To allocate one transaction to multiple account strings, highlight the transaction and select Edit. Provide
the appropriate account string. Next, indicate the amount that should be allocated by editing the Adjusted

Amount field. Edit the Desc. field to adequately identify the transaction. The Extended Description field
may be used to fully explain or justify the transaction. Select Save.
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First | Prev| Find | Next| Last
Bill ID: 000000616 Bill Total: 92500
Billing Date: 08/26/05 Adj Total: 92500
Card Number: 0000 D000 0000 0002 PATRICIA SKALESKI
Date|kocount Amont Adj Aur
1| 1/08/05/05 |GNOL-55520-333200-00-0000000-00000000-00000000 100 00 100. 00
2| 108/15/05 GNOL-§ 0000 200. 00, 200. 00
3| 108/20/05 BNOL-S 0000 125.00 125.00
4| 108/26/05 GNOL-55000-333200-00-0000000-00000000-00000000 £00. 00 £00. 00
Charges I
Date Account Adjusted Amount
08/15/05 ‘slm1—555sn—333200700—nnnnnnn—nnnnnnnn—nnnnnnnn 50.00
Desc: ‘EMPLDYEE PHOTODS Amount: 200.00
Reference: 3799 Supplier:
Line: 2 Sub Line: 1 Supplier Dese: EXEC PHOTOD
Extended Description: [PAYROLL EMPLOYEE PHOTOS

The transaction line record should now present the edited account string and adjusted amount. With the
transaction line record highlighted, select Copy. Provide an appropriate account string, amount and
description and select Save. This process can be repeated to facilitate the transaction allocation.
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‘ Undo ‘ | ‘ ‘Llnxe First | Prev| Find | Mext| Last
Bill ID: 0000UUETE Bill Total: ~ 925.00
Billing Date: 08/26/05 Adj Total:  775.00
Card Number: 0000 D000 0000 0002 PATRICIA SKALESKI
L b [Chy Date|Rccount Amount Ad3 Amt
1 108/05/05 GNO1-55520-333200-00-0000000-00000000-00000000 100,00, 100,00
z 108/15/085 GNO1-ES. 0000 Z200.00 S0.00
3 1087207085 GNOL-5. 0000 1z5.00 125 00
4 108/26/05 GNOL-5. 0000 500. 00 500.00
Charges I
Date Account Adjusted Amount
08/15/05 ‘slm1—555sn—334200700—nnnnnnn—nnnnnnnn—nnnnnnnn 150.00
Desc: [EMPLOYEE PHOTOS Amount: 0.00
Reference: [3799 Supplier:
Line: 2 Subline: 2  Supplier Desc: EXEC PHOTO
Extended Description: |[GENERAL ACCOUNTING EMPLOYEE PHOTOS

The system creates an additional sub-line for the transaction. One transaction line can have numerous
sub-lines recording the allocation. The adjusted amounts of the sub-lines must equal the original

transaction line amount before exiting the Procurement Charge Detail screen (the Bill and Adjusted Totals
must equal).
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Copy. ‘ Edit | ‘ Cancel| Delete| Print |Attach| Close || First| Prev| Find ‘ ‘
Bill ID: 000000616 Bill Total: ~ 925.00
Billing Date: 08/26/05 Adj Total:  925.00
Card Number: 0000 D000 0000 0002 PATRICIA SKALESKI
Date|hccount Amount. Ldj Aut
1 108/0E/08 GNOL-EE. 0000 100.00 1l00.00
z 108715705 GNOL-55580-333200-00-0000000-00000000-00000000 z00. 00 50.00
Z 208/15/05 GNO1-55580-334200-00-0000000-00000000-00000000 0.00 1E50.00
3 108/20/05 GNOL- 0000 1z5.00 1z5. 00
4 108/26/085 GNOL-55110-333200-00-0000000-00000000-00000000 500. 00 S00.00
Charges I
Date Account Adjusted Amount
08/26/05 GHNOLl-£5110-323Z00-00-0000000-00000000-00000000 500.00
Desc: CORPORATE EXPRESS Amount: 500.00
Reference: 3801 Supplier:
Line: 4 Subline: 1  Supplier Desc: CORPORATE EXPRESS
Extended ipti FILES, PAPER AND MICR TONER|




When finished updating transaction information, insure the Bill Total equals the credit card statement and
select Close.
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pint | Attach |
Bill ID|Card Number Mane [Billing Date|s| Bill Toral| Adj Tomal
0000006160000 0000 D000 0007 PATRICIA SKALESKL  |08/Z6/08 u 925.00 925,00 |

Detail I Approvers View Charges Submit

Bill ID: 000000616 Card Number: 000D 0000 0000 0002
Cardholder: PATRICIA SKALESKI

Booked User:
Cieated: 09/05/2005
Changed: 09/09/2005
Change Time: 03:36:23
User Id: cmcaf

Billing Date: 08/26/05
Bill Total: 925.00

Adij Total: 925.00
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The transactions are now ready to be submitted for approval. From the Procurement Card Bills screen,
highlight the updated cardholder bill and select Submit. A Certification dialog box will appear certifying

the charges were made in accordance with the Purchasing and Procurement Card Policies. To submit
the updated transactions, select Yes.
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Bill ID|Card Number Nane [Billing Date|g| Bill Total|Adj Tocal
0000005150000 0000 0000 0002 PATRICIA SHALESHL  08/26/05 u 925.00 925.00

Detail IAppmvel: Yiew | Charges \ Submit ‘

Bill ID: 000000616 Card NumhelM

Cardholder: PATRICIA SKALESKI Ml

Billing Date: D8/26/05 g / T certify these expenditures were made in accordance

with the Purchasing and Procurement card policies.
Bill Total:  925.00

USeT 1a: cmcal I

Adj Total: 925.00
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A reminder message will appear indicating your card statement and receipts should be sent to the
Comptroller’'s Office for review. Select OK.
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Bill ID|Card Number Mane [Billing Date|s| Bill Total|Adj Total
000000616/0000 0000 0000 0002 PATRICIA SHALESKI  |08/26/05 5 925.00 925.00

Detail I Approvers Yiew Charges ‘ Unsubmit

Bill ID: 000000616 Card Number: D0D0 0000 0000 0002
Cardholder: PATRICIA SKALESKI

Message

Send your receipts ko Accounting.

Billing Date: 08/26/05
Bill Totak 92500

Adj Total: 925.00
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