Procurement Card Reports

To view Procurement Card reports, select PC (Procurement Card) module and highlight the reports menu

option. The system will display three report options. Below

identified or left

cards in the user’s assigned reporting group (typically agency).

The Procurement Card Charges Summary Report shows procurement card charges summarized by bill
and fund. A date range is required, but card number may be entered to limit report data to a single

procurement card.
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This repart shows card charges ized by bill and fund. A date range is
required, but card number may be entered to limit report to a single procurement card.

Parameters:

Bill Date: |08/26/2005 Through: |08/26/2005

Card Number: |

Run On/Send Output to:

* Local

' Queue:

[

© {Terminal
" Printer:

" File:

" Email Only

Below is an example of the Procurement Card Charge Summary Report.

Date: 09/09/2005
Time: 10:42
Process: po/ped0od.p

DDace: 03/08/2005
Time: 10:42
Process: pe/peS000.p

Print Procurement Card Charge Summary
For Dace: DB/26/2005

Request Parameters

Peport Title: Procurement Card Charge Summary
Bill Date: 08/26/2005 Through: 08/26/2005
Card Humber:

This repert shows procurement card charges summarized by bill
and fund. A date ramge is remuired, but card mumber may be
entered to limit report to a single procurement card.
Procurement Card Charge Summary
For Date: D8/26/2005

Managed Bill
Card Number Bill Date Eup He Haue BY Fund Status
0000 0000 0000 0002 08/26/05 PATRICIA SEALESKI 333200 GNOL Bocked
Bill Tetal

Report Total

Page: 1
Bun by: cmeaf
AcGr: 00

Page:
Bun by: cmeaf
AeGr: 00

Toral
Charges

z

is a summary of the report titles and a
description identifying the contents of the report. In each report run menu, a single card nhumber can be
blank. If the Card Number field is left blank, the report will contain information for all



The Procurement Card Charges Detail Report shows detailed procurement card charges and totaled by
bill and fund. A date range is required, but card number may be entered to limit report to a single
procurement card.
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After selecting Procurement Card Charge Detail, enter the bill date (bill dates are the 26" of each month).
Run the report Local and to the terminal.
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This report shows detailed procurement card charges and totaled by bill and fund. A date range
is required, but card number may be entered to limit repart to a single pracurement card.

Parameters:
Bill Date: [08/26/2005
Card Number: |
Run On/Send Dutput to:

Through: |08/26/2005

* Local

" Queue:

" Printer:
¢ File:
* Email Only

Below is an example of the Procurement Card Charge Detail Report.
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Date: 03/08/2005 Procurement Card Charge Detail Page: 1 |
Time: 10:43 For Date: D8/26/2005 Bun by: cmeaf
Process: pe/peSlon.p AcGr: 00
Bequest Parameters
Report Title: Procursment Card Charys Detail
Bill Date: 08/26/2005 Through: 08/26/2005
Card Huuber:
This report shows detailed procuremsnt card charges and
totaled by bill and fund. & date range is requized, but card
number may be entered to limit report to a single procurement
card.
DDate: 09/02/2005 Procurement Card Charge Detail Page: z
Time: 10:43 For Date: 08/26/2005 Bun by: cmeaf
Process: po/poslo0.p AeGr: 00
Line Chy Date Charged To Description Vendor Amount
Card: 0000 0000 0000 D002 Bill Date:0&/Z6/05 PATRICTA SKALESKI status:Booked
1.1 08/05/05 GNO1-55520-3332 000 PRINTING OF PATROLL FOR KINKOS 100.00
2.1 08/15/05 GNO1-55 000 EMPLOYEE PHOTOS EMEC PHOTO 5000
2.2 08/15/05 GNO1-55 000 EMPLOYEE PHOTOS ENEC PHOTO 150.00
3.1 08/20/05 GNOL- 000 kA TRATNING AAX TRATHTHG 125.00
4.1 08/26/05 GNO1-5511 000 CORPORATE EXPRESS CORPORATE EXPRESS £00.00
Total Fund GNOL 925.00
Bill Tetal 925.00




The Procurement Card Document Status report shows a single line for each procurement card in a
particular billing date range. The name of the cardholder, the total amount of the charges, and the
approval status of the charge document.
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After selecting Procurement Card Document Status, enter the bill date (bill dates are the 26" of each
month). Run the report Local and to the terminal.
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This repart shows a single line for each procurement card in a particular billing date range. The
name of the cardholder, the total amount of the charges, and the approval stalus of the charge
document.

Parameters:

Bill Date: [01/01/2005 Though: 08/26/2005
Card Number: |
Run On/Send Output to:

* Local

" Queue:

 Email Only

Below is an example of the Procurement Card Document Status Report.
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Date: 09/08/2008 Procurement Card Document Statws Page: 1
Time: 10:44 For Dates: 01/01/2005 Through: D8/Z6/2005 Bun by: cmeaf
Process: po/pcos300.p AcGr: 00

Request Paramesers

Depore Title: Drocurement Card Document Status
Bill Date: 01/01/2005 Through: 08/26/2005
Card Muuber:

Thiz repert shows a singls line for sach procursuent card in a
particular billing date range. The name of the cardholder,
the total suount of the charges, and the approwal status of
the charge document.

ODate: 09/02/2005 Procurement Card Document Status Page: z
Tims: 10:44 For Dates: 01/01/2005 Through: 08/26/2005 Bun by: cucaf
Frocess: pe/po9300.p AcGr: 00
Cost  Bill Total Total

Card Number Bill Date Eup He Haue Center Status Charges  Adjustments

08705705 Unknown Unknown New 0.00 0.00
0000 0000 0000 0001 03/05/05 SHARON KAUFFELD 342000 Booked £00.00 £00.00
0000 0000 0000 0002 01731705 DATRICTA SKALESKT 333200 Booked £00.00 £00.00
0000 0000 0000 0002 02/28/05 DATRICIA SEALESKT 333200 Approved 506.00 505.00
0000 0000 0000 0002 02/28/05 DATRICIA SRALESKT 333200 Approved 1,089 50 1,043.50
0000 0000 0000 0002 03731708 DATRICTA SEALESKT 333200 New 1,307.00 1,307.00
0000 0000 0000 0002 06/30/05 DATRICTA SKALESKT 333200 Booked 300.00 300.00
0000 0000 0000 0002 08/05/05 DATRICTA SKALESKT 333200 Booked 3,580.00 3,550.00
0000 0000 0000 0002 08/26/05 DATRICTA SKALESKT 333200 Booked

.00

Report Total 8,737.50 8,737.50






