New York State Office of General Services
Business Services Center
Empire State Plaza
Albany, NY 12242
(Phone) 518-457-4272
(Fax) 518-486-9166

Reconciling a Procurement Card
Transaction in SFS

The State’s Procurement Card Program is a method designed to expedite purchases and payments. To reconcile purchases,
the cardholder should review the monthly Citibank statement for accuracy and reconcile each charge transaction with
vendor receipts and/or invoices in SFS. A procurement card (p-card) may be reconciled as Visa loads individual transactions;
however the Citibank statement closes on the 6™ of each month and should be reconciled no later than the 13" of each

month.

In this module,
you will learn
how to
reconcile a
procurement
card transaction
in SFS.

To begin, click
SFS
Applications.
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Click SFS
Financials
(either
location).
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Click
eProcurement.
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Set up eProcurement; manage or approve eProcurement reguisitions or POs.
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[> Worklist

[: Tree Manager

[» Reporting Tools
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~ Tax Center
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Click Reconcile
Statement.
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= Create Requisition =] Expected Credits
Expected Credite
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The
Procurement
Card
Transactions
page is used to
review, manage,
and approve
procurement
card
transactions
loaded in the
system.

To show all
transactions,
click View All.

Reconcile Statement - Microsoft Internet Explorer p

Menu

[- Manager Self-Senice
[> Supplier Contracts
[» Customers
[ Promotions
[> Order Management
[ Vendars
~ Purchasing
[> Requisitions
[ Procurement Contracts
[» Vendor Rebates
[» Purchase Orders
[> Receipts
[ Return To Vendor
= Procurement Cards
= Reconcile
= Reconcile Statement
— Review Disputes
[- Repors
= Review Bank Statement
[> eProcurement
[ Senices Procurement
[ Lease Administration
[» Travel and Expenses
[ Billing
[- Accounts Receivable
[ Accounts Payable
[» Banking
[ Commitment Conirol
[> General Ledger
[ Statutory Reports
[> Set Up Financials/Supply
Chain
[ Worklist
[- Tree Manager
[» Reporting Tools
[- PeopleTools
= Tax Center
- My Personalizations
= My System Profile
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Procurement Card Transactions

EmpllD: INXXXXXXX
Card Number: ooy

Run Budget Validation on Save

Bank Statement

Name:

Card Provider:

SMITH, JOE

VISAP

Transaction §  Biling
- Transaction Budget Chartfield
Trans Date Merchant Status Amount cll[[e'l!;! Status Status.
1 [@] 1200712012 WM Staged  ~ 28082USD [ O [} NotChkd  Valid
2 [ sansiorz SECOUPUTERAND ‘giageq - 32516UsD Y (O 5% motchkd  valid
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Next, select
Show All
Columns.

NOTE: the first
transaction is

automatically
checked.
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Run Budget Validation on Save
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VISAP

Transaction Biling
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Scroll over to
the right until
you see the
Description
field.

For your
agency’s
reference, enter
additional
information
about the goods
or services
purchased.

Click Save.

Click Save often
as SFS times out
every 20
minutes.

| /& Reconcile Statement - Microsoft

Internet Expl

Menu
Search:
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[> Order Management
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= Purchasing
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» Promations Card Number:  ssssssssssssy VISP
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s Run Budget Validation on Save
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b Procurement Contracts -
» Vendor Rebates Trans Date Merchant *Status 2 Currency Reference Description 5
I Purchase Orders oun e
b Receipts 1 SB COMPUTERAND gty goq 289.82 USD (o] Office Supplies for BSC Finance ~ 01/06/2|
[ Return To Vendor OFFICE
< Procurement Cards 58 COMPUTER AND
e 2 [ 125012 S2E3M Staged as18UsD B 01/0672)
sconcile Statement S8 COMPUTER AND 3
TS . 301z 2R Staged 19404usD B 01/0672)
b Reports
T 4 [ o120tz SECUPUTERAND ‘giag, 1790usD B OO 01082|
> eProcurement
© Senvices Procurement 5 [0 011512013 SREOHPUTERAND grageg aags2usD B O 0210612
[ Lease Administration
b Travel and Expenses 6 [ 01262013 SECOUPUTERAND ‘gpp04 497.47 USD (e} 02/06/2)
[ Billing OFFICE
- Accounts Receivable S8 COMPUTER AND
e 7 [ 0292013 SeCCF Staged 271.98 USD o 03/06/2]
» Banking
- Commitment Control 8 [] 02/09/2013 7223@&VPUTER AND Staged 499.80 USD O 03/06/2
» General Ledger
[» Statutory Reports 9 7] 02114/2013 WM Staged 245.42 USD O 03/06/2

> Set Up Financials/Supply
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> Worklist SelectAll Ll Clear All Stage verity
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Only one
transaction can
be processed at
a time for this
stage.

Click Account
Distribution.
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- Employee Self-Senice -
> Manager Sel-Sernvice Procurement Card Transactions
(- Supplier Contracts
» Customers EmpiD: Nioooocxe Name: SMITH, JOE
[ Promations Card Number:  #xexexcaceny Card Provider: VISAP
> Order I t
e L Run Budget Validation on Save
= Purchasing Bani Statement
[ Requisitions
b Procurement Confracts )
> Vendor Rebates Trans Date Merchant Transaction ¢, rrency Sharthold Registri Y2 Reference Descri o
I Purchase Orders Amount Status Error Date
b Receipts 1 @ 120072012 S2.COUNPUTER AND - 289.82 USD > 4 Motchkd valid  Yes Mo Office Supplies for BSC Finance  01/06/2|
[ Return To Vendor OFFICE -
< Procurement Cards 58 COMPUTER AND =
e 2 [ 1211512012 S2E0H 325.18 USD > i Motchkd valid  Yes Mo 01/0672)
- | 3 [ 12212012 SECOMPUTERAND - 194.04 USD © R motchkd valia  Yes Mo 011082~
> Reports 1 -
T e 4 [ 013013 SZECUPUTERAND - 107.90 USD > B Notchkd valis  Yes Mo 0108.2|
- eProcurement —
- Senvices Procurement 5 [0 01152013 SeoHPUTERAND B 348,62 USD O [d Notchkd valia  Yes Mo 0200672
- Lease Administration
[ Travel and Expenses 6 [ 0tizeizoq3 SSCOMPUTER AND - 497.47 USD O [t netcnka valid  Yes No 02/08/2|
[ Billing OFFICE
- Accounts Receivable 58 COMPUTER AND =
> Accounts Payable 7 [[] 02/08/2013 OFFICE - 271.98 USD O & NotChkd  valid Yes No 03/06/21
(- Banking =
I Commitment Control 8 [7] 02/09/2013 7323(?QVPUTERAND - 499.80 USD O 5% NotChkd  Valid Yes No 03/06/2
» General Ledger s
> Statutory Reports 9 [ 021412013 WM - 24542 USD (> G4 MolChkd Valid  Yes  No 0310821
- Set Up Financials/Supply OFFICE
Chain
o workist selecar U glesrn _ stage | veny | alidate Bug
b Tree
S R's;nmf?‘";?:;‘s Search Purchase Details Splitline Distribution Template
> PaopleTools N
- TaxCanet Bsave| E by | & soresn |
= My F = 2
- My System Profile hakl " | '
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Your default
ChartFields
coding is
automatically
populated.
ChartFields are
codes used to
categorize
financial and
budget
transactions.

The Account
code for every
transaction
defaults to
Office Supplies.
If the
transaction is
not an office
supply, alter to
properly
identify the
transaction
type.

Override
Chartfields to
correct budget
coding
information for
the charge. If
you are not sure
of the proper
coding, check
with your
budget office.

Click OK.

NOTE: The
SpeedChart
functionality
does not work
in this module.
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Menu =2
Search: -

[> My Favorites Reconcile Statement

Waorklist Add to Favorites Sign out

New Window | Help | 5}

[» Employee Self-Senice
[ Manager Self-Service
[» Supplier Contracts
[> Customers Line: 1 PO Qty: 1.0000
E g’r‘;’;"rug:zg ement Billing Date: np(afzma Billing Amount:  USD 289.82
I Vendors SpeedChart: C, Transaction Unit
— Purchasing Price
[» Requisitions
[ Procurement Contracts
[ Vendor Rebates

Account Distribution

289.82000

Chartfields DetailsiTax Statuses

UoM: EA
289.82000
“Distribute by: Amount -

Unit Price:

[ Purchase Orders
[» Receipts
[> Return To Vendor
= Procurement Cards
< Reconcile
= Reconcile Statement
— Review Disputes =
[» Reports
= Review Bank Statement
[> eProcurement
[» Senices Procurement
[» Lease Administration
[» Travel and Expenses
[> Billing
[» Accounts Receivable
[ Accounts Payable
[ Banking
[» Commitment Control
[ General Ledger
[ Statutory Reports
[» Set Up Financials/Supply
Chain
[> Worklist
[ Tree Manager
[ Reporting Tools
[ PeopleTools
= Tax Center
= My Personalizations |
= My System Profile

Dist Percent  Amount Currency *GLUnit  Dept

1 100.0000

OK/l Cancel |  Rafresh

289.82 USD

1
“

T

Program  Fund w:oo!ﬁt Product  Bud Ref :CnB“" Pro'gl

0GS01 Q1140221 Cy 26287 QL 10050 @ 57032 Q@

Q 201213 Q Q
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The charge may
require multiple
Chartfield codes
if items on one
transaction
need to have
different
ChartFields.

The transaction
amount can be
split amongst
the rows in any
way desired, but
the billing
amounts must
equal the
transaction
amount.

Scroll to the
right hand side
of the screen.
Click the +
button to
add the number
of rows required
to document
costs.

£ Reconcile Statement - Microsoft

Menu =2
Search:

[ My Favorites
[» Employee Self-Senice
[ Manager Self-Service
[» Supplier Contracts
[» Customers
[» Promotions
[> Order Management
[» Vendors
— Purchasing
[» Requisitions
[ Procurement Contracts
[ Vendor Rebates
[ Purchase Orders
[» Receipts
[> Return To Vendor
= Procurement Cards
< Reconcile
= Reconcile Statement
= Review Disputes
[» Reports
= Review Bank Statement
[> eProcurement
[» Senices Procurement
[» Lease Administration
[» Travel and Expenses
[> Billing
[» Accounts Receivable
[ Accounts Payable
[ Banking
[» Commitment Control
[ General Ledger
> Statutory Reports
[» Set Up Financials/Supply
Chain
[> Worklist
[ Tree Manager
[ Reporting Tools
[ PeopleTools
= Tax Center
= My Personalizations

= My System Profile
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Add to Favorites

Sign out
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ubcategory Oper Unit
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ChartField 1
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%
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@

ChartField 3
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Q EE=
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If this notice W@ Reconcile Statement - Mia « York State OC

comes up, click \E__g | bitps: /oy fs ry.gov/psp/fscm/ENPLOVEE/ERP/ c/MANAGE PROCUREMENT_CARDS CC RECON ~ 5 |47 | x 51 aing o |
the yellow line i Favorites | @ ReconcieStatement || B -5/ 0 @ - boer Sy Toke @
and select 1@ This website is using a scripted window to ask you for information. If you trust this website, click here to allow scripted windows... ¥ x
Temporarily srs

Allow Scripted ——— -

Windows. Click Search: |°

@

the plus sign b My Favorites
. [ Employee Self-Sermvice
again. [ Manager Self-Service
[» Supplier Contracts
[: Customers
I> Promotions
[ Order Management
[> Vendors
= Purchasing
[: Requisitions
[» Procurement Contracts

I> Vendor Rebates
: ::rcc::f: s ubcategory Oper Unit ~ Chartfield1 ~ Chartfield2 ~ Class ~ Charfield3  Fund Affil Affiiate  Location /
[» Return To Vendor — =
< Procurement Cards Q. 102050 QL 15959 Q Q a o Q™ aT
=~ Reconcile

m

= Reconcile Statement
= Review Disputes

[> Reports

= Review Bank Statement
[> eProcurement
[» Sernvices Procurement
[» Lease Administration
[ Travel and Expenses
[> Billing
[> Accounts Receivable
[ Accounts Payable
[» Banking
[: Commitment Control
I> General Ledger
[> Statutory Reports
[ Set Up Financials/Supply

Chain

[ Waorklist
[: Tree Manager
[» Reporting Tools B
[- PeopleTools
= Tax Center ~ I I I | v

@ & Internet | Protected Mode: On Fy v H100% - i I

Enter number of -
rows to add.

Click OK.

Entylurnber of rows to add:

E]
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Enter Amounts
and adjust
Chartfields
coding.

In this example,
the transaction
is split amongst
four rows.

Click OK. This
action returns
you to
Procurement
Card
Transactions.

| (& Reconcile Statement - Microsoft Intemet Explorer p

e

A AN
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| 8] https://nyfin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/c/MANAGE_PROCUREMENT_CARDS.CC_RECOM -
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Bing
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o~ v [ g v Pagev Safetyv Toolsv @~

»

s’s

Menu
Search:

[ My Favorites
[ Employee Self-Senvice
[> Manager Self-Senice
[> Supplier Contracis
[> Customers
[> Promotions
> Order Management
[> Vendors
~ Purchasing
[ Requisitions
[> Pracurement Contracts
[> Vendor Rebates
[» Purchase Orders
- Receipts
[» Return To Vendor
= Procurement Cards

= Reconcile

= Reconcile Statement
= Review Disputes E

> Reporis

= Review Bank Statement
[> eProcurement
[- Services Procurement
[> Lease Administration
[ Travel and Expenses
[> Billing
[» Accounts Receivable
[» Accounts Payable
[> Banking
- Commitment Control
[> General Ledger
[ Statutory Reports
> Set Up FinancialsiSupply
Chain
[> Worklist
> Tree Manager
[» Reporting Tools
[> PeopleTools
= Tax Center
= My Personalizations
= My System Profile

Add to Favorites

=2
4 New Window | Help | B,
Reconcile Statement
Account Distribution
Line: 1 PO Qty: 1.0000 uom: EA
Billing Date: 01/06/2013  Billing Amount:  USD 289.82 Unit Price: ~ 289.82000
. Transaction Unit *Distril - Amount -
SpeedChart: QTra 289.82000 Distribute by:
Price
DetailsiTax Statuses |
Dist Percent chﬂrﬂ!w Dept Program  Fund “Account Product  Bud Ref 5(,;'“5"5 MI
1 189773 55.00 USD 06801 @ 1140321 Q 26287 Q 10050 Q 57032 Q Q 201213 Q a
2 47.3501 137.23 USD 0GS01 @ 1140321 Q 26287 C, 10050 Q 55062 Q Q 201213 Q a
3 16.5620 48.00 USD 0GS01 Q. 1140321 O 26287 2 10050 O 56004 O Q2012413 @ Q
4 171108 49.59 USD 0GS01 @, 1140321 Q 26287 @ 10050 Q 57032 Q Q 201213 Q Q
DK/l Cancel | Refresh
M »
& Internet | Protected Mode: On 5 v H100% -

For the
transaction you
just coded in
Account
Distribution,
you will note
that Yes is now
highlighted
under
Redistributed.

[ My Favorites
[ Employee Self-Senice
[- Manager Self-Service
[> Supplier Contracts
[> Customers
[ Promotions
[> Order Management
[- Vendors
= Purchasing
[» Requisitions
I Procurement Contracts
[> Vendor Rebates
I Purchase Orders
[- Receipts
1> Return To Vendor
= Procurement Cards
= Reconcile
econcile Statement
- Review Disputes
[> Reports
= Review Bank Statement
[> eProcurement
[- Services Procurement
[> Lease Administration

[ Accounts Receivable

[> Accounts Payable

[ Banking

[ Commitment Control

[- General Ledger

[ Statutory Reports

[- Set Up Financials/Supply
Chain

= My Personalizations

Reconcile Statement

New Window | Help

-

[

Procurement Card Transactions

Search Purchase Details

SplitLine

Distribution Template

B save | [=] motify | %, Refresh

= My System Profile

- 4

.

EmpliD: Naoooooox Name: SMITH, JOE
serrrrren )

Card Number: Card Provider: VISAP
Run Budget Validation on Save
nk Statement

. Transaction Budget Chartfield - .. Voucher
Trans Date Merchant Status Amount Currency Status Status Redistril Refer
1 [7] 12072012 SECONPUTERAND g5~ 28082USD By O 3 Notchkd valid  Yes ” No
2 [ 121562012 WM Staged - 2516USD B ¢ G NotChkd valid  Yes Mo
|3 [ 12212012 WM Staged - 19404USD B 0 G NotChkd valid  Yes Mo 3

4 [F] 0100312013 WM Staged - 1w0790usD B 0 EL notChkd valid  Yes Mo
5 [ 01152013 SBSOMPUTERAND "grpgeq - 34862USD B (> 5L notChkd valid  Yes Mo
6 [ otiz6i2013 SECONPUTERAND "gyp005 40747UsD By O B3 NolChkd valid  Yes  No
7 [ ozoozo1a SECOMPUTERAND "gippeq 27198USD By O 3 NolChkd valid  Yes  No
8 [] 0200/2013 WM Staged - 49080USD B (0 5% NotChikd vald  Yes  No
9 [] 02114/2013 WM Staged - 246420USD  B% (0 G2 NotChikd vald  Yes Mo

Select All o Clear All Stage Verify Validate BL

+

0 Internet | Protected Mode: On

4h v ®100% -
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You may want
to add
comments
about the
transaction. If
the transaction
has been
disputed,
comments must
be written here.

To add
comments, click
Comments.

A separate
comment
window will
open.

Add any
comments to
explain the
transaction.

Click OK.

£ Reconcile Statement - Microsoft

| €| https://nyfin.sfs.

i Favorites | (& Reconcile Statement | |

Internet Explorer p lews York State OG C=RERRL X

ny.gov/psp/fscm/EMPLOVEE/ERP/c/MANAGE PROCUREMENT CARDS.CC RECON = 3 (43| X Bing o '
=
o v [ @ v Pagev Safety~v Tookv @~

Add to Fav Sign out
Menu =
Searclc - New Window | Help | E
[+ My Favorites Reconcile Statement
[ Employee Self-Senice -
I Manager Self-Service Procurement Card Transactions
[> Supplier Contracts
[ Customers EmpliD: X000 Hame: SMITH, JOE
I Promotions Card Number: ™" 00 Card Provider: ~ VISAP
> Order M t
L \u’er n?i’u rsanagemen Run Budget Validation on Save
= Purchasing nk Statement
[» Requisitions
[» Procurement Contracts "
[ Vendor Rebates Trans Date Merchant *Status % Currency / %e;t % Redistrib W Refer
[» Purchase Orders — — I—
I» Receipts SB COMPUTER AND Bl =
L 1 [¥] 1200712012 J25~2 Staged  ~ 289.82 USD 2 (> 5% NotChkd Valid  Yes No
= Procurement Cards SB COMPUTER AND = =
— Recontile 2 [F] 12182012 gepe Staged  ~ 32516 UsD B ¢ 3 Motchkd  vaid  Yes No
= Reconcile Statement SB COMPUTER AND = =! E
oD eoies o 3O 12212012 Gn PR staged v 19404 U0 EY (0 [ MotChkd  valid  Yes No
I» Reports - -
il o R 4 [ otoazorz SECCHRUTERAND gragey 10790usD  E% ¢ 3 NotChkd vaid  Yes Mo
> eProcurement
> Services Procurement 5 [ 01152013 SBSOMPUTERAND "grpgeq - 34862USD B (> 5L notChkd valid  Yes Mo
[> Lease Administration e
I Travel and Expenses 6 [ 01i26/2013 SECOMPUTERAND “gp oy o 40747UsD By O B3 NolChkd valid  Yes  No
[> Billing OFFICE -
[+ Accounts Receivable 5B COMPUTER AND Eh =
- Accounts Payable 7 [0 0200902013 522 Staged  ~ 271.98 USD @ O [ NotChkd valid  Yes No
[ Banking = =]
e S — 8 [] 0200/2013 WM Staged - 49080USD B (0 5% NotChikd vald  Yes  No
[- General Ledger
- Statutory Reports 9 [ 021412013 WM Staged - 246420USD  B% (0 G2 NotChikd vald  Yes Mo
[ Set Up Financials/Supply ——
Chain
[ Worklist Select All o Clear All Stage Verify
> Tree M
b e e Search Purchase Detals SplitLine  Distribution Template b
[> PeopleTools ) -
- Tax Center B save | [=] motify | ) Refresh
= My Personalizations m o
= My System Profile 4 L] | >
& Intemnet | Protected Mode: On 3 v ®I0% - ;
o w York Stat =1 X
g, https:// nyfin.sfs.ny.gov/psp/fscr/EMPLOVEE/ERP/ c/MANAGE_PROCUREMENT_CARDS.CC_RECON_WE.GBL?PORTALP + G | 45| X Bing p '

»

‘ | N - [ dm v Page~ Safety= Took= @~

Menu =
Search:

»

[ My Favorites
[ Employee Self-Serice
[ Manager Self-Service
[» Supplier Contracts
[ Customers
I> Promotions
[> Order Management
[> Vendors
= Purchasing
[» Requisitions
[> Procurement Contracts
[: Vendor Rebates
[: Purchase Orders
[» Receipts
[ Return To Vendor
= Procurement Cards
— Reconcile
= Reconcile Statement
= Review Disputes
> Reports
= Review Bank Statement
[ eProcurement
1> Services Procurement
[> Lease Administration

m

Mew Window | Help | ,

Reconcile Statement

Line Comments

Line: 1 Description:  Office Supplies for BSC Finance

vz ==

Reference:

Transaction Line Comments

Comments:
Requested refund from vendor as shredder was returned.

Attachment:

DK/l Cancel | Refresh

[> Travel and Expenses
[ Billing

[ Accounts Receivable
1> Accounts Payable

1> Banking

[ Commitment Control

Chain

= My Personalizations Bl
= My System Profile ad

& Internet | Protected Mode: On 45 v H100%
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Continue to

reconcile all the
transactions on
your statement.

Once all
transactions are
complete, click
Save.

| (& Reconcile Statement - Microsof

Ol

Internet Explorer pro w York State OG

g, https://nyfin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/c/MANAGE_PROCUREMENT_CARDS.CC_RECON_WB.GBLTPORTALP v 4 43| X
=

Bing »

T ‘

7 Faverites ‘@Reconcwlestatemant | | B~ v [ deh v Pagev Safetyv Toolsv @+

3

s’s

Menu =
Search:
[> My Favorites Reconcile Statement
[ Employee Self-Senvice N
> Manager Self-Senvice Procurement Card Transactions
[> Supplier Contracis
[> Customers EmpliD: INXXXXXXXX Name: SMITH, JOE
[ Promotions Card Number: *xxxsoomonsyyy Card Provider:  VIsAP
[> Order Management o
> Vendors Run Budget Validation on Save
= Purchasing Bank Statement
[ Requisitions
[» Pracurement Contracts "
[ Vendor Rebates Trans Date Merchant *Status w Currency %‘ﬂ (S:'Ii:tﬂ Redistrib :_M Reference
[» Purchase Orders Amount slalus =latus Error
- Recsipts 1 @) 120712012 SEEOMPUTERAND 'gipg0q & 289.82UsD % @ [R NotChkd vaid  Yes Mo
I> Return To Vendor = OFFICE = s -
=~ Procurement Cards SB COMPUTER AND Eh =
< Recondile 2 [0 121512012 OFFcE Staged A 325.16 USD r‘@ O 5 MotChkd  Valid Yes No
concile Statement SB COMPUTER AND =i &
Reyiew Disputes . 3 [0 12/2112012 OFFICE Staged - 194.04 USD r‘EI Q 52 MotChkd  Valid Yes No
> Reporis - =
B EE T e 4 [ 0103013 SEOCHPUTERAND gagey - 10790usD [ O [R MotChkd valid  Yes  No
[- eProcurement
> Senices Procurement 5 [ 01452013 W Staged  ~ 48p2UsD B (O L3 NetChkd Vald  Yes  No
[- Lease Administration
> Travel and Expenses 6 [ 01rz6i2013 SBCOMPUTERAND 'qippey o 49747usD B O B3 Motchkd valid  Yes  No
[> Billing OFFICE
[ Accounts Receivable SB COMPUTER AND - Eh =
AT P 7 [ 02002013 St Staged 271.98 USD B O & NotChkd  Valid Yes No
[- Banking = =
> Commitment Gontrol 8 [ 02/09/2013 W Staged  ~ 49980uUsD % O 3 NetChkd vald  Yes  No
[> General Ledger
> Statutory Reports 9 [ 02n14i2013 SECOMFUTERAND “gia009  + 246.42UsD 2 (O 5% NotChkd valid  Yes  No
[> Set Up Financials/Supply _
Chain o
I Workist Select All o Clear All Stage Verify alidate Buc
- Tree M
s R::nm-e:‘n;-%:;ls Search F'ujéwase Details  SplitLine D Template
[> PeopleTools "
. Tax Canter B Save Notify | *) Refresh
= My Personalizations i
= My System Profile hall| Ul | 4

m

@ Internet | Protected Mode: On £~
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Once the
transaction has
been confirmed
and coding is
correct, change
the Status to
Verified for each
transaction.

NOTE:
Transactions
can be verified
individually (by
selecting the
transaction and
the Verified list
item), in
multiples (by
selecting the
transactions and
then the Verify
button), or all at
once (by clicking
the Select All
link and then
the Verify
button).

Click Save.

£ Reconcile Statement - Microso

lorer provid

il €1 https://nyfin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/</MANAGE_PROCUREMENT_CARDS.CC_RECON WB.GELT ~ 3 |42 | X

Bing

=

v [ e v Pagev Safetyw Toolsv (@~

Menu =
2]
[ My Favorites
[ Employee Sel-Senice
[> Manager Self-Service
[> Supplier Contracts
[> Customers
[ Promotions
[> Order Management
[- Vendors
= Purchasing
[» Requisitions
I Procurement Contracts
[> Vendor Rebates
I Purchase Orders
[» Receipts
I Return T Vendor
< Procurement Cards
= Reconcile
econcile Statement
= Review Disputes
[ Reports
= Review Bank Statement
[» eProcurement
[- Services Procurement
[ Lease Administration
[> Travel and Expenses
I Billing
[> Accounts Receivable
[ Accounts Payable
[- Banking
[> Commitment Control
[> General Ledger
[ Statutory Reports
[ Set Up Financials/Supply
Chain
[> Worklist
[ Tree Manager
[> Reporting Tools
[ PeopleTools
= Tax Center

m,

~ My Personalizations
= My System Profile

Reconcile Statement

MNew Window | Help |

-

hEEp

Procurement Card Transactions

EmpliD:

Card Number:
Run Budget Validation on Save

X000

SRR

Bank Statement

Name:

Card Provider:

SMITH, JOE
VISAP

T ion |  Biling
. Transaction Budget  Chartfield
Trans Date Merchant Status Amount C“r[e"g! Status Status
1 [@ 1200712012 mﬂ Staged 28082 UsD Ry OO R valid Valid
Staged _
2 [ 1271812012 SZCOMFUTERAND ygrifeg | w56USD B2 (O R valid valid
3 [ 12212012 WM Staged - 19404uUsD [ OO 3 vaia Valid
4 7] 0100312013 WM Staged - wreousd By O B vaid Valid
5 [ 011152013 WM Staged - uge2UsD Ry O B valid valid
6 [ 0tizsrenis SBEOMPUTERAND fgrpgeq - 407470sD B OO R valid Valid
7 [ ozinaizery S2COMPUTERAND ‘gipgeq o7108UsD [ O R vaid valid
8 [7] 02/09/2013 WM staged - se080usD By O [ valid Valid
9 [7] 021412013 WM Staged - 24542UsD By O R valia Valid
selectall O Clear Al Stage Verify

Search Pufchase Details

B save’| [=] Mot

i, Refresh I

SplitLine

Distribution Template

Redistrip J2Ucher
—  Emor
MNo Mo

Mo Mo

Yes No 1
Yes No

Yes No

Yes Mo

Yes Mo

Yes Mo

Yes No

€D Internet | Protected Mode: On

Yh v RBI10% -
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Once saved,
Budget Check
will process
automatically in
SFS every two
hours starting at
8:00 AM and
ending at 4:00
PM. Allow 20
minutes for
completion.

After Budget
Check runs,
check Budget
Status. It should
be Valid for all
transactions. If
budget status is
Not Valid,
contact your
budget office to
rectify (it may
require moving
monies or
coding
changes).

£ Reconcile Statement - Micros

lorer provid

g, https://nyfin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/c/MANAGE_PROCUREMENT_CARDS.CC_RECON_WB.GBL?F - % | X

Bing

—x

v [ mm v Pagev Safetyv Toolsv @~

Menu
[- Manager Self-Sernvice
[ Supplier Contracts
[> Customers
I Promations Reconcile Statement
[> Order Management N
I Vendors — Procurement Card Transactions
~ Purchasing
[» Requisitions EmplID: Noooooooox Name: SMITH, JOE
[> Procurement Contracts Card Number: “*****x0x Card Provider;  VISAP
[» Vendor Rebates " -
e Run Budget Validation on Save
[> Receipts Y
g Eemm To velncl:mds Transaction Y  Biling
= Procurement Cari N
< Reconcile Trans Date Merchant *Status Transaction ¢, o, Budget  Chartfield p, ;e pyp, VOucher
- I Amount currency Status Status —— Error
= Reconcile Statement —_ =3 =200 LS
- Review Disputes 1 [ 12i07/2012 SBCOMPUTERAND opppey o sso2usD By O R valid valid  No No
b Reporis OFFICE =
- Review Bank Statement 2 [ 12Msi2012 S2COMPUTERAND ooy asisusD B O R valia valid  No No
[- eProcurement OFFICE
> Senvices Pracurement SB COMPUTER AND - = =
i s 3 2eienz SEaAT Staged 19404usD By OO 5 valid valid  Yes Mo
[> Travel and Expenses _ —
L Billing 4 [ 0tinaizery SECOMPUTERAND “giageq wrousD B (O 5 valid valid  Yes Mo
[» Accounts Receivable
I Accounts Payable 5 [ 0152013 SECOMPUTERAND “gpg0q 48p2USD [ O 5 valid valid  Yes Mo
[> Banking =t
I> Commitment Control 5B COMPUTER AND =L = vali ;
e 8 [0 01262013 2240 Staged - s0747usD B O E3 valid valid  Yes  MNo
> Statutory Reports 5B COMPUTER AND = = van !
I Set Up FinancialsiSupply 7 [ o2i022013 oZ=2 Staged - 27198usD [ O B3 valid valid  Yes Mo
Chain _
b Worldist 8 [ 02i09/2013 SSCOMPUTERAND “grng s9980UsD [ O B vaid valid  Yes Mo
OFFICE =
b sl EeiEs SB COMPUTER AND b
[- Reporting Tools 9 02/14/2013 S =~ Staged - 246.42 USD B ¢ 5 valid valid Yes Mo
OFFICE 1
[ PeopleTools Q8= 22
= Tax Center
~ My Personalizations B setecta [l Cleara Stage Verify
= Lly System Profile - ’ . -
—_— Coarch  Durchoce Nataile  Snlit|inn  ickiboting Tamnlado
€D Internet | Protected Mode: On da v ®100% v
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You have
successfully
completed
reconciling a
procurement
card
transaction.

[ & Reconcile Statement - Microst

Inf iet Explorer provide

Menu -]

21 .

[ My Favorites

[» Employee Self-Service

[» Manager Self-Senice

[ Supplier Contracts

[ Customers

[ Promotions

[> Order Management

[ Vendors

~ Purchasing

[» Requisitions

[> Procurement Contracts

[» Vendor Rebates

[» Purchase Crders

[ Receipts

[> Return To Vendor

= Procurement Cards
~ Reconcile

- Review Bank Statement
[> eProcuremeant
[> Sevices Procurement
[> Lease Administration
[ Travel and Expenses
& Billing
[» Accounts Receivable
[» Accounts Payable
[> Banking
> Commitment Control
[> General Ledger
[ Statutory Reports
[> Set Up Financials/Supply
Chain
[> Worklist
[» Tree Manager
[» Reporting Tools
[ PeopleTools
~ Tax Center
~ My Personalizations

= My System Profile

Reconcile Statement

g, https://nyfin.sfs.ny.gov/psp/fscm/EMPLOYEE/ERP/c/MANAGE_PROCUREMENT_CARDS.CC_RECON_WB.GBL?F -
e — —

[ N -
A~

New Window | Help | &,

Procurement Card Transactions

EmpliD: X000

Card Number:

Run Budget Validation on

T —

Save

Name:
Card Provider:

SMITH, JOE
VISAP

*Status

i i Biling
Trans Date Merchant
1 [@ 120712012 _%‘P“TEMND
2 [F] 121512012 _%‘PUTERAND
3 [ 122112012 _%‘P“TER"ND
4 [ otia13 SECIUEUTERAND
5 [ 01M512013 7%“:““"”[’
6 (7] 01/26/2013 _%‘PUTERAND
7 [] 0200912013 7%?““““5
& [ 020tz SESCUEUTERAND
9 [ 021412013 7%?““““5
selectall L clearan Stage

Search Purchase Details

Verified

Verified

Verified

Verified

Verified

Verified

Verified

Verified

Verified

% Currency ﬁ%‘ w Redistrih%
289.82 USD B O R vand valid No No
32516 USD B ¢ 5 valia valid No Mo
194.04 USD B O R vaid valid  Yes No ]
107.90 USD B ¢ B3 valid Valid Yes No
348,62 USD B ¢ R vaid valid  Yes No
497 47 USD B ¢ B3 valid Valid Yes No
271.98 USD B ¢ 5 vaid valid  Yes Mo
499,80 USD B > B3 valid Valid Yes No
246.42 USD B ¢ 5 vaid valid  Yes Mo

Verify

Split Line

Distribution Template

B save | [=] Motify | % Refresh
1]

alidate Bu:

& Internet | Protected Mode: On d v W10% v

You are now
ready to
prepare your
Monthly
Account
Summary
Transmittal
(MAST)
statement that
can be found on
the BSC website
at
http://bsc.ogs.n
.gOV.

q

Lo

Agency

PROCUREMENT CARD

Cardholder Name

Statement Period

Statement Total

MONTHLY ACCOUNT SUMMARY TRANSMITTAL (MAST)

BUSINESS SERVICES CENTER

Instructions: Upon raceipt of monthly Citibank procurementcard statement, varify that 2ll charges have beenreconciled and
approved in 3F5. Attach all receipts, invoices, or receiving report and the Citibank statement to this report within 10days of theend
ofthe billing cycle. The signed report and all back up should be submitted to the BSCat the above address.

Czrdholder  Supervisor SF5 Approver
1. Allcharges have beenverified in 5F5 o
2. All charges have been approved [m] [m]
3. Invoices/receiving documentation is attached for each transaction o o
4. Citibank Statement is attached [block out account numbers) o o
Cardholder's Certification:
| cartify that to the bast of my knowisdge sl stataments identifisd sbove are coract
and just and that paymert is spproved and that the soods and services rendersd o
Furnished for irmied we re approved for the offidal duties of #his agency.
Emplay=s Name |prntar type] Emplayes Sgnatus Dotz
Supervisor's Certification:
I have reviewed and agree with the cardholder certification.
Supervisar Name |print or type] Supervisar Signature Dat=
SFS Approver's Certification:
Ihave reviswsd and all changes have bean appraved in 575,
Approver Name | print o type) Lpprover Signature Date
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