Procurement Card eMARS 3.11
What’s New

Your Document

Your Procurement Card document has changed from a PRC2 to a PRCC. Remember to look for that code
when searching.

Document Catalog

Create 1)

P User Information

» Document State

Browse Clear

Open Validate Submit Copy

|
[l code Dept. unit D Comments Version Function Phase Status Date  UseriD Amount Active Collaboration
[l PrRcCc 750 PCOZ PRO1200000002 No 1 New Draft  Rejected  7/5/18 PZV0008 $3,62961 Yes No
[] PRcc 750 PCO1 PRO1900000003 No 1 New Final  Submitted 7/5M1& PZV0008 $303.34 Yes No
[] PRcC 750 PC55 PRO1900000004 No 1 New Final  Submitted 7/518 PZV0008 $2.83092 Yes No
[] PRCC 750  PCO2 PRO1900000092 No 1 New Draft ~ Rejected  7/518 PZV0008 $3643.56 Yes No
[l PRcc 750 PCO1 PRO1900000093 No 1 New Final  Submitted 7/5M18&8 PZv0008 $153.83 Yes No
[] PRCC 750 PC55 PRO1900000094 No 1 New Final  Submitted 7/5M18& PZv0008 527914  Yes No

Inside the document, you will not find too many changes. The biggest one is the addition of the PCard
Information tab where all the PCard related data resides.

Welcome, Barbara Aldridge Procurement | Budgeting | Accounts Receivable | Accounts Payable | CostAccounting
iew All 107 11 | @ Document validated successfully

PCard Payment Request(PRCC) Dept: 750 ID: PRO1900000002 Ver.. 1 Function: New Phase: Draft |j

Header
Accounting Distribution Total Lines: 1 Distribution Line: 1  Distribution F ge: 100.0000
Vendor Total Lines: 10+ Vendor Line: 1 Vendor Customer: KY0023238 Legal Name: Nextiva, Inc. > B

= List View

General Informatio Relsrence d Asset Intent Reference | Invoice Information | Agreement Reference | Discount Terms | Additional Amounts | Tax Information | Fixed Asset Information n
Retainage Terms| IR RNTET NEGET]
|
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When you go to the PCard Information tab you will find all the information related to the Card transaction
i.e. cardholder (PCard ID), transaction date, billing account number. This is also where you will mark the
Reconciliation Sequence. There are updates related to this field. Notice there are two new fields Dispute
Reason Code and Dispute Comments. A Dispute Reason Code is required if your Reconciliation Sequence
is Disputed. The Dispute Comments fields is optional, but is useful to make notes on the dispute.

Welcome, Daibaia Aldnage Procurement Budgeting Accounts Receivable Accounis Payable Cost Accounting
Wiew All1 of 12 | @ Dispute Reason Code is required for the chosen Reconciliation Stat)

|
PCard Payment Request{(PRCC) Dept: 750 ID: PRO1900000002 Ver.. 1 Function: New Phase: Draft j

General Information | Reference | Fixed Asset Intent Reference | Invoice Information | Agreement Reference | Discount Terms | Additional Amounts | Tax Information | Fixed As

Retainage Terms [EeETG R GBI

PCard ID: | 2392ESTEVENSON &

Receipt Date: 01/01/2018 /|

Cardholder Name: ELISE STEVENSON Transaction Date: (1/01/2018 D
Traveler ID: & Transaction Time:
PCard Expiration Date: 11/30/2020 Bank Posting Date: D
AccountNUmberIS07IN7300005 (et Dispute Reason Code Dispute Reason Description limber: 2673534
Reconciliation Sequence: |51 & | select 10 Duplicate Charge b
Limber:
| ;
Reconciliation Status: Disputed *M 20 Goods not Recelved -
M Select 30 Fraudulent Activity iption:
Dispute Reason Code: @ — i v
=etecl er ments:
Dispute Reason Description: Cancel  First Previous Next Last

Dispute Comments:
Optional

Once you have validated and approved your PRCC document, you will not be able to go back and update
or modify the Reconciliation Sequence field. That must be done on the PRCUT table. We will look at that
in the next section.

You are now able to print the PRCC document using the document Print option.

T |

oz View PDF | & Print }| Processing« | | Workflow | Filew | B3 Close |

Print

Print Output Type

Print Job | Procard Payment W |
Print Resource | -PDF file generator V |
— Viaw Enrme [ /]

View Fq

Cancel

| @@ View PDF | ) & Print | | Processing~ | Workflows | Filew | B3 close |
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PRCUT Table

There are many excellent changes to the Paid Procurement Card Transaction (PRCUT) table. The best
change is the Search criteria. Take a look at the options!

g Search - Internet Explorer =

m
| @ http://emarsustonin] 311 state.ky.us/webapp/finuatonlinel /advantage/AMSImages/Empty.htm

PCardID: | Billing Cycle Start Date : i)

Administrator ID : Billing Cycle End Date : /|
Vendor Name : Transaction Reference Number :
Reconciliation Status : g PR Doc Code :
4-Digit Card # : PR Doc Dept :
Cardholder Name : PR Doc Unit :
Dispute Reason Code g PRDocID:

Cardholder D :
Ok Clear Cancel

If you recall, looking items up on the PRCUT used to be excruciating almost impossible toward the end.
The table held all approved transactions for 12 years. For larger sites, it was literally impossible. Now the
search criteria has been expanded so that sites can search for specific results. For example, you can search
by a specific PCARD ID or Reconciliation Sequence. You can even a specific PRCC number. Please do not
use the Billing Cycle, however, as we do not include that on our documents. Let’s search by PCARD ID.

[ (& Search - Internet Explorer =NNSN X 1
@ http://emarsuatoninl311.stateky.us/webapp/finuatonlinel /advantage/AMSImages/Empty.htm
PCard ID : [7690CDOVNEY] D Billing Cycle Start Date : m
Administrator [D: Billing Cycle End Date : m
Vendor Name : Transaction Reference Number :
Reconciliation Status : g PR Doc Code :
4-Digit Card # : PR Doc Dept :
Cardholder Name : PR Doc Unit :
Dispute Reason Code : & PR DocID:
Cardholder ID :
Ok Clear Cancel
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Paid Procurement Card Transaction

Master Account PCard ID 4-Digit Card # Reconciliation Status Vendor Name Document Reference
807007900005044 7690CDOWNEY *=*=======27500 Accepted RICOH USAINC PRCC 750 PRO1900000413
807007900005044 7890CDOWNEY **=======27550 Accepted REPUBLIC SERVICES TRASH PRCC 750 PRO1900000413

+ B807007900005044 7630CDOWNEY
807007900005044 7690CDOWNEY
First Prev Next Last Aftachments

serssmsess7o00) Disputed
s rEQN) Accepled

KENTUCKY LIGHTING AND SUP PRCC 750 PRCO1900000413
FRANKFORT ELEC & WATER PRCC 750 PRO1300000413

Details
sk

Save Undo  Search

¥ General Information

Cardholder Name

Cardholder ID :
* CONNIE K DOWNEY

Ref Acct Line :

Administrator ID : 53302 PR Doc Code : PRCC
Reconciliation Status : Disputed @ PR Doc Dept : 750
Dispute Reason Code @[5 g PR Doc Unit: pcoz

Dispute Reason Description : [Fraudulent Activity PR Doc ID : PRO1900000413
Dispute Comments : not made by cardholder. reported Hendilineiy:
to bank Comm Line : 1
AcctLine: 4
PCard ID : 7690CDOWNEY REEEETER:
4-Digit Card # : *=s=+==s=17500 Ref Doc Dept :

Last Action Date : 7,04/2018 ﬂ Ref Doc ID :

Ref Vendor Line :

Master Account : 507007900005044 1

Ref Commodity Line : g

Once your PRCCis in FINAL status, you will not be able to update the Reconciliastion Sequence as you
did on the PRC2 docments. You must go to the PRCUT table to make these updates.

First Prev Next Last  Attachments

«~ 807007900005044 7690CDOWNEY *=======75g0) No Receipt

FRANKFORT ELEC & WATER

PRCC 750 PRO15900000413

Details

Save Undo Search ¥R

# General Information

Administrator ID : 53502 PR Doc Code : pRCC
Reconciliation Status : ; & PR Doc Dept : 750
. No Receipt & Update Status .
Dispute Reason Code : g PR Doc Unit: pcp2
Dispute Reason Description : PR Doc ID : pPRO1900000413
Dispute Comments : Vend Line : 1p

Comm Line: g

AcctLine:
PCard ID : 7690CDOWNEY RefjEocCoder
4-Digit Card # : ===sresseT500 Ref Doc Dept :
Last Action Date : (7/04/2018 0 RefDocID:
Ref Vendor Line :

Master Account : 207007900005044 orH 1

Cardholder ID : Ref Commodity Line : g
Cardholder Name : CONNIE K DOWNEY Ref AcctLine :
Vendor : ZZWISCINDY Traveler ID :

Vendor Name : FRANKFORT ELEC & W Amount : 33674
Merchant ID : 515000207FRANKE - Date of Record : g7jpao018 [
Transaction ID Number : 2676209 Billing Cycle Start Date :
|___Transaction Refarence Number : Billing Cycle End Date : i

Please Contact Bethany Crockett or Barbara Aldridge-Montfort if you have questions.

Bethany.crockett@ky.gov

502-564-6690

Barbaraa.aldridge@ky.gov

502-782-2518
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