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P0O280 Administering Procurement Cards and Cardholder
Information

Course Overview

The PO280 Administering Procurement Cards and Cardholder Information course discusses the
processes in which Procurement Cards (P-Cards) will be used and how their transactions will be
processed. This course will also discuss how to generate the appropriate reports for P-Card users
and approvers.

Course Outline
The following sections and lessons provide information and step-by-step instructions on:

Course Audiences and Prerequisites

Lesson 1: Updating Cardholder Information

Lesson 2: Loading P-Card Statements

Lesson 3: Managing Transaction Disputes

Lesson 4: Reviewing and Approving P-Card Transactions
Course Summary

Course Audience and Prerequisites

Audience(s)
The Judiciary audiences for this course are:

e AOC
- Procurement and Contract Administration
- DBF - Systems and Fiscal Compliance

GEARS Role(s)
This course is intended for Judiciary employees with the following GEARS role(s):

e P-Card Manager / Admin.
e AP Senior Analyst

Prerequisites
The recommended prerequisites for this course are:

e INT100 Introduction to GEARS
e PO100 Understanding GEARS Procurement Processes

Lesson 1: Updating Cardholder Information
Lesson Overview
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In this lesson, you will learn how to assign proxies to a card, how to enter default accounting
information and to update general card information.

Lesson Objectives
After completing this lesson, you will be able to:

e Assign proxies to a card.
o Enter default accounting information.
e Update general card information

1.1 Designating a Cardholder Proxy

In GEARS, an employee or group of employees will be given the P Card Administrator Role.
People with that role will be responsible for maintaining the profiles of people who have been
assigned P Cards to use.

The Proxy assignment is very important because it determines who can reconcile the card. In
order to reconcile the card, the card holder has to be specifically listed on the Proxy page. If there
are no entries on the proxy page, it means that the system will not allow the transactions to be
reconciled. For that reason, it is very important to make sure that each card has a proxy
assignment.
After completing this topic, you will be able to:

e Assign a cardholder proxy

To begin the simulation, click the Try It! button in the UPK Player.
Procedure

In this topic, you will assign a cardholder proxy.

Step Action

1. Navigate to the Cardholder Profile page.
Click the Purchasing link.

2. Click the Procurement Cards link.
Procurement Cardg]

3. Click the Definitions link.

4, Click the Cardholder Profile link.

[Cardholder Profile]
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EREEIERT £ ~ & X | @ Cardnolder Profile x ‘ ‘ ok

File Edit View Favorites Tools  Help

5% ] Search Results gears £ CourtMet - Judiciary Intra...
TR

Favorites MainMenu » Purchasing > ProcurementCards » Defintions » Cardholder Profile

D hew window  ? Heip [T ntp

Cardholder Profile

Enter any information you have and cick Search. Leave fields blank for a kst of all vaiues.
r >

[ Find an Existing Value |

Employee ID: begins with ~

Name: begins with ¥

LastName:  begins with ~

[[ case sensitive

Search Gear  Basic Search [5] Save Search Criteria

Step Action

5. The Cardholder Profile search page displays.

At AOC, the Employee ID is the Social Security Number. It is entered without the
dashes (-).

Enter the desired information into the Employee ID field. Enter "222222222".

6. If you entered the entire Employee ID, the system will open the page when you click
on Enter. If you enter a partial Employee 1D, the system will display search results
and you will then select from the employees listed there.

Click the Search button.
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File Edit View Favorites Tools  Help

5% ] Search Results gears 2] CourtMet - Judiciary Intra..
-] AL

Favorites MainMenu » Purchasing » ProcurementCards » Defintions » Cardholder Profile

I

(Fnew window 7 Help [ Personaize Page |15, hitp

Name: Cardhoider James LA
Employee ID: 222222222
Personnel Status: Employee

Telephone: 555-1212

Home Address Mailing Address.
Country: USA  United States usA

Address 1: 1122 Boogie Boogie Ave

Address 2

Address 3

Ccity: Annapols

County: Ann Arundel Postal:

State: MD Maryland

@ Ssve | | RetumtoSearch | [ Netify

Personal Data | Card Data

Step Action

7. The Cardholder Profile - Personal Data page displays.

Click the Card Data tab.

8. The Card Data tab displays.

Click the Additional Information tab.

| Additional Information |

9. Click the Proxies link.
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ETFTEERE £ + ¢ X |[ @ Cardholder Profile ‘ ‘ {1 2 fe

File Edit View Favorites Tools  Help

5% ] Search Results gears 2] CourtMet - Judiciary Intra..

ORAL

Favorites MainMenu » Purchasing » ProcurementCards » Defintions » Cardholder Profile

Assign Proxies

Cardholder,James

USBNK  Card Number: —T]

“User ID Descripion *Role Reauester  pver Defauit
james cardholder @, |Peard User P-Card cardhokler i [} B =

oK Gancel

Step Action

10. The Assign Proxies page displays.

Everyone who will be allowed to reconcile or approve transactions for this card will
have to be listed here. This includes the cardholder.

Click the Add a new row at row 1 (Alt+7) button.

11. You can enter the user ID of the proxy or you can use the search capabilities of the
system to select one.

Enter the desired information into the User ID field. Enter "don.wynn".

12. Enter the role from the pull-down list.

Click the OK button.

13. Click the Save button.
14. You have successfully completed the Designating a Cardholder Proxy topic.

You have learned how to:
- Assign a cardholder proxy
End of Procedure.
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Lesson 2: Loading P-Card Statements
Lesson Overview

In this lesson, you will learn how to Load P Card Transaction Data into GEARS Staging Tables,
load the P Card Statement in Tables for Reconciliation and correct statement errors.

Lesson Objectives
After completing this lesson, you will be able to:

e Load P Card Transaction Data into GEARS Staging Tables
o Load the P Card Statement in Tables for Reconciliation
e Correct Statement Errors

2.1 Loading the Procurement Card Staging Table

GEARS cannot actually work with the file that is received from the bank until it is loaded into the
system. Loading the data into the staging table is the first step in a two step process that makes
the data available for users to access.

Someone at AOC will receive the file from the bank and will store that file in a folder that is
accessible by the GEARS system. They will then initiate a program within GEARS that will take
the bank file and will store the data from that file into a staging table in GEARS. The data in the
staging table will not be manipulated in any way. In other words, the data in the staging table
will match exactly the data in the bank file.

The process to load data into the staging table will be described in this topic.

After completing this topic, you will be able to:
o Load the P-card staging table
Procedure
This process is used to get the raw data from the bank into the GEARS System. This is the first

step in the process. After this is done, the statement must be processed before users can see the
transaction details.

Step Action

1. Navigate to the Load ProCard Stage page.

Click the Main Menu button.

2. Click the Purchasing menu.
| [ Purchasing k |
3. Click the Procurement Cards menu.

| 1 Procurement Cards b |
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Step Action

4, Click the Process Statements menu.

| 1 Process Statements ¢ |

S. Click the Load ProCard Stage menu.
| [ Load ProCard Stage |

E=E =S
()| © ETHEEETEIARE O - ¢ X H @ Load ProCard Stage - ‘ ‘ e
File Edit View Favorites Tools Help

55 £ Search Results gears &7 Courtet - Judiciary Intra
OIRAL

Favorites MainMenu ; Purchasing > ProcurementCards » ProcessStatements ; Load ProCard Stage

Flew Window 7 Help 1B, hitp
Load ProCard Stage
Enter any information you have and clck Search. Leave fieds biank for a kst of al values

st e
- Search Criteria

Search by: Run Control IDbegins with|

[ case sensitive

Search  |Advanced Search

Find an Existing Value | Add a New Value

Step Action

6. The Load ProCard Stage search page displays.

If you have not already created a Run Control for this process, you will have to do it
now.

Click the Add a New Value tab.
| Add a Mew Vaie |
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File Edit View Favorites Tools  Help

5% ] Search Results gears £ CourtMet - Judiciary Intra...
-] AL

Favorites MainMenu 7 Purchasing > ProcurementCards ; Process Statements » Load ProCard Stage

D hew window  ? Heip [ ntp
Load ProCard Stage

Find an Existing Value Ann aNew Value

Run Contral ID:

Add

Find an Exisfing Value | Add a New Value

Step Action
7. The Add a New Value tab displays.

Enter a name for your Run Control that is meaningful to you.
Enter the desired information into the Run Control ID field. Enter
"Stage_P_Card_Data".

8. Click the Add button.
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R O ~ ¢ % |[ @ Load ProCard Stage X‘ ‘ {0 v €23

File Edit View Favorites Tools  Help

5% ] Search Results gears 2] CourtMet - Judiciary Intra..
ORAL

Favorites MainMenu » Purchasing > ProcurementCards ; Process Statements » Load ProCard Stage

(Enew Window  ? Help [ Personalze Page hT,?, hitp.

Load ProCard Stage

Run Control ID:  Stage_P_Card_Data

P Card_I Report Manager  Process Monitor Fun,

Process Request Paramefers
“Card Issuer: Q

“Data Source: -

“File Name: [

@ s [ Add | ] UpdsteiDisplay.

Step Action

9. The Load ProCard Stage page displays.
Enter the desired information into the Card Issuer field. Enter "USBNK".
10. Click the USBank Layout list item.
I -]
11. You will indicate the name and location of the source data file that was received

from the bank.

Enter the desired information into the File Name field. Enter "Data.File".

12. Click the Run button.
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File Edit View Favorites Tools  Help
5% ] Search Results gears 2] CourtMet - Judiciary Intra..

Favorites MainMenu » Purchasing > ProcurementCards ; Process Statements » Load ProCard Stage

(I new window
Process Scheduler Request

User ID: james.cardholder

Run Control ID: Stage_P_Card_Data
Server Name: - Run Date:[04/102013 il
Recurrences| | Run Time: [5:38:38P0 | Resetto Current Datemive |
Time Zo Q
Selest Desoription Process Name Erocess Type Tupe “Format
FroCard Data Loader PO_CCRORDSTG

Application Engine

| ok || cancel |

Add to Favorifes

? Hep [ Personaize Page |15, http

Step Action

13.

The Process Scheduler Request page displays.
Click the OK button.
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File Edit View Faworites Tools Help
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(I New vindow

Load ProCard Stage

Run Control ID: ~ Stage_P_Card_Data

Report Manager  Process Montor | R |
Process Request Parameters

*Card Issuer: USBNK Q

Process Instance: 17412

“Data Source: USBank Layout -
*File Name: [Data.Fie
@ save

|[E» Ads | | UpdsteiDisplay|

? Help [ Personalze Page

heea NP,
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Step Action

14. The system will list the Process Instance number of the program that was initiated.
In this case, it is 17412,

You will go to the Process Monitor to see the report once the program has finished.

Click the Process Monitor link.

=N
9@ € TERTTETZAEERES £ + & X || @ Losd ProCerd Stage x‘ ‘ {0 g g63

File Edit View Favorites Tools  Help

5% ] Search Results gears £] CourtMet - Judiciary Intra..
-] AL

Favorites MainMenu » Purchasing > ProcurementCards » Process Statements » Load ProCard Stage

FNew Window 7 Help [ Personaize Page |5 hip
s
User IDflames.cardhoidd @, Type v Last : 1 Hours - Refresh
Server T Name Q Instance Main Content
Run Status hd Distribution Status b Save On Refresh

Persnalize | Find | view A | B | 2 pim K1 g opg £ L

Select Instance Seq. Frocess Type Process Name  User Run Date/Tim Run statys  Distribut
17812 Applcation Engine PO_CCFCRDSTG james.cardnokder 0471072013 5:39:38P POT Queued NA

Go back to Load ProCard Stage
& save

Process List | Server List

Step Action

15. The Process List displays.

The Process Monitor will show the Run Status and Distrib Status

Click the Refresh button.
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Home | Wit || AddtoFavortes |  Signout

Favorites MainMenu » Purchasing > ProcurementCards ; Process Statements » Load ProCard Stage

(Fhew Window 2 Help [& Personalize Page 15, hitp
[ Process Lst gAY

User IDjames.cardholde Type v Lasi - 1 Hours - Refresh
Server T Name Q Instance to

Run Status - Distribution Status - Save On Refresh

Firs K1 4
Distribution
Status

Posted Details

Select Instance Seq. Process Type Process Name  User Run Date/Time Run Status

17412 Appiication Engine: PO_CCPCRDSTG james.cardholder 04/10/2013 5:39:36PM POT Success

Go back to Load ProCard Stage
& save

Process List | Server List

Step Action

16. Once the Run Status is Success and the Distrib Status is Posted, the process has
finished and the transactions have been loaded to the staging table.

17. You have successfully completed the Loading the Procurement Card Staging Table
topic.

You have learned how to:
- Load the P-card staging table
End of Procedure.

2.2 Loading the P-Card Statements

Loading the P Card Statements into tables so that the transactions can be viewed by users is the
second step in the over-all loading process. In this step, the data in the staging table is evaluated
and modified in a way that makes it accessible to users. The transactions are matched to
cardholders by using the card number. The card number is matched to the appropriate user by
using the information that was entered into GEARS during cardholder setup.

If the program cannot find a cardholder profile that has a card number that matches the card

number in the staging table, it creates an entry into the error file. When that situation occurs,

simply adjust the appropriate card number in the cardholder profile. That will allow the system to
process the data that had been in error.

After completing this topic, you will be able to:
e Load P-card statements

Procedure
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This process loads data from the GEARS Staging tables into tables where the transactions can be
reviewed by users.

Step Action
1. Navigate to the Load Statement page.
Click the Main Menu button.
2. Click the Purchasing menu.
| 1 Purchasing + |
3. Click the Procurement Cards menu.
| [ Procurement Cards r|
4, Click the Process Statements menu.
| 1 Process Statements 4 |
5. Click the Load Statement menu.
| [ Load statement |
B
Q‘\i’/‘ © TR O - ¢ X || @ Loxd Serent ‘ ‘ {3 2. €2

File Edit View Favorites Tools Help

5% ] Search Results gears £ CourtMet - Judiciary Intra...
ORAL

Favorites MainMenu » Purchasing » ProcurementCards » Process Statements » Load Statement

Erew window  ? Hep B http

Load Statement

Enter any information you have and click Search. Leave fieids blank for a kst of all values

.’ Find an Existing V- -.‘ Add a New Value

Run Contrel ID: begins with =

[[ case sensitive

Search Clear  pasic Search [g] Save Search Criteria

Find an Existing Value | Add a New Value
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Step Action

6. The Load Statement search page displays.

If you have not created a Run Control for this process, you will have to create one
now.

Click the Add a New Value tab.
| Add a Mew Vale |

N

File  Edit  Vie

2cisFolder gl d H & Load Statement ‘ ‘ o v i

fites Tools  Help

5% ] Search Results gears £ CourtMet - Judiciary Intra...

Favorites MainMenu » Purchasing » ProcurementCards » Process Statements » Load Statement

Erew window  ? Hep [ http

Load Statement

Find an Existing Value

Find an Existing Value | Add a New Value

Step Action

7. The Add a New Value tab displays.
Create a Run Control Name that is meaningful to you.

Enter the desired information into the Run Control ID field. Enter
"Load_P_Card_Statement".

8. Create a Run Control Name that is meaningful to you.

Click the Add button.
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File Edit View Favorites Tools  Help

5% ] Search Results gears £] CourtMet - Judiciary Intra..
9 AL

Favorites MainMenu » Purchasing » ProcurementCards » Process Statements » Load Statement

(Fnew window 7 Help [ Personaize Page |15, hitp
Load Statement
Run Control ID: Load_P_Card_Statement

Report Wanager  Process Monitor R,

Process Request Parameters

Piease use Correct Errors page to correct erors in the staging table.
Total Rows in the Staging Table:

Total Rows with Error in the Staging Table: 0
Total Rows 1o be Loaded:

Delete Loaded Rows from the Staging Table

[E: Add | |5 UpdatelDisplay

Step Action

9. The Load Statement page displays.

This page reports the status of rows in the staging table. The process you are about
to initiate will process the number of rows listed as Total Rows to be Loaded. In
this example, the system will not process any rows because that number is zero. We

will go through the steps to initiate the process anyway as part of the training
exercise.

Click the Run button.
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File Edit View Favorites Tools  Help

5% ] Search Results gears 2] CourtMet - Judiciary Intra..
) AL

Favorites MainMenu » Purchasing » ProcurementCards » Process Statements » Load Statement

(Fnew window 7 Help [ Personaize Page |15, hitp

Process Scheduler Request

User ID: james.cardnokder Run Control ID: Load_P_Card_Statement
Server Name: - Run Date:[04/102013 il

Recurrences| | Run Time: [5:4433A0 Reset to Current DateTime

Time Zone: Q
[Processist |
Selest Desoription Process Name Erocess Type Tupe ‘Format  Dismibution
ProCard Load Statement PO_CCLOADLD AppicationEngne ~ Web  ~ TXT  ~ Distriouiion

ok Cancel

Step Action

10. The Process Scheduler Request page displays.

Click the OK button.

11. The system will display the Process Instance Number.

Click the Process Monitor link.
Process Monito
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AR

R O + ¢ X |[ @ Load Statement ‘ ‘
File Edit View Favorites Tools Help

5% ] Search Results gears £] CourtMet - Judiciary Intra...
ORAL

Favorites MainMenu » Purchasing » ProcurementCards » Process Statements » Load Statement

(Fhew Window 7 Help [ Personalize Page 15, hitp

.’ Fro i“i'i.\ Server List

User IDjames.cardholde Type v  Last : 1 Hours - Refresh

Instance Main Content

- Save On Refresh

Server -

Name Q

Distribution Status

Run Status -

Permnalize | Find | view Al | B | g

Select Instance Seq. Process Type Process Name  Uses

Fun Date/Time Run St Distribution
17413 Application Engine: PO_CCLOADLD  james.cardholder 04/(10/2013 5:44:33PM PDT Queued NA

17412 Application Engine: PO_CCPORDSTG james.cardholder 041102013 5:39:36PM POT Success

Go back fo Load Stalement
& save

Process List | Server List

Training Guide

PO280

Step

Action

12.

The Process List displays.

completed.

Click the Refresh button.

Monitor the process until the Run Status is Success and the Distrib Status is
Posted. When the system displays these statuses, it means that the process has

13.

You have successfully completed the Loading the P-Card Statements topic.

You have learned how to:
- Load p-card statements

End of Procedure.

2.3 Correcting Statement Errors

When the program to load statements finds a card number in the staging table that does not have a
corresponding card number in the cardholder profiles, it cannot process the transaction. When
that happens, the system places the un-matched data in an error file. The P Card administrator
monitors the error file and makes corrections to allow the transaction to be processed

successfully.

After completing this topic, you will be able to:

Procedure

Correct statement errors
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This process will show any transactions that cannot be processed in GEARS so that the error
conditions can be fixed. Once the error conditions are corrected, the system will process the
transactions.

Step Action

1. Navigate to the Correct Errors page.

Click the Main Menu button.

2. Click the Purchasing menu.

| 1 Purchasing F |
3. Click the Procurement Cards menu.

| 1 Procurement Cards r|
4, Click the Process Statements menu.

| 1 Process Statements k |
5. Click the Correct Errors menu.

| [7] correct Errors |

BN
] D

File Edit View Favorites Tools Help
5 £ Search Results gears &7 Courtet - Judiciary Intra

OIR/A

Favorites MainMenu ; Purchasing > ProcurementCards » Process Statements ; Correct Emors

(Fnew Window  ? belp (3 Personalze Page |15, hitp

Correct Errors

Display Unmasked Card Number

Main Content
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Step Action

6. The Correct Errors page displays.

If any staging errors exist, they will be shown here. The most likely problem will be
that the card number or employee ID do not exist in GEARS. This situation could
arise during the initial setup. To correct it, simply go to the card holder profile and
correct the entry there.

7. You have successfully completed the Correcting Statement Errors topic.

You have learned how to:
- Correct statement errors
End of Procedure.

Lesson 3: Managing Transaction Disputes

Lesson Overview
In this lesson, you will learn how to Run the Exceed Limits per Transaction Report, Run the
Unauthorized Commodity Report and Mark Transactions for Validation.

Lesson Objectives
After completing this lesson, you will be able to:

e Run the Exceed Limits per Transaction Report.
¢ Run the Unauthorized Commodity Report.
e Mark Transactions for Validation.

3.1 Running the Exceed Limit per Transaction (POY8010) Report

There are several conditions that can occur if the cardholder does not use their card in accordance
with established AOC policy. When the cardholder profile is established, several limits and
restrictions are entered into the system for that particular cardholder. The GEARS system has
several reports that can be run to list Users who have violated the limits or restrictions.

To access the reports, users must enter the parameters against which the report will be produced.
These parameters are stored in a Run Control Record. Run Control Records are named and can
be used repeatedly if the parameters do not change.

Also Run Control Record Names are not shared across users. In other words, if you create a
Run Control Record, it is for your exclusive use and cannot be used by any other user.

Once you have selected a Run Control Record or you have created a new one, you can select one
or more reports to be created at one time. This is a convenient feature if several reports will hare
the exact same parameters on a single run control.

Finally, you can monitor the status of the report creation program by using the Process Monitor.
It i also possible to do something else while the program runs and to review the report output
later. You would simply come back to the Process Monitor and find the process that created the
report and open the report.
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After completing this topic, you will be able to:
e Run the Exceed Limit Report
Procedure

In this topic, you will run the Exceed Limit per Transaction Report.

Step Action

1. Navigate to the Purchase Exceptions page.

Click the Main Menu button.

2. Click the Purchasing menu.

| [ 1 Purchasing k |
3. Click the Procurement Cards menu.

| 1 Procurement Cards r|
4, Click the Reports menu.

| 1 Reports ¥ |
5. Click the Purchase Exceptions menu.

| |J Purchase Exceptions |

T O ~ ¢ X || @ purchase Exceptions I A 2t
File Edit View Favorites Tools Help

5% ] Search Results gears £] CourtMet - Judiciary Intra...
TR

Favorites MainMenu 7 Purchasing  Procurement Cards » Reports 7 Purchase Exceptions

Erew window  ? Hep [ http

Purchase Exceptions

Find an Bxisting Value ’.l- dd a New Valu "‘

Run Contral ID;

Add

Find an Existing Value | Add a New Value
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Step Action
6. The Purchase Exceptions search page displays.
If you do not already have a Run Control, add one that has a name that is meaningful
to you.
Enter the desired information into the Run Control ID field. Enter "Limits".
7. Click the Add button.
Add
BR[|
)| € e 1 0} 73 &
i £ Search Results gears 2] Courtet - Judiciary Intra..
S
Favgnles MalnYMenu ? Purch'asiﬂg > Pru:urerr;enlcards b Repvurls » Purchase Exceptions e - L;‘Ipersu"al[a . Hﬁlmp
Purchase Exceptions
10: : I—va
Card Issuer: T
Card Number: [ 1 [Eosplay unmasked Card Number
Currency Code: [}
Date From: [ E e [ W
B save [Es A2d | ] UpdsteiDisplay
Step Action
8. The Purchase Exceptions page displays.
Enter values into the parameters that the system should use to create the report. If
you leave a value blank, the system will create a report for every possible value for
that field.
Click the P-Card cardholder list item in the Role Name list.
9. Click the Run button.
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R O ~ © % |[ @ Purchase Exceptions x ‘ ‘ {0 v £23

File Edit View Favorites Tools  Help

5% ] Search Results gears 2] CourtMet - Judiciary Intra..
-] AL

Favorites MainMenu » Purchasing » Procurement Cards » Reports » Purchase Exceptions

(Fnew window 7 Help [ Personaize Page |15, hitp

Process Scheduler Request

User ID: james cardhokder Run Control I: Limits
Server Name: - Run Date: (041102013 I}
Recurrence: Run Time: [5:52-13A0 Reset to Current DateiTime
Time Zone: Q
R
Select Descripion Process Name Process. Tipe Type *Format Distribution
Exceed LimitPer-Trans POV8010 PSdob (Mone) ~ (Nome) v Distribuiion
[l Exceed Limi-Per-Cick POVE011 PSJob (Mone) ~  (Nene) ~ Distribution
[l Exceed Trans-Fer-Day. POV5012 PSJob (Mone)  ~ (Nene) ~ Distribution
[l Exceed Trans-Fer-Crcle POVE013 PSJob (Mone) ~  (Nene) ~ Distribution
[l  Unauthorized Commodity POYB014 PSJob (Mone) = (Nome) ~ Distribution
OK Cancel

Step Action

10. The Process Scheduler Request page displays.
You can run several different reports at once by clicking on the desired reports.

Click the Select option for Exceed Trans-Per-Day.

11. Click the OK button.

12. The system will display the Process Instance Number.

Click the Process Monitor link.
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t B £ ~ & X || @ purchase Exceptions x ‘ ‘ {0 v €23
File Edit View Faworites Tools Help
5% ] Search Results gears £ CourtMet - Judiciary Intra...
OIRAL

Favorites MainMenu 7 Purchasing  Procurement Cards » Reports » Purchase Exceptions

(FNew Window 2 Help [& Personaiize Page HT%',nnp

v
User IDflames.cardhoidd @, Type v Last - 1 Hours - Refresh
Server T E— -
Run Status hd Distribution Status b Save On Refresh

e e R e

B

Seleot Instance Seq. Process Tupe Process Name  User Run Date/Time Fun s DIt
17418 PSJob POY 8012 james_cardholder 04/10/2013 5:53-13PM POT Queuved A
17414 PSJob POY 8010 james_cardholder 04/10/2013 5:53-13PM POT Queuved A
17413 Application Engine PO_CCLOADLD james cardholder 04/10/2013 5:44:33PM POT Success Postec
17812 Application Engine PO_CCPORDSTG james.cardholder 04/10/2013 5:39:36PM POT Success  |Postec

Go back to Purchase Exceplions
@ save

Process List | Server List

Step Action

13. The Process List displays.

As you can see from the Process Monitor, the two reports that were selected are
gueued to be run.

Click the Refresh button.

14, Once the Run Status is Success and the Distrib Status is Posted, you can access the
report output.

Click the Details link.

Details
15. Click the Message Log link.
16. The Message Log displays.

The report will be listed on this page. Click the link to see the report.
I |

17. You have successfully completed the Running the Exceed Limit per Transaction
Report topic.

You have learned how to:
- Run the exceed limit per transaction report
End of Procedure.
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3.2 Running Unauthorized Commodity (POY8014) Report

There are several conditions that can occur if the cardholder does not use their card in accordance
with established AOC policy. When the cardholder profile is established, several limits and
restrictions are entered into the system for that particular cardholder. The GEARS system has
several reports that can be run to list Users who have violated the limits or restrictions.

In this topic, the report that is generated relates to commodity codes. For example, gasoline is a
particular commaodity code. If the card was setup with gasoline as a restricted commodity code,
any transaction that they made for gasoline would show on the report.

To access the reports, users must enter the parameters against which the report will be produced.
These parameters are stored in a Run Control Record. Run Control Records are named and can be
used repeatedly if the parameters do not change.

Also Run Control Record Names are not shared across users. In other words, if you create a Run
Control Record, it is for your exclusive use and cannot be used by any other user.

Once you have selected a Run Control Record or you have created a new one, you can select one
or more reports to be created at one time. This is a convenient feature if several reports will hare
the exact same parameters on a single run control.
Finally, you can monitor the status of the report creation program by using the Process Monitor. It
i also possible to do something else while the program runs and to review the report output later.
You would simply come back to the Process Monitor and find the process that created the report
and open the report.
After completing this topic, you will be able to:

e Run the unauthorized commodity report

Procedure

In this topic, you will run the Unauthorized Commodity Report. This report will show the cases
where a card was used to purchased a commodity for which it is not authorized.

Step Action

1. Navigate to the MCC Exceptions page.

Click the Main Menu button.

2. Click the Purchasing menu.
| [1 Purchasing F |
3. Click the Procurement Cards menu.

| 1 Procurement Cards b |
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Step Action

4, Click the Reports menu.
| 1 Reports P|

5. Click the MCC Exceptions menu.
| [ ] MCC Exceptions |

- o
(e T o - ¢ x [@uccomor x| | o
File Edit View Favorites Tools Help

S5 £ Search Results gears &7 CourtNet - Judiciary Intra
ORAL

Favorites  Main Menu » Purchasing » Procurement Cards > Reports » MCC Exceptions

Flew Window 7 Help 1B, hitp
MCC Exceptions
Enter any information you have and clck Search. Leave fieds biank for a kst of al values

st e
- Search Criteria

Search by: Run Control IDbegins with|

[ case sensitive

Search | advanced Search

Find an Existing Value | Add a New Value

Step Action

6. The MCC Exceptions search page displays.

If you do not already have a Run Control which you can use, create one with a name
that is meaningful to you.

Click the Add a New Value tab.
| Add a New Vaiue |
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<[] o 73 5

File Edit View Favorites Tools  Help

5% ] Search Results gears £] CourtMet - Judiciary Intra...
-] A

Favorites MainMenu 7 Purchasing  Procurement Cards » Reports 7 Purchase Exceptions

D hew window  ? Heip [ ntp
MCC Exceptions

Find an Existing Value Ann aNew Value

Run Contral ID:

Find an Exisfing Value | Add a New Value

Step Action

The Add a New Value tab displays.

Enter the desired information into the Run Control ID field. Enter
"Commodity_Code".

T e
B O ~ ¢ X ][ @ Purchase Exceptions x ‘ ‘ {0 vs €53
File  Edit ‘fiew Favorites Tools  Help

55 £ Search Results gears & Courtet - Judiciary Intra
ORA

Favorites MainMenu ; Purchasing » Procurement Cards » Reports » Purchase Exceptions

B tiew Window  ? Help B, http
MCC Exceptions

Find an Existing Value Add aNew Value

Run Control Ix| Commodity_Code

Find an Existing Value | Add a New Value
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Step Action
8. Click the Add button.
Add

1o~ & X H & MCC Exceptions

Home | Workis || AddtoFavories | Sign out

(FNew Window  ? Help [ Porsonaize Page 15, http

MCC Exceptions

Run Control ID:  Commoaity_Code Beport Manager  Process Monitor

Language: English h

Role Name: -

*Card Issuer: Q
*Billing Date From: Q  To: a

[ Display Unmasked Card Number

@ s [ Ada | |2 Updste/Disniay.

Step

Action

The MCC Exceptions page displays.

On this page, you will enter the parameters under which you want the report to be
generated. Every field on this page must be populated. The Card Issuer for AOC is
USBNK. You must enter an appropriate date range.

If you do not check the Display Unmasked Card Number checkbox, GEARS will
display only the last 4 digits of the card number.

10.

Once you have completed the entries on this page, click the Run button.

11.

Gears will display the Process Instance number for the process here. This number is
a unique number that allows you to follow the progress of your process.

Click the Process Monitor link.
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File Edit View Faworites Tools Help
5% ] Search Results gears £ CourtMet - Judiciary Intra...

ORAT

Favorites MainMenu 7 Purchasing  Procurement Cards » Reports » Purchase Exceptions

) New Window 7 Help [ Personaize Page |5 hip
Frocess List R CIE]

User IDfames.cardholde @, Type v Last - [ 1 Hours - Refresh
Server v MName | A Instance Main Content
Run Status hd Distribution Status b Save On Refresh

Distrik

Select Instance Seq. Process Type Process Name  User Run Date/Time Run Status

== Status
17418 PSJob POY8012 james cardnolder 0411072013 5:53:13PM POT Queued A
17414 PSJob POY8010 james.cardnolder 0411072013 5:53:13PM POT Queued A
17413 Appication Engine: PO_CCLOADLD  james.cardholder 0411072013 5:44:33PM POT Success Postec
17412 Application Engine PO_CCRCRDSTG james.cardholder 041102013 5:39:38PM POT Success Fostec

Bo back to Purchase Exceplions
@ save

Process List | Server List

Step Action

12. The Process List displays.
Your Process Instance will be listed here.

The process status is not automatically updated. It is only updated when the Refresh
button is clicked.

Click the Refresh button.

13. Once the Run Status is Success and the Distrib Status is Posted, you can access the
report output.

Click the Details link.
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BRI O + ¢ X |[ @ Purchase Exceptions ‘ ‘

[E=mE=EE

& v

File Edit View Faworites Tools Help
5% ] Search Results gears £] CourtMet - Judiciary Intra..
TR

Favorites MainMenu 7 Purchasing  Procurement Cards » Reports » Purchase Exceptions

Process Detail

Instance 17418 Type PSiob
Name POV8012 Description Excesd Trans-Per-Day

Run Status Frocessing Distribution Status A

Run Control ID Limts Hold Request
Location Server Queue Request
Cancel Request

Delete Request

Restart Request

Server PSUNX

Recurrence

Request Created On 04/10/2013 5:55:27FM FDT Parameters Transfer
Run Anytime After 04/102013 5:53:13P\ PDT Message Log
Began Process At 04/10/2013 5:55-40PM PDT Batch Timings

Ended Process At View Log/Trace

oK. Cancel

(Fhew Window 2 Help [& Personalize Page 15, hitp

PO280

Step Action
14. The Process Detail page displays.
Click the Message Log link.
15. The Message Log displays.
The report will be listed on this page. Click the link to see the report.
I
16. You have successfully completed the Running Unauthorized Commodity (POY8014)

Report topic.

You have learned how to:
- Run the Unauthorized Commodity Report
End of Procedure.

3.3 Marking a Transaction for Validation

Once the cardholder has compared each transaction against their register, they mark the row as
verified and notify the person who is responsible for approving their transactions. Each row is
marked as verified even if there is a mismatch. This allows AOC to pay the bank. Thisisin
accordance with AOC policy. When a mismatch occurs, the cardholder makes a notation on the
reconciliation page that allows the disputed transaction to be reported against.

After completing this topic, you will be able to:

Mark a transaction for validation
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Procedure

In this topic, you will learn how to update a transaction so that it is marked for validation.

Step Action

1. Navigate to the Reconcile Statements page.

Click the Main Menu button.

2. Click the Purchasing menu.

| 1 Purchasing + |
3. Click the Procurement Cards menu.

| [ Procurement Cards r|
4, Click the Reconcile menu.

| 1] Reconcile b |
5. Click the Reconcile Statement menu.

| [ Reconcils Statement |

ORACLE’
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favgrites . Main Menu > Purchasing > Procurement Cards » Reconcle » Reconcile Statement
Enewwindow e [ customize Page E nitp
Reconcile Statement Search

Role Name: I -
Employee ID: @

Name: OJ
Card Issuer: j

Card Number:

Transaction Number:

Merchant:

Sequence Humber:

Line Humber:

Billing Date: @

Statement Status: |
Budget Status: |
Chartfield Status: =l
Transaction Date:

Charge Type: =
Posted Date:

Search

Done [ [ [ [ [ [ SJiocalintranet 0% -
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Step Action

6. The Reconcile Statement search page displays.

Be sure to enter in at least the Employee ID and Billing Date, as applicable.

Click the Search button.

| iz |
g‘\,’/‘ & ITERTEEATRI £ + & X || @ Reconcile Statement ‘ ‘

File  Edit ‘fiew Favorites Tools  Help

5 £ Search Results gears & Courtet - Judiciary Intra
O/

Favorites  Main Menu » Purchasing > Procurement Cards > Recondle > Recondie Statement

Procurement Card Transactions

Empl ID:

Name: Cardhoider, James
Card Provider: USBNK

Card Number:

TransDate  Merchant *Status TN or Currenoy Suget  Cranield  Rewsmib  VoucherE
36 5 CHARLES - olR

1 0202772013 AR Approved - 11.00 USD v | Lt vaiid Vad o No

2 [ 03212013 |CPS GUMPERT Approved 125.00USD Q| vaia Valid Ho o

3 [7] 03062013  GOTIS CT GARAGE | Staged - 5.00 USD Q| R Notckd  Valid Yes Ho

<[ (0 J ’

¥ select Al Clear Al Stage werify Approve Validate Budget
Search Purchase Detais Spi Line Distribution Terplale

@ Save| | Reiesn

Step Action

7. The Reconcile Statement page displays.

There are three important buttons on the Reconcile page - Stage, Verify and
Approve. These buttons can be used to change the status on all the lines that are
checked. If someone had a lot of lines to verify, this could be a time saving

function. The fourth button, Validate Budget, will be clicked once all lines have
been approved and finalized.
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[E=mE=EE

= i 2 i

File Edit View Favorites Tools  Help

5% ] Search Results gears £ CourtMet - Judiciary Intra...
ORAL

Favorites MainMenu » Purchasing » ProcurementCards » Reconcle » Recondie Statement

Reconcile Statement

Procurement Card Transactions
Empl ID:

Card Number:
[T] Run Budget Validation on Save

Name: Cardhoider, James
Card Provider: USBNK

[ 7rn=<in TECIOTS

TransDate  Merchant “Status Transacion ¢, ongy Eozx HEwEn

1 B 0203 g:ikmga Approved ":uuusn o :'avms Vaids e o
2 [F] 032172013 CPS GUMPERT Approved - 125.00/USD | B vaiid Valid No Mo
3 [0 03672013 GOTTS CT GARAGE | Staged - 5.00 USD | & Notonkd  vad Yes Mo
4 T ] »
& Save | s Refresh
Step Action
8. Click the Verify button to mark the selected line for validation.
| Verify |
9. You have successfully completed the Marking a Transaction for Validation topic.

You have learned how to:
- Mark a transaction for validation
End of Procedure.

Lesson 4: Reviewing and Approving P-Card Transactions
Lesson Overview

In this lesson, you will learn how to review the P Card Transactions, approve P Card transactions
and run the P Card Summary Report.

Lesson Objectives
After completing this lesson, you will be able to:

e Review the P Card Transactions.
e Approve P Card transactions.
e Runthe P Card Summary Report.

4.1 Reviewing Bank Statements and Approving PCard Statements

Use the Procurement Card Transactions page to review and manually approve procurement
card transactions loaded by the Load Statement process. You can view all of the procurement
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card transactions that you have been granted authority to access on the Cardholder Profile -
Card Data: Assign Proxies page.

Approve a procurement card transaction loaded by the Load Statement process. You can view all
of the procurement card transactions that you have been granted authority to access on the
Cardholder Profile - Card Data: Assign Proxies page.

Procedure

In this topic, you will learn how to review bank statements and approve p-card statements.

Step Action

1. Begin by navigating to the Procurement Card Transactions page.

Point to the Purchasing link.

Point to the Procurement Cards link.

Point to the Reconcile link.

Click the Reconcile Statement link.
[Reconcile Statement]

ORACLE"
Home | Workist | MuliChannel Console |  Addto Favortes |  Sign out
Favorites . Main Menu > Purchasing » Procurement Cards > Reconcle » Reconcile Statement
& New Window (P'Help [E Customize Page [ hitp
Reconcile Statement Search
Role Name: -
Employee ID: Q

O,

=l

Name:

Card Issuer:

Card Humber:

Transaction Number:

Merchant:
Sequence Number:

Line Humber;

Billing Date: @
Statement Status: =
Budget Status: =
Chartfield Status: =
Transaction Date: @
Charge Type: :['
Posted Date: @

Search

Done [T SJuocslintranet ik -
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Step Action

5. Enter all the information you can about the transactions you want to review and
approve, then click the Search button.

ORACLE"
Home | Workist | WuliChannel Console |  Addto Favortes |  Sign out

Favgiites - Main Menu > Purchasng » Procurement Cards > Reconcle » Reconcie Statement
&0 New Window (DHelp [ Customize Page B ntp =]
Reconcile Statement
Procurement Card Transactions
™ pisplay Unmasked Card Humber
™ Run Budget Validation on Save
Customize | Find | View A1 | B | 3 Fis
Biling || VAT
Employee Name | C2'Y Card Humber Trans Date  Merchant *status Transaction | ooy
Issuer Amount
1 W Angelini,Gina VISA 07/22/2000 ABC Office Supply |[Approved [~ 740.00 USD
2/ [T |Angelini,Gina VISA 06/27/2000  Merchant Staged ¥ 350.00 USD £
C(ON USA =
3 [0 CrawfordWilliam MG~ |sressessssnn 9012 09/1412002 ggj‘_%”ug‘ Staged v 18.60 USD =
THE REGENT
4 T Wasterson,Carlos  BKAUS SINGAPORE Staged = 883.64 SGD
STAURAN
5 [T MastersonCarlos  BKAUS BESTAURANT Staged = 800.00 SGD
EMBER
6 [T WastersonCarlos  BKAUS OFWK FYSHWICK |[Staged [ 44.98 AUD
RANDWICK CITY
7 T Masterson,Carlos  BKAUS COUNGIL Staged v 975.59 AUD
il | B
Select All E Clear All Stage Verify Approve ‘Validate Budaget
Search Purchase Details SplitLine Distribution Template
Done [T SJuocslintranet i -

Step Action

6. The Reconcile Statement page displays.

Use the Procurement Card Transactions page to review, manage, and approve
procurement card transactions. You can view all of the procurement card
transactions that you have been granted authority to access on the Cardholder
Profile - Card Data: Assign Proxies page.

7. Click the Comments button to enter comment text that remains with the associated
procurement card transaction line.
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Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

Favgrites = Main Menu > Pur(r@slng > Procurement Cards > Re(grm\e > Reconcile Statement
Enewwindow DHelp [ Customize Page & http =]
Reconcile Statement
Procurement Card Transactions
[T Display Unmasked Card Humber
I” Run Budget Validation on Save
Bank Statement Customize | Find | View Al| First K 47077 O Last
Employee Name | C2'9 Card Humber Trans Date  Merchant *Status Transaction o ooy
Issuer Amount
1 W Angelini,Gina ViSA  [==e=7890 07/22/2000 ABC Office Supply [ Approved = 740.00 USD
2 [ Angelini,Gina VISA  ssssmsesssyNDR 08/27/2000 |Merchant Staged |+ 350.00 USD =
snsereansaan EXXON USA =
3/ [ CrawfordWillam MG 9012 09/14/2002 | 347855037 Staged v 18.60/USD =2
4 [ Masterson Carlos  BKAUS  *w===:3222 042012005 3 Staged  |x 883.64 SGD
5 [ Masterson Carlos |BKAUS  sts#sssssss339) 04120/2005 Staged v 800.00 SGD
6 [ Masterson Caros |BKAUS  s#s#sssssss3pp) 04120/2005 | OFWK FYSHWICK |[Staged = 44.98 AUD
ANDW
7 [ MastersonCaros BKAUS  *w===x3222 04202005 BENDMICKCITY e = 975.52 AUD
COUNCIL
< | i
™ selecan T clearan Stage Verify Approve Validate Budget
Search Purchase Defails SplitLine  Distribution Template
Done [ [ [ [ Ndtocalintranet [# 100w~

Step

Action

You can change the status of a card transaction for individual lines or for many lines
in mass.

To update the status of an individual line, select a value in the Status list.

Click the Status list.

Page 35




Training Guide %+ GEARS

PO280

> General Enterprise And Resource Support
RACLE
Home | Workist | MuttiChannel Console | Add to Favorites
Favgrites = Main Menu > Purdlaslng > Procurement Cards > Re(grm\e > Reconcile Statement
Erewwindow DHeip 5 customize Page & np ]
Procurement Card Transactions
[T Display Unmasked Card Humber
I” Run Budget Validation on Save
Bank Statement
BT ( Biing [ AT
Employee Name :;i’l‘:ﬂ Card Humber Trans Date  Merchant *Status T’“"‘:':z':fm" Currency
1 W Angelini,Gina VISA  [==e=r7890 07/22/2000 ABC Office Supply || Approved x 740.00 USD
2 [ Angelini,Gina LE NDR 08/27/2000 |Merchant Staged v 350.00 USD =
EXXON USA
3 [ CrawfordWillam WG 9012 09/14/2002 5347050057 Staged v 18.60 USD
THE REGENT
ed
4 [ Masterson Carlos  BKAUS ShEAFORE 883.64 SGD
5 [T Masterson Carlos  BKAUS BESTAURANT Staged v 800.00 SGD
EMBER
6 [ Masterson Carlos  BKAUS OFWKFYSHWICK |[Staged = 44.98 AUD
RANDWICK CITY
7 [T MastersonCarlos  BKAUS COUNCIL Staged  x 975.59 AUD
Ol | 3
® gelectan O glearan | Stage [ Verify || Approve | validate Budget
Search Purchase Defails SplitLine  Distribution Template
Done [ [ [ [ [ Sdtocalintranst [# 100w~

Step

Action

The lines that are ready for your approval should have a status of Verified. You
will change the status to Approved.

Click the Approved list item.
Approved

ORACLE
Home | | MuttiChannel Console |  Add to Favorites |
Favgrites . Main Menu > Purcllaslng > Procurement Cards » Recgn:\\e > Reconcle Statement
1/ Lispiay unmaskea Lara nmper =l
I” Run Budget Validation on Save
Bank Statement
RN  Biling [ VAT
card e Transaction
yeellame | Card Humber Trans Date  Merchant Status Bemount CHITERCY
1ni,Gina VISA | essmen7g00 07/2212000 ABC Office Supply |[Approved 740.00 USD
2ni,Gina VIgA  messtyNDR 06/27/2000 | Merchant Staged v 350.00 USD
EXCON USA
3 wiliam  MC 9012 0911412002 347308031 Approved ¥ 18.60 USD
L THE REGENT
4rsonCarlos | BKAUS SINGAPORE Staged ¥ 883.64 SGD
L RESTAURANT
5-son Carlos  BKAUS EMBER Staged v 800.00 SGD
6-son Carlos | BKAUS OFWK FYSHWICK |[Staged = 44.98 AUD
L RANDWICK CITY.
7rson Carlos | BKAUS COUNGIL Staged v 975.59 AUD
H \ ,
seiectal O clezran | Stage | Verify | Approve | validate Budgst |
Search Purchase Defails SplitLine Distribution Template
Save =] Nofify  g* Refresh
[ [ [NJiecalintranet ENR
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Step Action

10. Click the Save button.
11. You have successfully completed the Reviewing Bank Statements and Approving

PCard Statements topic.

You have learned how to:

- Review bank statements

- Approve a P-card statement
End of Procedure.

4.2 Running the P-Card Cardholder Summary Report

The P-Card Cardholder Summary report provides on-demand cardholder-level reporting for
the Maryland Judiciary’s Purchasing Card (P-Card) Administration (Procurement and Finance).
The report allows Judiciary the ability to generate a P-Card report for cardholders by their work
location (Batch Agency). In addition, this transactional audit report will allow Judiciary’s
management to track and monitor spending performance and activity for all employee
cardholders. The report captures the following information:

o cardholder information (hame, Employee ID, and card information including ac count
number, default Chartfields, credit limit, expiration date, transaction limit, monthly limit,
and daily transaction limit) and

e transaction activity

In this topic, you learn how to generate the P-Card Cardholder Summary report.
After completing this topic, you will be able to:

o Enter process request parameters for the P-Card Cardholder Summary report
e Generate the P-Card Cardholder Summary report

Procedure

In this topic, you will run the P-card Cardholder Summary Report.

Step Action

1. Navigate to the P-Card Cardholder Summary Report page.

Click the Purchasing link.

2. Click the Procurement Cards link.

Procurement Cardg
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Step Action

3. Click the Reports link.
4, Click the AOC P-Card Summary Report link.

AQC P-Card Summary Repori]

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites  Main Menu > Purchasng » Procurement Cards > Reports > AOCP-Card Summary Report
I New Window 7 Help Bl niip
AOC P-Card Summary Report

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value

Search by: Run Control IDbegins with

[Clcase sensitive

Search | Advanced Search

Find an Existing Value | Add a New Value

Step Action

5. The AOC P-Card Summary Report search page displays.

If you have not already created a Run Control, you will need to create one now.

Click the Add a New Value tab.
| Add a New Value |
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OoRrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > Purchasng » Procurement Cards > Reports > AOC P-Card Summary Report
ENew Window ? Help B} http

AOC P-Card Summary Report

Find an Existing Value Mﬂ a New Value

Run Control ID:|

Add

Find an Existing Value | Add a New Value

Step Action

6. The Add a New Value tab displays.

Enter the desired information into the Run Control ID field. You can enter any
meaningful value. Enter "Summary", for example.

7. Click the Add button.
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Favorites  Main Menu > Purd’gs‘ng > Pvu:uremsntcards b4 Repgrts > AOC P-Card Summary Report
’ ’ & Hew Window 7 Help [ Personalze Page B htip
P-Card Cardholder Summary Report
*Location: Q
“From Date: T m “ThroughDate: [ |
@ save | [Z] notity [F+ Add B Upsate/Display
1
Step Action
8. The P-Card Cardholder Summary Report page displays.
Enter the location for which you want the report to run. For example, you could
enter C02.
9. You must enter the date range.
Enter the desired dates in the From Date and Through Date fields.
10. Click the Run button.
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Home | Wedist | MultiChennel Console | Sign out

Favorites MainMenu ; Purchasing » ProcuementCarcs » Repgrts  AQCP-Card Summary Report
& Hew Window 7 Help [ Personalze Page B htip

Process Scheduler Request

User ID: don.wynn Run Control ID: Summary
Server Name: - Run Date: [04/17/2013 (01 Process Request Dialog i
Recurrence: - Run Time: [8:06:20A1 Reset to Current Date/Time

Time Zone: Q

Select Deseription Process HNa Process Type *Type *Format Distribution
P-Card Cardholder Summary Rpt AOC_CC_RFT Bl Publisher Web v HTM | Distribution
oK Cancel

Step Action

11. The Process Scheduler Request page displays.

Click the OK button.

12. GEARS will display a unique Process Instance number.

Click the Process Monitor link.

Process Wonitor
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Home | Wedist | MultiChennel Console | Sign out

Favorites  MainMenu > Purchasing » ProcurementCards > Reports » AOCP-Card Summary Report

& tiew Window 2 telp & Personalize Page [ hitp

user Ip[don.wynn Q  Type - Last - [ 18 Days - Refresh
Server > Hame | @ Instance to
Run Status - Distribution Status ~ [ save On Refresn

Process List

Select Instance Seq. Process Type === User  RunDatefTime Runstas  DEtBUton poy
17985 81 Publisher AOC_CC_RPT don.wynn|04/17/2013 8:06:20AM POT Processing  NIA Details

Go back to AOC P-Card Summary Report
@ Seve | |5 Moty |

Process List| Server List

Step Action

13. The Process List displays.

The report will be available as soon as the Run Status is Success and the
Distribution Status is Posted.

Click the Refresh button.

14. Once the appropriate statuses are displayed, click the Details link.
Details
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Home | Wedist | MultiChennel Console | Sign out

Favorites  MainMenu > Purchasing » ProcurementCards > Reports » AOCP-Card Summary Report

& tiew Window 2 telp [ Personalize Page [ hitp

Process Detail

Instance 17326 Type BIPublisher
Hame AOC_CC_RPT Description P-Card Cardholder Summary Rpt
Run Status Syccess Distribution Status Pposted
oo
Run Control ID Summary Hold Request
Location server Queue Request

Cancel Request
Server PSUNX

© Delete Request

Recurrence Restart Request
hsesessssssssssssss
Request Created On 04/17/2013 8:06:294M PDT Parameters Transfer
Run Anytime After 04/17/2013 8:06:20AM PDT Message Log View Locks
Began Process At 0411772013 8:06:36AM FDT Batch Timings:
Ended Process At 04/17/2013 8:06:51AM PDT View Log/Trace
oK Cancel

Step Action

15. The Process Detail page displays.

Click the Message Log link.

Message Log

16. The Message Log displays.

The report will be listed on this page. Click the link to see the report.
I |

17. You have successfully completed the Running the P-Card Cardholder Summary
Report topic.

You have learned how to:
- Generate the P-Card Cardholder Summary report
End of Procedure.

Course Summary

Congratulations!
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You have successfully completed the PO280 Administering Procurement Cards and Cardholder
Information course. In this course, you have learned how to:

View card holder data and profile information interfaced from third party systems
Update cardholder proxies

Set up cardholder defaults, if necessary

Maintain P-Card data

Manage disputed transactions

Load P-Card transactions

Monitor bank transactions and budget status

Monitor and correct load errors

Review and approve P-Card statements

Run Voucher Build process and correct process errors

We hope that you found this class informative, interactive, and fun. Check out other GEARS
training courses, available on the GEARS website at http://courtnet/gears/index.html
(http://courtnet/gears/index.html).

We are always looking for opportunities to improve our courses. If you have ideas on improving
this course please share your feedback by sending us an email at gears@mdcourts.gov
(mailto:gears@mdcourts.gov).

Page 44


http://courtnet/gears/index.html
mailto:gears@mdcourts.gov

