Reconciling Procurement Cards

Updated 8/11/03

Editing Options - Before verifying the procurement card, go to form FBOO to make sure the check mark is
removed by “Documents must be complete before parking.” Type FBOO in the Command line on the top Standard

Toolbar. If it is not showing click on the button that looks like this

next to the Floppy Disk icon [&. After taking off

the check mark, click on the Save Icon [&). Finally, click on the Green back arrow €.

Menu Path for Printing
the Statement

Accounting>>Financial Accounting>>General ledger>> Document>>
Parked Documents>>ZPOS - Procurement Card Statement

Screen Name:

Field Name/Actions:

Input/Action:

Procurement Card
Statement Creation

Fund Center

Statement Month
Statement Year

Click on the Execute Icon.

@

Click on the ‘Choose button’

&

Click on the Print Icon o
and click on the CONTINUE
button.

This is the number that begins with the letter U.
Click on Match-Code button to retrieve your Fund
Center number. Choose either the Cost Center or
WBS Element Tab. Enter your Cost Center or WBS
Element in the appropriate field. Press enter.

Double-click on the highlighted area. This will enter
your funds center number.

Type in the appropriate month.
Type in appropriate Year.

A list of cardholders will display. Click in the box
next to the appropriate cardholder.

The statement should appear on the screen.

Click on the Exit Up Arrow #to take you back to the
SAP Easy Access Menu.

Menu Path for
Distributing, Disputing,
Verifying the Card

Accounting>>Financial Accounting>>General ledger>>Document>>
Parked Documents>>FBV2 - Change

Change parked
Document: Initial
Screen

Company Code

Document number

Fiscal Year

Press enter (or click the
green ball with check mark
at top)

Enter UT.

Enter the document # from your printed statement.
Begins with an "“8”

Enter the appropriate fiscal year.

Your procurement card statement will appear.

Change Parked
Documents: Overview

Verifying Steps:

If you are ready to verify & have
all of your receipts and no
disputes or distributions--

1. Double-click on the line
that says—

2. Clickin the ‘Text’ field
where it says ‘Not
Verified’

3. Click on the ‘Document
menu’ in the menu bar.

Acct. No. 11020 Procure Card Clear (to see this line

you may need to click on the ‘next page’ &3 icon in
the toolbar).

Replace ‘Not Verified’ with ‘Verified’, or you can
just highlight the ‘Not’ and delete.

Choose ‘Complete’ for it to trigger the approval
workflow. This step is only done if you are ready for
it to be verified and approved.
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Disputed/ No Receipt
transactions:

If you need to dispute a
charge—

If you have No Receipt—

Resolving Disputes &
Finding Receipts: If the
card has not been approved

If it has been approved
Use Transaction FB02

DISTRIBUTING CHARGES:

To change g/l code

To change account
charged

To split a transaction
between 1 or more
accounts

1. Double-click on the line
item you are disputing

2. Click on the ‘More Data’
-

button

3. Click in the ‘Reference
key 1’ field

4. Click in the Reference
key 2 field

Click on the Green back
arrow €&

Follow previous steps 1 - 4
and in:

Reference Key 1
Reference Key 2

Follow above steps

Type ‘Disputed’

Type ‘No Receipt’

Takes you to the previous screen to choose another
transaction to update. Do NOT click Save at this
time, because this will park your document and take
you back to the Change Park Documents: Overview
screen.

Change ‘Disputed’ to “Resolved”

Erase the ‘No Receipt”

IMPORTANT: Do not change
the line item for G/L
Account 110200

Click on the [Fast Entry|

button.

If you have a WBS element (R
Account) and the column is
not present do this:

Click on incorrect code and
delete it.

Click on incorrect cost center
(or WBS)

Click on amount to be split.

Then, click on first open
line.

Click on the Green back
arrow €&

If you need to leave the document before you are
finished, you may go to the Document menu, and
choose Park Document. This will save what you
have done so far.

This will take you to the Change Parked Document:
G/L account items screen.

Click on the Settings menu, choose Screen
Template, choose the Z001 - Standard UT
document-parked.

Input correct g/l code

Change to correct cost center or WBS. Remember to
use the WBS column if you have a “R” account.

Change amount and, if necessary, change account
being charged.

Enter the Post Key (40 for debit, 50 for credit), G/L
account, remaining amount of the transaction, and
either a cost center or WBS element. (You can split a
transaction between as many accounts as necessary)

After all transactions are verified, distributed,
disputed, etc, mark the document as COMPLETE.
(See the Verifying section above before you mark as
Complete).
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