FAST Pcard How-To Sheets
fac t@

FINANCIAL ADMINISTRATION HOW do I reconCile my Pcard
COMMUNITY TRAINING & SOLUTIONS .
transactions?

This how-to sheet outlines the steps required for cardholders to reconcile their monthly Pcard transactions.

The steps involved to:
e reconcile transactions (step 2)
e attach supporting documentation for each purchase (step 3)
e send reconciled transactions to your one up supervisor for approval (steps 4,5, & 6)

Important:
e The deadline for monthly reconciliation is usually the second business day of the following month (e.g.
reconcile January’s pcard statement by February 2n9).

e Each month cardholders receive a ‘Procurement Card Month End’ reminder email with the specific
reconciliation deadline.

Related policy:
e The Procurement Card Policyis listed alphabetically on the University Secretariat’s policy page.

Last updated March 5, 2024.

1.  From the FASTPurchasing Card
applicationlanding page, click on Carleton .,.
acard listed under ‘Current TSy > ‘
Statementsfor Reconciliation, &} Return to Approval Status (10:38:55 AM) ﬂ Return to Report ~

that you want to reconcile.
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https://carleton.ca/secretariat/policies/

2a.

Reconcile transactions

Click on the ‘reconciliation
indicator’ icon to reconcile the first
transaction.

(@ Purchasing Card ) Edit Transactions » Current committed transactions

Filter Options Report Results [ Help  + More

ot Comments Gros: unt Currency
B 8. WAVWLIIBA.ORG 82 UsD
2 D 09-15:2023  ROGERS ROGERS $56.39 $56.39 G0

2b.

Reconcile transactions

Click on the ‘pencil’icontoreview
transaction details (e.g. taxes).

(@ Purchasing Card » Edit Transactions » Current committed transactions.
£ Help

i | Transaction Status = All Transactions

J Filter Options Report Results + More
Account Number =

4 Editpata

Index [Fund [Oron [Act [Actv | Comments wst pst st Net Gross Merchant Name
100000 498 713002 WWW.IIBA.ORG 52559 $0.00 $0.00  $19688 522247 WWWIIBAORG N
$25.59 5000 5000 $196.88  $22247
Oet: 1002

| & |wl| 9|

Row # Biling Date | Account Number | Account Holder Trans. Date | Herchant Comments Gross Amount|_Foreign Amount| Currency,

1 B & os2s202 ( 08312023 WWW.IIBA.ORG VOWW.IIBAORG $22247 515082 USD

2 =] & 00252023 09-15-2023  ROGERS ROGERS. $56.30 $56.39 CAD

2c.

Reconcile transactions

The purpose of this stepis to
ensure that...

e thetransactionisbeing
chargedto the correct
FOAPAL(i.e. ‘Fund’, ‘Orgn’,
‘Acct’)

e taxesmatch whatison the
receipt (i.e. ‘HST’, ‘PST’, OR
‘GST)

e thetotal matcheswhatis
on thereceipt(i.e. ‘Net’,
‘Gross’)

Clickon a givenfieldto change the
information.

TIP: The ‘Comments’ field can be
usedfornotes (e.g. Registration for
Joe Smith, item returned/expecting
credit next month).

(@ Purchasing Card » Edit Transactions ) Current committed transactions.
@ Help

| Transaction Status = All Transactions

7 Filter Options Report Results + More

Account Number = ¢

ndex | Fund® Orgn Acct® | Actv

HsT psT st Net G Merchant Name
10000] [498 71300 o 96.88 $222.47
WWW.IIBA.ORG %
.59 $0.00 $0.00 $222.47
© Details « + 1of2
& & | Wil 9| 2
Row # Billing Date | Account Number | Account Holder Trans. Date | Merchant Comments Gross Amount|_Foreign Amount| {
1 B & 252023 . 08-31-2023 WWW.IBA.ORG WWW.IBA.ORG $222.47 $150.82 |
2 @ 00252023 00-15-2023  ROGERS ROGERS $56.30 $56.30 ¢




2d. Reconcile transactions

, Filter Options Report Results [z + More
Account Number = | Transaction Status = All Transactions
Clickon the ‘fl disk’icont L sase
ICKOon the TIoppy disK iconto e [T L F i o L [ st st ast (T [ s
save the changes. ARG 2559 sosss] s
WWW.IIBA.ORG e
0 oes S e

@ & |l | 2

Row # Billing Date | Account Number | Account Holder Trans. Date | Merchant Comments Gross Amount, _Foreign Amount |
1 = & 09-25-2023 . ' 08-31-2023 WWW.IIBA.ORG WWW.ITBA.ORG $222.47 $150.82 1
2 =] @ 00252023 ' 09-15-2023 ROGERS ROGERS $56.30 $56.39 ¢

ze i Re conci I e tl"ansacti ons (® Purchasing Card ) Edit Transactions ) Current committed transactions.

 Fiter Options ReportResults | [ Help |+ More
[r— | Transaction Status = ol Tansacions
. 1 edtoota
Once you have reviewed / chan ge d e e T e T P P st bt ast Net —T—
100000 509 720040 W18 0RG 52559 5000 5000 19685 522247 WWWIIBAORG S x

transaction details, the
‘reconciliationindicator’ icon

changesfromthis = tothis = . - - .

© Details w « 1012

@ & | wil o

Row # “e | Account Number | Account Holder Trans, Date | Merchant Comments Gross Amount| _Foreign Amount| Currency
1 0 & o0s-252023 < 08-31-2023  WWW.IIBA.ORG WWW.IIBA.ORG $222.47 $159.82 USD
2 &  oo252023 ¢ 09-15-2023 ROGERS ROGERS $56.39 $56.39 CAD

2f. Reconcile transactions

Report Results. [ Help + More

| Transaction Status = All Transactions.

Repeat steps 2a through 2e to =T T — — — - ST
reconcile the remaining
transactions.

e Trans. Date | Merchant
8 &  09-252023 [ 08-31-2023  WWW.1IBA.ORG
0 & es20 . 09-15:2023  ROGERS

Gross Amount|_Foreign Amount Currency.
$222.47 $159.82 USD
$56.39 $56.39 CAD

; ;
3a. Attach supportingdocumentation © .

To complete the reconciliation, you - N
must attach supporting

documentation for each purchase

(e.g.itemizedreceipt).

To begin, click on ‘the paper clip’ I

icon. This will openthe B N — T — s

‘Attachments’ section.

NOTE: Due to system limitations,
you are not able to attach itemized
receiptstospecificexpenselines.




3b.

Attach supporting documentation

In the ‘Attachments’ section, click
on the grey ‘Add New Document’
button to attach documentation.

TIP: You can combine all of the
supportingdocumentation (e.g.
itemized receipts) intoone file(e.g.
zip, PDF).

TIP: FAST Pcard accepts most file
formats (e.g. scanned PDFs, photo
images). Regardless of the file
format, images must be legible.

@ Purchasing Card » Edit Transactions » Current committed transactions.

- Filter Options ) Report Results B Help + More
Account Number = ¢ i | Transaction Status = All Transactions
4 Edit pata
Index | Fund |Orgn  Acct Actv | Comments HST PST GST Net Gross Mer
100000 509 713002 ROGERS $6.49 $0.00 $0.00 $49.90 $56.39 ROG
'Sl Document List - PC2023092551009914857735 X

There are no documents associated with this key.

Id Add New Document

3c.

Attach supporting documentation

To complete the attachment, drag
and dropyour files.

I —

) Filter Options. Report Results [ Help  + More

Account Number = | Transaction Status = All Transactions

Index Fund [Orgn  Acct  Actv | Commen ts st pst osT Net Gross Herchant Nome

20GERS N8 x

oo

i@ Upload Document
Gross Amount|_Forelgn Amount| Currency,
= e $222.47 $159.82 USD
2 = $56.39 $56.39 CAD
308 - o x
e OI

10000 509 713002 ROGERS s6.49 50.00 $000 490 $56.39 RO

L3 Add New Document x

3d. Attach supportingdocumentation ¢
Document Reference: PC2023092551009914857735
Once you have attached all Y
documents, click on the grey S
‘Upload Document’ button. Choose your files o drag them here.
i Invoice-11BA.pdf application/pdf 2.34K8 g
4 Rogers-Sep01_2023-2692870739.pdf application/pdf 178.61 KB |

id Upload Document B3 cancel




3e.

Attach supporting documentation
- Filter Options ) Report Results £ Help + More

Account Number = ¢ | Transaction Status = All Transactions

To close thiswondow, click on the

@ | & |ul|ta|kv|@|
‘x’ button.

Row # Billing Date  Account Number Account Holder Trans. Date  Merchant
1 D J 09-25-2023 i 08-31-2023 WWW.IIBA.ORG N RG
2 = @' 00-25-2023 FSALASAAAES 09-15-2023  ROGERS
! [~ |
Document Key File Name Comments Info Date Confidential
PC2023092551009914857735 1 Ro ep01 2023-2692870739.pdf 0 19-Sep-2023 " §
PC2023092551009914857735 -_ Invoice-1IBA.pdf 0 19-Sep-2023 3
N
i Add New Document

4.  Onceyou have completedthe L soes sl
reconciliation and attached Hji L] -]
documents, click the grey ‘Submit
for Approval’ buttoninthe bottom
left-hand corner.

5. Your approver W| “ be IiSte d @ Purchasing Card » Approval » Submit for approval or to Account]
TIP: Your approveris preselected Source Purchasing Card v
for you Ifyou cha nge positions Account Number i (NATALITACHERNEN |s

. ?
e mall Billing Date 09/25/2023 v
procurementservices@carleton.ca
Salact a ucar to cand for approval

to have yourapproverupdated.

SANDRANELSON 7’

@ Search for an Employee to approve l,}
Approve

Enter additional comments here :

| submit |



mailto:procurementservices@carleton.ca

6. Clickon the grey ‘Submit buttonto

sendthe reconcilled Pcard

transactions to your oneup Source Purchasing Card v
supe rvisor. Account Number (NATALITACHERNEN |
Billing Date 09/25/2023 ™

Select a user to send for approval

* SANDRANELSON ’
@ Search for an Employee to approve L}
Approve

Enter additional comments here :

| Submit |

What next?
e FACTS FAST Pcard tools and support page.
e Questionsaboutthe system? Email procurementservices@carleton.ca.



https://carleton.ca/facts/fast-tools-support-training/pcard/

