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Exercise #1: CPCS Logon

Objectives: e Logon to Web Portal
e Access CPCS
Notes: Use the User ID & Password given to you by the instructor.

Instructions:  Execute the following steps:

Step Action

1 » Open an Internet Explorer window
» Point your browser to the training website given to you by the instructor.

Note: Training website will only be utilized in the classroom training.

2 On the CBS Web Migration Portal Login screen:

CBS Portal

Usemname:

Password:

You have accessed 8 Unted States Depariment Of Commerce computer system Uise of this computer systern without suthonzation o for purposes for which
ashorization has nol been extended is & wokation of federsl law and can be punished with fines o mprsonment (Pubic Law 89-474). Indraduals useyg this
Sysiem wihout authorty, oF in excess of ther authorfy, are subyect 1o hawing all of thew acthities on this system mantored and recorded by System personnel. i
the course of Mononng indrduals improparty Lsng e sysiem, or in the course of sy the actvities of also be
endored. Ay g s Systern expressly 1o such mondating s ¥ such .

personnel may provick of 10 Lo et

o
o acinities, system

offcisis

T Check this accept box o indicate your understanding and acceptance of the Rules of Behavor explaned above

oot |

& il you forge your passwond?

» Enter Training User Name
» Enter Training Password
» Check the Checkbox

» Click Logon

FY 2016 -V 1.0 1
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Step Action
3 On the CBS Web Portal screen:
CBS Web Portal
Welccm:‘g;SSCPCSCHH to CBS Youlogged inat 13-NOV-2015 Password expires on: THURSDAY 17.0EC.2015
074330
If you need assistance, please contact the Client Services Help Desk on 301-444-3400 or via
email at clientservices(@noaa.gov.
Hours of operation are Monday through Friday, 7:00 am - 5:00 pm ET.
» Click on CFS
» Click on <Submenu Option Listed>
4 A new window opens, click YES to any prompts
5 Navigator Menu appears, click OK on the message

@ TRMCFS - Windows Internet Explorer

Action Edit View Help Window
B D2 2l Sd =] 5] e (] S mEE 2 ] el

¥ CBS Navigator Menu (MMODO VER-4.0.0.30) =

ver e [ | B

-2 CBS Applications
**) Favorites
[ cPCS - Commerce Purchase Card System
[ WFM - Work Flow Management
Ek] DBADODY - Reset Parameter Process Flag Screen
Ekl QR101 - Quick Reports

FY 2016 -V 1.0 2
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Exercise #2: Add/Modify another ACCS

Objectives: e Add a new ACCS for a cardholder
e Expand Navigator Menu

Notes: Users are able to add or modify ACCS codes, as costs may be charged
to multiple ACCS codes.

Instructions:  Execute the following steps:

Your default accounting information has already been added for the current Fiscal Year.
Due to the types of purchases you make, you decide to add another ACCS to your
profile in order to have the correct Object Class associated.

Step Action

1 From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder
» Click to expand the Cardholder folder

» Double-click on the option BC627-Add Modify ACCS

{2]CBS Navigator Menu (NMO00 VER-4.0.0.30) =]

hlenu et | Bun

--2) £Bs Applications
*) Favorites
-= CPCS - Commerce Purchase Card System
l@ Cardholder
{7+ BCE15 - Log Orders
—Eﬂ BCG05 - Reconcile Transactions
—Eﬂ BC625 - Monitor Qutstanding Disputes
—EE] BCE28 - Track Cardholder Transactions
R acz7 - Ac Modity ACCS
{7+l BCE04 - View Transactions
{15l BCEOS - View Disputes
{+] BCE44 - Select Initiator
+-£7 cardholder Reports
WF0D3 - Messages
+- WFM - Work Flow Management
—Eﬂ DBADDD - Rezet Parameter Process Flag Screen
L{Z+] @R101 - Quick Reports
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Step Action

2 The Add Modify ACCS screen appears:

» Verify that Card number that starts with 8 is showing.
o Ifitisn’'t — use the arrow keys on the keyboard to change it to that
card number.
» Click in the first available blank line
o If none are available, click in a line and then click the Add Record &
icon.

3 Add the following information:
» Note = Training class on (date)
» ACCS Type = T# (next number from the one showing)
» Start Date = 01-OCT-20## (Current Fiscal Year Start Date)
» End Date = 30-SEP-20## (Current Fiscal Year End Date)
A new window will open up that has the default accounting information already
entered on the screen. Use the default ACCS listed or use one of the ACCS
for your training Line Office listed below:

3a ACCS

LO
Org Project Task

NOS 10-01-0000-00-00-00-00 18K3B82 P00, P02, PHA
NMAO 08-01-0000-00-00-00-00 78P3A10 P00, P01, P13
NWS 20-10-0000-00-00-00-00 48WW893 P00, P01, P76
NMFS 30-01-0000-00-00-00-00 28L4S00 P00, P91, P92
NESDIS 40-01-0000-00-00-00-00 58N2G00 P00, PEL
OAR 50-01-0000-00-00-00-00 38R1D18 P00, P01, P02

3b | Enter the following information:

» Object Class = 31-23-00-00
» User Defined = 000000

The Add Modify ACCS screen will appear with your new training ACCS
entered

> Click the Save = icon

FY 2016 -V 1.0 4
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Step Action

4 At the bottom of the screen you should see the following message:
FRM-40400: Transaction camplete: 1 records applied and saved.

Click the Exit M icon.

FY 2016 -V 1.0 5
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Exercise #3: Adding a Purchase Card Order Log Entry

Objectives: e Record a CPCS Order Log entry
e Record ACCS for Order Log entry
Notes: Users should be entering their purchases in either the Log Order within

CPCS after making the purchase. Users should also be entering a
correct ACCS with the order log entry. Upon receipt of the
merchandise, a user should enter the receive date on their order log.

Instructions:  Execute the following steps:
Your office was in the need for some binders. So you went to Staples nearby to pick

them up. After your purchase, you came back to the office to enter this purchase into
your Order Log.

Step Action

1 From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if not
already done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC615- Log Orders

{21 CBS Navigator Menu (NMODO VER-4.0.0.30) =]

e et | REun

--2) £Bs Applications
1*) Favorites
--.=* CPCS - Commerce Purchase Card System
l% Cardholder
i ocots - Log Orders,
—EE] BCEO5 - Reconcile Transactions
—Eﬂ BC625 - Monitor OQutstanding Disputes
—EE BC628 - Track Cardholder Transactions
Tkl BCE27 - Add Modify ACCS
%] BCE04 - View Transactions
1kl BCEOS - View Disputes
{+] BCE44 - Select Initiator
+- 1 cardholder Reports
WFO03 - Messages
+-L 1 WFM - Work Flow Management
—EE DBADDY - Rezet Parameter Process Flag Screen
L] QR101 - Quick Reports
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Step

Action

2

The Purchase Card Order Log screen appears:

» Verify that Card number that starts with 8 is showing.
o Ifitisn’'t — use the arrow keys on the keyboard to change it to that
card number.
» Click in the first available blank line
o If none are available, click in a line in the transaction area and then

click the Add Record .l icon.

Add the following information:

» Order Date = Enter current date in Oracle Format (DD-MON-YYYY) (i.e.
07-OCT-2013)

Amount =41.00

Description = Office Supplies — Binders (may double-click in the field to
bring up the editor)

Vendor = Staples

Date Received = Enter current date in Oracle Format (DD-MON-YYYY)
(i.e. 07-OCT-2013)

> Click the Save = icon
»> Click the ACES button at the bottom of the screen

VV VY

The ACCS screen appears. Associate an ACCS to this order log by doing the
following:

> Click the | azssgmdczz | button at the bottom of the screen

The ACCS Choices dialog box appears:
ACCS CHOICES x|

@ Choose from Below

List Accs Choices Add/Modify Accs Cancel

FY 2016 -V 1.0 8
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Step Action

5 A dialog box will appear listing all of the ACCS choices for the cardholder:

2015 14 38R3B45 FOO ; a3 2 050 01 0000
T 2015 14 38R1D1E8  FOO 1 31 4 os0 M oooo oo 0o 0o 3 I3

Eind| 0K | Qancel‘

» Highlight the default ACCS
» Click OK

TYFPE Fy| BCIPROJ TASK FC| P1] P2 P3| P4C1 |02 O3 04 08| 06| OF| C1| C2| C3] C4

6 The ACCS screen will appear with the new ACCS code selected populated in

the fields.

> Click the Save = icon
» Click the Exit & jcon

7 The Purchase Card Order Log screen appears.

> Click the Save = icon
> Click the Exit H# icon if finished with the Order Log

OPTIONAL ORDER LOG ENTRIES

Enter the following information into the Order Log:

Miscellaneous Office supplies for $42.00 from Office Max (use current dates)
Yellow Folders for $103.00 from Office Depot (use current date for order date)

Make sure to associate an ACCS to each of these new entries.

FY 2016 -V 1.0
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Exercise #4: Delete an entry from the Purchase Card Order Log

Objectives: e Delete a duplicate entry on the Order Log

Notes: Users can delete an entry on the Order Log if it is a duplicate or the
purchase did not go through for some reason.

Instructions:  Execute the following steps:

Upon going into your Purchase Order Log, you realize that you inadvertently put in a
purchase twice. You will need to delete one of them.

Step Action

1 OPTIONAL
From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if
not already done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC615- Log Orders

2 OPTIONAL
The Purchase Card Order Log screen appears:
» Verify that Card number that starts with 8 is showing.

o Ifitisn’'t — use the arrow keys on the keyboard to change it to that
card number.

3 Click to highlight the duplicate line: $370.00, Digital Camera Supplies, Staples

> Click the Delete | icon
> Click the Save = icon

You should see the following message at the bottom of the screen:
Transaclion completa; 1 records applied and savad.

> Click the Exit # icon if finished with the Order Log

FY 2016 -V 1.0 11
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Exercise #5: Updating Purchase Card Order Log Information

Objectives: e Update an Order Log entry with a date received
e Update an Order Log entry by associating an ACCS

Notes: Users may not have all of the information needed when first making the
purchase and entering it into the Order Log. Users have the ability to go
back and edit or update any previous entries in the Order Log.

Instructions:  Execute the following steps:

You have finally received two of your purchases that were ordered. You will need to go
and update the Order Log with the receive date. You also have another entry that you
did not have the correct ACCS at the time of entering it into the Order Log. You will
need to now go back and associate the correct ACCS to that log entry.

Step Action

1 OPTIONAL
From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if not
already done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC615- Log Orders

2 OPTIONAL
The Purchase Card Order Log screen appears:
» Verify that Card number that starts with 8 is showing.

o Ifitisn’'t — use the arrow keys on the keyboard to change it to that
card number.

3a | Click to highlight the following entry:
$100.00, Reference Books, Amazon

Enter the Date Received (Use the 17" of the month of the order date)

3b | Click to highlight the following entry:
$1,800.00 Mobile Workstation Laptop Computers, Dell

Enter the Date Received (Use the 7" of the month of the order date)

FY 2016 -V 1.0 13
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Step

Action

3c

A user can query using the Enter Query ( Gl ) icon and then typing in one of

the fields (i.e. Vendor) and pressing the Execute Query (|% ) icon to filter the
results in the Order Log. Just make sure your cursor is in one of the fields prior
to clicking the Enter Query icon.

¥ Purchase Card Order Log (BC615 VER-3.1.0.50) 10l x|

Card |00815 2 of 2 cards Type |PURCHASE CARD MName [NANCY CARDHOLDER

Trans Date
Mo COrder Date Armourt tem Description “Yendor Received

E SOBFOS-1E | 05-1AN-2015 1,600.00) 3 MOBILE WORKSTATION LAPTORP COMPUTER) DELL 17-JAN-2015

[ fo-0 [01-san-2015 | 950.00 [COLOR PRINTER/FAX/COPER/SCANNER [pELL

3d

> Click the Save = icon

Click to highlight the following entry:
$1,800.00 Mobile Workstation Laptop Computers, Dell

Click the ACCE button at the bottom of the screen

The ACCS screen appears. Associate an ACCS to this order log by doing the
following:

> Click the | azssgdczz | button at the bottom of the screen

The ACCS Choices dialog box appears:
ACCS CHOICES X|

@ Choose from Below

List Accs Choices Add/Modify Accs Cancel

FY 2016 -V 1.0 14
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Step Action
6 A dialog box will appear listing all of the ACCS choices for the cardholder:
x|
Find|%
TYPE F¥] BC|PROJ TASK FC| P1] P2 P3| P4jO1 02 |03 04 05 0 OF C1| C2| <3 C4

2015 14 38R3B45  POD 1 3 3 2 050 01 oooo
T 2015 14 3BR1D18 POO 1 3 1 4 a0 01 oaoa ] 1] 1] o3 23 1] a

Eind| OK | Qancel‘

» Highlight the ACCS that has the property object class (i.e. 31-23)
» Click OK

7 The ACCS screen will appear with the new ACCS code selected populated in
the fields.

> Click the Save = icon
> Click the Exit & icon

8 The Purchase Card Order Log screen appears.

> Click the Save = icon
> Click the Exit & icon if finished with the Order Log

OPTIONAL ORDER LOG ENTRIES

Enter the receive date for the following entry in the Order Log:
Digital Camera Supplies, $370.00, Staples

Make sure to associate a property object class ACCS to this entry.

FY 2016 -V 1.0 15
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Exercise #5a:. Run the Purchase Card Order Log Report
Objectives: ¢ Run the Order Log Report

Notes: The Purchase Card Order Log entries never get deleted unless a user
manually goes in to delete them. Users should not delete them without
proper backup information. At the beginning of the new Fiscal Year, a
user can run the Purchase Card Order Log Report to capture all order
log entries made for the previous fiscal year. Once the report is run, the
user may then save that report electronically or print out a copy. Then
the user may go back and delete the entries on the Order Log for the
previous fiscal year.

Instructions:  Execute the following steps:

COMMERCE ACQUISITION MANUAL 1313.301 states: "Retention of Documents —
The storing of supporting documentation for purchase card transactions below the
micro-purchase threshold for a period of 3 years in accordance with to FAR 4.805 and
GAO-08-368R."

The CPCS system gives the users the capability of keeping an electronic file of these
purchases, however, as new purchases are made each year the order log becomes
longer and longer. To simplify the process, at the beginning of the new fiscal year, the
user may run the Purchase Card Order Log report in order to capture the last fiscal
year’s purchases, prior to deleting them in the system to keep in line with the
regulations.

Step Action

1 OPTIONAL
From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if
not already done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC615- Log Orders

2 OPTIONAL
The Purchase Card Order Log screen appears:
» Verify that Card number that starts with 8 is showing.

o Ifitisn’t— use the arrow keys on the keyboard to change it to that
card number.

FY 2016 -V 1.0 17
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Step

Action

3

» Click the __BmResret  pytton at the bottom of the screen

A dialog box appears:
‘@Purchase Card Order Log =13

Begin Date (SIS0 -

EndDste  |15-DEC-2013 |

Run Report | View Report | Exit |

» Click the drop-down listing to select the Begin Date (i.e. first day shown)
» Click the drop-down listing to select the End Date (i.e. last day shown)

> Click the _RmRet | hytton

A dialog box appears:
BCE15: Alert x|

@ Report BC701 submitted to the report server

» Click OK

Note: The list of values may only show the dates contained within your Order
Log. Choose the dates that are as close to the fiscal year as possible.

FY 2016 -V 1.0 18
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Step

Action

4

The Purchase Card Order Log screen appears:

» Click the _¥==F=at | hytton at the bottom of the screen

A new window will open containing your Order Log Report for the dates

BCo701 Department of Commerce
Purchase Card order Log for
CARDHOLDER, NANCY
Account Number Grand/card Total | Order Begin Date| Period Ending Date Prepared
00819 $16,077.00 01-JAN-2015 06-AUG-2015 13-NOV-2015 Page 1 of 5
$16,077.00
Order Date
Trans.No Date amount vendor Received
0-0 01-JAN-2015 $2,250.00 HEADSETPLUS . COM 11-JAN-2015

Description: WIRELESS POLYCOM CONFERENCE PHONES
ACCS:

ACCS Descr:

0-0 01-JAN-2015 $950.00 DELL 07-JAN-2015
Description: COLOR PRINTER/FAX/COPIER/SCANNER
ACCS:

ACCS Descr:

498703-1 01-JAN-2015 $200.00 OFFICE DEPOT 10-JAN-2015
Description: FILE CABINET, 2-DRAWER LETTER
ACCE:

ACCS Descr:

498703-10 01-JAN-2015 $3,585.00 A-1 CABLES
Description: 300 CUSTOM BUILT CABLES
ACCS:

ACCS Descr:

498703-22 01-JAN-2015 $503.00 OFFICE DEFOT 01-JAN-2015
Description: OFFICE SUPPLIES

ACCS:

ACCS Descr:

Use Adobe’s Print or Save icons to either print a hard-copy or save an
electronic copy to your computer.

Click the Close [E4 button

The Purchase Card Order Log screen appears.

> Click the Exit ¥ icon if finished with the Order Log
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Exercise #6: Reconcile a Single Transaction

Objectives: ¢ Match a Single Transaction with one Order Log Entry and
Reconcile

Instructions:  Execute the following steps:

The invoice from the credit card company has been loaded and swept. It is now time to
reconcile your transactions.

Step Action

1 From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if
not already done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC605 — Reconcile Transactions

{4 CBS Navigator Menu (NMO00 VER-4.0.0.20) =]

Menu fetm: | Run

--2) cBs Applications
') Favorites
~-|== CPC5 - Commerce Purchase Card System
14@ Cardholder
-+l BCE15 - Log Orders
e ————
—EE] BC625 - Monitor Outstanding Disputes
—EE] BC625 - Track Cardholder Transactions
ikl BCE2T - Add Modify ACCS
Ikl BCEO4 - View Transactions
i+ BCEOS - View Disputes
Ikl BCE44 - Select Initiator
+L 1 cardholder Reports
WFO03 - Messages
+C71 WFM - Work Flow Management
—Eﬂ DBACDY - Reset Parameter Process Flag Screen
L] QR101 - Quick Reports
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Step Action
2a | The Warning Message dialog box appears:
{9 wWarning Message o ] |
W RMIN G WWARMIMG WARMIMNG WA RMIMG W RMIN G
| CERTIFY THAT | HAVE PURCHASED THE SUPPLIES OR SERVICES IM ACCORDAMCE
WATH THE DOC PURCHASE CARD PROCEDURES, FOR OFFICIAL GOWERMMENT BUSINESS
OMLY. | CERTIFY THAT, TO THE BEST OF MY KWMCOWLEDGE AMD BELIEF, ALL OF by
STATEMENTS ARE TRUE, CORRECT, COMPLETE, AND MADE M GOOD FAITH, AND SUBJECT
TO TITLE 18 U.5. CODE, SECTION 1001 . FOR GROUP ADMMISTRATORS THEY ARE CERTIFYING
THAT THEY HAYE RECEIVED PROPER SUPPORTIMG DOCUMENTATICON FROM THE CARDHOLDER
THAT THE PURCHASES WERE IM THE BEST IMTEREST OF THE GONWERMMEMT.
RN G WARMIMG WARMING W RMIMG RN G
» Click OK
2b The Reconcile Transactions screen appears:
» Verify that Card number that starts with 8 is showing.
o Ifitisn’'t — use the arrow keys on the keyboard to change it to that
card number.
3 Click to highlight the following transaction (a user may query on these fields as
well):
$503.00, Office Depot
» Click the —2erloe hytton
4a | The Purchase Card Order Log screen appears:

» Verify that Card number that starts with 8 is showing.
o Ifitisn’'t — use the arrow keys on the keyboard to change it to that
card number.

FY 2016 -V 1.0 22




CPCS Cardholder Training Exercises

Step Action
4b Click to highlight the following transaction (a user may query on these fields as
well):
$503.00, Office Supplies, Office Depot
» Click the ‘MchiaTrensaction [hytton
4c A dialog box appears:

Forms x|

Are you sure you want to match this log entry to the
transaction being reconciled?

Yes

If you wish this transaction to be matched to the order log entry, click Yes.

Another dialog box appears:
Mote Created x|

Q Log entry matched to 498704-3:Description Note Created.

» Click OK

FY 2016 -V 1.0 23
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Step Action
5 The Reconcile Transactions screen appears with checkbox in the Note
column and if there was a receive date on the Order Log entry, it will show up
in the Date Received column.
’@Recondle Transactions (BC-605 VER-3.0.0.108) -0 ﬂ
Reconcile Tranzactions
Card [00820 2 of 2 cards Type |PURCHASECARD Mame |KIM CARDHOLDER
Trans Purchaze siC Date Mtatched

hote  mo Date Wenclor Amourt Coce Prop Received Ok Dizpute No

[ ||498704-1 | 01-JAN-2015 |A-1 CABLES-CONNECTICUT | 5119500 5988 || || [s i|n-u -

[ ||4s87042 | 01-JAN-2015 [DELL | st00000 8515 (T ] [5 oo

[ ||498704-4 | 05-JAN-2015 |OFFICE DEPOT | se00.00 [s251 [ ||| [5 oo

[ ||498704-5 | 15-JAN-2015 |[STAPLES | s105.00 2087 [ ||| [5 oo

[ ||4987046 | 01-JAN-2015 |OFFICE DEPOT | s235.00 [s843 [ ||| [5 oo

[ ||498704-7 | 14-JAN-2015 |BEST BUY | sso0.00 [sees [ ||| [5 oo

[ ||498704-8 | 11-JAN-2015 |ADOBE | sso0.00 (4881 [ ||| [s ||n-u I~

Reference Mo |24B1 0430081038846208633

Order Log | Mote | Unmatch Dispute | Wiewn Dispute | ACCS | Property |

By reconciling any purchase | am werifying that the purchase price was, to the best of my knowledge, fair and reasonable.

Furthermore, | have received the proper prior approval for this purchase.

6 Click in the OK column. A dialog box with other statuses will appear:

STATUS CODES x|
Find|%

STATU.. |DESCRIFTION

K Mot Reconciled

] Cizpute

Eind‘ Ok | Qancel|

» Make sure R Reconciled is highlighted
» Click OK
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Step Action
7 The Reconcile Transactions screen appears with the R now in the OK
column.
> Click the Save = icon
8

The Reconcile Transactions screen will then remove the transaction.

OPTIONAL RECONCILE SINGLE TRANSACTION

Reconcile the following transaction:

$155.00 from Staples

FY 2016 -V 1.0
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Exercise #7: Reconcile Transaction — Split ACCS

Objectives: e Reconcile a transaction to an order log entry
e Split the costs between two ACCS
e Adda New ACCS

Instructions:  Execute the following steps:
The invoice from the credit card company has been loaded and swept. It is now time to

reconcile your transactions. This specific transaction is being split between two ACCS
codes.

Step Action

1 OPTIONAL
From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if not
already done.

» Click to expand the Cardholder folder, if not already done.

> Double-click on the option BC605 — Reconcile Transactions

2a | OPTIONAL
The Warning Message dialog box appears:

» Click OK

2b | OPTIONAL
The Reconcile Transactions screen appears:
» Verify that Card number that starts with 8 is showing.

o Ifitisn’'t — use the arrow keys on the keyboard to change it to that
card number.

3 Click to highlight the following transaction:

$2,258.00, ATD American

» Click the _&@erlea hutton
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Step Action

4a | The Purchase Card Order Log screen appears:

» Verify that Card number that starts with 8 is showing.
o Ifitisn’'t — use the arrow keys on the keyboard to change it to that
card number.

4b | Click to highlight the following transaction:
$2,258.00, Chairs, ATD American

» Click the MschToTrensacion hyytton

4c | A dialog box appears:

Forms x|

Are you sure you want to match this log entry to the
transaction being reconciled?

Yes | [} No

If you wish this transaction to be matched to the order log entry, click Yes.
Another dialog box appears:

» Click OK

5 The Reconcile Transactions screen appears with checkbox in the Note
column and if there was a receive date on the Order Log entry, it will show up
in the Date Received column.

» Click the | &5 putton
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Step Action
6a | The ACCS screen appears and should have a default ACCS in it for the total
amount. If it doesn’t select the default accounting ACCS.
{1 ACCS (BCBOG VER-3.0.0.81) -10] x|
ACCS Details Card [00820 TYRE |PURCHASE CARD  Mame |KIM CARDHOLDER
Trans Mo Reference Mumber Purchase Date wendar Status  Amount
|498704-21 |14326840081012016402698 | 01-JAN-2015  [ATD AMERICAN s | 52,258.00
‘LN| F | Accounting Classification Code ‘Grly| At ‘ Total ‘
.
[T [ |
[ [ | | |
[T | [ ] | -
Descrigtion |CREDI‘I’ CARD PURCHASE ACCS Tatal 52 258.00
ACCS Choices | Property | View Dizputes Note
»> Click in the Amount Field
> Enter 1129.00
> Click in the FY field on the next blank line
» Enter the FY (i.e. 2015)
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Step Action
6b | The Partial Account Classification Code Structure screen appears:
ACCS (BCE06 VER-3.0.0.81) =ik
ACCS Detsils Card [00820 Type [PURCHASE CARD  |Mame |KIM CARDHOLDER
Tranz Mo Reference Mumber Purchase Date ' encor Status Amount
|298704-21 [14326340081012016402688 | 01-JAN2015  [ATD AMERICAN Bl 52,258.00
|LN| F | Accounting Clazsification Code ‘Qty‘ At ‘ Tatal |
[1 [2015] 14 38R3B45-P00 0001 03-03-02-D00 50-01-0000-00-00-00-00 26-19-00-00 000000 | 1| 112000 1129.00 =~ |
I EGE I I . —_—
['_@ PARTIAL ACCOUNT CLASSIFICATION CODE STRUCTURE (DBAQ93 VER-4.2.0.34) - Ol =]
C
Uzer
Defined
Project/Tazk Organization Object Class Figld
— 3gR384s [0l J50 [0 Joooo oo [oo foo oo [ [ | | -
RE BETC
Mame  [WARINE BIOTECHNOLOGY |
Next | Prev | Cancel |
Enter a Project and Task code listed below for your training Line Office
Tab through to Object Class fields
Enter object class 26-19-00-00
Enter User Defined 000000
6b1l ACCS
LO
Org Project Task
NOS 10-01-0000-00-00-00-00 18K3B82 P00, P02, PHA
NMAO 08-01-0000-00-00-00-00 78P3A10 P00, PO1, P13
NWS 20-10-0000-00-00-00-00 48WW893 P00, PO1, P76
NMFS 30-01-0000-00-00-00-00 28L4S00 P00, P91, P92
NESDIS 40-01-0000-00-00-00-00 58N2G00 P00, PEL
OAR 50-01-0000-00-00-00-00 38R1D18 P00, PO1, P02
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Step Action
6¢c | » Enter 1 in the Qty field
» Click in the Amount field
» Enter 1129.00
$HACCS (BCE06 VER-3.0.0.81) -0l x|
ACCS Details Card 00820 Type |PURCHASE CARD  Name |KIM CARDHOLDER
Trans Mo Reference Mumber Purchasze Date “Wendaor Status A rhovirt
|4BB?U4—21 |1432634EIDS1D12I]16402693 | 01-JAN-2015 |ATD AMERICAN 52 258.00
|LN| F | Accourting Clazsification Code
’1_ ZD1E-| 14 38R3B45-P0O0 0001 03-03-02-000 50-01-0000-00-00-00-00 26-15-00-00 000000
HEE
B
[T | -
Description ACCS Total 52,258.00
ACCS Choices | Property | Wiew Disputes | Note
> Click the Save & icon
> Click the Exit ¥ icon
7 The Reconcile Transactions screen appears with checkbox in the Note
column and if there was a receive date on the Order Log entry, it will show up
in the Date Received column.
8 Click in the OK column. A dialog box with other statuses will appear:
» Make sure R Reconciled is highlighted
» Click OK
9 The Reconcile Transactions screen appears with the R now in the OK
column.
> Click the Save = icon
10 | The Reconcile Transactions screen will then remove the transaction.
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Exercise #8: Reconcile Transaction — Record Property

Objectives: e Reconcile a transaction to an order log entry
e Verify/Modify ACCS
e Enter Accountable Property Information

Instructions:  Execute the following steps:

The invoice from the credit card company has been loaded and swept. It is now time to
reconcile your transactions. This specific transaction needs the default accounting and
property information needs to be added prior to reconciling the transaction.

Step Action

1 OPTIONAL
From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if not
already done.

» Click to expand the Cardholder folder, if not already done.

> Double-click on the option BC605 — Reconcile Transactions

2a | OPTIONAL
The Warning Message dialog box appears:

» Click OK

2b | OPTIONAL
The Reconcile Transactions screen appears:
» Verify that Card number that starts with 8 is showing.

o Ifitisn’'t — use the arrow keys on the keyboard to change it to that
card number.

3 Click to highlight the following transaction:

$1,800.00, Dell

» Click the _&@erlea hutton
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Step Action

4a | The Purchase Card Order Log screen appears:

» Verify that Card number that starts with 8 is showing.
o Ifitisn’'t — use the arrow keys on the keyboard to change it to that
card number.

4b | Click to highlight the following transaction:
$1,800.00, 3Mobile Workstation Laptop Computers, Dell
» Click the [MsehiaTrnzacion hytton

4c | A dialog box appears asking if you wish this transaction to be matched to the
order log entry, Click Yes.
Another dialog box appears giving you the information about Log Entry
matched. Click OK.

5 The Reconcile Transactions screen appears with checkbox in the Note

column and if there was a receive date on the Order Log entry, it will show up

in the Date Received column.

’@Recondle Transactions (BC-605 VER-3.0.0.106) -0 ﬂ
Reconcile Transactions

Cardl |00820 2 of 2 cards T¥Pe |PURCHASE CARD Mame |KIM CARDHOLDER

Tranz Purchase SIC Drate Matchedd
Mote Mo Diate “endar Armount Code Prop Received Ok Dispute Mo
[ ||4987045 | 15-1aN-2015 |STAPLES | s10s.00 [2087 (||| [ s [[o0 =
[ ||4987046 | 01-JAN-2015 |OFFICE DEPOT | s235.00 [s943 (||| [ s [o0
[ ||498704-7 | 14-JAN-2015 |[BEST BUY | ss00.00 (5899 (||| [ 5 o0
[ ||498704-8 | 11-JAN-2015 |ADOBE | ss00.00 [4es1 (||| [ = oo
[ ||4887049 | 07-JaN-2015 |BESTBUY |  -s10000 [s899 (1] [ 5 oo
[ ||488704-11| 06-JAN-2015 |STAPLES | s155.00 |a3ea ([ | |f [5 [[o0
iz psan20ts JoeL | sicoooofesis il |
[ ||498704-1:| 05-JaN-2015 |BESTBUY |  s12s200 seme (1] [5 ‘|u-u -
Reference Mo |14326840081012016402698
Order Log | Note | Unmatch Dispute | Wiewr Dispute | ACCS | Property |

By reconciling any purchase | am verifying that the purchaze price was, to the best of my knowledge, fair and reasonakle.
Furthermare, | have received the proper prior approval far this purchase.

» Click the | &5 putton
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Step Action

6a | The ACCS screen appears and should have a default ACCS in it for the total
amount. If it doesn’t select the default accounting ACCS.

{#ACCS (BCEOE VER-3.0.0.81) - (Olx]
ACCS Details Card 00820 T¥Re |PURCHASE CARD  Mame |KIM CARDHOLDER
Trans Mo Reference Number Purchase Date “endar Status Amourit
|438704-11 [14326840081012016402688 | 05-JAN-2015  |DELL El 51,800.00
|LN‘ F ‘ Accourting Clazsification Code |Gd\,r‘ At ‘ Tatal |

180000

De=scription |CREDI‘I’ CARD PURCHASE ACCS Total $1,800.00

ACCS Choices | Property | View Disputes | Note: |

6b | » Highlight the Default ACCS line and click | 4ceschaices |

.......................................

>
» Choose the new ACCS added earlier that has the property object class
code (31-23) and click OK

> Click the Save l& icon

The New ACCS should now show:

{ZACCS (BCBOG VER-3.0.0.81) - O] x|
ACCS Details Card |00220 TyPe [PURCHASE CARD  Mame |KIM CARDHOLDER
Trans Mo Reference Mumber Purchase Date wWendor Status Amourit
|498704-11 [14326840081012016402698 | 05-JAN-2015 |DELL Bl §1,800.00

Accounting Classification Code
14 38R1018-P00 0001 03-01-04-000 50-01-0000-00-00-00-00 31-

[T

Dezcription |CREI}IT CARD PURCHASE

ACCS Choices | Property View Dizputes Note

> Click the Save I icon
» Click _Ereertr ]
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Step Action
7a | The Accountable Property screen appears:
{5 Accountable Property (BC626 VER-3.0.0.0) =1O)=|

ACCS Details

Tranz Mo Reference Mumber Purchaze Date endor Amourit
|493?’D4—1‘1 |1432684UDS1U120164D26!}S 05-JAN-2015 DELL | 21,800.00

Lire  ‘Year Accounting Classification Code Structure Gty At Total

14 38R 1D18-P0O0 0001 03-01-04-000 50-01-0000-00-00-00-00 31-23-00-00 000000 18 -

[BIt0eya eyl CREDIT CARD PURCHASE
Accountable Property Details

Frop  Line Accept Eldg Room Unit

ftem Mo Description Date hfgr Setial Mo Bar Code hodel Na Code  Mumber Price
1 1 1 1 1 1 1 1 | | =
T | | | | | | |
I | | | | | | | -

£.00

7b | In the Accountable Property Details section, enter the following information:
Description = 3 Laptops
Unit Price = 1800.00
> Click the Save l& icon
> Click the Exit M icon (takes you back to the ACCS screen)
> Click the Exit M icon (takes you back to the Reconcile Transactions

screen)
Note: For purposes of this exercise, only the mandatory fields will be entered.
The other fields are not required.

8 The Reconcile Transactions screen appears with checkbox in the Note
column and if there was a receive date on the Order Log entry, it will show up
in the Date Received column.

9 Click in the OK column. A dialog box with other statuses will appear:

» Make sure R Reconciled is highlighted
» Click OK
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Step Action

10 | If the Date Received field did not have a date it in, you will be prompted to
select a date by a dialog box:

Received Date is invalid. x|
Q The date received must be specified.
ok Use Purchase Date Use Today

» Click on Use Today

11 | The Reconcile Transactions screen appears with the R now in the OK
column and the Date Received should have a date.

> Click the Save = icon

12 The Reconcile Transactions screen will then remove the transaction.

OPTIONAL RECONCILE TRANSACTION — ADD PROPERTY

Reconcile the following transaction:

$500.00 from Best Buy
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Exercise #9: Reconcile Multiple Transaction with One Log Entry

Objectives: e Match single transaction to multiple order log entries
e Verify/Modify ACCS
e Add Note(s) if needed

Instructions:  Execute the following steps:

The invoice from the credit card company has been loaded and swept. It is now time to
reconcile your transactions. The company had to split the transaction into two in order
to ship the number needed for the order. However, when ordering, you only entered
one log entry. You will need to reconcile one transaction to the order log and the other
by itself with a note explaining the situation. Verify/Modify ACCS associated to both
transactions.

Step Action

1 OPTIONAL
From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if
not already done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC605 — Reconcile Transactions

2a OPTIONAL
The Warning Message dialog box appears:

» Click OK

2b | OPTIONAL
The Reconcile Transactions screen appears:
» Verify that Card number that starts with 8 is showing.

o Ifitisn’t— use the arrow keys on the keyboard to change it to that
card number.

3 Click to highlight the following transaction:

$2,390.00, A-1 Cables Maryland

> Click the _eerlaa | hytton
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Step

Action

4a

The Purchase Card Order Log screen appears:

» Verify that Card number that starts with 8 is showing.
o Ifitisn’t— use the arrow keys on the keyboard to change it to that
card number.

4b

Click to highlight the following transaction:
$3,585.00, 300 Custom Built Cables, A-1 Cables

» Click the _MschToTrensacion [y tton

4c

A dialog box appears asking if you wish this transaction to be matched to the
order log entry, Click Yes.

Another dialog box appears giving you the information about Log Entry
matched. Click OK.

The Reconcile Transactions screen appears with checkbox in the Note
column and if there was a receive date on the Order Log entry, it will show up
in the Date Received column.

» Click the " &5 putton

The ACCS screen appears and should have a default ACCS in it for the total
amount of the transaction — not order log. If it doesn’t, select the default
accounting ACCS.

> Click the Save I& icon (only if you had to add an ACCS)
> Click the Exit & icon

The Reconcile Transactions screen appears with checkbox in the Note
column and if there was a receive date on the Order Log entry, it will show up
in the Date Received column.

» Click hiot
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Step Action
8a The Notes screen appears:
{#Notes (BCE23 VER-3.0.0.5) -0 x|
Reviewy &l Motes
Mame of Author Abbreviated Mote Origin Date
CARDHOLDER, KM 13-nov-2015 1l
| |
| |
| |
| | |
| | |
ADD | PREVIOUS
> Double-click in the first blank line in Abbreviate Note field
8b The Editor box appears:

Editar x|

Ok Cancel Search

» Enter: ORDER SHIPPED FROM SEPARATE LOCATIONS - 200
CABLES FROM MD AND 100 FROM CT
» Click OK

> Click the Save & icon
You'll be prompted with a dialog box asking if you wish to save, click YES

> Click the Exit M icon
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Step Action
9 The Reconcile Transactions screen appears with checkbox in the Note
column and if there was a receive date on the Order Log entry, it will show up
in the Date Received column.
10 Click in the OK column. A dialog box with other statuses will appear:
» Make sure R Reconciled is highlighted
» Click OK
11 If the Date Received field did not have a date it in, you will be prompted to
select a date by a dialog box:
» Click on Use Today
12 The Reconcile Transactions screen appears with the R now in the OK
column and the Date Received should have a date.
13 Click to highlight the following transaction:
$1,195.00, A-1 Cables Connecticut
» Click hiot
14a | The Notes screen appears:

¢ Notes (BCE23 VER-3.0.0.6) =10 x|

Reviews Al Mates

Mame of Author Abbrevisted Mote Origin Date

e R N EESTCETICR -

-

ADD | PREVIOUS

» Double-click in the first blank line in Abbreviate Note field
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Step

Action

14b

The Editor box appears:

Editor x|

oK Cancel Search

» Enter: ORDER SHIPPED FROM SEPARATE LOCATIONS — 200
CABLES FROM MD AND 100 FROM CT; LOG ORDER TOTAL OF
$3585.00 MATCHED TO MARYLAND SHIPMENT

» Click OK

> Click the Save & icon

You'll be prompted with a dialog box asking if you wish to save, click YES

> Click the Exit # icon

15

The Reconcile Transactions screen appears with checkbox in the Note
column and if there was a receive date on the Order Log entry, it will show up
in the Date Received column.

16

Click in the OK column. A dialog box with other statuses will appear:

» Make sure R Reconciled is highlighted
» Click OK

17

If the Date Received field did not have a date it in, you will be prompted to
select a date by a dialog box:

» Click on Use Today

18

The Reconcile Transactions screen appears with the R now in the OK
column and the Date Received should have a date.

> Click the Save = icon

19

The Reconcile Transactions screen will then remove the transaction.
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OPTIONAL RECONCILE MULTIPLE TRANSACTIONS — SINGLE ORDER LOG

Reconcile the following transactions:

$1,500.00 from Headsetplus.com
$750.00 from Headsetplus.com
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Exercise #10: Reconcile Single Transaction with Multiple Log
Entries

Objectives: ¢ Reconcile Single Transaction with Multiple Order Log Entries
e Verify/Modify the ACCS

Instructions:  Execute the following steps:

The invoice from the credit card company has been loaded and swept. It is now time to
reconcile your transactions. This specific transaction has two order log entries.
Reconcile one transaction to both of the order log entries. Verify/Modify ACCS
associated to the transactions.

Step Action

1 OPTIONAL
From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if
not already done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC605 — Reconcile Transactions

2a | OPTIONAL
The Warning Message dialog box appears:

» Click OK

2b OPTIONAL
The Reconcile Transactions screen appears:
» Verify that Card number that starts with 8 is showing.

o Ifitisn’'t — use the arrow keys on the keyboard to change it to that
card number.

3 Click to highlight the following transaction:

$129.00, Office Max

» Click the _2erlaa . hutton
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Step Action
4a | The Purchase Card Order Log screen appears:
» Verify that Card number that starts with 8 is showing.
o Ifitisn’t— use the arrow keys on the keyboard to change it to that
card number.
4b Click the checkboxes for the following transactions:

ACCS Eroperniy

Furthermore, | have received the proper prior approval for this purchase.

Idatch To Transaction

Run Report

View Report

{¥Purchase Card Order Log (BC615 VER-3.1.0.50) Ol x|
Card [00850 2 0f 2 cards Type [PURCHASE CARD | Name [JOHATHAN CARDHOLDER
Trans Date
Ma Crder Date Aot ftem Description endor Received
| fo-0 [os-DEC-2013 | 370.00 |DIGTAL CAMERA SUPPLEES [sTAPLES [ |
| fo-0 [os-pEC-2013 | 1,252.00 [DIGITAL CAMERAS |sEST BUY [10-DEC-2013
| fo-0 [osDEC2013 | 370.00 |DIGTAL CAMERA SUPPLEES [sTAPLES [
| fo-0 [os-pEC-2013 | 500.00 [PRINTER/FAX/SCANNER |oFFicE DEPOT |os-DEC-2013
V| [o-0 [o4DEC2013 | 50.00 [PRINTER/FAX PAPER |oFFICE max |os-DEC-2013
Tl Josnec 2013 COLOR PRINTER SUPPLES 08-DEC-2013
| fo-0 [o3-pEC-2013 | 100.00 [REFERENCE BOOKS [Amazon [
| fo-0 [o2-DEC2013 | 779.00 |2 FILE CABINETS, S-DRAWER LETTER |oFFicE DEPOT |os-DEC-2013
| fo-0 [o1-DEc-2013 | 2,250.00 [WIRELESS POLYCOM CONFERENCE PHONES |HEADSETPLUS.COM [11-DEC-2013
| fo-0 [o1-pEC2013 | 200.00 [FILE CABINET, 2-DRAWER LETTER |oFFice pEPOT [10-DEC2012 | |
Extract |T Tranz Status |T
¥ Unmatched
™ Matched
By reconciling any purchase | am verifying that the purchase price was to the best of my knowledge, fair and ressonable. AL

Previous Match

» Click the

$79.00, Color Printer Supplies, Office Max
$50.00, Printer/Fax Paper, Office Max

Mateh Ta Transacticn. [y jtton
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Step

Action

4c

Depending upon whether or not an ACCS was associated to an order log
entry, you may receive an error message asking you to adjust the amount or
add an ACCS. Click OK if you are planning on using the default accounting
that the transaction was swept with. If not, click Cancel and associate an
ACCS to the order log entry/entries.

A dialog box appears asking if you wish this transaction to be matched to the
order log entry, Click Yes.

Another dialog box appears giving you the information about Log Entry
matched. Click OK.

The Reconcile Transactions screen appears with checkbox in the Note
column and if there was a receive date on the Order Log entry, it will show up
in the Date Received column.

Click in the OK column. A dialog box with other statuses will appear:

» Make sure R Reconciled is highlighted
» Click OK

The Reconcile Transactions screen appears with the R now in the OK
column and the Date Received should have a date.

> Click the Save = icon

The Reconcile Transactions screen will then remove the transaction.

OPTIONAL RECONCILE SINGLE TRANSACTION — MULTIPLE ORDER LOG

ENTRIES

Reconcile the following transactions:

$105.00, Staples TO $45.00, Office Supplies, Staples & $60.00, Printer Cartridges,

Staples
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Exercise #11. Dispute a Transaction

Objectives: e Dispute a Transaction

Notes: The following URL has all the information pertaining to the JPMC cards:
http://www.corporateservices.noaa.gov/~finance/JPMC.html

Instructions:  Execute the following steps:

The invoice from the credit card company has been loaded and swept. It is now time to
reconcile your transactions. This specific transaction came in $35.00 more than what
the price was when you order. You will need to match the transaction to the order log
entry and then complete the steps of disputing the incorrect amount on the transaction.

Step Action

1 OPTIONAL
From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if not
already done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC605 — Reconcile Transactions

2a | OPTIONAL
The Warning Message dialog box appears:

» Click OK

2b | OPTIONAL
The Reconcile Transactions screen appears:
» Verify that Card number that starts with 8 is showing.

o Ifitisn’'t — use the arrow keys on the keyboard to change it to that
card number.

3 Click to highlight the following transaction:

$235.00, Office Depot

> Click the _2eerlas hytton
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Step Action
4a | The Purchase Card Order Log screen appears:
» Verify that Card number that starts with 8 is showing.
o Ifitisn’'t — use the arrow keys on the keyboard to change it to that
card number.

4b | Click to highlight the following transaction:
$200.00, File Cabinet, 2-Drawer Letter
» Click the [MsehiaTrnzacion hytton

5 A dialog box appears asking if you wish this transaction to be matched to the
order log entry, Click Yes.

Another dialog box appears giving you the information about Log Entry
matched. Click OK.

6 The Reconcile Transactions screen appears with checkbox in the Note
column and if there was a receive date on the Order Log entry, it will show up
in the Date Received column.

» Click hlate

7 The Notes screen appears:

» Double-click in the first blank line in Abbreviate Note field

8 The Editor box appears:

» Enter: TRANSACTION DISPUTED DUE TO INCORRECT AMOUNT - S/B
$200.00
» Click OK
> Click the Save l& icon
You'll be prompted with a dialog box asking if you wish to save, click YES
> Click the Exit ¥ icon
9 The Reconcile Transactions screen appears with checkbox in the Note

column and if there was a receive date on the Order Log entry, it will show up
in the Date Received column.
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Step

Action

10

Click in the OK column. A dialog box with other statuses will appear:
» Make sure D Dispute is highlighted
A warning message will appear:

Forms |

@ JP Margan Chase disputes are to be submitted using

their website. Instructions on how to use the website can
be obtained by contacting your ACQPC. BCG05 entry is for
information anly.

» Click OK
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Step Action

1la | The Questioned Iltems screen appears:
@ﬂuesﬁonedltems (BCE05 VER-3.0.0.106) -|O ﬂ

Cardhalder Statement of Guestioned tem

CARDHOLDER MAKE ACCOUNT MUMBER TELEFHOME MUMEER:
| CARDHOLDER, KIM 00320 | 301-427-1009

The transaction in question is descnbed below.
PURCHASE DATE REFEREMCE # MERCHARNT MAME AbOLURT STATEMEMT DATE
| 01-JAN-2015 7451043008108884620863 |OFFICE DEPOT | £235.00 08-JUL-2015

Pleasze read carefully each of the following dezcrptions and chechk the one most appropriate to wour particular dispute. To access the dispute
descrptions, double click in the Dispute Code and Dispute Sub Code fields to reweal the codes. If wou hawe any questions call the Help Deskh.
e will be happy to adwise you in this matter.

Cregtion Date Dispute Code  Dispute Sub Code Reason “Wendar Contact Date Dizputed Amaourt

Enter the following information:

Dispute Code = 12 (Double-clicking in this field will bring up a list of values)
Dispute Sub-Code = 0 (Double-clicking in this field will bring up a list of
values)

Reason = Invoice does not match transaction amount

Vendor Contact Date = Purchase Date

Disputed Amount = 35.00

> Click the Exit M icon

You'll be prompted to save your changes before exiting, click Yes

12 | The Reconcile Transactions screen appears with checkbox in the Note
column and if there was a receive date on the Order Log entry, it will show up
in the Date Received column and you should now have a D in the OK column.

» Click the Save l&l icon
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Step Action

13 The Reconcile Transactions screen will then remove the transaction.

> Click the Exit M icon

OPTIONAL DISPUTE TRANSACTION

Dispute the following transaction:

$1,000.00, Dell TO $950.00, Color Printer/Fax/Copier/Scanner, Dell
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Exercise #12: View a Disputed Transaction

Objectives: e View a disputed transaction
Instructions:  Execute the following steps:

After you have disputed transaction using the BC605 Reconcile Transaction screen, you
must follow the procedures for JPMC using their system to do the actual dispute with
them. You can always go and view what was originally entered for your disputed
transaction.

Step Action

1 From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if
not already done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC608 — View Disputes

{23 CBS Navigator Menu (NMO0O VER-4.0.0.30) =
Menu ket | Run
--2) cBs Applications

**) Favorites
- CPC5 - Commerce Purchase Card System
14@ Cardholder
7+ BCE15 - Log Orders
—Eﬂ BC6H05 - Reconcile Transactions
—EE] BC625 - Monitor Outstanding Dizputes
—Eﬂ BC628 - Track Cardholder Transactions
Ikl BCE27 - Add Modify ACCS
I+ BCEO4 - View Transactions
v ——
k] BCE44 - Select Initiator
++4 1 cardholder Reports

WFOD03 - Messages
+-L 1 WFM - Work Flow Management
—Eﬂ DBACDY - Reset Parameter Process Flag Screen
%] QR101 - Quick Reports
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Step Action

2 The Disputed Transactions screen appears.

@ Disputed Transactions (BCE08 VER-3.0.0.42) -0 ﬂ

Disputed Transactions

Trans. Credit Purchasze SIC
Cardhalder Ma. Tranz. Mo endar Diate Code Amaount
s087048]  |oFFice oePoT 01-JaN-2015  |5043 5235.00

I g

Hun Report Wiew Bepori | Note | Wiew Dispute | ACCS | Property | | [atch Dispute io Credit

> Click "-\.-"iEWQiSpL-I‘tE|

3 The Reconcile Transaction screen appears with the information pertaining to
your disputed charge.

'@Reconcjle Transactions (BC-605 VER-3.0.0.106) -0 ﬂ

Cardhalder Ststement of Guestioned tem

CARDHOLDER MAME ACCOUNT NUMBER: TELEFHONE NUMEER
| CARDHOLDER, KIM | 00820 | 301-427-1009

The tran=action in question is described below.
PURCHASE DATE REFEREMCE # FMERCHARNT MAME AMOLUNT STATEWEMT DATE
| 01-JAN-2015 7461043008108884520863 |OFFICE DEPOT | $235.00 08-JUL-2015

Pleasze read carefully each of the following descriptions and chechk the one most appropriate to your particular dispute. To access the dispute
dezcrptions, double click in the Dispute Code and Dispute Sub Code fields to reveal the codes. If wou hawe any questions call the Help Desk.
e will be happy to advize wau in this matter.

Crestion Date Dispute Code Dispute Sub Code Resson wendor Cortact Date Disputed Amournt
1anov-201s [EEEEE | 0 Invoice for wrong amout 01-JAN-2015 35.00

Billed for an incorrect amount.

NiA

> When finished reviewing, click the Exit # icon
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Step Action

4 The Disputed Transactions screen appears.

View the Note, ACCS & Property information by pressing those buttons.
When finished reviewing those screens click the Exit ¥ icon to get back to
the Disputed Transactions screen.

> Click the Exit # icon to go back to the Navigator Menu
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Exercise #13: Reconcile a Credit with a Disputed Transaction

Objectives: e Match a credit to reconcile a disputed transaction.
Instructions:  Execute the following steps:

After going through your dispute process, the vendor has now agreed that the charge
was erroneous. They have now credited your account with the disputed amount. You
will need to now match that credit to reconcile the disputed transaction.

Step Action

1 From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if not
already done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC605 — Reconcile Transactions

2a | The Warning Message dialog box appears:

» Click OK

2b | The Reconcile Transactions screen appears:

» Verify that Card number that starts with 8 is showing.
o Ifitisn’'t — use the arrow keys on the keyboard to change it to that
card number.

3 Click to highlight the following transaction:
$-35.00, Office Depot

> Clickthe __tt=  button

4 | The Notes screen appears:

» Double-click in the first blank line in Abbreviate Note field

FY 2016 -V 1.0 59



CPCS Cardholder Training Exercises

Step Action

5 The Editor box appears:

» Enter: CREDIT RECEIVED FOR DISPUTED AMOUNT
» Click OK

> Click the Save l= icon

You'll be prompted with a dialog box asking if you wish to save, click YES

> Click the Exit & icon

6 The Reconcile Transactions screen appears.

> Enter the Received Date = Today’s Date
» Double-click in the Match Disputed No field

7 The Disputed Transactions screen appears.

i Disputed Transactions (BCE08 VER-3.0.0.42) N ]
Dizputed Transactions
Trans. Credit Purchase SIc
Maote: Cardholder Mo. Trans. Mo “endar Drate Code Aot
] sogras)  |oFriceperor [1-JAN-2015 5235.00 [l

e EEE e

Eun Report View Repornt | Note | View Dispute | ACCS | Property | | Match Dispute to Credit

» Make sure the correct disputed transaction is highlighted
> Click on | Match Dispute to Crecit |

A message appears:
Reconcile Dispute? x|

Remember to reconcile this dispute ifthis is the last
credit needed

» Click OK
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Step Action
8 The Reconcile Transactions screen appears. The screen will now have a
number in the Matched Dispute No field.
9 Click in the OK column. A dialog box with other statuses will appear:
» Make sure R Reconciled is highlighted
» Click OK
> Click the Save = icon
10 | The Reconcile Transactions screen will then remove the transaction.
11 | Click the Exit M icon to get back to the Navigator Menu
» Double-click on the option BC625 — Monitor Outstanding Disputes
12 | The Monitor Outstanding Disputes screen appears

@Monitoromstanding Disputes (BC-625) (BCG625VER-3.0.0.42) | ﬁ

Maonitor Cutstanding Disputes

Cardnumber “'- 1820
Mote: SIC Date tdatched
Aftached  Trans Mo Purchase Date “Yendor Amount Code  Prop Received Ok Dispute Mo
] 01-JAN-2015 I 0-Jan-2015 -
B | | | u [
e | | | u [
B | | | u [
e | | | u [
B | | | u [
= | | o = | D
r | | | u [ ~|
Reference Mo |T461D430031DBBB46203633
Report | Order Log | Note | Views Dizpute | ACCE | Property |

Use arrow keys on the keyboard to make sure the correct card is showing
Click in the OK column. A dialog box with other statuses will appear:

» Make sure R Reconciled is highlighted
» Click OK

> Click the Save = icon
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Step Action

13 | A dialog box will appear:
Forms x|

FRM-40400: Transaction complete: 1 records applied
and saved.

» Click OK
> Click the Exit # icon to get back to the Navigator Menu
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Exercise #14. Reconcile a Credit without Matching a Disputed
Transaction

Objectives: e Reconcile a credit transaction without a matching dispute
Instructions:  Execute the following steps:

The invoice from the credit card company has been loaded and swept. It is now time to
reconcile your transactions. You notice that you have a credit showing on your
transactions that does not belong to a dispute. You will still need to reconcile that
amount.

Step Action

1 From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if not
already done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC605 — Reconcile Transactions

2a | The Warning Message dialog box appears:

» Click OK

2b | The Reconcile Transactions screen appears:

» Verify that Card number that starts with 8 is showing.
o Ifitisn’'t — use the arrow keys on the keyboard to change it to that
card number.

3 Click to highlight the following transaction:
$-100.00, Best Buy

» Clickon I zees  to verify the default ACCS is associated

» Click the Exit H icon if it is associated, if not associate an ACCS
> Click Rigte:
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Step Action

4 The Notes screen appears:
> Double-click in the first blank line in Abbreviate Note field
The Editor box appears:

» Enter: UNEXPECTED CREDIT RECEIVED
» Click OK

> Click the Save & icon

You'll be prompted with a dialog box asking if you wish to save, click YES

> Click the Exit & icon

5 The Reconcile Transactions screen appears with checkbox in the Note
column and if there was a receive date on the Order Log entry, it will show up
in the Date Received column.

6 Click in the OK column. A dialog box with other statuses will appear:

» Make sure R Reconciled is highlighted
» Click OK

7 If the Date Received field did not have a date it in, you will be prompted to
select a date by a dialog box:

Received Date is invalid. B3|
Q The date received must be specified.
| Ok | Use Purchase Date Use Today

» Click on Use Purchase Date

8 The Reconcile Transactions screen appears with the R now in the OK
column and the Date Received should have a date.

> Click the Save = icon

9 The Reconcile Transactions screen will then remove the transaction.
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Exercise #15: Generate Cardholder Purchase Card Statement Report

Objectives: e Generate Bankcard Statement
Instructions:  Execute the following steps:

The invoice from the credit card company has been loaded and swept. It is now time to
reconcile your transactions. Before you do that, you decide to run the Purchase Card
Statement Report to have a record of what transactions actually came in from the credit
card company in the time period you provide.

Step Action

1 From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if
not already done.

» Click to expand the Cardholder folder, if not already done.
» Click to expand the Cardholder Reports folder, if not already done.
» Double-click on the option BC704RPT- Cardholder Purchase Card
Statement
{2 CBS Navigator Menu (NM000 VER-4.0.0.30) =1
henu Hetm: | Fun

—-2) cBs Applications
1*) Favorites
-z CPCS - Commerce Purchase Card System
= 1= cardholder
7+ BCE15 - Log Orders
—EE] BCHO5 - Reconcile Transactions
—EE] BC6E25 - Monitor OQutstanding Disputes
—EE BC628 - Track Cardholder Transactions
Ik BCE27 - Add Modify ACCS
7+ BCEO4 - View Transactions
—Zk| BCEOS - View Disputes
Ik BCE44 - Select Initiator
~{= cardholder Reports
Bt 04RPT - Carahoiter Purchase Cara Satement
—EE] WFO03 - Messages
+-£7 WFM - Work Flow Management
—Eﬂ DBAODY - Reset Parameter Process Flag Screen
5] QR101 - Quick Reports
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Step Action
2 The Cardholder Purchase Card Statement parameter screen appears:
01-JAN-2015

» Enter Begin Purchase Date = Current Month (i.e. DD-MON-YYYY)
» Enter End Purchase Date = Current Month (i.e. DD-MON-YYYY)
» Enter Reconciliation Status = ALL
> Click | mnfsset
A dialog box appears:
» Click OK

3 The Navigator Menu appears:

» Double-click on the option BC704RPT- Cardholder Purchase Card
Statement
> Click | wewRson
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Step Action

4 A new window will open containing your Cardholder Purchase Card Statement
Report for the dates specified.

Department of Commerce

BOT04
Purchase card statement for:
CARDHOLDER, KIM
Account Number Grand/Card Total Statement Begin Date| Statement End Date | Date Prepared
0820 $15,936.00 04-FE 13-NOV-2015 page 1 of 2
$15,936.00
vendor Amount Date Date Racon Date org/Proi/Object Class
purchased Received Status Posted
A-1 CABLES - CONNECTICT $1,195.00 01-JBN-2015 01-JAN-2015 & 04-FEB-2015 50-01-0000-00-00-00-00/38R3B45-P00/26-19-00-00 498704-1-1

Note: ORDER SHIPPED FROM SEPARATE LOCATIO!
$3585.00 MATCHED TO MARYLAND SHI

? 200 CAELES FROM MD AND 100 FROM CT; LOG ORDER TOTAL OF

HEADSETPLUS . COM $1,500.00 01-JAN-201% S 04-FEB-2015 50-01-0000-00-00-00-00/38R3IB45-B00/26- 408704-22-1
OFFICE DEPOT §503.00 01-JAN-2015 01-JAN-2015 R 04-FEB-2015 50-01-0000-00-00-00-00/38R3B45-P00/26-19 498704-3-1
Note:
Note:

DELL $1,000.00 01-JAN-2015 07-JAN-2015 D 04-FEB-2015 50-01-0000-00-00-00-00/38R3B45-P00/26-18-00-00 498704-2-1

Note: COLOR PRINTER/FAX/COPIER/SCANNER

Note: INVOICE AMOUNT INCORRECT S/B $950 - DISPUTING FOR $50

ATD BMERICAN $1,125.00 01-JAN-2015 15-JAN-2015 R 04-FEB-2015 498704-21-Z
Note: CHAIRS

ATD AMERICAN $1,129.00 01-JAN-2015 15-JAN-2015 R 04-FEB-2015 498704-21-1
Note: CHAIRS

OFFICE DEPOT -§35.00 01-JAN-2015 0l-JAN-2015 & 04-FEE-2015 50-01-0000-00-00-00-00/38R3B45-P00/26-19-00-00 498704-20-1
Wote: CREDIT RECEIVED FOR DISPUTED AMOUNT

DELL -$50.00 01-JAN-2015 5 04-FEB-2015 50-01-0000-00-00-00-00/38R3B45-P00/26- 498704-19-1

OFFICE DEPOT $235.00 01-JAN-2015 10-JAN-2015 R 04-FEB-2015 50-01-0000-00-00-00-00/38R3B45-P00/26-19 498704-6-1
Note: FILE CABINET, 2-DRAWER LETTER

OFFICE DEPOT §775.00 02-JAN-2015 S 04-FEE-2015 50-01-0000-00-00-0 /38R3B45-P00/2 498704-18-1

A-1 CABLES - MARYLAND $2,390.00 02-JAN-2015 02-JAN-2015 R 04-FEB-2015 50-01-0000-00-00-00-00/38R3B45-P00/2 498704-17-1

5 Use Adobe’s Print or Save icons to either print a hard-copy or save an
electronic copy to your computer.

Click the Close [E4 button

6 The Cardholder Purchase Card Statement parameter screen appears.

> Click the Exit # icon if finished with this report

The Navigator Menu appears.
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Exercise #16: Track Cardholder Transactions

Objectives: e Query on cardholder transactions
Instructions:  Execute the following steps:

As a cardholder you have the ability to track your transactions. You want to check to
see if your transactions that you reconciled have been approved.

Step Action

1 From the Navigator Menu:

» Click to expand the CPCS — Commerce Purchase Card System folder, if
not already done.

» Click to expand the Cardholder folder, if not already done.

» Double-click on the option BC628 — Track Cardholder Transactions

@CEIS Mavigator Menu (MMO00 VER-4.0.0.30) =1

henu Hetm: | Run

-~ cBs Applications
') Favorites
~-l== CPC5 - Commerce Purchase Card System
= {= cardholder
7+ BCE15 - Log Orders
—EE BCE05 - Reconcile Transactions
—EE] BCG625 - Monitor Outstanding Disputes
e ——
Ik BCE27 - Add Modify ACCS
I+ BCEO4 - View Transactions
—Zkl BCEOS - View Disputes
Ik BCE44 - Select Initiator
-{= cardholder Reports
I—Eﬂ BCTOU4RPT - Cardholder Purchase Card Statement
—EE] WFO3 - Messages
+-C7 WFM - Work Flow Management
—EEI DBAODY - Reset Parameter Process Flag Screen
5] QR101 - Quick Reports
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2 The Query Criteria (BC628) screen appears:

:
:

» Enter the parameters to search on
» Click OK
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Step

Action

3a

The Track Cardholder Transaction (BC628) screen appears with the results:

@Track Cardholder Transactions (BCG628 VER-3.1.0.19) -0 ﬂ
Trans Diate Date “endor SIC Matched
Mote {(a] Cardhalder Purchazed Received Mame Amaunt Code Agree  Disp Mo

E 4887041 | CARDHOLDER, KIM .

01-JAN-2015 | 01-JAN-2015 | A1 CABLES - CONNEC si05.00  saa | R oo (I

[/ [+98704-2 [CARDHOLDER, kI . | 01-JaN2015 | 07-JAN-2015 [DELL [ stooooofesis [ D Joo
| [438704-3 [CARDHOLDER KM . | 01-JAN-2015 | 01-JAN-2015 [OFFICE DEPOT | ss0300[5251 [ R o0
[~ [4s87044 [caroHOLDER, KM . | 05-JAN2015 | [OFFICE DEPOT | sso000[s251 [ 5 [oo
[ [498704-5 [cARDHOLDER, k. [ 15-Jan-2015 | [sTAPLES | s10500[2087 [ 5 foo
| [4387046 [CARDHOLDER KM . | 01-JAN-2015 | 10-JAN-2015 [OFFICE DEPOT | 523500 5943 | R [498704-20
[ [4s87047 [caRDHOLDER, KM . | 14-JAN2015 | [BEST BUY | ssono0[sese [ 5 [oo
[ [4987045 [CARDHOLDER, KM . | 11-JAN-2015 | [ADOBE [ ss0000[4%61 [ 5 [o0
[ | [438704-9 [CARDHOLDER, KM . | 07-JAN-2015 | [BEST BUY | st000[ses8 [ 5 oo
[~ [4se70410[cARDHOLDER, KM . | 06-JAN2015 | [STAPLES | sissonfome [ 5 o0 4|
View Log | MNote View Dispuie ACCS Property

» Highlight the transaction
» Click on a button to view the details for that transaction
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Step Action

3b Or double-click on the transaction :

—

JACKIEE APPROVING OFFICIAL Waiting for Action

The CPCS Tracking screen appears with the approvals showing

> Click the | @oToAdtons  hytton

FY 2016 -V 1.0 72




CPCS Cardholder Training Exercises

Step Action

3c The CPCS Tracking screen appears with the Actions showing:

{1 CPCS Tracking - (ol x|
Il # ltem #
|§DTDAnprwaL=-| Tracking for; |436704 1
* hlatne Action Action Date
| |B km caroHOLDER 13-NOV-2015 -

[ | |km CARDHOLDER |Ford to Intiatr
[* | [JACKE APPROVING OFFICIAL  |Waiting for Action

13-HOV-2015

N (I [

-
* Bparoving Official
> Click the Exit M icon if finished
4 The Track Cardholder Transaction (BC628) screen appears:
@Track Cardholder Transactions (BC628 VER-3.1.0.19) | ﬁ
Trans Date Date Wendor SIC hatched
[ote (s} Cardhalder Purchased Received Mame Amounit Code  Agree  Dizp Mo
o 01-JAN-2015 | 01-JaN-2015 JA1 caBLES-coNnEC]  si,195.00f sess | R Jo-o [
[7| [498704-2 [CARDHOLDER, KM . | 01-JAN-2015 | 07-JAN-2015 [DELL [ $1,000.00 8515 | D [0-0
[7| [498704-3 [CARDHOLDER, KIM . | 01-JAN-2015 | 01-JAN-2015 |OFFICE DEPOT [ $503.00[ 5251 [ R [0-0
[~ [498704-4 [CARDHOLDER, KIM. | 05-JAN-2015 | |oFFIcE DEPOT [ 5600005251 | 5 o0
[~ [498704-5 [CARDHOLDER, KIM . | 15-JAN-2015 | |sTAPLES [ $105.00 2087 | 5 [o-0
[7| [4987046 [CARDHOLDER, KIM. | 01-JAN-2015 | 10-JAN-2015 |OFFICE DEPOT [ $235.00[ 5943 | R [498704-20
[~ [498704-7 [CARDHOLDER, KIM. | 14-JAN-2015 | |BEST BUY [ 5500005999 | 5 o0
[~ [498704-8 [CARDHOLDER, KIM . | 11-JAN-2015 | |aDoBE [ $500.00[ 4961 | 5 [0-0
[~ [498704-9 [CARDHOLDER, KM . | 07-JAN-2015 | |BEST BUY [ -5100.00| 5988 | 5 [0-0
[~ [438704-10|CARDHOLDER, KIM . | 06-JAN-2015 | |sTAPLES [ 5155009339 | 5 [o-0 |
View Log | Mote | View Dispute ACCS | Property |

> Click the Enter Query i icon if a new parameter needs to be done or
> Click the Exit M icon if finished
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