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Logaing into PeopleSoft Finance
Navigate to the Login page through the Controller’s Office website or type in the URL listed below.
finance.williams.edu
UserlD is your Employee ID number preceded by a capital W.
The password is in sync with your self-serve password, so there is only one to remember.

@ nttps/financewilliams.edu/psp/fs91prd/?cmd=logi O ~ @ & X || & oracle | PeopleSoft ...

File Edit View Favorites Tools Help

| <5 [ Suggested Sites ] Outlook 2010 Office for L. &3] Williams Software & WebMail ¥k~ v [ d# ~ Page~ Safety~ Tools~ @~

Williams

Financials

User ID: 1000388
Password:

[ Signin Note: Your account will be locked after 5

failed login attempts,at which point you
will have to contact the Controller's Office
to have it unlocked. Consider using Forgot
My Password if you can't log in.

Forgot My Password

‘Copyright © 2000, 2011, Oracle and/or its affiliates. All rights reserved. Oracle is a registered trademark of Oracle Cerporation
andlor its affiiates. Dther names may be trademarks of their respective owners.

®130% v



How do | reconcile a Purchasing Card transaction in PeopleSoft?

To display current transactions that need to be reconciled, follow the navigation below.
Main Menu/Purchasing/Procurement Cards/Reconcile/Reconcile Statement

@ Employee-facing re... >

File Edit View Favorites Tools Help -4 @ Convert ~ EfSeles
B _ . _ B » i
‘i’g’? Q Suggested Sites IIl| Outlook 2010 Office for L. .@ Williams Software .@ WebMail X| OIT Documentation

[ ~ =1 m=n ~ Page ~ Safety v

>>

| Add to Favorites | Sign out

Search Menu Personalize Content | Layout (2) Help
[Menu___ > N
Search: = [ wMS GL >
3 Purchasing = L 1
> My Faworit Procurement Cards
b WMS GL [ Accounts Payable 3 Reconcie
[* Purchasin [ General Ledger 4 9 Reports [~] Reconcie Statement
[ Accounts [ 5ot Up Financials/Supply Chain 4
[ General L«
> Set Up Fir 1 Reporting Tools 4
I* Reporting [ PeopleTools 4
> PeopleTo«
— VWMS Finz @ VWMS Financial Reports
— Change M [7] change My Password
— My Persor E My B |
— My Svysten 'y Personalzations
E My System Profile

] »
| 130% v




To display transactions
that need to be
reconciled. Enter the
cardholders Employee ID
number without the
leading W or click on the

AL illiams.

du/psp/ts91prd EMPLOYEE/ERP: O ~ @ €& X | @ Reconcile Statement

. Eile Favorites: Tools Help
G [=| Document 1474260 ] American Express (2) ~ | Station Codes @] IATA 3-Letter

Airport Cod...

»

Williams

m@_ftﬁ Mﬁu;mwpwtm:m>mmm

Reconcile Statement Search

Role Name:
Employee ID: [To0oa1s @
Name: [Hogan, Susan S —Sa,

magnifying glass-nextto
the Name field. This will
open up a search window
to find the correct
cardholder:

Click on the “Search”
button. This will direct
you to the transactions
that need to be approved.

If the system currently
has no transactions that
need to be reconciled,
you will see the following
message.

“No transactions found,
specify different search
criteria”

Billing Date: | @

Transaction Date:

Statement Status: i
Search. |

: O~ EGX () Reconcile Statement

Eile [Edit Miew Favorites Jools Help
| s [ Document 1474260 3| American Express (2) ~ | Station Codes (@] IATA 3-Lette:

| Lookup | Clear
Lookup

Search Results

r Alrport Cod...

|| cancel | pasic

Emalin
1000916

oS

i fp - B - ik - Page~ Safety~

m120%. T



If you have access to multiple pcards, click on the magnifying
“Name”, to display the cardholders that you are proxy to.

You will see a display similar to the one below. Click on the hame of the cardholder you need to
reconcile transactions for.

lass next to the blank box for

€9

(=2 Reconcile Statement

File Edit Miew Favorites Tools Help x Ficonvert + Msele
> >
.= [ Suggested Sites Ml Outlook 2010 Office for L. = | Williams Software ‘= | WebMail .| OIT Dgcumentation a5 - E] ~ | 7 = - Page v Safety~
User: W1546496 on database: FS91TST created on 12/05/12
Home | Addto Favorites |
® Help
Reconcile Statement Searcn ]
- L ?1Help

Role Name: -
Employee ID: I:lq Look Up Name
Name: | |Q
Card Issuer: -
Card Number: | | MName: begins with
Biliagibas I:|Q Look Up Clear Cancel Basic
Transaction Date: I:lB Lookup

Search Results
Cemtement Statue: I iew 100 First g 1-3or3 |fj Last

Hame Empl ID

Chapman. Elizabeth M. 1546406
| search | e —

Kervan Kelly F 1000064

#130% v



The ability to view the transaction history by hilling cycle is also available. Follow the navigation and fill in
the screen accordingly. Purchasing/Procurement Cards/Reconcile/Reconcile Statement. Click on the
billing cycle you would like to view the transactions for and click on Search.

Look Up Billing Date

Billing Date: = - |

[ Look Up ][ Clear ][ Cancel ]Elasicl_cucukug

Search Results
Wiew 100 First

Eilling Date
D227I2013
022720132
0452720132
052720132
DEL2TI2013
072720132
Q82720132
Q272012
AMW2FI2012




The transactions are loaded into PeopleSoft in the “staged” status. This means that the transactions are
available for editing. On this panel you will enter a brief description of the transaction. This description
will appear on the monthly financial reports and the expense report. If a transaction needs to be spil,
place a chegk mark next to the line number of the transaction and click on the “split line” at the bottom of
the panel.

@ Reconcile Statement <

- X @convert ~ Eflsele
pod

File Edit View/ Favorites Tools Help

: 3> :
‘ig*? @ Document 1474260 @ American Express (2) == | Station Codes (@) IATA 3-Letter Airport Cod...

- ~ [ EEQ ~ Page v Safety «

William User: W1000388 on database: FS91TST created on 12/05/12

Favorites | Main/Menu > Purchasing > Procurement Cards > Reconcle > Recondile Statement
- - - -

Reconcile $tatement

Procurement Card Transactions

Name: Chapman, Elizajfeth M.
*********** Card Provider:

1 01/03/2013 STAPL S7094176145000004 ‘Staged ~ @ [ 5.2 [enter a meaningful brief description 247 58
2 01/03/2013 STAPLS7094188586000001 hd 5 EE_,'-; |enter a meaningful brief description 51.79
3 01/04/2013 SESAC INC - > [L& [enter a meaningful brief description 261.04
a 01/05/2013 STAPLS7094301485000001 - 52 [enter & meaningful brief description 08 .67
5 01/24/2013 STAPLS7095207884000001 - OB 319.55
& 01/24/2013 STAPLS7095207884000002 - B 7.04
7 01/29/2013 MACFARIANE OFFICE PROD 4 - BRI 161 .99
Select Al I ciear an | stage | | Approve

Search Split 4

| Savel |8 Refresh

| 120% o



Individual Descriptions - This panel will split a transaction so that the separate lines have individual descriptions. Enter the description
you want entered on the first line and edit the billing amount. Click on the “K sign at the end of the first line. The systemwilladd a

line. You can then enter the next description and the corresponding dollar amount for that transaction. This can be repeated as many
times as necessary. When completed click on “OK”. This will retum you to the

File Edit View Favorites Tools Help

- x  @convert v M sele
3 > i
’\Lfé‘ g] Document 1474260 @ American Express (2) i] Station Codes g] IATA 3-Letter Airport Cod...

- >~ [= % ~ Page~ Safety = ”

Williams User- W1000388 on database: FS91TST created on 12/05/12

Add to Favorites | Sign out

Favgrita Ma’nvMenu > Pu rcuasing > Procurern_ent Cards > Reogncie > Reconcile Statement
(Z) Help

Reconcile Statement
Split Transaction
Line: 1
Trans Date: 01/03/2013 Billing Amount: 247.58 uspD
Posted Date: 01/04/2013 Reference:
Merchant:

STAPLS7094176145000004

Description: enter a meaningful brief description

Split Rules

.
Personalize | Find | View All | | ¥=

First 1-3 of 3

as

[This is a test of a decription - split transaction

N r
100 00 | 10000 [ 40390085 =+ =
|This is a test of a decription - split transaction - 2 47 58 4758 [ 19.218031 =+l =]
|This is a test of a decription - split transaction - 3 100.00 | 10000 | 40390984 +|i[—]

| OK || Cancel

®120% v .



Now you can see that the first transaction has been divided three ways, each with individual descriptions and the
corresponding dollar amounts. | would suggest clicking on the “save” button to save your work. You can “save” your work
as often as necessary.

@ Reconcile Statement >

File Edit View Favorites Tools Help - %X @ convert ~ Psele

7 > >
i%? gl Document 1474260 @ American Express (2) i] Station Codes Q] IATA 3-Letter Airport Cod... 2 ﬁ - - % ~ Page v~ Safety~

Williams n T created on

Procurement Cards > Reconcile > Reconcie Statement

Home Add to Faw

Favorites = Main Menu > Purchasing
- i - -

Reconcile Statement

Procurement Card Transactions

Empl ID: 1546496 Name: Chapman,Elizabeth M.
Card Number: = = oo 0144 Card Provider: BOA

1 01/03/2013 STAPLS7094176145000004 ‘staged ~ | [ 52 |[This is a test of a decription - 1 100.00
2 01/03/2013 STAPL S7094176145000004 'staged ~ @ B & [This is a test of a decription - 2 47.58
3 01/03/2013 STAPLS7094176145000004 ‘Staged ~ @ B 5% [Tnis is a test of a decription - 3 100.00
4 01/03/2013 STAPL S7094188586000001 'staged «~ @ B =% [enter a meaningrul brier description 51.79
5 01/04/2013 SESAC INC ‘Staged ~ [ (> [53 [enter a meaningful brief description 261.04
& 01/05/2013 STAPLS7094301485000001 'Staged -~ @B % [enter a meaningrul brief description 98.67
7 01/24/2013 STAPLS7095207854000001 ‘stagea ~ By & B3| 319.55
8 01/24/20153 STAPLS7095207884000002 ‘Staged ~ B O B 7.04
9 01/29/2013 MACFARLANE OFFICE PROD ‘staged <~ | & B 161.99

Select Al O ciear an Stage | | Approve

Search Split Line

/5] save | &% Refresh

| 120% -



Line Details — This icon is for reference information only. Some vendors provide level 3 data, which is an itemization of the
purchase. If this information is available it will be found here. If assistance is needed, please call the Controller’s Office for
assistance.

@ Reconcile Statement

File Edit View Favorites Tools Help x & Cconvert ~ [ sele

4 ¥ 3 >
‘i’_@'? g] Document 1474260 @ American Express (2) = | Station Codes (@] [ATA 3-Letter Airport Cod... 2 ﬁ - By ~ = E% - Page > Safety~

Wima,ms z N T created on 12

Procurement Cards > Reconcile > Reconcile Statement

Home Add to Faw

Favorites ° Main Menu > Purchasing
- i - -

Reconcile Statement

Procurement Card Transactions

Empl ID: 1546496 Name:
Card Number: e Card Provid

Line Details Fing | | 1.9 of

1 01/03/2013 STAPL S7094176145000004 ‘staged ~ @ [ “= [This is a test of a decription - 1 100.00
2 01/03/2013 STAPLS7094176145000004 staged ~ @B =% |[This is a test of a decription - 2 47.58
3 01/03/2013 STAPL S7094176145000004 ‘Staged ~ | B ~=% [This is a test of a decription - 3 100.00
4 01/03/2013 STAPLS7094188586000001 staged ~ @B =% [enter a meaningiul brief description 51.79
5 01/04/2013 SESAC INC ‘Staged ~ | [ (> 5% [enter a meaningful brief description 261.04
& 01/05/2013 STAPLS7094301485000001 ‘Staged ~ @B =% [enter a meaningful brief description 98.67
7 01/24/2013 STAPLS7095207584000001 ‘stagea ~ By O B3| 319.55
8 01/24/2013 STAPLS7095207884000002 ‘Staged ~ B O B 7.04
9 01/20/2013 MACFARLANE OFFICE PROD ‘stagea ~ B O B 161.99

Select All O ciear an Stage | | Approve

Search Split Line

5] save | &% Refresh

" 120% ~



Comments — This icon is where you will enter the description overflow from the line description on the transaction panel.
Enter all information regarding meal purchases on the screen. If you can enter the entire description on the transaction
panel, there will be no need to enter any information here. This data will only print on the expense report. It will not print on
the monthly financial reports.

@ Reconcile Statement >

_ File Edit View Favorites Tools Help - %X @convert ~ M sele

3 > i >
’ifé‘ g]Document 1474260 @American Express (2) = | Station Codes (@) IATA 3-Letter Airport Cod... ﬁ - - [= % ~ Page - Safety~

Williams

Favorites = Main Menu >
- i -

Home Add to Favorites | Sign out

Purchasing > Procurement Cards > Reconcie

(Z) Help

Reconcile Statement

Procurement Card Transactions

Empl ID: 1546496 Name:

Card Number: e Card Provider: Com mentS

Bank Statement

- N

1-9 of 9

e
= First

1 01/03/2013 STAPLS7094176145000004 ‘Staged -~ @ [ 52 [This is a test of a decription - 1 100.00
2 01/03/2013 STAPLS7094176145000004 ‘staged - BB 52 [This is a test of a decription - 2 47.58
3 01/03/2013 STAPLS7094176145000004 ‘Staged ~ @ B 52 [This is a test of a decription - 3 100.00
4 01/03/2013 STAPLS7094188586000001 ‘staged - BB 52 [enter a meaningiul brief description 51.79
5 01/04/2013 SESAC INC ‘Staged ~ [ 2 [2 [enter a meaningful brief description 261.04
& 01/05/2013 STAPLS7094301485000001 ‘staged - @ BB 52 [enter a meaningrul brief description 98.67
7 01/24/2013 STAPLS7095207884000001 ‘stagea  ~ B2y > B3 319.55
s 01/24/2013 STAPLS7095207884000002 ‘Staged -~ B O B 7.94
o 01/20/2013 MACFARI ANE OFFICE PROD ‘stagea ~ B O B 161.99

Select All O ciear an Stage | | Approve

Search Split Line

5] save | g% Refresh

H120% 0~



Distribution — Finally, this is where all editing to the account string will occur. The PeopleSoft process automatically assigns
the default accounting to the transaction, so if any part of the default is incorrect, it will need to be edited. If the transaction
needs to be spilit between two or more accounts, you will need to click on this distribution icon. (see next panel)

@ Reconcile Statement >

[ sele

>

: File Edit View Favorites Tools Help X & Convert -
>
E T - % ~ Page v~ Safety~

Williams n 1TST created on 1

Procurement Cards > Reconcile > Reconcie Statement

Home Add to Favorites |

Favorites = Main Menu > Purchasing
- i - -

(@ Heip

Reconcile Statement

Procurement Card Transactions

Empl ID: 1546496 Name:
Card Number: = = oo Card Provider:

1-9 of 9

1 01/03/2013 STAPLS7094176145000004 ‘staged ~ | [ 52 |[This is a test of a decription - 1 100.00
2 01/03/2013 STAPL S7094176145000004 'staged ~ @ B & [This is a test of a decription - 2 47.58
3 01/03/2013 STAPLS7094176145000004 ‘Staged ~ @ B ~% [This is a test of a decription - 3 100.00
4 01/03/2013 STAPL S7094188586000001 'staged «~ @ B 52 [enter a meaningrul brief description 51.79
5 01/04/2013 SESAC INC ‘Staged ~ [ (> [53 [enter a meaningful brief description 261.04
& 01/05/2013 STAPLS7094301485000001 'Staged -~ @B % [enter a meaningrul brief description 98.67
7 01/24/2013 STAPLS7095207854000001 ‘stagea ~ B O B3R 319.55
8 01/24/20153 STAPLS7095207884000002 ‘Staged ~ B O B 7.04
9 01/29/2013 MACFARLANE OFFICE PROD ‘staged <~ | & B 161.99

Select Al O ciear an Stage | | Approve

Search Split Line

/5] save | &% Refresh

| 120% -



If necessary, you will edit the accounting and/or split the transaction so that multiple allocations are charged. (see next
page)

@Reconcilestatement >
: Eile Edit Miew Favorites Tools Help

‘ifé gl Document 1474260 @ American Express (2) = | Station Codes @| IATA 3-Letter Alirport Cod...

Williams User: W1000388 on database

Favorites = Main Menu >
- H -

591TST created on 124

Purchasing >

Procurement Cards

Home
> Reconcie > Recondile Statement
Reconcile Statement

Account Distribution

(@D Heip
Line: 5

Add to Favorites | Sign out

Billing Date: 01272013 Billing Amount:

261.04 USD
Distributions
" Chartfields

*Distribute By:

Amount -

wWMs01 | [527500

OK JI

@ |El=
Cancel | Refresh |

H120% -



If it's necessary to split the transaction, click on the “+” at the end of the line. Awindow will open asking how many lines
you would like to enter.

The system will automatically populate the percent and amount fields if you edit them prior to creating an additional row.

@ Reconcile Statement >

File Edit View Favorites Tools Help

© X @convert v ElSele
>

>
‘ifé‘ gl Document 1474260 @ American Express (2) i] Station Codes Q] IATA 3-Letter Airport Cod... ﬁ - - % ~ Page v~ Safety~

Williams

User: W1000388 on database: FS81TST created on 12/05/12

Add to Favorites Sign out
Favorites ' Main Menu > Purchasing > Procurement Cards > Reconcle > Recondle Statement
- H - - - -

Reconcile Statement

Account Distribution

(@ Heip

Line: ]
Billing Date: 01/27/2013 Billing Amount: 261.04 USD

*Distribute By: Amount -
Distributions
" Chartfields

1| hoo.oooo| | 261.04 |USD

wms01  |[527500 @, |[110

@, [5002000 @ | @

oK | cancel | Refresh |

i [—
williams.edu needs some informatio X

Scrpt Prompt

OK

Enter number of rows to add:

Cancel

®120% v .



The system added the requested additional row and populated the percent, dollar amount and the same accounting from
row 1. You can now edit the accounting. You have the option to split the transaction by dollar amount or by percent. The

system will automatically calculate the other for you. When your editing is completed, click on the “OK” button, and you'l
be sent back to the transaction panel.

@ Reconcile Statement >

File Edit View Favorites Tools Help

i Seler
7 > i >
‘ifé‘ g] Document 1474260 @ American Express (2) i] Station Codes Q] IATA 3-Letter Airport Cod... ﬁ - ~ [=] % ~ Page v Safety =

Williams

User: W1000388 on database: FS91TST created on 12/05/12

Add to Favorites
Favorites ' Main Menu > Purchasing > ProcurementCards > Recondle > Reconcile Statement
- H - - - -

Sign out

Reconcile Statement

Account Distribution

Line: 5

Billing Date: 01/27/2013

Distributions
" Chartfields

1]  s0.0000 |

2| 50,0000 |

Billing Amount:

WMS01

WMS01

261.04 UsSD

*Distribute By:

[527500

@, [110

@, [so02000 @,
@,

|541000

@, [110

2 [s002000

OK || cancel | Refresh |

Amount -

®120% v .



The ability to search for the correct ps account is available. Click on the magnifying glass next to the ps account. A search
window will open. You can enter a partial ps account number or do a search for the description. You can also search on a
part /all of the description by clicking on the down arrow next to the description and select “contains”. This will display all ps
accounts that contain these letters in the same order you've entered them.

Edit View Favorites Tools Help

- L
@ Reconcile Statement
i X & convert v ESele

| Suggested Sites T Outlook 2010 Office forL. & Williams Software | WebMail X| OIT Documentation 2] Get More Add-ons ~ (2| Publication 1220 - 1099 - v =] g v pagev Safety~

@Help -
Look Up Account =

SetlD: WMSOH
Account: begins with ~ |5

Description: beg h ~
contains

‘ LookUp = ancel |Baswannku



When you have completed the editing, you need to “approve” the transactions. Only “approved” transactions will be posted to the
financial reports weekly. On the 5™ of the month, all transactions will be posted regardless of status. You can approve transactions
individually, by clicking on the down arrow and selecting approve. Click on “Save”. Once you've approved & saved your work the
system doesn't allow any further editing to the accounting. A jourmal entry will need to be done to correct any errors.

@ Reconcile Statement >

© X @convert v ElSele
>

le Edit Wiew Favorites Tools Help
>

B g ~ [=] g=3 ~ Page~ Safety~

Williams

Favorites = Main Menu >
- i -

Home Add to Favorites Sign out

Purchasing > Procurement Cards > Reconcie

Reconcile Statement

Procurement Card Transactions

Empl ID: 1546496 Name: Chapman,Elizabeth M.
Card Number: = = oo 0144 Card Provider: BOA

1 01/03/2013 STAPLS7094176145000004 “Approvec v | [ 5% [This is a test of a decription - split transa 100.00
2 01/03/2013 STAPL S7094176145000004 Approvec v | B 52 [This is a test of a decription - split ransa 47.58
3 01/03/2013 STAPLS7094176145000004 “Approvec ~ | [ 5% [Tnis is a test of a decription - spiit transz 100.00
4 01/03/2013 STAPL S7094188586000001 Approvec v | B 52 [enter a meaningrul brief description 51.79
5 01/04/2013 SESAC INC ' staged ~ | [@ (2 |5% [enter a meaningful brief description 261.04
& 01/05/2013 STAPLS7094301485000001 e B |5 |[enter a meaningful brief description 98.67
7 01/24/2013 STAPLST7095207 854000001 ‘stagea ~ |B | ER| 319.55
8 01/24/20153 STAPLS7095207884000002 ‘Staged ~ B O B 7.04
9 01/29/2013 MACFARLANE OFFICE PROD ‘staged <~ | & B 161.99

Select All O ciear an Stage | | Approve

Search Split Line

/5] save | &% Refresh

®120% v .



next to each row. Click on the “Approve” button and the status on all of
Click on the “Save” button and you're system reconciliation has been

- x  @convert v MSele
o g
M~ B ~ (=) d=m ~ Page v Safety v

File Edit

View Favorites Tools

Help

¥ i

Williams

Favorites ' Main Menu > Purchasing » Procurement Cards
- i -~ - -

Home Add to Favorites | Sign out

>

(@ Help
Reconcile Statement

Procurement Card Transactions

Empl ID: 1546496 Name: Chapman.Elizabeth M.
Card Number: e Card Provider:

01/03/2013 Approvec FRe, [52 [This is a test of a decription - spiit transa 100.00
2 01/03/2013 “Approver ~ | B = [This is a test of a decription - split transg 47.58
3 01/03/2013 Approvec v | [ ~= [This is a test of a decription - split transg 100.00
4 01/03/2013 “Approver ~ | B [5% [enter a meaningiul brief description 51.79
5 01/04/2013 SESAC INC Approvec ~ | @ 2 | [53 [enter a meaningful brief description 261.04
& 01/05/2013 STAPLS7094301485000001 “Approvec ~ | B % [enter a meaningrul brief description 9867
7 STAPLS7005207884000001 Approvec v By 2 2 | 319.55
8 STAPLS7095207884000002 Approvec ~ B O B 7.04
9 oA /20/2013 MACFARILANE OFFICE PROD Approvec v | BB O R 161.99

p
Select All O clear an Stage | | Approve

Search Split Line

|[5] sawe | &% Refresh

H120% -



The next step is to run and print the expense report for the hardcopy reconciliation that needs to be sent to the Controller's
Office. Follow this navigation - Main Menu/Purchasing/Procurement Cards/Reports\MWMS Pcard Expense Report

Enter the billing cycle for the expense report that's needed. Enter the Employee ID number for the cardholder that the
report is required — or — if you reconcile multiple pcards, you can click on “All Employees” (leave Empl ID blank) and all
reports will be generated in one .pdf fle. They do print as individual reports.

(25 WMS PCard Expens.. *

File Edit View Favorites Tools Help X @iConvert ~ ElSeler
> i :

L Mm - ~ = % ~ Page > Safety~

>

'ifét g Document 1474260 4 | American Express (2) = | Station Codes (@] IATA 3-Letter Airport Cod...

Williams User: V1000388 on database: FS91TST created on 12/05/12

| Addto Favorites |
Favorites @ Main Menu > Purchasing > Procurement Cards > Reports > WMS PCard Expense Report
- H - - - -

& new Window (Z) Help [@ Personalize Page [ hitp

WMS Pcard Expense Report

From Posted Date [12/28/2012 |[3)
To Posted Date [01/27/2013 |[31
Empl ID @,

All Employees

Enter a specific Employee ID or
Check All for All Employees

Generate Report

®120% v



The next two pages are an example of the expense report. This report will need to be printed for each month’s activity
and sent to the Controller's Office along with all receipts. Note: the both description fields are printed on this report along
with any spilits that were entered.

W (2 williams.edu

File Edit Goto Favorites Help x  @convert ~ Eflsele
n > >
% v B - F @ v Page~ Safey~

- 9= [= Document 1474260 &' American Express (2) = | Station Codes (@) IATA 3-Letter Airport Cod...

Deport D WMS RIS Purchasing Card Expense Report Fun Date: 040182013
Posted Transactions From- 12/28/2012 To- 1/15/2013  Billing Date: 1/27/2013 Run Time: 11:58:51
Trans Fund Dept/Project Account Description and Comments Trans Distrib
Date Amt Amt
Employes: Chapman. Elizsbeth 1. (1846496) VAR AR i
165464960144 01272013
Credit Card: *******>**0144 Expires: 531/2015
STAPLST094176145000004
13/2013 110 5002000 Confroflers Office 542250 Meals enter a meaningful brief descriptfion This is an example 4100.00 50.00
of a defailed description
Controller's Office had lunch on Jan 9, 20132 at The
Orchards for a professional development seminar.
In attendance:
Sue Hogan, Kelly Kervan, Christina Gregory, Rob Seney,
Karen Jolin, Lisa Gazaille, Todd Hoffmann, Kristen Renish.
STAPLST7094176145000004
1372013 110 5002000 Confrollers Office 542250 Meals emnter a meaningful brief descripfion - 3 This is an 100.00 100.00
example of a detailed description
Controller's Office had lunch on Jan 9, 2013 at The
Orchards for a professional development seminar.
In attendance.
Sue Hogan, Kelly Kervan, Christina Gregory, Rob Seney,
Karen Jolin, Lisa Gazaille, Todd Hoffmann, Kristen Renish.
STAPLS7094176145000004
11372013 110 5002000 Confrollers Office 542250 Meals enter a meaningful brief descripfion - 2 This is an 47.58 47 .58
example of a detailed description
Controller's Office had lunch on Jan 9, 2013 at The
Crchards for a professional development seminar.
In attendance.
Sue Hogan, Kelly Kervan, Christina Gregory, Rob Seney,
Karen Jolin, Lisa Gazaille, Todd Hoffmann, Kristen Renish.
STAPLS7094176145000004
11372013 110 5002000 Confrollers Office 541000 Transportation enter a meaningful brief descripfion This is an exampie 100.00 50.00

of a defailed description

Controller's Office had lunch on Jan 9, 2013 at The
Orchards for a professional development seminar.

In attendance:

Sue Hogan, Kelly Kervan, Christina Gregory, Rob Seney,
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Expense Report— page 2

File Edit Goto Favorites Help X &5 Convert ~

[=l| Document 1474260 @ American Express (2) | Station Codes @) IATA 3-Letter Airport Cod... - [= [;Ea ~ Page v~ Safety~

Deport D WMS RIS Purchasing Card Expense Report Run Date: 04/18/2013
Posted Transactions From: 12/28/2012 To: 1/15/2013  Billing Date: 1/27/2013 FRun Time: 11:58:51

Trans Fund Dept/Project Account Description and Comments Trans Distrib

Date Amt Amt

Karen Jolin, Lisa Gazaille, Todd Hoffmann, Kristen Renish.
STAPLS7094188586000001

173/2013 110 5002300 Confrir OFff Training 521900 Art Supplies enter a meaningful brief description Office supplies - 5179 2589
paper for the Bursar's Office

STAPLS7094188586000001

143/2013 110 5002000 Cantroflers Office 521000 Gen Office Supplies enter & meaningful brief description  Office supplies - 51.79 25.90
paper for the Bursar's Office
SESAC INC
1/4/2013 110 5002000 Confrollers Office 527500 Research Supplies enter a meaningful brief description 261.04 261.04

STAPLS7094301485000001

1/5/2013 110 5002000 Confrollers Office 521000 Gen QOffice Supplies emnter a meaningiful brief descripfion Office supplies 98.67 98.67
purchased for Accounts Payable and the Bursar's Office.

STAPLST094641373000001

1M11/2013 110 5002000 Confroflers Office 521000 Gen Office Supplies 119.98 119.98

Total for: Chapman,Elizabeth M. (15464986) $779.08

Signed Date Authorized Date
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Historical Transactions (closed)

Transactions that have been posted to the monthly financial statements are now called “Closed”. To look up closed transactions —

see the panel below.

& https//financewilliams.edu/psp/fs91prd/EMPLOYEE, O ~ f@ & X | (& Reconcile Statement %

Edit View Favorites Tools Help

‘ifé‘ gl Document 1474260 @ American Express (2) i] Station Codes Q] IATA 3-Letter Airport Cod...

¥ i

ﬁ - -~ [= % ~ Page > Safety > Tools~ @v

Williams

Reconcile Statement Search

Favorites ' Main Menu > Purchasing > Procurement Cards > Recondle » Reconcie Statement
- i - - - -

Add to Favorites | Sign out

(@ Heip

Role Name:
Employee ID:
Name:

Card Issuer:
Card Number:
Billing Date:

Transaction Date:

Statement Status:

Search

1546406 @

[Chapman Elizabeth

—
7]

[Closed g

®120% v .
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Displaying transactions that have already been posted to your reports (Closed) when you have current transactions that need to be
reconciled.

Allow the system to display the current transactions, then click on the Search link at the bottom left. This will take you to the search
criteria screen. Follow the instructions on page 22.

' Reconcile Statement >

x  @convert ¥ EHsele
g
ﬁ - - [= % ~ Page > Safety v

File Edit

View Favorites Tools Help

Williams User: VWW1000388 on database: FS91TST created on 12
Home Add to Favorites

Favorites | Main Menu > Purchasing > Procurement Cards
- i - - -

> Reconcie

Reconcile Statement

Procurement Card Transactions

Empl ID: 1546496 ame: Chapman_ Elizabeth M.
a1 4 4

Card Provider:

Card Number:
Bank Statement

01/03/2013 B 22 [enter a meaningful brief description 247.58
2 01/03/2013 Staged « | [ 52 [enter a meaningful brief description 51.79
3 01/04/2013 Staged 2 ¢  [& [enter a meaningful brief description 261.04
a4 01/05/2013 Staged S 52 [enter a meaningful brief description 98.67
5 01/24/2013 STAPLS7095207884000001 Staged ~ | B O R 319 55
& 01/24/2013, STAPLS7095207 884000002 Staged v B OB 7.94
7 o1/20/2613 MACEARI ANE OFFICE PROD stagea ~ (B O E | 161.99
Select Al O ciear an Stage | | Approve
Search Split Line

Savel |8 Refresh

| 120% ~



Email Notifications

All cardholders are set “on” and will receive the monthly email. This is a reminder to log into
PeopleSoft finance and reconcile their staged transactions before the 5th of the month.

Email pcard@williams.edu if you do “NOT” want to receive this email.

We also offer the option to have the email re-directed to someone other than the
cardholder. If you would prefer this option, email pcard@williams.edu with the
cardholder name and to whom to direct the email.

NOTE: If you manage multiple purchasing cards and opt to receive emails for each of
the accounts, the potential of receiving multiple emails per week, is likely based on the
. activity on the accounts.


mailto:pcard@williams.edu
mailto:pcard@williams.edu

It is the responsibility of the cardholder, whether they be faculty,
students or staff, to adhere to and follow the policies mandated by the
college’s senior administration. It is the responsibility of the
cardholder to ensure each transaction meets the business expense
guidelines and that supporting documentation includes complete
information about the transaction.

The Controller’s Office highly recommends that each cardholder
review the Travel & Business Expense Guidelines, which can be
found on the Controller’s Office website or by typing in the URL below.

http://web.williams.edu/admin/controller/travel/



http://web.williams.edu/admin/controller/travel/

Reconciliation Requirements:

The documentation must contain the following:
WHO initiated the transaction?

If a meal was purchased, a list of who attended is required.
WHAT is being purchased?

WHERE and WHEN did/will the activity take place?
WHY is the transaction being initiated?
All receipts and any other documentation (i.e. missing receipt affidavit)

should clearly explain the transactions to someone who audits the reconciliation at a
later date, such as an auditor.

MEALS:
When dining or entertaining, the following is required:
List of attendees (self, if alone)
Description of business purpose
Original itemized receipt:
showing items purchased — NO AMOUNT IS EXEMPT

Location of the event
The date of the event
Description of the meal (breakfast, lunch or dinner)



L
Fast facts

1. The Billing Cycle will continue to be the 28 to the 27" of each month.
Transactions are sent daily by MasterCard.

3. Transactions will be available daily for review and editing.

4. All transactions approved by midnight on Thursday will be posted in PS

Finance on Friday and will be reflected on the financial reports the
following day.

5.  Regardless of status, all remaining transactions will be posted in PS on
the 5t of each month. Allowances will be made for holidays &
weekends.

6. The paper reconciliation is due by the 10" of each month in the
Controller’s Office. Again, allowances will be made for holidays &
weekends.

7. Email pcard@williams.edu with any questions or updates to your card
profiles.



mailto:pcard@williams.edu
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