Editing Transactions in FAST PCard

Your transactions will be downloaded into FAST PCard on a nightly basis. You can

go in and edit your transactions as often as you like. We recommend that you do
this at least 2 — 3 times a month.

There are TWO ways to access the screen to edit your transactions.

1. You can click on “Account Holders” in the menu bar and then click on “Edit
Transactions”

Simply click on the “link” with your Purchasing Card Account Number and

amount listed. This link takes you to your most recent transactions. Please ensure

that you have expanded the box beside the “List of My Accounts” to display all your
accounts.
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If you choose to use the “link” shortcut to the editing screen, it will take you
directly to view your transactions.
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If you choose to use the “menu” fields to access your transactions you will have
more options for how you view your transactions.

When you choose “Account Holders” and “Edit Transactions” through the menus
you will be taken to a screen that gives you the ability to “filter” some information
to provide a more specific query on your transactions.

Once you have specified your query you click on the “Execute Report” button.
This will take you to any transactions based on your filter selections.
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e Account Holder — you can search for a particular cardholder by name or
user name (if you have access to more than just your own account).

]
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Account Holder Account Number

X T x|
User ID
First Name

Last Name smi

3 record(s) found | Search. | |

1D FIRSTNAME LASTNAME m
DONS Don Smith
JOHNPS John Potter-Smith

r
iSILVﬂNA Silvana Smith

] -
Select record(s) then press Add Add %

e Account Number — you can search for a specific card account number, (if
you have access to more than just your own account).

e Source - is used to specify the source of the transactions. As KPU only has
Purchasing Cards, this is the only item available in the search.

e Billing Date - if there is more than one cycle date available for
viewing/editing you can select the specific one you want to view/edit.

e Transaction Date — you can search for transactions based on a specific
transaction date(s).

Transaction Date

i Equal iw
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Not Equal
Greater Than
Greater Than or Equal
Less Than
Less Than or Equal
Between

e Gross Amount — you can search for transactions for a specific amount,
greater than, less than, or between amounts.
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e Merchant - you can search for transactions for a specific merchant.

Merchant
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Not Equal
Like
| Not Like

e Transaction ID — you can search on a specific transaction ID.

e Transaction Status — you can select All, Reconciled or Not Reconciled.

Once you are on the transaction editing screen you can view all of your
transactions in a list.
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For each transaction you will see the following:
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e Row # - shows how many actual individual transactions were on your
Purchasing card.

e Box with Red “X” — identifies any transactions that require your review and
edit.

e Green Box - identifies any transactions that have been reviewed and edited.

e Paper Clip Icon - will enable any attachments to be added (this is not
functioning for KPU as we don’t need to attach anything to the transactions)

¢ Billing Date - this is the actual “Cycle Date”.

e Source - will always show Purchasing Card.

e Account Number - is the last 6 digits of your actual Purchasing Card number.
e Account Holder — name of the Purchasing Card Account holder.

e Transaction Date - the date of the actual purchase/charge.

e Merchant - name of the merchant the transaction was charged to.

e Gross Amount — the amount of the charge including all taxes and any
additional charges.

To edit a transaction click on the “Box with the Red X”

Home Applications AccountHolders Reporting Help

Row # Billing Date Source

1 =3 &y  05/01/2011 Purchasing Card
& os/01/2011 Purchasing Card

? =3
R

This will bring up the transaction showing your default fund/orgn/acct/actv
information, all the taxes as downloaded from US Bank and the “Net” and “Gross”
amount of the transaction.

The default orgn/acct/actv codes will automatically be populated for you. They
will be the codes that were specified on your application form. If these are not the
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correct codes, please contact Financial Reporting. You will be able to change
these as necessary.

To review and edit the information here click on the “Pencil” icon.

|Z  Edit Data
Fund Orgn Acct Actwv Comments HST PST GST Net Gross
100 5000 7122 BOYDBE £8.35 $0.00 $0.00 $166.96 $175.31 e |

(Note: you may need to scroll your screen over to the right using your scroll bar at the bottom of your
screen, to see the pencil icon required to edit)

You now see that the fields can be edited.

# Edit pata
Fund Orgn * Acct * Actw * Comments HST PST GST Net Gross
< = ’ s
100 5000 7122 BOYDE £8.35 £166.96 £175.31

H %

Any fields with a grey background cannot be edited/changed.

e ————
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$3.35 $0.00 $0.00 $166.96 $175.31
L] nd
Row # Billing Date Source Account Number Account Holder Transaction Date Merchant Gross Amount
1 <+ 05/01/2011 Purchasing Card 315977 Boyd, Beverly 21/12/2010 PEARSON_EDUCATION $175.31
2 E ¢ 05/01/2011 Purchasing Card 315977 Boyd, Beverly 241272010 RODALE PREVENTION £26.97

e Orgn Code (Organization Code) — enter the organization code that you want
the transaction to be charged to.

If you know the org code you want to use you can type directly over the
default code.

If you don’t know the org code you want to use you can search by using the
magnifying glass to bring up a search block.

You will ONLY be able to enter or search for org codes that you have been
approved to view/edit through fund/org security.

The correct Fund Code will automatically populate for you based on the org
code you enter.

e Acct Code (Account Code) — change this to an appropriate account that
reflects the actual charge. *This code is defaulted to a Purchasing card
suspense account. (You MUST change this code for all transactions).

If you know the account code you want to use you can type directly over the
default code.

If you don’t know the account code you want to use you can search by using
the magnifying glass to bring up a search block.
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You will only be able to search for commonly used expense account codes
determine by Financial Services. If there is not an appropriate code to use,
contact Financial Reporting.

e Actv Code (Activity Code) - if your charges are for a different individual other
than yourself, you must enter the activity code for that person.

Activity codes are required for Public Bodies reporting. We must identify for
whom the specific transaction pertains to.

The activity code is based on the persons’ last and first names. The code is
alpha only case sensitive. It contains the first 4-digits of the person’s last name
and the first 2-digits of their first name. (For example: John Smith’s activity
code would be SMITJO).

¢ Comments — you can enter as much information as you like, to add any
additional information that pertains to the specific transaction.

These comments will be seen on your printed statement.

Once you have made all your edits, click on the little “disc” icon to save.

You will see that the transaction icon with the red “X” has now become green,
identifying that the record has now been reviewed/edited.
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Creating a “Split Transaction”

You can also “Split” transactions between different org/acct codes when required.

When you are on the screen to review and edit your transaction, instead of clicking
the “pencil” icon click on the red and blue “arrows” beside it (Split Transaction
icon).

d Report tions B ¥ Show Options

#  Edit Data %]

Fund Orgn MAcct Actv Commants HST PST GST Net Gross
100 5000 7122 BOYDBE $3.10 $0.00 $0.00 $23.87 £26.97

You will see that this creates a second line to assign org/acct coding. You must split
your transactions based on dollar value.
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Fle Edit View Hgtory Bookmarks Tools Hebp -".- \( ?ﬂ )
<) (] N« - O\ c/\.e

= B L] hitp:ft-atias. kwantien.ca/FASTPORTAL FASTPCARD PCACCOLR T,‘_M_E.,_. ap;z{* e
Back Reload Home  Bookmarks
L] Most Visited P Getting Started 5| Latest Headines

| FAST Single Sign On Suite al -+

361.041

é:aék B NS
A =]

Envronmant

Home Appications  Account Holders  Help B Logout E B
@ Purchasing Card ! Edit Transactions }» Current commitied transactions.

;_-'1 Re; ONS
[ edit pata
Fund Orgn *  Acct”® Actv *  Comments HST PST GST Net Gross
& e .
100 5000 7132 BOYDBE $3.10 $0.00 50.00 $23.87 526.97
5000 7127 30YDE ibrary purchases $1.30 10.00
$3.10 £0.00 $0.00 £23.87
| Net | @ Legend
Row & Billing Date Source Account Number Account Holder Transactioms - Gross Amcunt
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2 a & 05/01/2011 Purchasing Card 315977 Boyd, Beverly 24/12/2010 RODALE PREVENTION $26.97
~
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You may split the transaction using either “Net Amount” or “Gross Amount” by
selecting that from the pull-down menu for calculating taxes. FAST Pcard wiill
calculate the taxes for you based on whichever is selected.

¢ Net Amount - enter the dollar amount for the split in the “Net” amount field.

e Gross Amount - enter the dollar amount for the split in the “Gross” amount
field.
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Once you click on the “save” icon, you will see the taxes calculate accordingly in
the appropriate columns.

You may also split your transactions multiple times. A multiple split must also be
based on dollar value.

For example: if you would like to split the above example into three different
account codes you must first determine how much is going to be charged to each
account code.

This example will divide the entire charge by three based on the “Net Amount”. The results
will be $7.96 charged to account 7120, $7.96 charged to account 7127 and $7.95 charged
to account 7132.

e Select the transaction to be edited and edit the default org/acct to one of
the accounts.

#  Edit Data
Fund Orgn LT Actv Comments HST PST GST Net Gross
100 s000 a BOYDBE $3.10 $0.00 $0.00 $23.87 $26.97 Y x

l split Transaction :':"-/I

¢ Click on the “Split Transaction” icon to create the first split.

e Enter the org/account that you want to charge and the “Net” amount and
click on the “Save” icon.

2 Edit Data
Fund Orgn * Acct * Actv * Comments HST PST GST

e

s -
100 5000 BOYDBE $3.10 $0.00 $0.00
5000 50YDB $0.00 $0.00 $0.00

This will charge the amount entered to the org/account specified.

e To create the second split click on the “Split Transaction” icon beside the
original transaction again.

| Edit Data

Fund Orgn Acct Actv Comments HST P5T GST Net Gross

100 5000 7132 BOYDBE $2.07 $0.00 $0.00 $15.91 $17.98 \. %

100 5000 7120 BOYDBE $1.03 $0.00 $0.00 £7.96 £8.99 /G%
Select the Splhit T ion icon from the 7§

rans
al t

ransacrhon.

origin

x
x

e Enter the org/account that you want to charge and the “Net” amount and
click on the “Save” icon.
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= Edit Data

Fund Orgn* | Acct* Actv * | Comments HST PST GST
] e
100 BOYDBE $2.07 $0.00 $0.00
30YDB $0.00 £0.00 $0.00
X
100 5000 7120 BOYDBE $1.03 $0.00 $0.00 $7.96 $8.99 %

Once you click on “Save” you will see that the splits have all been completed and
that the correct amounts (including taxes) have been assigned to the specified
accounts codes.

& FAST Single Sign On Suite - Mozilla Firefox |E=) X
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@ Purchasing Card ! Edil Transactions » Current commitied transactions

4_-'] Re 0ns B ¥ Show Optons
¥  Edit Data a8
Fund Orgn Acct Actv Comments HST PST GST Net Gross
100 5000 7132 BOYDBE $1.04 £0.00 $0.00 £7.95 £8.99 Y x
100 5000 7120 BOYDBE $1.03 £0.00 £0.00 $7.96 s2.99 Y Hox
100 5000 7127  BOYDBE $1.03 $0.00 $0.00 £7.96 £8.99 WY x
$3.10 $0.00 $0.00 £21.87 £26.97
O Legend

Row # Billing Date Source Account Number Account Holder Transaction Date Merchant Gross Amgount

1 (] & osmov2011 Purchasing Card 315977 Boyd, Beverly 21/12/2010 PEARSON_EDUCATION $175.31

2 B8 & o0s/01/2011 Purchasing Card 315977 Boyd, Beverly 24/12/2010 RODALE PREVENTION $26.97

-

[Ee= NI 19

At this point, you can still make changes to any of your transactions including the
splits.

e Click on the “pencil” icon to make any changes to coding, comments or

dollar values for taxes or net amounts. (If you change any of the amounts please
ensure that your splits still equal the total for the entire transaction).

« Click on the “Split Transaction” icon to create any further splits.

¢ Click on the red “X” to cancel any transaction or split.
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Printing Your Statement

Once you have reviewed and edited all the transactions for the current cycle date
you must print out your statement, attach all the receipts, and send it to the
appropriate designate for authorization.

There are several ways to “Print” out your statement.
e From “Account Holders” in the menu bar, click on “Print Monthly Statement”

Fe Edt View Hgtory Bookmarks Toos Hebp : & &. d\( ?ﬂ )
c z ~ C c
. . al | hittp: ft-atias wanten.ca FASTRORTAL [FASTPCARD), 9(-\CCWJTS‘A'EMEr‘T ASOXPVE mtREw +520AYRIIK 17 -
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Varsion: 361.041

Home Apphcations  Account Holders  Help & togot EH W

e Account Dverview

ont commitied transastions

D ¥ Show Optons

Row # Print Monthly Statement g Account Number Account Holder Transaction Date Merchant Gross Amcunt
1 B8 & 05/01/2011 ing Card 315977 Boyd, Beverly 21/12/2010 PEARSON_EDUCATION £175.31
2 n J 05/01/2011 Purchasing Card 315977 Boyd, Beverly 24/12/2010 RODALE PREVENTION $26.97
$202.28

+ |1-20fF2 ¢ | m Grid Height | 4 | b Records per Page 15 |v|

@ Legend & save as Pinned Report H B 8 o

e Orfrom the “Quick Menu” screen click on the “link” for “Print Monthly
Statements”.

]
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@ PCard Home | FAST Single Sign On Suite - Mozilla Firefox B =%)
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& Logout H -5
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' Application Info o 7 Quick Launch *]

I (] Account Holders

=2l List of My Accounts

215977 (Purchasing Card - $202.28)

# List of Accounts I Manage
Print Monthly Statements
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This takes you to the “Statement Selector” screen.

Here you can specify which period you would like to print the statement for by
selecting it from the pull-down menu.

@ Purchasing Card - Select a statement to print. - Mozilla Firefox LUE
Fle Edt Vew Hstory Gookmarks Toos Hep :& & 0\(
- c oW > <y
S - s Ll B hm:ﬁt-edas.kwmdemca;’FﬁSTPORTN.JF.kSTP(ARD 7 -ty -

Back Reload Home  Bookmarks -
(] Most Visited b Getting Started 5| Latest Headines “( &)?
B pmduwcm -Select a state... al - # @7
: : 1 H 1 Verson 361041
i‘ Envionment: TEST
Home Appliestions AccountHolders  Help & Logot EH W
Ed,n 3 dée P B e ra

@ Purchasing Card » Statement Selector b Statement Selector

Select a Billing Source and a Fiscal Period then click on the Account Number column to generate a POF report.

Source: Purchasing Card E Period: Dec-2010 (Current S:atement}g
Account Number | Account Holder Total
315977 BEVE 202.28

Select the period you
want to print the
statement for.

Click on the Tink’
for your account
number to print
your statement.

ol N\ V19

(Note: the period to select is not your “cycle date” or “biling date” but the date the transactions
actually occurred).
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Click on the link for your account number to print your statement. You will see a
screen asking you to open or save your document as a “pdf”.

x|

Do you want to open or save this file?

Name: Statement.pdf

& Type: Adobe Acrobat 7.0 Document, 13.7KB
From: atlas.kwantlen.ca

Open |  save Cancel

s

@ While files from the Intemet can be useful, some files can potentially

harm your computer. |f you do not trust the source, do not open or
save this file. What's the risk?

Select open to view your statement.

The statement will open in a PDF window for you to view.

Kwantien FAST - Purchasing Card
ALY AARE LY Boyd, Bevery Meonthly Statement
Purchasing Card  Prints any For period ending  DS/01/2011
Tran. Date Merchant | Comments FUND ORGN ACCT PROG ACTV LOCN H. Tax R Tax M. Tax Met Gross
2o PEARSON_EDUCATH 100 5000 T2 T2 BOYDRE a3 =1 ] (-1 -] 168 04 173
Bocks for loary
24122010  RODALE PREVENTION 00 5000 T2 ™ BOYDEE 104 oo0 000 T B
241272010  RODALE PREVENTION 100 5000 7120 ™ BOYDRE 103 0.00 0.00 758 800
24122010  RODALE PREVENTION 100 5000 27 el BOYDEE 103 0.00 0.00 750 860
B |:\ split Total: $11.45 $0.00 $0.00 $190.83 $202.28
rinfs the 3
Transactions.
Account Holde Boyd, Beverly Supervisor:
Sign above Print name and sign above

* Please attach al your receipts before submitting this statement.

As At 10/JANRZO11 Page 1 of 1

Print out the statement, attach all receipts and give to your designated signing
officer for approval. Then forward to Financial Services for audit and filing.
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