Oregon School District




General Procedure

The Oregon School District uploads the basic transactions from BMO
Spend Dynamics. (Vendor, Date, Amount, default account number)

Transactions are automatically disbursed to the cardholder/card
reconciler’s inbox.

Card Reconciler adds a description, receipt, and updates the account
number, if necessary.

Transactions are approved by the budget holder of the account that was
used. If budget holder and cardholder are the same, the transaction is
also approved by the Business Manager.

Transactions are approved by accounts payable who checks the
account number, description, and that a receipt is attached.

Finance Director runs the invoice. At this point it shows up in a detailed
transaction report.



Set Up- Adding a Purchasing Card

» Starts in Skyward PAC. FM/AP/CC/SE. Ends in the web. Some steps can
only be done in PAC and some on the web.




Set Up- Adding a Purchasing Card

d FM AP CCYSE - 4814 - Credit Card Maintenas

Districk Card Mame: I o+ DK |

[
[ —_
[ Card Murmber: I MI
.o . [ !
» The BMO Card Identifier is what : BMO Card Idertifier: | ‘
COﬂﬂeCTS The TI’O HSCICTIOH from : Expirakion Mu:unth:IEIl "I Expiration Year: IZEIZI

Spend Dynamics. If you don't : | vends | Y Y

[

[

[

[

[

[

[

» Done in Skyward PAC.
FM/AP/CC/SE

know it and the card is used, you Locatin § Y i
will get an error message when T, oy

uploading the transactions. You
will be able to obtain it from there.

W Cardis currently active,
™ Card use is restricked.

School district credit card name o idenkifiet, i) skyDor




Set Up- Assign a Reconciler

Credit Cards
Lacation [Wendar District Card Mame In {0k ir ati i icki Lirr = I FM\AP\CCACI - 4935 - Card Check In/Check Out
i = e : K
RiZI HARRIZ EOOO Aaberg, Micole?z Checked-out  01/2022  Yes fe} $10,000,0— Eﬂpurt _ District Card Mame: Newton, Kara o [
(e HAREIS EOO0 Amlong, Jackie Checked-out  05/2024  Yes Mo $5,000.1 ® Close 1] M cancel I
CHS HAREIZ EOO0 |Anderson, Andread? Checked-out 012025 Yes Mo 41,2001 = 0 !
©OHS  HaBRTE EOOO Anderson, Jon Checked-out  02/2022 |Yes Mo $7,500.0 o Used By: lNEWtD” karaD ad [HEWTORARDOD ﬂ
2P HARRIZ EOOO |Anderson, Katie Checked-ouk  |03/2024  Yes Mo £5,000.10 & Chyesk ] Description:
] HARRIZS EBOOO Anderson, Shannonss Checked-out 092021  Yes Mo 45,000.1 = C_Eck 0 ;I
PYE HARRIZ EBOOO Arndt, Keith Checked-out 032021 Yes Mo $2,500.0 - £ N 0
| b 0 hd ‘
Skatus: I.ﬁ.ctive j Sork By: IDistrict Card Mame j Card Mame: |Aaberg, Micole72 - —Check ot
- Check Out Date: 017132021 Check Qut Time:  2:06:57 PM
. I Check Out Entered By: |
» Donein$ kYWO rd PAC. = Mewiton Kara D NEWTOKARDOD |
20
FM/AP/CC/C' M checkIn
20
» Click on the Check out icon and g | CheskinDate Check In Time:
. . . . . Check In Entered By
assign who is going to reconcile it.
> TO CheCk IT bOCk In' C“Ck on The rame key of the emploves checking oot the card, aSk*:-fDDE
Check Inicon.




INNS——— =

Swstem: Web Financial Management Update an existing group. + Ok
Entity: Oregan, W ﬂ 000 ﬂ Select Menu Paths to alker the existing security lewvel, Help
add or remove menu access for the current group, —
Group: Credit Card Transactions coT hanges affect all assigned users once applied. M
Assigned [Minimum [Security | Security | =
A . a Menu Paic s Security | Access| Lookup
Paths Excpiration Avvailable [Level Level Level
- WFPS - Product Setup i}
+ WFIYE - vendors 0/53
+ WFIAM - Account Managemenk 0170
+ WFYPL - Purchasing nfan
- WFWAP - Accounts Pavable 2586
B + WFYAPPS - Product Setup 011
+ WFIAPIER - Expense Reimbursement 0/a
SWRWAPCC - Credit Cards 215 :
- WEAPYCCIRT - Revies)Submit Transackions n} 5 z
B - WREAPYCOWAT - Approve Transackions i} | |
: - WRLAPLCOVAC - Activity 0 3 1
Top screen is for a cardholder. L maeecRe - Repers s
5A\SE\SGYSG - 898 - Security Group Maintenance
. Syskem: Web Financial Management Update an existing group. DK
BO'I"I'O m screen IS for a pCCI rd a p prover Entity: Oregon, Wi ﬂ - ﬂ Select Menu Paths to alter the existing security level, Help
&dd ar remove menu access for the current group,
Group: Credit Card Approwal CChA iChanges affect all assigned users once applied. 3 Canc
Bssigned |Minimurn Security Security |
Menu PaC WS Security Access Lookup
Paths Excpiration Bvailable [Lewvel Level Level
- WFWPS - Product Setup n
[+ wFivE - vendars 0/53
i + WFLAM - Account Managernent 0170
|+ wFiPL - Purchasing 0/a0
- WFIAP - Accounts Payvable 5)86
B + WEWAPYPS - Product Setup 01l
+ WFIAPER - Expense Reimbursement 0/a
- WRVARVCC - Credit Cards 4/15
- WEAPYCOIRT - ReviewSubmit Transactions 1] 3 1
i - WRIAPYCCIAT - Approve Transactions n 3 1
: - WRLAPNCOLAC - Ackivity 0 5 1




Set up- On the web

Account .
v| e | Wendors | Furchasing

Fhe el Custom | Federal/State Administrati qQ
Payable Repurts| Reporting | Administra on |

ACCOUHT POYO ble o Financial Management Setup

P S Fa ™ i

Cred IT C a I’d ﬂ ~ Accounts Payable - AP Setup + Check Reconciliation - CR

Invoice Entry - IE U Check Reconciliation - CR Ll
Approve Invoices - Al 1 Reports - RE :nll
Invoice Pending Receiving Update -PR {7 || "

Setup

Configuration

Invoice Activity - 1A ‘1| | ~Expense Reimbursement - ER Setup
Accounting - A/P Invoice Batch-to-Open - AB{ ]

Update History - Accounts Payable - UH 1]
Quick Void Process - QY 1
User Preferences - UP LN

Reports - RE Tl ¢ -
! /| = Credit Cards - CC Setup

P Sy

~ Payment Processing - PP Sehup Review/Submit Transactions - RT w7
Approve Transactions - AT ]

Activity - AC T
Reports - RE 1]

Approve - AE 1]
Generate Invoices - GA 1]
History - RH 1]

Check Register - CR 1
Automated Clearing House - AC 1
Export Checks to Bank (Positive Pay) - EC
Print Check History - PC 1]




Set up- Assign to Credit Card Group

Credit Card Groups tells
Skyward how to route
transactions.

Four groups are currently
being used.

If you are not a budget
holder you are put in the
Account Level Group.

If you are a budget holder
you are put in the BM
Approval Group

Other two groups are just

for the Business Office Staff.

= ' https:/ /skyward.iscorp.com, ?isPopup=true - Credit Card Groups - WF AP CCPS\CF\CC -

Credit Card Groups
Views: IGeneral V] Fitters: [*Skyward Default|w|

Credit Card Group & | Group Description

b lesapod

520 Business Manager Approval
a00 | Acct Level Online Approval
910 BM Approval- Online Approval
920 Approvers Group Onling

v v v wv.w

008 Account Level Approval




Set up- Assign to Credit Card Group

Routing of Transactions
Group- Account Level

» Account Clearance is
blank. This routes it by your
account clearance groups
set up, which is the budget
holder.

» Second levelis the district
office approval which looks
for receipts, checks
account number, and the
descripftion.

» More levels can be
created.

» Add the credit card to the
group.

a0 | Acct Level Online Approval

Expand All Collapse All  Modify Details (displaying 3 of 3)  Vie

w Credit Card Group Information

Credit Card Group: 900
Group Description: Acct Lewel Online Approval

Account Clearance Group:

w Approvers Add Approver

Level Approvers
Edit Delete 2 Breitbach, Kelly Laureen
Edit Delete Mewton, Kara D

w Credit Cards Add Credit Card

District Card Name Credit Card Number Lt
Delete Aaberg, MNicaleT2 s 1625172 R




Set up- Assign to Credit Card Group

Routing of Transactions

Group- BM Approval

Account Clearance is
blank. This routes it by your
account clearance groups
set up, which is the budget
holder.

Second level is the district
office approval which looks
for receipts, checks
account number, and the
descripftion.

Third Level is the business
manager approval.

Add the credit card to the
group.

TUL AL LTYT WIS SR T

a10 | BM Approval- Online Approval

Expand All Collapse All Modify Details (displaying 3 of 3) W

w Credit Card Group Information

Group Description: BM Approval- Online Approval

Credit Card Group: 910
Account Clearance Group:

* Approvers Add Approver

Level Approvers
Edit Delete 2 Breitbach, Kelly Laureen
Edit Delete MNewton, Kara D
Edit Delete 3 Weiland, Andrew T

w Credit Cards Add Credit Card

District Card Name Credit Card Number
Delete Amiong, Jackie 0642356




Spend Dynamics —Reftrieving File

BMO 9 Spend Dynamicse

Wl Report Quibox

# Pinned

Administration
File Management
The Yault

Period Management

Expenditure Analysis
Transaction Search - Company
Bank of Montreal

Invoice Report

Statement Periods
Manage Company Financial Periods

BMO
Statement Period Open Period Closed Period
Start Date End Date Unread Read Updated Unread Read Updated
01/06/2021 02/05/2021 29 52
BMO
Extract Incomplete Waiting Question Approved Declined No Rule
New 0 2 0 0 0 46

Options

0+ D

E Extract 'l:l' Advanced

e Images




Spend Dynamics

B Report Outbox _ {7} 33fles B Move T Delete
= nbox

# Pinned —
inne _ M MasterCard_Skyward_FEB_20210113_

T 10 KB

Administration & QOutbox

File Manalement M= MasterCard_Skyward FEB_ 20210111 _

Period Management
Statement Periods
Reports
Expenditure Analysis
Transaction Search - Company
Bank of Montreal

Invoice Report



Uploading Transactions

SKYWARD

Account . Accounts
Home |v| Management | Wendors | Purchasing

g » Utilities %

» Onweb. AP/CC/Setup/Utilities 0 6o to Credt Cards Codes - CO

{1 Go to Credit Cards Configuration - CF
-5 Utilities - UT

» Import BMO- Harris Bank Credit {1 Generic Import - G

H ]j Import BMO-Harris Bank Credit Card Transactions - IB
C a rd TrO nsa Ch on ]_'] BMO Card Identifier Mass Assign from File - BC

» Find your file and hitf run. ]_'] Mass Delete CC Transactions - MD

File Layout: O BMO-Harris Bank Details Online
" ® BMO-Harris Bank Spend Dynamics

File to Import: | Browsz... |

Last File Imported: 1f11/2021 - MasterCard_Skyward.txt WView

Import file contains Skyward account numbers

L] Automatically approve the imported transactions?
If you are using the Credit Card Approval process, uncheck this option.

Do not display purchasing vendor cross reference warnings
Default Account: | |5




Process Options

Preview Data to Process

[} Ky Ward Oorp 0 FopuUp FUE B0 AdFF Ballk Fed ali(l Fd d () LI 0 [ = i1]= _||_||A|
BMO/Harris Bank Credit Card Transaction Records to be Imported B@ T o 7
Views: |General Filters: |*A1.L Transactions 97T W @L Refresh

Rec # |\/al |Credit Card Transaction ID Details Tran Date Amount | Where Used Re
[» 48] [ShelbyRetzlaff 3858 |H50720210112qutzomin IREEEE 2co.Com Myrouteon, 650-249-5280, OH, 43215, US [
P 47 Michele Brisack 3799 H50720210113qolnzvigd 01/12/2021 164.62 Interstate Books4schoo, 608-2713600, WL, 53713, US| oot
> 46 Michele Brisack 3799 H50720210112qrvyssirt 01/11/2021 192.10 Amazon.Com FsllkBar3 A, Amzn.Com/Bill, WA, 98109 _ Report
> 45 Heather Rattman 4790  H50720210113cuzqunsgo 0171272021 50.00 Paypal Wisconsinch, 9203583730, WI, 53012, US Back
i e 3 Bland BO1T__ HSN7I02 10 3 nhugema 01122020 17050 Buitchs Banairs Oragon WI_S53575 LIS .
€ tps:/ /skyward.iscorp.com/?isPopup =true - BMO/Harris Bank Credit Card Transaction Records to b = Intemet Explores s =||':|[“x|
BMO/Harris Bank Credit Card Transaction Records to be Imported 2@ S
g Views: [General |V Filters: [*All Transactions | P27 [ F & Refresh
-
| Employee ‘ Purchasing Vendor Name | Vendor Name Key Waming/Exception v e
WARD BRO0OD Wamning: Card not checked out for date e
Ward Brodt Music Co WARD BRO000 Wamning: Card not checked out for date Va,f-)ﬁ"c':ﬁm
Waming: Card not checked out for date Report
Waming: Card not checked out for date Back
Warning: Card not checked out for date
o https://skyward.iscorp.com /?isPopup =true - Import BMO-Harris Bank Credit Card TransacEio Credit Card Not Found: Leslie Bergstro 1573 Purchasing
®  Credit Card Not Found: Leslie Bergstro 1573 Yeodae
Import BMO_Harris Bank Credit Card Transactions References

Processing Messages

Preview process has completed and has found records to process.
Select the "Preview Data to Process’ button to continue.

Process Options

Preview Data to Process

Run the Update

After you hit ru
preview Data t

N
SS.

It will bring you into the
second screen shot. Here
you can find the BMO Card
ldentifier needed for when
you enter a new credit card.
It is the “Credit Card” field in
this report.

You should scroll over and
make sure you do nof have
any warnings.

Click on back. When you
click on back you will go to
the bottom screen shof.

Some warnings will need to
be fixed before you click on
Run the update. If you have
warnings get out and fix them
first. (see following screen) |If
you do not want to run the
update click on x to get out
of the screen.



P-card Upload Report

» You will receive areport
after you hit run. You
should look to the bottom
of the report and make sure
all records were uploaded.
If you had warnings you will
get a message at the
bottom of the report

Impoct Rmcosds

Import Fila

Import fils coctains Skywscd mooounts
Autcmatically spprows trmossctioos

CmEault mococount

¢ MomterCard Skywssd. txt
= Ko




Error Messages/Warnings

» No BMO Card Identifier. Go back into PAC and add it.
» Account number not valid. Change it in the file.

If you get either of these two errors your transactions will not be loaded.

» Card not checked out. This will not stop the transaction from being loaded. But once it is
loaded you will need to go info PAC and assign it in the fransaction screen.



Card Reconclliation

>

>

>

Cardholder will click into
Credit Card Activity Needs
to be submitted.

They will then see the
transactions that need to
be reconciled.

Click on Edit for each
transaction.

m | Management

4} > B Financial Management

*Calendar

Account

Skyward User
Task Manager

Reset Dashboards

€@ Credit Card Transactions Awaiting My Approval

| Vendors | Purchasing |

Jump to Other Dashboards

Accounts | Custom | Federal/State
Payable | Heporis Reporting

Select Widgets

83 Credit Card Transactions Require Approval

@ Credit Card Activity Needs to be Submitted

13 Credit Card Transactions need to be Submitted

Review/Submit Transactions

Views: |General! Filters: |Unappr|:>v&d

Tran Date »

ADD

Amount™ | Where Used

Usedﬂy

Purchasing “Yendor

District Card Name

Y W B o

Tranzaction 1D Irrpurt Format

b 0271072021
b 0271072021
b 0270872021
» 0270372021

336.47 Frontier Comm Corp Weh 2036145600, CT, 06851, US
56.08 Frontier Comm Corp Web, 2036145600, CT, 06851, US
4.00 Github, 8774484820, CA, 94107, US
37.99 Amzn Mktp US Ax6c455w3, Amzn.Com/Bill, WA, 98109, US

Newton, Kara D
MNewton, Kara D
Newton, Kara D
Newton, Kara D

Newton, Kara
Newton, Kara
Wiis, Josh
Weis, Josh

110,384 BMO-5D
110,383 BMO-5D
110,378 BMO-5D
110,271 BMO-5D

——

B@U S

Edit

Motes

Aftach

Submit

?




Cardholder will attach @

Where Used:

Credit Card Transaction Master

Card Reconciliafion [Eeetss

Card Name: |Newton, Kara
Used By: Newton, Kara D

Description:

Purchasing Vendor:
Project/Grant:
Transaction Date: 02/10/2021

Status: Batch

Transaction Detail Lines

receipt through the
“Yaftachments” icon.

Click on “add file”

Cardholder will need to

need to be set up). —

Add a short description,
such as “invoice".

Entered Date

Upload or scan in a receipt. Enered Te:

Entered By

Click on Save.

* Attached File

Description:

/2 https://skyward.iscorp.com/?isPopup=true - Credit Card Transaction Maintenance -

Credit Card Transaction Maintenance

Spectrum, 855-707-7328, MO, 63131, US

Tran ID:
BMO Tran 1D: |H50720210211ucibekbos

WF - 10636 - 0 - Internet Explorer

Edit Master Motes

IGeneral Fill:erS:I*Slqm‘ard Default

Drescription

TP T T

There are no records fo display;: ofeck your filfer settings.

Credit Card Activity Attachments

Add Credit Card Activity Attachment

935.00(10EB00 411232900 000520535 | | |

[

E. https://skyward.iscorp.com;?isPopup=true - Attachments - WF - 10636 - 05.20.10.00
Attachments

Credit Card Activity Attachments
Available Attachments for Credit Card Activity

choose a type. (this will | (mee Descrptn

Enterzd By

J/skyward.iscorp.com/ ?isPopup=true - Credit Card Activity Attachments -

Master Amount:
Detail Amounts:

Remaining Amount:

Invoice

*Ty@:|

02/11/2021
9:27 AM
- Kara D Newton

: ® Upload a New Fil= ‘O Scan in a New File

Browse...

Submit for
Approval

Save and
Finish Later

Select from
PO

Help

Add

Edit

Delete

=lolx

H &

Entered Date Entered Time | File Size

o Add File
Add Link
I
@Y o
Save
LR




Card Reconciliation- Step Two

> ClICk on Edl'l' iﬂ The Transaction Detail Lines
Transaction Detail Line. Views: [General Filters: [*5kcyward Default Yol B @ s

Line # | Description Amount | Accourt(s) Invoice PO Nun Edit

> Putinadescripfion of the | DG [ T N >
purchase in the description

b OX ,é https://skyward.iscorp.com;/?isPopup=true - Credit Card Detail Transaction Maintenance - WF - 10 - Internet Explorer
: Credit Card Detail Transaction Maintenance MmO 5 2
. . . =

> Updo-l-e -I-he OCCOUn-I- Detail Transaction Maintenance Save

. Total Transaction Amount: 935.00 Back
NnUum b er | f necessgd ry . ' Amount Remaining: 0.00 PO Number: | 0000000000 Catalog:
: Line Mumber: 1 PO Line: 0 Unit Meas:

. Detail Amount: Quantity: 0 Unit Cost: 0.00000
> C“Ck Oﬂ SOVG. Description:

| Detail Line Accounts
Account Distribution Amount

Percent
|10E800 411 232900 000 520535 LEE 935.00/ | 100.00/
| MEE 0.00| | 0.00|
| *| & ][ 0.00|| 0.00]
| v & X[ 0.00]| 0.00|
Display More Accounts 0.00 0.00

Total: 935.00 100.00



Card Reconciliation- Final Step

kyward.iscorp.com;?isPopup=true - Credit Card Transaction Maintenance - WF - 10636 - D - Internet Explorer

Credit Card Transaction Maintenance

Credit Card Transaction Master Submit for
Approval
Card Number: |*F*==F=*00457410 Edit Master Notes Attachments
e Save and
Cl. k “S b ._I_ f District Card Name: |Newton, Kara Einish Later
> IC O n U ml Or Used By: |Newton, Kara D Master Amount: 933,00
" Where Usad: _707-
A p provo | . Spectrum, 855-707-7328, MO, 63131, US Detail Amounits: 935.00 Sele;:)from
Description: Remaining Amount: 0.00 Help
Purchasing Vendor:
Project/Grant:
Transaction Date: [02/10/2021 Tran ID: 110385
Status: Batch BMO Tran ID: H5072021021 lucjbekboe

Transaction Detail Lines

\ﬁews:lGEDEra; Filters:|*52-:?1:ard Default T i =) I.J&@ Add
Ling # . | Description Amount | Accountis) Invoice PO Nun |l enEtE
Clone
Mass Add

Accounts



Approval Status

» No App Sts transaction has

not been submitted for
approval.

WFH- in approval cycle.

APP- Has completed the
approval cycle and the
invoice can be run on if.

Review/Submit Transactions

Views: Filters: I *Skvyward Defaulc
App

Tran Date Sts - Amount | VWhere Used
b 02/03/2021 WFH 18.00 Kwik Trip 37200003723, Oregon, WI, 53575-0000, US
P 01/21/2021 APP 330.17 Cts Frontier Onlinepay, 800-921-8101, CT, 06851, US
P 0172172021 APP 55.03 Cts Frontier Onlinepay, 800-921-8101, CT, 06851, US
P 01/21/2021 APP 18.00 Kwik Trip 37200003723, Oregon, WI, 53575-0000, US
P 0171872021 APP 129.45 Amazon.Com Av4cj0si3, Amzn.Com/Bill, W4, 98109, US
P 0171472021 ApPP 80.30 Amazon.Com X859n6uv3, Amzn.Com/Bill, Wa, 98109, US
P 0171172021 APP 935.00 Spectrum, 855-707-7328, MO, 63131, U5
P 0171172021 APP 559.80 Amzn Mkip US Hs%iqDaf3, Amzn.Com/Bill, WA, 98109, US
P 0171172021 APP 7.99 Amzn Mktp US 3322k5t3, Amzn.Comy/Bill, WA, 98109, US
P 01/07/2021 APP 909.29 Sts Education, Simi Valley, CA, 93065, US
P O01l/06/2021 APP 4,00 Github, B774484820, CA, 94107, US
P 02/10/2021 935.00 Spectrum, 855-707-7328, MO, 63131, US
B 0D2/1072021 336.47 Frontier Comm Corp Web, 2036145600, CT, 06851, US




Account

P _C O rd A p p rOVO |S 4l » B Financial Management

Jump to Other Dashboards

*Calendar

Skyward User

Approver will click into Task Manager

“Credit Card Transactions
Awaiting My Approval”

Approver can view the

€ Credit Card Transactions Awaiting My Approval

Vend Purchasi Accounts | Custom | Federal/State
v| Management| = m5| L asmg| Payable | Reports Reporting

Reset Dashboards Select Widgets

QTTOChmenT (receipT), CheCk 83 Credit Card Transactions Reguire Approval
the account number, efc.

Approver will click in the APP
box and the hit “*Submit
Approvals and Denials”

Credit Card Transaction Approval i
Number of Transactions Approved: 1] Total Amount Approved: $0.00
Number of Transaction Denied: 0 Total Amount Denied: $0.00
Views: IGeneral Filters: ISkyward Default Clone A g | @_1 &
Transaction Aftach Amount
Date & App | Deny |Exists Amount | Where Used #D | Description Line 1 Account Line 1 Line 1| Description Ling 2
nn- 118.08| The Homesteaders Store, Madison, WI, 53719, US n supplies for ol change and part for RTV 10EBOD 411 254500 000 528551 118.08 _|A
P 01/08/2021 105.48 The Homesteaders Store, Madison, WI, 53719, US 1| latch for tractor 10EB00 411 254500 000 528551 105.48
» 01/11/2021 D D Y 195.24 Amzn Mktp US 253x409t3, Amzn.Com/Bill, WA, 9810/ 1 Woodworking Textbooks 10E410 411 136430 000 410281 195.24
P 0171172021 O O v 2,528.00 Aa Inc Hbs America, Geneva, IL, 60134, US 1 10EB00 411 253300 000 528552 2,528.00
b 01/12/2021 O O v 56.80 Usps.Com Postal Store, 800-782-6724, MO, 64161, U 1 Stamps for Steam postcards to online students. (MM) 10E250 411 132900 000 250266 56.80

Submit
Approvals
and

Denials

Refresh

Wiew

Edit

Motes

*Aftach




P-card Denials

Credit Card Transaction Approval [ IR
Number of Transactions Approved: 0 Total Amount Approved: $0.00 Submit
Approvals
and
Number of Transaction Denied: 0 Total Amount Denied: £0.00 Denials
Views: |General M| Hilters: [Skyward Default Clone[M| Y o = o Refresh
Transaction Aftach Amount
Date & App | Deny |Exists Amount | Where Used #D | Description Line 1 Account Line 1 Line 1 | Description Line 2 Wiew
I:II:I 118.08 | The Homesteaders Store, Madison, WI, 53719, US n supplies for oil change and part for RTV LOES00 411 254500 000 528551 118.08 _L\ =
P 01/0B/2021 O O v 105.48 The Homesteaders Store, Madison, WI, 53719, US 1 latch for tractor 10EB00 411 254500 D00 528551 105.48
b 01/11/2021 O O v 195.24 Amzn Mktp US 253x409t3, Amzn.Com/Bill, Wa, 9810 1 Woodworking Textbooks 10E410 411 136430 000 410281 195.24 Notes
b 0171172021 O O v 2,528.00 Aa Inc Hbs America, Geneva, IL, 60134, US 1 10EB00 411 253300 000 528552 2,528.00 =
C
b 0171272021 O [ 56.80 Usps.Com Postal Store, B00-782-6724, MO, 64161, U 1 Stamps for Steam postcards to online students. (MM) 10E250 411 132900 000 250266 56.80 =

» An approver can hit the deny box too.
However, the only thing that it does is send it
back to the cardholder. This would be used
maybe if they are missing a receipt.

» It does not contact the credit card company to
dispute the charge. In order to dispute the
charge you would need to call the credit card
company.



P-card Invoice

Done in PAC. Go to the "Build Invoice” icon.
FM/AP/CC/BI

Add an ending transaction date. This is the date that
your billing cycle ends. At OSD it is always the 5" of each
month. This is important because you want to make sure
you post the transactions in the month that the
fransaction was paid to the credit card company.

Add batch number and invoice number. (can be
anything, or can use invoice number on the credit card
statement).

Invoice and due date. | use the date that we pay the
credit card vendor.

Add Bank Cash Account.

Our credit card fransactions are automatically deducted
from our bank account. So we use the check type of
“Wire”. But if paying by check you would use “check”.

Click Process.

Click on Yes when asked if you would like to commit
invoices to AP Invoice.

FM'AP,CCBI - 4938 - Build AP Invoices

—Transaction Selection Parameters

i Al Credik Cards Selecked Cards

g"EElE;tI Diskrict Card Mame

—ard Mumber

Lo High
||:|2,|'|:|5;'2|:|21

Transaction Date: I i

Impart Date: | / | [1213119999

WCF4 Post Date: | [ / [1213119999

—Inwoice Creation Parameters

Batch Mumber: IEDZIUE

Inwaoice Mumber; |2I321I]2

Invoice Dake: IDE,I'IE,I'EEIEI
Cue Dake: IIZIZ,I'IZ,I'ZEIZI

Description: | 5/5 Harris Credit Card Payment AP Inwvoice,

[ Use the PO Description when the transackion is tied ko a purchase order

Bank Zash Accaounk I.ﬁ.ccu:uunts Payable ﬂl,qp ﬂ

Bank Cash Account b **A000 000 711100 000 000000

Print &cct on Stubs; IN-:: "I Fiscal Year: IEUEU-EUEI

Check Tvpe: I'-.-'-.-'ire Transfer j

BN

The invoice check bvpe - Regular, Wire Transfer or ACH.

B skyDoc



P-card Invoice

» When the building invoice step is
completed all the transactions will
be in the normal AP “Invoice” icon.

» And then you would just run the
transactions as you would a normal
invoice.

» If your payment is coming out
automatically from your bank keep
in Mind you will want the posting
date to be the same as the
payment date.

b

FMYAPYINGIM - 2219 - Invoice entry

PO Mumber |5 [Descripkion Wendor

Wendor key

Ireoice Mumber

4102100008

|

E

m m m mmmMm|m mm

S5 Harris Credit Card Payme Decker Equiprent

55 Harris Credit Card Payme|DPI

5/5 Harris Credit Card Pavme Hallman Lindsay Painks Inc
5/5 Harris i_redit Card Payme Harris Bank

515 Harris Credit Card Payme|[NasCo

515 Harris Credit Card PaymeOregon Frozen Yogurk
515 Harris Credit Card Payme Overdrive Inc

515 Harris Credit Card PaymeSloan Implement Co Inc
515 Hartis Credit Card Payme )5 Postal Service

5/5 Harris Credit Card PavmeWard Brodt Music Co
Afinia H+1 30 Printers (27 First Technologies Inc

DECEER E000 20210200003
DPT 001 20210200009
HALLMAN 000 20210200002
HARRIZ EOOO 20210200000
MASCO 000 20210200006
OREGON FOOZ 20210200007
OVERDEIVOOO 20210200005
SLOAN IMOO0O 20210200004
T2 POSTA00L 20210200005
WARD EROOOO 20210200001
FIRST TEOQOO 795237539

N

Approvals

e Hiskary

PO Murnber: (4102100008
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Purchasing Vendor

FMYAPYINGIM - 2219 - Invoice entry

I

» If you want to add a purchasing vendor this L Pranse|
iS done on The we b Side ) PO Mumber |5 [Descripkion Wendor Wendor key Ireoice Mumber -
H H . B 55 Harris Credit Card Payvme Decker Equiprent DECEER E000 20210200003
Cgé%g/%?g%g{?%?gfggn%rgTl%f]r{CPeUI;]CB?éQI% B |55 Harris Credit Card Paymel DPI DPI 001 20210200009 f.;’él'fddcilt
. : . B 5/5 Harris Credit Card Payme Hallman Lindsay Paints Inc HALLMAN 000 20210200002 _I—
transaction hO,S been added the vendor will B 5/5 Harris Credit Card Paymel Harris Bank HARRIS E000 20210200000 DE|EtE|
show up on this screen. And you can B [5/5 Harris Credit Card PaymeiNASCO NASCO 000 20210200006 ElReport
connect it to a vendor in your vendor list. B 5/S Harris Credit Card Payme Oregon Frozen Yogurt OREGON FOOZ 20210200007 2 &
. B 55 Harris Credit Card Payme Overdrive Inc OVERDRIVOOO 20210200005 X
» Or YOU Cdn connect transactions to a E 5/5 Harris Credit Card PaymenSloan Implement Co Inc SLOAN IMOOO 20210200004 =l
vendor at the tfime you import your E |55 Harris Credit Card PaymelUS Postal Service g POSTAO0L 20210200008
1‘['(] nSOCﬂOﬂS . B 5/S Harris Credit Card Payme Ward Brodt Music Co WARD ELROOOO 20210200001 i
4102100006 B AfFinia H+1 30 Prinkers (2)  Firsk Technologies Inc FIRST TEQOOD 7IS28739 Iﬂ:!ﬂ:j
| | _’I:I |||||||.
E

Approvals

P Hiskory PO Rumber: [+10210000¢6 atch Upd



