Procard Form in BuyWays
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Timeline

Procard statements and backup documentation must be uploaded and approved within 30 days of the statement date
(eg: Statements for the period of 6/16/19 — 7/15/19 must be uploaded and approved by 8/15/19).
Cardholders/Departments who do not submit their statements within the policy timeline will receive a warning email,
followed by suspension of the card account until the account is brought up to date.

Default Accounting Codes

Best practice — initial BuyWays set up of default Accounting Codes can help you streamline this process. From the
BuyWays system, click on your name in the upper right of the screen, then ‘View My Profile’ **Note: The chartfield
string is for query only — this process does not create an expense. It is recommended that you choose an overhead
account to use for Procard statements (either the department or your Pl).
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Click on the Default User Settings, then Custom Fields and Accounting Code Defaults

User Profile and Preferences

User's Name, Phone Mumber, Email, etc.

Language, Time Zone and Display Settings
App Activation Codes
Early Access Participation

Update Security Settings

L Default User Settings

Custom Field and Accounting Code Defaults

Default Addresses
Cart Assignees
Checkout Settings

On the second tab — Code Favorites — click Add

Custom Field and Accounting Code Defaults

Codef Code Favorites [ystem Administration Use Only

Business Units: | UMass Medical School (UMWOR) ~

Use Code Favorites for quick access to accounting code combinations saved to your profile during
checkout. You may create a new Code Favorite by clicking the "Add" button and entering a commaonly
used combination of accounting codes with or without splits. Code Favorites are accessed during
checkout by editing the codes section or by selecting it as your default accounting codes in your profile.

Add in the CH last name followed by Procard, then add the ST and Account Code you want to use for this cardholder,
and save.

Accounting Codes

Nickname |CH MName Procard | [ Default
Business Speedtype Account Request SpeedType Class
Unit Budget Class
Override
UMWOR |103356-WA | [739600-WA
Select Select from all values... Select from all values.., Select
fram from all
profile values..,
values.., Clear
selected
value..,

| m _Cancel




Entering your Statement information

Choose ‘Forms’ from the home shop page

-
BuyWays

e L

LR ] fery Hivrie o
Saarch Hosted Catalogs | Everything v E
(G e ok 1| - i kg e | ik crcher I visnclons | ctagari | contuces | diurriscals
[ f P, S ST % Beafaread e

Choose ‘Medical School Procard Form’

Non-Catalog Item Medical School Forms Folder Actions w | 7

Expand All Collapse All Actions for Selected Favorites w

“ Personal =]

You hav I favorites.
fouhave no peronstiavories Medical School Direct Pay - Special Handling 0.00U50

Copy

Medical School Direct Payment Form 0.00uU0

B

Copy

Medical School Procard Form from PROCARD FORM 0.00UsD

Copy

Worcester Encumbrance - CFS Request at $10,000 or Greater 0.00 D O

Copy

Complete the highlighted fields using the information from the Citi Bank monthly statement. Each statement is to
include a single line item, with the statement summary information. You do not need a separate line for each item on
the statement. The description should be a general description of the items purchased eg: Lab & office supplies. When
completed, choose ‘Add and go to cart’ from the drop down box, then click ‘Go’.

Medical School Procard Form Available Artionl: [ add and ga to cart V|m40il &
Header B

Cardholder: \Last Name First Name
Last 4 digits of Card Number: 1234
Commaodity Code Instruction: Please select the Commodity Code "UMWOR Procard Transaction® for this transaction.
Commodity Code ‘ UMWOR Procard Transaction it

Statement Date ? Product Description ? Comments ? Statement Amount ?
statement |7f15119 [ product Brief description of card use (gg: Lab and | Comments Optional added notes Statement |354.98
date mm/dd/yyyy Description Office Supplies) Amount

184 characters remaining expand | clear

By electronically approving this form, |, the Authorized Account Signer, hereby certify that the expenditures as itemized on the attached statement are true and correct
and were for official University Business.

For Internal Use Only ?

If you need assistance with this form or have questions about the policy, please contact your Purchasing Department.
Supplier PROCARD FORM
Fulfillment Address Fulfillment Center 1:

Total 0.00




A shopping cart will be created with your information.

Naming Standard: Update the name field with searchable information. eg: “CH Last Name 4081 2/16/19 —3/15/19”
(would appear as Mathias 4081 2/16/19 — 3/15/19). This will make the information easily identifiable when you need it.

Click ‘Proceed to Checkout’

Shopping Cart

) Continue Shopping 1 ttem(s) for a total of 364,98 U=

Proceed to Checkout

Name this cart: |CH Last Mame 1234 6.16.19-7.15.1%

Have you made changes? m [E{] | @ Help | Empty Cart | | Create New Cart Perform an action on (0 items selected)... |v Select All [J
PROCARD FORM roreinfo...
Product Description Unit Price Quantity Total []
j Brief description of items purchased (eg: lab and office supplies) 364.98 1 364.98 O
- open foerm...
Commadity Code | UMWOR Procard Transaction v [ More Actions| |

Add the CF information using the default CF string for the card account or the RTF account for the CH or Department.
This information is for search purposes only. The CF information does not create an expense or encumbrance - that is
done in Peoplesoft reallocation and posting. It is recommended that you use the same CF for each bank statement to
make it easier to query on later. No funds will be withdrawn from your account from this process.

Best Practice — if you set up your default account code, you can select using the drop down box on the accounting tab:

Accounting Codes
Select from your code favorites ~
Business Unit Speedty| Account Request
Ellies Procard Budget
Cwverride
UNMWOR
Select from Select from :
) Select from all value rom all values...
profile . . . . values...
values... D Required field quired field Clear selecte
value...

Otherwise, type in the speed type and account code to be used to direct your form.



v Shipping m v Accounting Codes %% Internal Notes and Attachments | % External Notes and Attachments | %' Final Review

| Submit Requisitio 1

4) Return to shopping cart '4) Continue Shoppinc

@ You have completed the required information in this step. At this point, you can do the following:

Proceed to the next step: Internal Notes and Attachments. Go straight to the end: Final Review.

Requisition PR Approvals PO Preview Comments Attachments History

Summary Billing Accounting Codes Supplier Infa

Business Unit Speedtype Account Request Budget
Qverride
UMWOR 102721-WA 739600-Wa
UMass Medical W102721 Lab Supplies
School

Accounting Codes

These values apply to all lines unless specified by line item

SpeedType Class

none-WA

Class

Fund

52132-WA
RTF-Department

Department

W404500000-WA
MNeurobiology

Program

BOT-WA
Research-
Instruction

Project

none

(=
Hide value descriptions

?

Upload your statement (1 file) and your supporting documents (2™ file) on the Internal Notes and Attachments tab.
Supporting documents should include receipts, invoice copies, business expense explanations, any special approvals if

needed (eg: CH or Pl approvals).

**Note: Please be sure that your statement has been signed by any off-line approvers. Eg: If you are uploading a
statement on behalf of a cardholder, they must sign the statement prior to upload. If your approver is not in
BuyWays, they must sign the statement prior to uploading the statement.

v Shipping m - Accounting Codes

& Internal Notes and Attachments

e

& You have completed the required information in this step. At this point, you

Proceed to the next step: External Notes and Attachments. Go straight to the

Requisition PR Approvals PO Preview Comments Attachments History

Summary Billing Accounting Codes Supplier Info

Internal Notes and Attachments

These values apply to all lines unless specified by line item

Internal Maote

Internal Attachments

Add Attachments

Attached on

& user does not have the necessary permissions to view the custom fields associated with this section.



Add information as needed to resolve any ‘red’ tab items as you would any requisition, then go to the ‘Final Review’ tab
and submit your requisition.

Submit Requisition

4 Shipping k4 Billing k4 Accounting Codes % Internal Notes and Attachments | % External Notes and Attachments | % Final Review

Assign Cart

4) Return to shopping cart *) Continue Shopping

& All done! The required infori ion has been pleted and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition PR Approvals PO Preview Comments Attachments (1) History

Summary Billing Accounting Codes Supplier Info a 2
Hide header Hide value descriptions’
P y— B} T - Bl -

This requisition will go into workflow when submitted and be directed to the Authorized Account Signer that is assigned
to the requisitioner.



Finding your bank statements:

From the document search, choose requisitions and advanced search.

7iBuyWays

_.purchasing made easy

1 Setup Waorkflow Setup

Requisition Advanced Dynamic Workflow (ADW) w

Requisition Workflow Setup w

Documents

His

Document Search Document Search

Search Documents

Approvals

View Saved Searches
Search Documents

Download Expd

Create and Manage Export Templates

My Forms

Worcester - Supervisor Approval - Gail_Phillips

Worc Procard Supervisor

Search Al Dates g <

AlDocumants ter search terms such as document numbers, suppliers, and preduct information.

advanced search ||my requisitions | my purchase orders | my vouchers | my forms

Requisitions

Purchase Orders
Voucher

Receipts

Farm Reguests

If you named your requisition (recommended), enter the name in the Requisition name field. As you can see,
consistently naming the Procard forms will make searching simple.

Search |Requisitions W simple search

Requisition Identification

Requisition Mumber(s)

Requisition Name CH Last Name 1234 6.16.19-7.15.19] |

Requisition Information



You can also filter your results by clicking the magnifying glass to the right of the Form Type field and checking the
‘Procard Form’ check box.

nts w Document Search @ Mozilla Firefox

@ @ https://solutions.sciquest.com/apps/Router/MultiSelectAutoCompleteDropdownPopup

Search

Requisition Identification

Requisition Mumber(s) Form Type

Requisition Name Ulanket Order Oencumbrance Request
|:ll'\lon-Cata\og Form

O Capital Expense
Requisition Information DChange Order ﬁ Oprocard Farm

Participant(s) Ucheck Request U service

Ocontract for Services

Prepared For ey
Prepared By
Approved By
Date

Total Amount
Vendor

Business Unit

Item/Product Information
Catalog Number(SKLU)

Product Description

Commodity Code L

Form Type »

Contract Information

Contract Number P

Purchase Order |dentification

This will give you all Procard statements entered, so it is not as effective as using the Requisition name field.



As with requisitions, you can also search by using the Department ID Field. Again, this will be easier if you are consistent
in what ST you use on your entry forms.

Department

Starts With ~

W48

Add another Department

As with any BuyWays query, you can add filter selections, save your query for future use and/or you can export your

results as needed

Search Details

Filteresd by

Tige Ribquedions
Dt Type Subma Date
Date Range: A1 Dates

Departmsent
A stans vk
Farm Type

F erocard Form

Refing Search Results

Approved By

Requizition Ma,
o iz i
 TITazI861
 11Ta19452

¥ TITEIER
o 1ITdI06E1T
o VIT&ZI2ET
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W 117423118
¥ 117380736
W 1739551
« NTEI4T6

 1THaNeT

1712635
& 1ITI08
¥ 11731357
o 11736522
o 117218557
o 115801445
o TISB4TIE

o VISMTEER
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! Reuhts Per Page | 100

Wendaoaris)

Sart bye | Eadt match
Regquisiticn Mame

1 2 06.09-3.1519

dlPpgel v |l |kl ?
R Bequisiticn Total

Jbennder T43.40 UsD
Menindar 5125 UsD
Jtinda
Snnder
Jeninder 02055 b
Sennder 218 el
sennder
sennier
Mean Sh IEVEI USD
Jennder 0450 B0
Jennder ZT5. T2 UsD
e 4 uwsh
Jaiinda
atinudat
sennder
senndgr
Mennder
Sennder
Sennier
Jennder 15440 USD
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