https://BudgetTraining.lausd.net

P-CARD RECONCILIATION REPORT JOB AID

This report provides P-Card, T-Card, and Toshiba Ghost Card (GC) transaction details.

Accessing the Report

Business Tools for Schools

Password *

* Enter your Single Sign-Cn (email) username anl§ password to Log In.
e.g. (memith@EtarsdktZcaas, mary. smith@Eiarsg-met
Do not add domain name (@lavsd k12.ca.us @lafzd.net)

Account Problems? Get Support

User* |

Copyright @ SAP AG. All Rights Reserved. W

1 Log on to Business Tools for Schools (BTS).
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‘Welcome ROBIN FOSTER Hizig 2 i E
1

| Acoounts Payable | AsselManagemeni | Funds Mocagemenl | Genessl Ledger | Human Resources | Malerial meniony Fayicdl |  ProcwementiContracts School | Trawel

Reports | HBieey ,  Back
] L |

Dtailed Mavigation =

= EPMD Conlract Summary
» EPO Contact Detai

» EPMR0 Conirect Amencmant

» EC10 Burchass Oraer Histon Repon

2 Go to the Reports tab
3. Click the Procurement/Contracts sub-tab

4. Click P-Card Reconciliation Report
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5. Enter P-Card Location (Fund Center)
6. Enter Fiscal Year

7. Click Execute ¥ to generate the report

Default report will display sorted by Posting Status.

Note: The more details you enter in the available
fields the narrower the report information will be.

Optional Fields include:

P-Card: the cardholder’'s vendor number in SAP —
usually unavailable to users

Posting Status: deselect any of these options to
modify the report

Reconciler: to generate the report for a specific
cardholder (enter employee number)

Approver: to generate the report for a specific
Approving Official (enter employee number)

m ZAPAR1042 PCARD _RECON_REPORT

£

| P-Card Reconciliation

P-Card to

Account Group W

P-Card Location 1234501 to

P-Card Type ] to ]

Fiscal Year 'ﬁj tw | |

= Perind to []

Posting Date to

Document Date to

Document Mumber to

Document Type [] to ]

Posting Status [|Parked [|Posted [|Cleared +|Reversed

Discretionary Code [ | to '

Reconciler to
— Approver to

Posted Fund to

Posted Account to

Posted Grant ' |to '

Posted Functional Area to

Posted WBS Element ' [to |

Posted Internal Order to

Posted Cost Center to

Merchant Description [ '

—
Variant /FYPCRRD _EEC
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Program ZAPAR1042 _PCARD_RECON_REPORT
A AFT E% @ DIRDTal B

P-Card Recon Report

Run DateTime 05/05/2024 16:44:37
System PRI/910

(Posting Stak * Jovoice Date Docurment .. Meschant Descrigbon

CLEARED 09/29/2023 5901120966 TOSHIBA BUSIMESS SOLUTION
T 09/29/2023 5901129967 TOSHIEA BUSINESS SOLUTION
10/16/2023 5901139994 TOSHIBA BUSIMESS SOLUTION
11/16/2023 5901168284 TOSHIBA BUSINESS SOLUTION
12/08/2023 5001176805 TOSHIBA BUSIMESS SOLUTION
01/22/2024 5901192771 TOSHIBA BUSIHESS SOLUTION
02/09/2024 5901206941 TOSHIBA BUSINESS SOLUTION
023/21/2024 5901213509 TOSHIBA BUSINESS SOLUTION
03/22/2024 5901234306 TOSHIBA BUSINESS SOLUTION

The default report has 64 columns.

P-Card Recon Report

Run Date/Time 05/08/2024 16:58:34
System PR1/910

rl"ﬂho Status * Invoice Da.. | Document Mo
CLEARED 109.'2-;1’20?_1 5901120986
T “onrzo/2023 5001120967
104 16/2023 590113999
11716/2033 5901 16E2E4
1208/ 2023 5901176805
01722/2024 5901192771
Q27092024 5901 2065841
02/21/2024 5901213509
03/22/2024 5901234306
OBf25/2023 5901114524
0B/27/2023 5001114525
08/31/2023 5901117763

Merchant Description

TOSHBA BUSINESS SOLUTION
TOSHEA BUSINESS SOLUTION
TOSHEBA BUSINESS SOLUTION
TOSHEA BUSINESS SOLUTION
TOSHEA BUSINESS SOLUTION
TOSHEA BUSINESS SOLUTION
TOSHBA BUSINESS SOLUTION
TOSHEA BUSINESS SOLUTION
TOSHEA BUSINESS SOLUTION
GLOBAL PRINTING/ELAN

AMIN METP US*TITRKANGL
DEMOD T

g | [i]

Card Holder M.,

JOHMN SMITH
JOHM SMITH
JOHM SMITH
JOHN SMITH
MOHN SMITH
JOHN SMITH
JOHM SMITH
JOHM SMITH
JOHM SMITH

card Type DiscratCo2
Unfied Pk Card 223220000677
Unified Print Card 223225009677
Unified Pk Card 223220000677
Unified Print Card 223225009677
Unified Pk Card 223220000677
Unified Print Card 223228008677
Unified Pt Card 223229000677
Unified Print Card 223228009677
Unified Prnt Card 223220000677

ECharge A... Appeover

492,13 JUAN LOPEZ 11/17/2023
B03.12 JUW LOPEZ 10/19/2023
501.82 JUAN LOPEZ 11/30/2023
659.66 JUM LOPEZ 11/16/2023
01,28 JUaM LOPEZ 12/08/2023
41326 JUnM LOPEZ 02/21/2024
206,55 JUAN LOPEZ 0209/ 2024
40131 JUnM LOPEZ 04/11/2024
540.73 JUM LOPEZ 03{22/2024

KSANTOS002 ABC ES
KSANTOS002 ABCES
KSANTOS002 ABCES
KSANTOS002 ABC ES
KSANTOS002 ABCES
KEANTOS002 ABC ES
KSANTOS002 ABCES
KEANTOS002 ABCES
KSANTOS002 ABCES

. Posting Date Attch L. Changed By Posted CostCtr De. Posted Cost Cent... Posted Actou...

Posted Fu.. Posted FuncAnea Posted Grant Viendos Numb,
DO01234501 0000580002 01040000  1110-1000-13027 HOT_RELEVANT 7OD000000XK
0001234501 0000580002 0100000  1110-1000-13027 HOT_RELEVANT 7000000000(
001234501 0000580002 01040000  1110-1000-13027 MOT_RELEVANT TOOOOIGGGO!
0001234501 0000580002 01040000  1110-1000-13027 NOT_RELEVANT 7000000000
DO01234501 0000580002  010-0000  1110-1000-13027 MOT_RELEVANT 70000DG0CK
0001234501 0000580002 01040000  1110-1000-13027 HOT_RELEVANT 70000000000
0001234501 0000580002 01040000 1110-1000-13027 MOT_RELEVANT TOOOOMMXX
0001234501 0000580002 01040000  1110-1000-13027 HOT_RELEVANT TOOOONNXN
0001234501 0000580002 01040000 1110-1000-13027 NOT_RELEVANT 7OOOODCOC

Card Holder Hame Card Type

JOHK SMITH
JOHM SMITH
JOHM SMITH
JOHN SMITH
JOHN SMITH
JOHKN SMITH
JOHN SMITH
JOHN SMITH
JOHK EMITH
JOHN SMITH
JOHM SMITH
JOHN SMITH

e Charge Amt Approver

Unified Print: Card 452.13 JUAM LOPEZ
Unified Print Card 80312 JUAM LOPEZ
Unfied Print: Card S01.82 JUAM LOPEZ
Unified Print Card 65966 JUAM LOPEZ
Unified Print Card TO1.28 JUAM LOPEZ
Unfied Print Card 413.26 JUAM LOPEZ
Unified Print Card 206.55 JUAMN LOPEZ
Unified Print Card 40131 JUAN LOPEZ
Unfied Print Card S40.73 AN LOPEZ
P-Card 5000 131250 JuaM LOPEZ
P-Card 5000 3768 JUAM LOPEZ
P-Card 5000 304.68- AN LOPEZ

Here's the suggested report with 18 columns.

Posting Da__ Attch Ind Posted Cost Cen_ Posted Account Posted Fu

11/17/2023
10/19/2023
11/30/2023
11/16/2023
12/08/2023
02/21/2024
02/08/2024
D4f11/2024
03/22/2024
08/25/2023 o
08/27/2023 o
08/31/2023 o

0001234501
0N ZHEE
0001234501
D00I23450
000 234501
001 23451
001234501
000123450
0001234501
DO01234500
Q002345
0001234501

0000580002  010-0000
000050002 010-0000
0000580002  010-0000
0000580002  010-0000
0000580002 010-0000
0000580002  010-0000
0000580002 010-0000
0000380002 010-0000
0000580002 010-0000
0000430010 D10-0000
0000430001 010-0000
0000430001 DL0-0000

Posted FuncArea Entered On Changed On
1110-1000-13027 11/22/2023 11/22/2023
1110-1000-12027 10/20/2023 10/20/2023
1110-1000-13027 11/30/2023 11/30/2023
1110-1000-13027 12/14/2023 12/14/2023
1110-1000-13027 12/14)2023 12/14/2023
1110-1000-13027 02/21/2024 02/21/2024
1110-1000-13027 02/21/2024 02/21/2024
1110-1000-13027 04/11/2024 04/11/2024
1110-1000-12027 04/11/2024 04/11/2024
1110-1000-13027 05/13/2023 09/13/2023
1110-1000-13027 09713/2023 09/13/2023
1110-1000-13027 09/13/2023 09/13/2023

Clearing D PCard Line Trem Dt
11/22/2023 B
10/ 26/ 2023 -
11/30/2023

12/14/2023

12/27/2023

02/21/2024

02/27/2024

041112024

04/11/2024

10/20/2023

10/20/2023 KYODOLED Large Matal Cash;2/18.5¢
10/27/2023
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# ColumnHeading Description

1 Posting Status Parked - Transactions that need to be reviewed and approved
Posted - Transactions that have been reviewed/approved by the Approving Official
Cleared - Transactions which have found a match with US Bank’s monthly payment file

Reversed - Transactions that were reversed

2 Invoice Date The date the transaction was processed by the merchant

3 Document No The SAP transaction number

4 Merchant Description Vendor identifier

5 Card Holder Name Name of the cardholder

6 Card Type Identifies the type of card (P-Card, Fuel, Travel, Unified Print)
7 Charge Amt The transaction amount

8 Approver Name of the approving official

9 Posting Date The date the transaction was approved

10 Attch Ind If checked, it indicates a document was attached
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# ColumnHeading Description

11 Posted Cost Center Identifies the school or office that was charged

12 Posted Account Identifies the commitment item (or G/L account) that was charged

13 Posted Fund Identifies the fund that was charged

14 Posted Func Area  Identifies the functional area that was charged

15 Entered On Reflects the date the transaction was approved by the approving official
16 Changed On Reflects the date of the last action
17 Clearing Date The date the transaction posted as an expenditure

18 PCard Line ltem Dtl  Text from the merchant indicating what was purchased
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Accessing the Customized Report
After entering your criterig, click the match code box
next to the Variant input field

& [0

| P-Card Reconciliation

Program ZAPAR1042_PCARD_RECON_REPORT

P-Card
Account Group
P-Card Location
P-Card Type

Fiscal Year

Variant

|¢sesecard |3

Select the SFSPCARD layout then click the\gheck mark

[E Layout: Choose Period

- Posting Date
Layout Layout Description ; % ? & D t Dat

ocument Date
/FYPCARD EEC|Pcard Recon Report o | Document Number
/EYPCLRD RSD| Do not Use/Create your own o | o
JOEHS 011014 (OEHS Document Type
fOEHS 011714|OEHS 2 )
7050 oae | Posting Status
/P-CRRD COME|Complaince Check for P-Card Unit o Discretionary Code
fE-CARD UNIT|PRA-P-Card Unit -TLY | ]
fPCARD-TSD |Transportation o | Reconciler
/BCARD STATU| PLRKED STATUS o | o [
/BSTD_CLR Posted or Cleared HELOE!
/REC-KSK OIG-KESK |« Posted Fund
/REC-KSK2 0IG-KSK o | o
JRECON CHECH| recon check Posted Account
s @ @ .
osted Grant

‘v
/TEST RE530 PR validation Posted Functional Area
JUTIL PCARD |UTIL FR1 Validation \
JUTIL BCARDZ|UTIL PR1 Validation2 > \\ Posted WBS Element
JVALIDCHCK |R€530 PRl Validation \ Posted Internal Order
/Z_JC_LRP Z_JC_LRP-DO NOT CHANGE 4

- Posted Cost Center

e Merchant Description

&)= R P

Variant

to
[zaa7]
sl @ o [ [@
1 to 1
[z024] o [ ]
1 o 1 E
to
to
to E’l
1 to 1
[|Parked [|Posted [w|Cleared [|Rew
T lto | |@
to =
to E.
to
to g
T o | (=
to =
[ lto | =
to E.
to
[ 1
|/srspcarD I

Click Execute @ to run the report.

ersed
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Downloading the Report

ARD_RECON_REPORT
BT @ T a BB 2w [

Program ZAPAR10%
8. Click the Print Preview icon
X =FTF & %

Program ZAPAR1042 Q:BRD RECON_REPORT
9. Click the Spreadsheeticon G 2T B % @ T &) O i (g BB =2 <8 | 1]

[= Select Spreadsheet

| Formats:
") Excel (in MHTML Format)

10. Choose Select from All Available Formats ) OpenOffice (in OpenDocument Format 2.0)
N. Select Excel (in Existing XXL format) from the drop-down menu (#) $elect from All Available Formats

12. Click the green check mark /Excel (In Existing XXL Format) |-
SAP-Internal XML Format

Excel - Office 2003 XML Format
OpenOffice - OpenDocument Format 2.0
Excel - MHTML Formmat for 2000/97

Excel - MHTML Format

| FAYPRL. *DOOR
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1. Click the green check mark on the Information
dialog box

14. Select Table on the next dialog box
15. Click the green check mark

16. Click the green check mark

————————————————)
|1| I_Fiﬂ:er criteria, sorting, totals and subtotals are
not taken into account

[= Export list object to XL

An XXL list object is exported with
54 lines and 18 columns
Choose a processing mode:

Q=

() Pivot table

[= Export list object ...

-
L@ Microsoft Excel

-
4
O
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L

»

& 3
File Home Insert  Page Layout Formulas Data  Review View  Automate  Help 2 Comments |
fﬁ & [calibr A A A = =) Bwepte [Text < % @ Hinsert ~ 2~ Y% p
Paste EB - B I U . === = 5= Merge & Center $ 9% 9 <._0'8 __}0_8 Conditi_onal Formatas  Cell %E Delete ~ - Sor‘t & Find & Analyze
v <~ Formatting ~ Table~  Styles ~ [ Farmat ~ &> ~ Filter~ Select ~ Data
Clipboard [P Font 7] Alignment ] Mumber 7] Styles Cells Editing Analysis Sensitivity
B22 ~ Jfx 5901142970
A A B T D E F G H | J K
© PostingStatus DocumentNo MerchantDescription  CardHolderName  CardType  Approver  Attchind Posted Cost Center Posted Account Posted Fund Posted FuncArea PCard Line Iter
2 |CLEARED '5901129986  TOSHIBA BUSINESS SOLUTION JOHN SMITH Unified Print Card JUAN LOPEZ "1234501 530002 010-0000 1110-1000-13027
3 |CLEARED ’5901129987  TOSHIBA BUSINESS SOLUTION JOHN SMITH Unified Print Card JUAN LOPEZ "1234501 530002 010-0000 1110-1000-13027
4 |CLEARED '5901139994  TOSHIBA BUSINESS SOLUTION JOHN SMITH Unified Print Card JUAN LOPEZ "1234501 520002 010-0000 1110-1000-13027
5 |CLEARED '5901168284  TOSHIBA BUSINESS SOLUTION JOHN SMITH Unified Print Card JUAN LOPEZ 1234501 580002 010-0000 1110-1000-13027
6 |CLEARED '5501178305  TOSHIBA BUSINESS SOLUTION JOHN SMITH Unified Print Card JUAN LOPEZ "1234501 530002 010-0000 1110-1000-13027
7 |CLEARED '5901192771  TOSHIBA BUSINESS SOLUTION JOHN SMITH Unified Print Card JUAN LOPEZ "1234501 530002 010-0000 1110-1000-13027
8 |CLEARED '5901206941  TOSHIBA BUSINESS SOLUTION JOHN SMITH Unified Print Card JUAN LOPEZ "1234501 530002 010-0000 1110-1000-13027
9 |CLEARED ’5901213509  TOSHIBA BUSINESS SOLUTION JOHN SMITH Unified Print Card JUAN LOPEZ "1234501 520002 010-0000 1110-1000-13027
10 | CLEARED '5901234306  TOSHIBA BUSINESS SOLUTION JOHN SMITH Unified Print Card JUAN LOPEZ 1234501 580002 010-0000 1110-1000-13027
11 |CLEARED '5901244162  TOSHIBA BUSINESS SOLUTION JOHN SMITH Unified Print Card JUAN LOPEZ 1234501 580002 010-2600 1110-1000-13252

The report is displayed in Excel. Save the file to your computer.
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