EXHIBIT A
PCARD RECONCILIATION VIA BANNER
(STEP-BY-STEP INSTRUCTIONS)

Log-in to the FSW Portal. WARNING: Use Mozilla Firefox or Google Chrome web browsers as Internet Explorer
is NOT supported. If you don’t have the correct browser installed, please contact the FSW Help Desk.

Click on the College Resources tab then click on ‘BANNER 9 — PRODUCTION’ in the College Resource Links block.

A "

= C.0 & rvgfom odaweb/home-communityloollege- rescurces o I & !

1T Apn pradiend € Hone|fostatot. < RSteCostaty 8 AmameconCost @ NeaTeh  VACI0GN B Owtusmend U 4 Sotuw

T

SoUTESTER

RIATHEOLLEGE PONTAL

o foculy ord Stall Ceectory o Puthc Soialy intermar Documenls
« Teoching and Leaming Center
o Shdand Cinon Sray

o Aovhing

" v Cormgmats Womarike Reds! (Fockities) o FOculy Resmmces ) o Pupkc Sataty Home Pogs

o Divct Boord of Tnissaes

o Floroo Souttidestam State Cotvge Annool Buoget
* Mamorandum of Undenstanaing

« Colechn Nopotators Agreemant 201 2019

o CoOlecive Negotabors Agreement 20152014

« Colecive Negofators WEG'D‘M Z)I}Z}D

o Cotectvi Negotatoos
o Sanner ¥ - PRODUCTION
* Banner ¥ - refroouction Fix Tasing Omy|

mmucmmmwucnmwnhmro
provide le ¢ secure and heolldd
WMMNMMMIM

o Bodget Gueds
« Incumbrance Query

o Mew Documsnt

o Budget Devsopmen|

= Dudge! orafer

o Quatrics : ::A:'Nr-‘t fucioed Tronfice

o Corpiance Ashl - Accradtiofon
= haie Rogquision
o Compiance Anbt . EHiecitvanss Fom o R e

PCard Manual rev 03-2020
EXHIBIT A PCARD RECONCILIATION VIA BANNER (STEP-BY-STEP INSTRUCTIONS)



Accessing P-Card Transactions: In the search bar type “FAAINVT” and press enter. This form allows you to assign a
vendor, feed date, description and charge the purchase to the proper Index and Account Code.
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Elucian® Release: 3.0.1
Ellucian Company L.P. and its affiliates.

This software contains confidential and proprietary information of Elludian and its subsidiaries. Use of this software is limited to
Hiudan licensees, and is subject to the terms and conditions of one or more written license agreements between Hiudan and
the licensee in question.
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The reconciler will enter their username in the Account Manager ID field (the backup reconciler will enter their username
in the Business Manager ID field). Choose ‘Not Fed Transactions’ from the drop down list in the ‘Type’ field. Finally, click
‘GO’

X (@ellucian  Purchase Card Transaction Maintenance FAAINVT 9.3 6 (PROD)

CardholderID: | |-] Responsible: | [ (e ]

Account Manages ID: |SRODRIGUEZ31 [-] - Business Manager: [ ]-)

Type: * | Not Fed Transactions |~]

Get Started- Complele the fields 2bove and click Go. To search by name, press TAB from an 1D field, enter your search criteria, and then press ENTER

X @ellucian  Purchase Card Transaction Maintenance FAAINVT 9.3.6 (PROD) BAao RRETREVE JREATED £ TOOLS
Cardholder ID: @00024124 Jason M Dudley  Responsible Organization:  Account Manager ID:  Business Manager ID:
Type: Nol Fed Transacuons

'~ CARDHOLDER INFORMATION Insent @ Dect= Ve Copy ¥, Filter
Cardheider ID _ Jason M Ductey Card Status Code A
Card Azcount _ Card Beseripton  Bank replaced card XX 6921 04/20/18
Numbar
StartDate  04/01/2018 AccountManager ID  SRODRIGUEZ3t
Expratca Date 01312020 Business Manager ID  CMONTES!
Card Type  VISA Responsible 1153
Qrganzation
v Recora 10f 1
|* VENDOR INFORMATION [+ B Delete  "a Copy Y, Filter
Vordor [-] cimrix sysTEMS e State or Province NG
v One Time ZIP or Postal Code 27603
Check Vendee U Naton
| Credit Memo Reference Number 44921592167 19927691687
Adaress Type r_:] SIC 5045
Sequence ;] Cocument
Bank PostDate 08052019
Cay Fead Date 08/20:2019
StreetLine 1 Payment Due Cate 08222019
Sreetline 2 Invoce Date  0GON2079
Sweetline 3 Transact:cn Amount 4356
I ! I More transactions Record 1019

The cardholder information will then populate. Note: if the reconciler has more than one cardholder, use the left and right
arrow key to select your cardholder. Once the correct cardholder is selected, click ‘next section’ located at the bottom of
the page to access the invoices associated with the selected cardholder.
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The three (3) step transaction reconciling process can now begin:

1. Assign a Feed Date:

To assign a ‘Feed Date’, click on the calendar icon or highlight the ‘Feed Date’ field. See below for an explanation of what
date should appear in the ‘Feed Date’ field based on the ‘sweep’ process.

X @slluclan  pPuchase Card Transaction Mantenance FAAINYT 9 3 6 (PROD) B Ao B RETREV
Cardholder 10 Responsible Organization: Account Manager l): SRODRIGUEZSY  Business Manager 1D; Type: Not Fed Transaclions
[+ CARDHOLDER INFORMATION g3 imsert (3 Dclete P Copy 7. Filter
carshoider 10 [N <2500 M Dudtey Card Status Coda A
Card Accourit _ Card Description  Bank repaced card X0 6921 04/20/18
Number
Start Date 04012018 Account Manager ID  SROORIGUEZIT
Expiratbon Date  01/31/2020 Business Manager ID  GMONTESY
Card Type VISA Respaonzible 1163
Organzation
) VRccolu 103
* VENDOR INFORMATION insert [ Oclete W Copy Y. Filter
Viendor ':RCJTR.‘X SYSTEMS INC State or Province  NC
v One Time Leave Blank ZIP or Postal Codes 27603
Check Vindor ' Nation
Cradt Memo Refscence Nurnber 244921592167 19927691687
Addiess Type SIC 5045
Sequence Document
City r |
Street Line 1 Paymen|
Street Line 2 Invoice Date 0802019
Street Line 3 Transacton Amount 43.56
| W< @orsb W | - e Recora 1 o3

—
= =

A ‘sweep’ function is an automated process in Banner that runs daily, and it accommodates the actual accounting of the
affected PCard transactions based on the ‘Feed Date’. All loaded PCard transactions ‘sweep’ on the date indicated in the
‘Feed Date’ field. The default time frame a reconciler has to reconcile is ten (10) days after appearing in Banner. Please
note the ‘Feed Date’ may not be changed to a date beyond the ‘Payment Due Date’ field. The ‘sweep process’ occurs
between 3pm-4pm on weekdays. It is advised to stay out of FAAINVT during the ‘sweep process’ to avoid any interference.
If you reconcile a charge after that time, you must change the date to the following business day.

If the reconciler has not received a receipt from the cardholder, the reconciler can then go that transaction and change
the ‘Feed Date’ to a later date but no later than the ‘Payment Due Date’.

It is very important that all transactions be reconciled before the sweep process or ‘Feed Date’.
The ‘Bank Post Date’ is the date of transaction posted in the bank. The invoice date is the date the transaction occurred.

The ‘Payment Due Date’ is the date the transaction is paid to Bank of America.

To receive a more accurate budget report, transaction(s) should be reconciled daily if possible.
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2. Assign a Purchase Description:

Once you have assigned the ‘Feed Date’, click ‘next section’ located at the bottom of the page. This will take you to the
accounting information screen. Tab once to enter a brief description of the purchase.

Cordholder I:  Responsible Orgeaization:  Account Manager I0: SRODRIGUEZI!  Business Manager -  Type: Not Fed Transactions
~ PURCHASE CARD TRANSACTION: ACCOUNTING INFORMATION Diwet [Deem 5 Cory | ¥ Fler
Candhoider ID 00024134 Jason M Dudey Vendor CITRIX SYSTEMS INC
Camd Account  **"""9781 Transacsion Amount 9356
Numser
* DEFAULT ACCOUNTING INSTRISUTION Girses @Doste TaCopy ¥, Filer
coa ¢ Ao
ndsx OFT Locn
Fund 10 Proy
Ogn 1133 Bak 05
Acct 63700 Commadey | ]@mtm 2usmsvz@
Pq 311y
* DETALS Diet @Dciets Moy, T Faer
Saquence*  COA* nces furd Gogn Acct Prog Acty Loca Proy Bark Percest  Amount or Percent
11 o 10 153 69700 e3m D 1 o Tl 0%
v P Page Record 1 of 1

|
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3. Assign an Index and Account Code:

Once the description is entered, click ‘next section’ at the bottom of the page. Verify the default Index is the correct Index
to charge the transaction to. If not, change the index and also enter the appropriate account code.

X (..‘??"l" n Purchase Card Transaction Maintenance FAAINVT 936§

Cardholder ID: Rosponsible Organtzation:  Account Manager ID: SRODRIGUEZDT  Business Manager ID:  Type: Noi Fed Transactions

(_some )

- PURCHASE CARD TRANSACTION: ACCOUNTING INFORMATION

B insen B 0slste Ty Copy ¥ Fiwm

Cardhoider 1D Q00024134 Jas00 M Dudey Ven oo
Card Account  *™*""""N7EY Transacton Amount
Numbet

CITRIX SYSTEMS INC

4156

l

¥ DEVAULT ACCOUNTING DNSTRIBUTION

eert B Delete W Copy Y. Filier

coa 1 Actv
Index OIT Locn
Fund 10 Proy
Ogn 1153 Bank 09
Acct 69700 Commodty | | [Purchase Cara Transaction 2£4921592167199276)
Prog 63111
v DETAILS € isort @3 Delete " Copy W, Filter
Sequence * Fund Ongn Prog Acty Loon Proj Bank Porcent | Amawnt or Percent
10 1153 @ 63111 06 O 4356
Per b Record 1061
= 2| -
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If there are multiple line items that require more than one Index or Account Code, click 'Insert' to reconcile the
remaining funds to the correct Index and Account Code. The total should match the transaction dollar amount. Click
‘Save’. If there are more transactions, click ‘previous section’ located at the bottom of the page to continue reconciling
additional PCard charges. If done, exit.

X @ellucian  Purchase Card Transaction Maintenance FAAINVT 9 3 B (PROD)
Catdholder ID:  Responsible Organization:  Account Manager 10: SRODRIGUEZ31  Business Manager ID:  Type: Not Fed Transactions
v PURCHASE CARD TRANSACTION: ACCOUNTING INFORMATION msent @3 Delsts Y Copy |, Filter
Cardholder ID 00024134 Jason M Dudiey Veendces CITRIX SYSTEMS INC
Card Accourt  *********~9781 Transaction Amaunt 4356
Numibar ]
¥ DEFAULT ACCOUNTING DESTRIBUTION nsen [ Delets ¥y Copy Y. Flter
coa 1 Actv
Index OIT Locn
Fund 10 Proy
Orgn 1153 Bak 06
Acct 69700 Commodity | | |Purchase Cara Transacton 244521592167199276)
Prog 63111
* DETAILS (8 oot )3 Oolots %4 Copy ¥ Fier
Sequence * CoA* Index Fund Orgn Acct Prog Acty Locn Proy ‘Bank Percemt Amount or Parcent
) 11 O or W 1153 69700 63111 -  Jee . O 1 asss]
21 eouas [t Jeomor oo ' ] e 0w
'4 10 v | Per Pase Record 2 of 2
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