The user will receive the following message to have them review the
data.
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@ ;;';'1'3 General Message GUAMESG 5.4 {D¥LP) ;lglil

Recipient. [FSMCCONNELL _| Sendar: IESMEEDNNELL Date: [@SEF2md  [f50 2

Message; [Purchasing Card Transactions have amived for 20040927 awatting . [ Source:  [FAPCARD
Ret D: | hem: |
System: F Finance

' Complete * Pending " Hald [~ Confidential

i Fecipient.  |[CSMCCOMMELL _l Sender IESMCEDNNELL Darte: I28-SEP-20E|4 |15E|4
Message:  [Purchasing Card Transactions have amived for 20040927 awating. [ Source:  FAFCARD

Ref ID: | hem: |
System: F  Finance

" Complete * Pending " Hald [~ Confidential

Recipient; _l Sender: I

Message:
RiefID: |
System:

© Complete  Pending  Haold [T Corfidential

User 1D that will receive the meszage; prezz LIST for users.
|Recard: 1/2 | [ [<O5C> <DEG>

To remove these messages, click the complete radio button and save.




The user can then review data on form FAAINVT (see below).
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53| Options BB} 58 rurchase Card Transaction Maintenance FAAINYT 6.0 (DYLP) =1

= rn:llrt;:'tli?il::ation Form | Cardholder 1D ' I j Rasp Orgn: l—_l
Vendor Maintenance el LDE I _l Sl le: I Type: INDt Fed Transactions 'l
Form
b Cardholder ID: | E
Information Card Account Murber: Start: I_ Thru Expiration: l_

e ddor Information Card Type: Status: l_ Card Descriptor: |
v AcctMgr 1D Bus MorD: I— Resp Orgn; l— =
|
“endar: j T OneTime 4]
Check Vendar; I Credittemo
Address Code: _J Seq #;l__l
Addrass: City:
statefProv: [ zPpc|
Mation:
Feference #: SIC: Document.
Dates-» Bank Faost Feed: Fayment Due:
Inwvoice: Transaction Amount: l— =l

Enter Cardholder 1d. LIST iz Awvailable.
|Recard: 141 | [ [<05C> <DBG> |

You will enter the cardholder’s i1d and make sure type is Not Fed
Transactions. Next block twice to enter the Vendor Information Block.
This is where you may view the information downloaded from the Credit
Card company.
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£ Purchase Card Transaction Maintenance FAAINYT 6.0 (D¥LF}) : =1
Finance

Identification Form Cardholder D |4834B3DDS |J0hn 1. Jameson Resp Orgn: I D

AcctMgrID: | I_l Bus MgrID: I E Type: INot Fed Tranzactions vl

VYendor Maintenance

Form
Cardhalder ID: 433463003 }John 0. Jameson -
Cardholder ] i
Information Card Account Number; [+715630000402078 Start; [01/00 Thru Expiration: IU?HUE
Card Type:  [V154 Status: F Card Descriptor:

Yendor Information

AcctMgrID; [MDBAETHEE Bus kar (Dt IMDBJAETHKE Fesp Orgn: |8341D =l

i
Account Information
“endar: IGHAINGEH.EDM 916 F One Time =]
Check Wendar: | j T CredithMemo
Address Code: —J Seq #ZI__I
Address: City: IB??'ESS“BSU
State/Prow: fc ZIPPC: IEDDES
MNation:
Reference #: SIC: Document:
Dates-> Bank Post. [[40002006 | Feed: D3-AUG-2004 Payment Due; [/#4UG-2004
Invoice: [12.JUL-2004 Transaction Amount; |43-1D =
Wendor Id. Click LIST for values.
|Recard: 1/7 | [ [<O5C> [<DBG> |
Control/page down to the next screen.
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7 Purchase Card Transaction: Accounting Information FAAINYT 6.0 (D¥LP) _ Ol x|
-
Il:llré:l?i?il::ation Form Cardholder ID: 483463003 }John (1. Jameson
Card Account Number; |4715630000402013
gz:'r:m Maintenance| oo | GRAMGER.COM 316 Transaction Amount; l‘m—
Default Accounting Distribution
ﬁ‘a'::::_::ﬂ; COA  Index Fund Orgn Acct Prog Aty Lacn Proj  Bank
ID—[\MF!EHSE |1DDDDD |5341u |1 E50 IB‘I iE] |nun |1 ] | |F
Vendor Information Commodity: ' |Purchase Card Tranzaction
|
fccount Information Seq COAJIndexJ FundJ OrgnJ Ac:l:t_l Prog_l AC‘N’J Locn_l
1 0 REHSE 100000 63410 1650 2109 o0 100 =
=
< [ ]

Commodity Code
|Recard: 1/7 | |List of alues  [<05C [<DEG> |




You will enter PCARD in the Commodity field and then in the description type what was

actually purchased. Press TAB and enter a description of what was purchased.
=10l x|
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| |ri _
|I:I|2:|?i?il::ation Form Cardholder ID: 483583510 IHohert L. Daviszon
Card Account Number; |4715630000402053

Vendor Maintenance| ... | FLUME SUPFLY COMPANY Transaction Amount; |1 0.0s

Form

£ Purchase Card Transaction: Accounting Information FAAINYT 6.0 (D¥LP)

Default Accounting Distribution

ﬁ‘a'::::_::ﬂ; COA  Index Fund Orgn Acct Prog Aty Lacn Proj  Bank
ID— |ME CH |1 20706 |2u1 [ |53?? IB‘I 03 |nun |999 | |F
Yendor Information Commodity: IF'C!-‘-.F!D IDiDeS

Account Information Seq COAJ IndexJ Fund J OrgnJ At _l Frog _l Act\,-'J Locn_l
1 D

MECH 120106 2010 B377 3103 ooo 339

4 | >

Commodity Description
|Recard: 141 | [ [<05C> <DBG> |

If a FOAPAL change is necessary press CNTL/PGDN to move to the accounting
information. If not save your information and press CNTL/PGUP to go to the previous

page.

If there are more records to process, arrow down to the next record and repeat the above
steps.




