P-Card Link Not Appearing on PO

State of Kansas
-[ Statewide Management, Accounting and Reporting Tool
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Date Created: 09-05-2013
Version: V.1.0.
Reason for Job aid Scenario:

| want to pay for an item with a P-Card, but the P-Card link is
not displaying on the Purchase Order (PO). How do | get the
P-Card link to display on the PO?

There are several criteria that must be met before the ‘Use
Procurement Card’ link will display on a PO:

The P-Card must have a current expiration date;
The Buyer must have ‘proxy’ rights to the P-Card;
The Vendor must be set up to accept P-Cards; and
The Vendor Location effective date must be on or
before the PO Date.

PO

This job aid provides the steps to validate that each of these
criteria has been met, and provides steps to resolve issues
associated with these criteria.

1. Check the P-Card Expiration D

1.1 SMART Security Role Agency P-Card Administrator

1.2 Navigation From the Home page in SMART: Click on ‘Purchasing’, then
click on ‘Procurement Cards’, then click on ‘Definitions’, and
then click on ‘Cardholder Profile’ (Find an Existing Value tab).

1.3 Search for the P-Card
holder’s profile and select
the desired EmplID link.

Cardholder Profile
Enter any information you have and click Search. Leave fields blank for a list of all values.

In this example, we searched | | Empio:  begins with ~
by the employee’s name. Mame: |contains -

Last Name: begins with ~

[“Icase sensitive
You could also search by the f
Employee’s ID number (|f that Seard| Clear | Basic Search Save Search Criteria
information is known).

Search Results

First [4] 1-190f19 [)] Last

fome bl

=
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1.4 Next, select the ‘Card Data’ Personal Data | CailDAta
tab Name: Employee x
1D:
Personnel Status: Employee
Telephone; 7a5/29
Country: USA United States
Address 1:
Address 2;
Address 3:
City:
County: Postal:
State:
B save | £4 Return to Search | +[E Previous in List | +[E] Next in List | [=] Notify |
Personal Data | Card Data
1.5 Validate that the Expiry date
for the P-Card is current: migsene: 3
[~ Display Unmasked Card Number
Fiest (4] 4.2 012 ] Last
*Business Unit [*CardIssuer [*Card Number [Control Account “Expiry Date  |Card Type
G uMB - G |lo1/31/2020 Visa - [=1
@, umB @ |o1312020 E| visa -~ [5 =
B save ‘ &\ Return to Search ‘ +[=] Previous in List | 4[5 Next in List ‘ Notify |
Personal Data | Card Data
1.6 Action to take if the Expiry Role: Agency P-Card Administrator

2.1

date is NOT current:

heck to see if the Buyer has *

Role

Update the Expiry date to some date in the future. lItis
acceptable to use expiration dates that are 50 or more years in
the future; however, when the P-Card expires or is canceled ,
the Agency P-Card Administrator needs to enter the actual
expiration or cancelation date into SMART.

NOTE: The State of Kansas does not use SMART to manage
the issuance of P-Cards; including P-Card expiration dates and
P-Card transaction limitations. Those items are handled by
UMB Bank. However, the P-Card Holder Profile in SMART
must be assigned a current expiration date for the P-Card to be
available on a transaction (such as a Purchase Order) in
SMART.

Proxy’ to this P-Card
Agency P-Card Administrator

2.2

Navigation

From the Home page in SMART: Click on ‘Purchasing’, then
click on ‘Procurement Cards’, then click on ‘Definitions’, and
then click on ‘Cardholder Profile’ (Find an Existing Value tab).
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2.3

Search for the P-Card holder
profile and select the desired
EmplID link.

In this example, we searched
by the employee’s name.

You can also search by the
Employee’s ID number (if that
information is known).

Cardholder Profile
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

EmpllD: begins with -

Name: containg - |

Last Name: begins with -

DCas?snwe
Searc | Clear |ElasicSearch B save Search Criteria

Search Results

First [4] 1-19cf 19 Last
Hame Last Name

iy RETRET mpfe it Tl W L¥ 5 L.

ociniing | gt Sl Mg f

2.4

Select the ‘Card Data’ tab:

Personal Data | Card Data

Name: Employee x
1D:
Personnel Status: Employee

Telephone: 785/29

Home Address Mailing Address

Country: Usa United States

Address 1: -
Address 2:

Address 3:

City:
County: ' Postal:

State:

B save | £4 Return to Search I +[E] Previous in List | 4[] Next in List I [=] Notify |

Personal Data | Card Data

2.5

In the Card Data section,
select the ‘Additional
Information’ tab:

Personal Data Card Data

o ppistsonss 8

|| Display Unmasked Card Number,

Frst 1] 1.2 012 [ Last

]
Customize | Find | ¥

Q umB B ansssnenme. QL 013112020 B Visa - [5) [=]
- a ume @ [0131/2020 [ Visa - =

(&) save | ZLReturn to Search | (= Previous in List | 4[] Next in List | [=] Hotify |

Personal Data | Card Data

2.6

Select the ‘Proxies’ link on
the desired line:

Note: Clicking the ‘Proxies’
link opens the ‘Assign
Proxies’ page.

Personal Data Card Data

a Display Unmasked Card Number

First (4] 1.2 012 0] Last

Card Data Customize | Fina | B8
[ crediicard T additional information T Credit Limits T Transaction Limits

‘Business Unit *Card lssuer |*Card Number Vendor Card |Vendors |Proxier, Defallll Distrib | Commeodity Codes

Default Distrib Commodity Codes [+] [=]

@, umMB Vendors Proxie

Codes [ [=]

Q uvB Vendors Proxies Default Distrib C

& save | £\ Return to Search |+ Previous in List | +El Next in List | [=] Notify |

Personal Data | Card Data

Page 3 of 10




2.7

In the Proxies section:
Validate that the applicable
Buyer’'s ID/Name is listed in
the User ID column.

ume
Proxies

“Ilser D

Assign Proxies

Card Number:

RO L LLILAL

Description

F

]
* t
!

KPO_Cen_P-Card_Admin
PO Central P-Card Admin
PO Agency P-Card Holder
PO Kansas Buyer
PO Kansas Buyer
PO Agency P-Card Admin

PO agy P-Card Recon Appro

BN

O0OoOoQE

[ Requester | Buyer
== Default | Default

PO Central P-Card Admin

H B E R F
Oy nyoynynEngnyn;

oK Cancel

2.8

Action to take if the Buyer
does NOT have Proxy to the
P-Card:

Role: Agency P-Card Administrator

Add the Buyer’s ID using the following steps.

2.8.1

On the Assign Proxies
page, in the Proxies section:

Click the plus sign button

() located at the far right
side of the last row:

UmMB
Proxies

“User ID

Assign Proxies

Card Number:

DQQDDQQD

Requester | Buyer

PO Central P-Card Admin

P il

$
{ i
!

KPO_Cen_P-Card_aAdmin
PO Central P-Card Admin
PO Agency P-Card Holder
PO Kansas Buyer
PO Kansas Buyer
PO Agency P-Card Admin

PO agy P-Card Recon Appro

O0OoQEo

.EI
# =
F =
BN
HE
(-]
EigB|

oK Cancel

2.8.2

This will add a new row. In
the new row, User ID column,
enter the desired SMART
‘User ID’ for the Buyer:

UmB

DAOS

Assign Proxies

Card Number:

’,—
(e < 4|
w  am
—an
—
- !

- I < Y

y A
A

g &8

]
? £
i

PO Central P-Card Admin
KPO_Cen_P-Card_Admin
PO Central P-Card Admin
PO Agency P-Card Holder

PO Kansas Buyer
PO Agency P-Card Admin

PO Kansas Buyer M
PO agy P-Card Recon Appro «

oo

Description Requester | Buyer
Default | Default
DI

(BN E s

-EI
&=
F =
& =
FH =
FHE=
&=
&=

oK Cancel

2.8.3

In the Role column, click the
drop-down list arrow and
select the desired role from
the drop down list options:

umBe
Proxies

*User ID

JAssign Proxies

Card Number:

Requester | Buyer
o =

[ . 4o PO Cenlral P-Card Admin = &=l

[ A - KPO_Cen_P-Card_Admin = =
Note: The roles available in : 72 — e ™ g
— . . aa PO Agency P-Card Holder = +
the Role drop down box will | || — e - | - 52
vary depending on the | Qe Pokmsssower - B B HE

. I T Q e e PO Agency P-Card Admin~ ~ ] =
security access roles that | — ————— ——
have been assigned to the T O et e N =
Buyer. In most cases, the ok | _cance \w
‘PO Kansas Buyer’ role is
the one that will be selected.
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2.8.4 Select the ‘OK’ button, Assign Proxies
located at the bottom left e
corner of the Assign Proxies Proses :

page: e e R

Q8 PO Central P-Card Admin =
i . Q. KPO_Cen_P-Card_Admin  + =1
Note: Clicking the OK button [E——— PO GentralP-CaraAdmin o
returns you to the Card Data ) oo cxivode - EEEENEEEEIS
Qv - PO Kansas Buyer - Il 1 [=]
page Q PO Kansas Buyer - B ] =
Q- - PO Agency P-Card Admin ~ ~ I =]
Q PO agy P-Card Recon Appro =1 E|
,Wiq - s PO Kansas Buyer - &l 0 =
! Cancel
2.8.5 | Onthe Card Data page, click
the ‘Save’ button which is S—
located at the bottom left I visplay Unmasked Cord Number _
corner Of the page [mgzt;ﬂ T — S Customize | Find | B First 1] 12012 ¥ Last

‘Business Unit *Card Issuer |*Card Number Vendor Card (Vendors |Proxies |Default Distrib |Commodity Codes

@ umB b et Vendors Proxies Default Distrib Commodity Codes . El

- Q ume Vendors Proxies Default Distrib C Codes [ [=]

=) sﬁ\ ELReturn to Search ‘ +] Previous in List ‘ ] Nextin List | Notify ‘

Personal Data | Card Data

3.1 Role(s) e Agency Vendor Processor
e Vendor Viewer

3.2 Navigation From the Home page in SMART, click on ‘Vendor’, then click
on ‘Vendor Information’, then click on ‘Add/Update’, and then
click on ‘Vendor’.

3.3 On the Vendor Information Vendor Information
page, enter the desn‘ed Enter any information you have and click Search. Leave fields blank for a list of all values.
‘ 3 H
Ven d or I D and CIICk the Find an Existing Value Add a Mew Value
‘ H .
Search’ button:
SetiD: = - SOKID Q
. H H Vendor ID: begins with + 0000002571 |
Note: This will open the | ?
Vendor's file persisience: —___ -
' Short Vendor Name: begins with - &}
Our Customer Number: begins with - &}
Name 1: begins with - &}
[ include History [| Correct History [] Case Sensitive
Search Clear | Basic Search Save Search Criteria
Find an Existing Value | Add a New Value
f " "
3.4 In the Vendor’s file, click the summary 1 lgentining Inormation | Address ] Gonacs | Locabon ] Custom
‘Location’ tab: setm: ok
Vendor ID: 0000002571
Vendor Short Name: STAPLES CO STAPLESCO-001
Vendor Name: STAPLES CONTRACT & COMMERCIAL INC
order: STAPLESCO-001 Remit To: STAPLESCO-001
1400 N CAMBRIDGE ST 38143 TREASURY CENTER
KANSAS CITY, MO 64120-2104 CHICAGO, IL 60694-9100
Status: Approved Last Modified By: FIRSTLOGIC
Persistence: Reqular Last modified date: 05/27/2013 11.53AM
Classification: Supplier Created By: CNV
HCM Class: Created Date/time: 06/07/2010 12:00AM
Open for Ordering:  Yes Last Activity Date:  07/16/2013
Withholding: Mo
VAT: No
&) save | LiRetumnto Search ‘ Notify | Er Add 2] Include History | [5# Correct History
Summary | |dentifying Information | Address | Contacts | Location | Custom
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3.5

On the Location tab, Details
section, click the
‘Procurement’ link. This will
open the ‘Procurement
Options’ page:

Note: If the vendor’s file has
multiple Locations, please
ensure that you are choosing
the correct Location.

Hint: The correct vendor
Location can be found on the
PO, by clicking the ‘Vendor
Details’ link in the Header
section of the PO.

Summary Identifying Information Address Contacts Location Custom

Setip:  SOKID

Vendor: 0000002571  ShortVendor Name: STAPLESCO-001 Name:  STAPLES CONTRACT & COMWMERCIAL INC

Avendor location is a default set of rules which define how you conduct business with a vendor.

*Location: 001

Find | Vis

Default

Description: | SYSTEM CHECK

Details

L&l
*Effective Date: 01/01/1901 [

Status: Active -

RTV Fees

" / Expand All Coll All
Options: Payables Procurement SalesiUse Tax 1099 —Ipan S ELSE

Expand All I Collapse All

w All First E 10f1 E Last

FHE

1011 0] Last
F[=]

& save | L\ Return to Search | [=] Hotify |

EvAdd| EupdateDispla | ﬂ\nc\udaHs{nryl [ Correct History

Summary | |dentifving Information | Address | Contacts | Location | Custom

3.6

On the Procurement
Options page:

Scroll to the bottom of the
page.

Click the ‘Expand’ button for
the ‘Procurement Card
Information’ section:

S
N Location:

Procurement Options
SetiD: S0KID
Vendor ID: 0000002571

Short Vendor Name:  STAPLESCO-001

Location:

Description:

Name 1: STAPLES CONTRACT & COMMERCIAL INC

Ordering

Vendor: 0000002571
*Address: 8 Search
Location: 001

STAPLES CONTRACT & COMMERCIAL INC

KCMO Whse Location
1400 N CAMBRIDGE ST

KANSAS CITY, MO 64120-2104
SYSTEM CHECK

001

SYSTEM CHECK

Expand All Collapse All

Pricing

Vendor 0000002571

h

T 04 . e

STAPLES CONTRACT & COMMERCIAL INC

O 4 S gt FiPL A Rkl MRt g

-~ SVSTEM CHECK -

¥ Additional Procurement Options
* Dispatch Methods

¥ POA Settings

» RTV Options

}» Procurement Card Information

Expand All Collapse All

3.7

Validate that the Procurement
Card Information section has
been correctly completed:

e The ‘Accepts
Procurement Card
as payment method’
checkbox should be
checked

e The ‘Contact
Cardholder’ option is
selected in the
‘ProCard Dispatch
Option’ AND

e The ‘Visa’ option is
selected as the ‘Card
Type’

~ Procurement Card Information

|¥] Accepts Proct Card as pay method
*ProCard Dispatch Option: Contact Cardholder -
Types of Procurement Card Accepted
Card Type ’—’—
1 Visa v =

Expand All Collapse Alll
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3.8

4,

Validate that the Vendor Locati

Action to take if the Vendor is
NOT set up to accept P-Card
payments.

Your agency needs to submit a Service Desk Request
requesting that the Vendor ID be updated to accept P-Card
payments. Please ensure that you include the Vendor ID
number in the Service Desk Request.

on’s Effective Date is on, or before, the PO Date

4.1

Role

Kansas Buyer

4.2

Navigation

From the Home page in SMART, click on ‘Purchasing’, then
click on ‘Purchase Orders’, then click on ‘Add/Update POs’.
Search for, and select, the desired PO. This will open the
‘Maintain Purchase Order’ page.

4.3

On the Maintain Purchase
Order page, Header section:

Make a note of the PO Date.

In this example, the PO Date
is 05/30/2013.

Next, click the ‘Vendor
Details’ link:

Maintain Purchase Order
Purchase Order

unit: PO status: Dispatched A X
PO ID: Budget Status: Valid mR
Copy From: - ("] Hold From Further Processing

~ Header

*PO Date: 05302013 [

Vendor Seam’y
Vendor Dei

STAPLES GONTRACT & COMMERGIAL INC Receipt Status:

Vendor Backorder Status: None Create BackOrder

*Vendor ID: Not Recvd

*Buyer: Amanda X Sprengeler “Dispatch Method:  EDX -

PO Reference:

4.4 On the Vendor Details page: | | wmaintain purchass order
Vendor Details -- STAPLES CONTRACT & COMMERCIAL INC
At the top SeCtlon Of the Unit: POID: Vendor: STAPLESCO-QR1
page: Make a note of the P TRy et s A
LOC&tIO n Code *Address: ] 8T, Show Address Details Terms: Due Immediately
Contact: Q Show Contact Details Basis Dt Type: IV Date -
. . Salesperson: ), Show Salesperson Details
In this example, the Location —_—
code displayed is ‘001".
) ) Country: USA United States Prefix:
Next, click the ‘Vendor Address1: 1400 N CAMBRIDGE ST Fax: 816/504-2530
Information’ link: Address2:  KCDISTRIBUTION CENTER Prefix:
Address 3: Phone: 8168/504-2515
City: KANSAS CITY
County: JACKSON Postal: 64120-2104
State: MO Missouri
OK | Cancel | Refresh |
4.5 Clicking the ‘Vendor _ :
. ) 1 Summary | Identifying Information Address Contacts Location Custom
Information’ link opens a new
. . . SetiD: SOKID
window which displays the Vendor ID: 0000002571
‘|dentifying Information’ tab “Vendor z;norlNe1me:|5T“F’U5S co STAPLESCO-001
of the vendor's file. vendor Name 1: | STAPLES CONTRACT & COMMERCIAL INC
Vendor Name 2: |
i i *Status: Approved = *Classification: Supplier  ~
On the vendor’s file, click the || pesence:  Revar = wemciass: -

‘Location’ tab:

[T] VAT Registration Registration
[Tl withholding
Open For Ordering

Vendor Relationships

YAT Default VAT Service Treatment Setup

Expand All Collapse All

[“]interunit Vendor
InterUnit Vendor ID: Q

|| corporate Vendor
Corporate SetlD:

Corporate Vendor ID: STAPLES CONTRACT & COMMERCIAL INC

Create Bill-To Customer
[l Create Bill To Customer
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4.6

On the Location tab, in the
Location section:

Navigate to the desired
Location code.

In this example, the desired
Location code is ‘001’.

In the Details section for the
Location:

Validate that the Effective
Date is on, or before, the PO
Date.

In this example, the PO Date
is ‘05/30/2013’ and the
Location code ‘Effective Date’
is 01/01/1901.

The Effective Date of
01/01/1901 occurs before the
PO Date of 05/30/2013.

Summary Identifying Information Address Contacts Location Custom
Setip:  SOKID
Vendor: 0000002571  ShortVendor Name: STAPLESCO-001 MName:  STAPLES CONTRACT & COMMERCIAL INC

Avendor location is a default set of rules which define how you conduct business with a vendor.

First E 1 0f1 E Last

Find | View Al

T
| “Location: oot | [V] Defauit EE
Description: ‘SYSTEM CHECK RTVFees

First 1] 10f1 [ Last

Find | View All

*Effective Date: |01/01/1901 [z |

FE=
Status: Active -
Expand All Caoll All
Options: Pavables Procurement Sales/UseTax 1099 B ks

Expand All Collapse All

Bl Save | £\ Return fo Search ‘ [=] Notify |

B Add

| £ Include History | [E# Correct History

Summary | |dentifying Information | Address | Contacts | Location | Custom

4.7

Option
4.7.1

Action to take if the vendor’s
Location code Effective
Date is AFTER the PO Date.

1 - Change the Location Code
Navigate to, and open, the
desired PO.

In the Header section, click
the ‘Vendor Details’ link:

Change the Location Code on the PO

Change the PO Date

If the prior two options do not resolve the issue, please
submit a service desk ticket and the SMART team will
review the issue.

Below are screen shots for above options 1 and 2:
on the PO

in Purchase Order

Purchase Order

Unit: PO Status: Dispatched A X
PO ID: Budget Status: valid JiEp]

Copy From: - ["] Hold From Further Processing
*PO Date: 05/31/2013 [ VEHdU[SEErCh/

Vendor Wendor Details Backorder Status:  Mone Create BackOrder
*Vendor ID: INTERCALL INC Receipt Status: Not Recvd

*Buyer: Angela R Hoobler *Dispatch Method:  Print -

PO Reference: Amount Summary
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4.7.4

page:

Select a different Location
code (if available).

Note: Since this is a P-Card
transaction, changing the
Location code will have
minimal impact.

Caution: On PO’s that are
not associated to P-Cards,
Buyers should NOT change
the Location code without first
thoroughly evaluating the
situation.

Navigate to, and open the
desired PO.

On the PO, in the Header
section:

Enter a new PO Date that is
PRIOR to the Vendor’s
Location code Effective
Date:

Note: If a contract is
associated to the PO, you will
also need to verify that the
new PO Date is still within the
contract’s effective dates.

472 C“Ck the ‘LOOK Up, iC0n fOI' Maintain Purchase Order
the ‘Location Code’ field. Vendor Details -- INTERCALL INC
This will open the ‘Look Up _
. , ) Unit: PO ID: Vendor:  INTERCALL-001
L0cat|0n page *Location: ,mi Vendor Information
*Address: 1/Q,  Show Address Details Terms:
(The ‘Magnifying glass’ icon Contact: ,_2 snShﬂ:?ﬂmDE:”f‘ Basis Dt Type:
. . . . ow Salesperson Details
which is located to the right of | | =" -
the Location Code field) Vendor Details Message
Country: USA United States Prefix:
Address 1: 1211 0G SKINNER DR Faxe
Address 2: Prefix:
Address 3: Phone:
City: WEST POINT
County: Postal; 318331789
State: GA Georgia
ok | cancel | mefresn |
4.7.3 On the Look Up Location

Look Up Location

Vendor SetlD: SOKID
Vendor ID: 0000154693

Vendor Location: begins with - |

LookUp| Clear | Cancel |Basic|_00k|_|g

Search Results
First E 1-2 of 2 E| Last

ndar Location |Description
001 SYSTEM CHECK
ooz ACH **2223

Option 2 - Change the PO Date ‘

in Purchase Order

Purchase Order

Unit: PO Status:
POID: Budget Status:
Copy From -

~ Header

Vendor INTERCALLE=001 Vendor Details

*Vendor ID: INTERCALL INC Receipt Status:
*Buyer: Angela R Hoobler

PO Reference:

After all four criteria have been validated - open a Service Desk Request
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["] Hold From Further Processing

Backorder Stafus: Mone

*Dispatch Method:  Print

Amount Summary




Scenario: You have validated all four criteria listed above, but the ‘Use Procurement Card’ link
is still NOT visible on the PO.

Action to take: Open a Service Desk Request. Please be sure to include the following
information in the Service Desk Request:

> PO number
> P-Card holder’s name
» Last four (4) digits of the P-Card number
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