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INTRODUCTION

What is a Procurement Card (PCard)

The City of Tukwila procurement card is a commercial credit card to be used specifically for
purchasing goods and services for the City. The function of the PCard is confined to official use
only and must never be used for personal expenditures.

The City of Tukwila Procurement Card Program is designed to:
s expand purchasing options
e generate revenue for the City of Tukwila through a rebate
e reduce the use of petty cash funds
e streamline the small dollar purchasing process by making it simpler and faster
e reduce the number of requests for special checks
e reduce paperwork, transactions and checks associated with standard purchasing
and payments
¢ eliminate the need to use personal funds
s allows for some purchases under emergency conditions with approval

What to consider when determining a PCard cardholder.
e  What type of purchases will the department be making with the PCards?
¢ What are the needs within a department?
¢  Who will be purchasers and who will be reconcilers in a department?
e When the PCard is used, is there a fee attached to using the card?
e  Who is responsible for the allocation of the appropriate budget & object coding
for each purchase?

How to get a PCard

A Department Director will make the assessment of who receives a PCard by determining
the purchasing needs within their department. The employee will need to complete a City
of Tukwila Procurement Card Application and have their Department Director approve the
application. The completed form is submitted to the PCard Administrator who will request
the PCard online through US Bank. All employees of the City of Tukwila must attend a PCard
training session conducted by the Finance Department before receiving their PCard. The
training session will be held at regular intervals based on need. Contact the PCard
Administrator by email at pcardadmin@ci.tukwila.wa.us for questions about the PCard
program.
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INTRODUCTION

PCard Limits

PCard Limits can be assigned transaction limit as well as a monthly total spending limit. The
limits are important controls to reduce unnecessary purchases, maintain purchasing
authority by individual and limits fraud or abuse. Limits are assigned by the Department
Director when approving the Application form. There are five limit levels, four are
predetermined with a set per transaction limit and total spending per month (see table
below.) The fifth level can be assigned an amount needed for the purchasing needs of the
PCardholder.

. $ 500 $ 2,500

N $ 1,000 $ 5,000

h:’ $ 1,500 $ 10,000

[ . $ 2,500 $ 25,000
ot
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INTRODUCTION

PCard Application

The PCard Application form will contain the terms and conditions required of the
cardholder. The PCard is to be used only for official City of Tukwila purchases as authorized
by this policy. Under no circumstances shall personal purchases be charged to the City’s
procurement card, even if the intent is to reimburse the City for such charges. Although the
card is issued to a specific employee, it remains City property and may be rescinded at any
time. The PCard application can be found on TukNet under the Finance Department (See
appendix “B” for sample form).

City of Tukwila
Procurement Card {PCard] Application

This form is used to apply for, update or cancel a City PCard. Al fields are required unless oltherwise noted. 1T yoi have
guestions, pleass contact the FCard Adniinistratar by ematl at peardadninl o kwila wa us,

—

Heguest Type: Apply for PCard ™ Update Existing PCard ™ gancel PCard

Employes Information:
Flesl Narme Miiddle fnfral Lask Marne

Ermployes Nurmper Dapartrment Dhvsion Ermnail address

Employes Plard User Agresment: (For car spplicafion onfy. Does nat sppiy fo card updates or carcelations)

By signing kelow, | indicals that | understand these terms and agree 0 bie bournd by and comply vaithy ihe City of Tokaila
PCard palicles, including, but not limited to sach of the following, as & conditicn of receldng and coninuing to have
authonty fo sse g City of Tukwila PCard:

Select the chock Hox next to eachH stsfonrent fo ndicate pou Have fesd each of the fallowing!

= bam the anly persen authorized to uss the card ang will only eharge City of Tukwils business-reiated purchiases, Use of

cand tor personat purchases may constitute fraud and could result in discipiinany action, ineluding termination.

I will resiess iy sccount regulathy fweskly review recomimended ), aliocate charges to other than defaul budges, if

! ASCESSRNY, resolve ary discramances with supplicrs andior the cand provider, and forward &)l receints o the
reconciterfapprover for monthly purchases chargsd o my sard within 2 diays of the statement close date.

= Inthe event my PCard is lost stolen or compromised, | will immediatsly contaet 1S Bank Customer Serdee

’ at 500.344 5856 and the PCard Administrator by e-mafl to poandadnyin@el bukwila. wa.us.

p= bwill use iy PCard o purchase it2me within my essignad spending fimvit end spprovals as deterniinsd by

' wy daparimant. Spliting of purchases o eircurwent transaction mite are probilxited and will resultin
sancallabon of the card.

m=  Inthe event my employnent with the Oty of Tukwila seases Tor any reason, 1 will retum my PCard

! iremadiately 1o the Finance Departneent. | also agree 10 aumender my PCard upon request o if my reporting
relationsrip changes and | no longer need 3 PCard,

i I have prinied and read the PCard Manugl.

| acknowledye ihai this card may be veed for the purpoeses as deseribed abeve, and any use for personal
purehases or any othet unauthorized wse will vialate the stale sthics law, chapier 42.62 ROCW and City Policy, |
expressly permit the City of Tulowita to deduct fram my paycheck any amount charged on the card for an
unigutharized purchage.

Ermployes Signature (Frst, MY Last bams) Tate

Manager Approval
By appraving this agplicaton | acknowizdas that:
= |l agree this spending lmwt iz 5t ar below fhe authorzed spending fimils for thiz sedivdusl
= wifl review and agprove this individual’s PCard activity statenvent each month within the preseritzed time frame
= fwill prompty investigate and Leks ropger action 10 sop miisuse or abuse of the card
v il notify the Financs Capameant immediately of this cardholiters employnent is terminsded b any raason in
advanee of such tesmination, if pracficable

FCag Lenit (Lewed Foe reguires Gity Aomimisirator £ Einance Direetor Approval}
™ Lewst Cne = 3600 per transacton $2,500 totak per month ™ Lewel Thres - 51,500 per trassaction 310,000 intal par manth
™ Levsi Two - 31007 per transaction $5.050 tatal per sonth ™ Level Four - 37,500 per transaction 525,000 total per momh
™ Level Five- § per mansactor §__ total per monie
| Detault Bwsget Mumoss Marger Approual and Date
|~ Cepariment Direcios Approval @nd Date Finance Direckor (PG arg AT IoT § APpeGyat and Dare
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ROLES

Procurement Card Roles and Responsibilities
There are four roles within the PCard process. They are the cardholder, reconciler, approver
and PCard administrator. The duties and responsibilities of each role are listed below.

b
i %
)
‘ u&:
»
L]
4
%
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ROLES

Cardholders: Are the department purchasing agents responsible for appropriate
purchases, obtaining sufficient documentation for purchases and performing the first
level of transaction review of their PCard purchasing account.
Responsibilities:
e Attend a PCard training session.
®  Familiarize yourself with the City’'s administrative policies and procedures for
purchasing goods and services.

¢  Make responsible and appropriate purchases.

¢ Maintain online transactions. Make GL account code corrections. (If a computer
is available.)

® Maintain all supporting documentation (receipts)/confirmations for each
transaction.

® Print the online statement and match all supporting documentation paperwork
to the transactions listed on the statement.

e Provide your department reconciler with all the necessary paperwork to prepare
PCard Packet for approval. (If computer is not available for printout, provide
reconciler with supporting documentation for each transaction.)

e |f Cardholder prepares own PCard Packet, cardholder must match statement to
PCard Transaction Log and submit to Department Director by the end of day on
workday three (WD3).

Reconcilers: Are responsible for collecting card holders’ supporting documentation
at the end of each transaction period. They will reconcile cardholder PCard purchases as
determined by the Department Director. This includes ensuring each transaction has the
correct supporting documentation attached and the correct General Ledger (GL)
account Code listed on the statement. They will work directly with the accounts payable
team.
Responsibilities:
s Attend a PCard training session.
¢ Familiarize yourself with the City's administrative policies and procedures for
purchasing goods and services.
e Develop procedures within your department for managing and gathering all data
pertaining to a PCard purchase.
e Help manage those individual accounts where computer access is not available.
e Print all online statements for all card users who do not have online access.
e Collect all department PCard statements and supporting documentation for all
cardholders within your department.
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ROLES

e Reconcile all statements to the PCard Transaction Log and verify supporting
documentation is attached.

¢ Submit statements to department director for approval by the end of day on
workday three (WD3).

e Turnin all documentation to the Finance Department (accounts payable) by end
of the day on work day five (WDS5).

e Liaison to Accounts Payable Department to ensure all statements are collected
and answer guestions related to specific purchases.

Department Director/Delegated Approver: |s responsible for
expenditures within their responsibility, and is ultimately responsible for the
management and success of the PCard Program in their Department. The Department
Director or delegate approver will have the final approval of all PCard purchases for
their department.
Responsibilities:
e Attend a PCard training session.
e  Should be familiar with the City’s administrative policies and procedures for
purchasing goods and services.
e Makes determination of who should have a PCard within their department.
¢ Provides the authorizing signature for each PCard agreement form and assigns a
default GL Account Code.
e Delegate PCard roles and responsibilities for the department.
e Establish internal procedures and identifying PCard responsibilities for
participating department individual.
e Upon request, the administrator can monitor all department cardholder activity.
e Approves monthly statements for purchases and proper G/L accounting.
e Confirms purchased items are received and used for City of Tukwila business
purposes only.

PCard Administrator: The PCard Administrator oversees and manages the PCard
program for the City of Tukwila. They are responsible for program functions and training
of the PCard process and working directly with US Bank.
Responsibilities:

s Maintains and establishes guidelines/training for PCard program.

e Establishes the policies and procedures for the PCard process.

e Maintains all PCard user agreement forms.

e Requests all new PCards through US Bank.

e Maintains all cardholder information through the US Bank online program.

Page 8 of 45



Procurement Card Manual

ROLES

e Upon request from a Department Director, this individual will make a change to
a card holder's monthly or individual transaction limit.
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ACCOUNTABLILITY, ETHICS & CONTROLS

Purchasing Ethics

As a public employee, you are responsible for following the City of Tukwila and State of
Washington's ethics rules. Do not conduct any business with members of your family or with
businesses with which you have a financial interest. Any questions about this should be
directed to your supervisor or department head.

Purchasing Ordinance and Rules

Normal requirements (when applicable} for written quotes, competitive bidding, waiver
justification, dollar limits, necessary approvals, etc., cannot be circumvented by use of a
procurement card. The PCard does not relieve City employees from prudent expenditure of
City funds and obtaining the best value for goods and services.

Split Purchasing

Split purchases to circumvent transaction limits are prohibited. A split purchase is defined as
multiple transactions with the same vendor for a single purchase on the same date when the
combined purchase exceeds the single transaction limit on a card. Contact the PCard
Administrator if you require a temporary change to PCard single purchase limits.

Agreement Signatures

Do not sign any supplier agreement. If the supplier requires a standard form to be signed, send
the agreement to the Finance Department for review. Supplier agreements protect their
interests, and may need to he revised in order to protect the City.

Employee Transfers

An employee who has an existing card and transfers to another City position under a different
supervisor or budget authorization requires an updated card approval to change default
accounting, approver contacts and card authorizations. It is not necessary to reissue new cards
for transfer and receiving supervisors. The cardholder is responsible for assuring card transfers
are completed in a timely manner.

Accountability & Controls

The PCard Program empowers departments and their personnel to purchase and pay for
certain goods and services quickly and easily. Within the general constraints of the policy,
departments have discretion to determine who is assigned cards and the level of procurement
authority given to individual employees.
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ACCOUNTABLILITY, ETHICS & CONTROLS

Accountability for proper oversight, establishing internal controls, assuring compliance by
employees, and maintaining necessary records and documentation of PCard activity are
primarily department responsibilities.

Cardholders, designated PCard approvers and Department Directors are responsible for the
proper safeguarding of the card and to ensure its proper use, including appropriate and timely
review/approval of transactions and payments, reconciliation of statements, maintenance of
records and documentation, and compliance with the PCard Policy. Department Directors
should establish appropriate internal control and monitoring procedures that provide for
review of a cardholder’s transactions, proper receiving of goods ordered and periodic review of
overall PCard program activity for their department. Each department’s internal policies may
vary.

Purchasing Obstacles
When making a purchase, there are procedures to keep in mind.
¢ Know your 3 digit PIN on the back of your card.
e When asked for an address by a merchant, always provide them with the City of
Tukwila’s main address of 6200 Southcenter Blvd, Tukwila, WA 98188.
¢  When asked for a zip code at point of purchase, use 98188.
e If a purchase is declined, call US Bank customer service at 1-800-344-5696 or email
pcardadmin@ci.tukwila.wa.us.

Lost, Stolen or Cancelled Cards

The City of Tukwila is liable for all transactions until the PCard is reported compromised, lost or
stolen. However, it is the responsibility of the cardholder to immediately report fraudulent
charges, lost or stolen cards to both the bank and the PCard Administrator. To cancel a card,
email the PCard Administrator at pcardadmin@ci.tukwila.wa.us.
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ACCOUNTABLILITY, ETHICS & CONTROLS

A Sample of items that can be purchased with a PCard
Advertising {(no monetary limit when pre-approved)

Airfare

Books or manuals

Car rental

Conference services/registrations

Copier rentals/ monthly maintenance agreements

Event planning

Food (when alfowed by City policy, per diem is not allowed if PCard is used to purchase food
whife in travel status)

Fuel (while in travel status for rental vehicles if employee doesn’t have a “Pacific Pride” card)
Express mail

Lodging

Mat cleaning

Materials and supplies

Memberships

Office Supplies

Postage

Printing/Copying services

Professional licenses

Registrations

Software (must have IT approval before purchasing)

Tools

Training

Utilities

Water service
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TRANSACTION LIMITS OR DEFAULTS

Modifying PCard Transaction Limits or Defaults
All requests for increasing single or monthly transaction limits need to be approved by a
Department Director and emailed to the PCard Administrator.

e Temporary monthly limit increases — requires written approval of a Department
Director or department personnel with delegated department budget authority in their
absence. This can be accomplished by an email request from the Department Director
and is forwarded to the PCard Administrator.

¢ Temporary single transaction limit increase - requires a written approval of a
Department Director or department personnel with delegated department budget
authority in their absence. This can be accomplished by an email request from the
Department Director and is forwarded to the PCard Administrator.

¢ Permanent monthly or single transaction limit increases — requires completing the
PCard Application form for changes and sending it to the PCard Administrator. This
reguest must come from the Department Director or a person with budget authority.

¢ Changing default budget code - requires completing the PCard Application form and
sending to the PCard Administrator. This request must come from the Department
Director or a person with budget authority.

¢ Changing employee profile information can be accomplished by emailing the Finance
PCard Administrator with the information request.

¢ Reconciling access requests need to be requested with the approval of a Department
Director or an employee with delegated department budget authority. The Department
Director or designated employee sends an email request to the PCard Administrator,
noting required access changes.
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USE OF CARD IN TRAVEL STATUS

PCards should be used for the following travel expenses
e Conference registration
e Airfare
¢ lodging
¢ Room rental for meetings
e Meals when per diem is not requested (employee is responsible for purchase amount
greater than allowed for geographic area of travel and must reimburse City at time of

reconcifiation)
e Required transportation {i.e. rental cars, taxi, bus, shuttle)
e Fuel
¢ Parking

e Tolls and ferries

PCards cannot be used for the following expenses
e Meals when a per diem meal allowance is requested by the traveler
e Boot allowances/reimbursements

All listed permissible travel-related purchases MUST be accompanied by an itemized receipt,
not just the credit card receipt. All City personnel in travel status are accountable for travel
policy compliance. See Policies and Procedures, Finance 03-06, “Travel Expenses While on City
Business”.

When not using a per diem for meals, the City policy needs to be strictly adhered to. Atip of no
more than 15% in total can be added to any meal receipt. No alcoholic beverages at anytime
can be charged on a City credit card. All expenses not approved must be paid back to the City in
a timely manner or deducted immediately from an employee’s pay check.

When a receipt of any type is lost, a PCard Affidavit (see appendix “D”) form needs to be
completed by the cardholder and signed by a Department Director and PCard Administrator.
Affidavit can be found on TukNet under Finance.

Employees must be sensitive to public expectations regarding the use of public funds and

employees are expected to use good judgment when conducting City business. Improper use
will result in your card privileges being revoked.
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MISUSE OF PCARD

Card Misuse

Although the City is liable for the Procurement Card Program and card activity, the cardholder is
responsible for the safekeeping of the card and its proper usage. By using the PCard, the
cardholder is accountable for the expenditure and use of City funds. Misuse of the PCard that is
determined as personal, will result in the cancellation of the PCard and disciplinary proceedings
including termination as appropriate.

Cardholder Misuse includes:

Personal purchases

Allowing others to use an individual card

Using card in violation of policies, directives or procedures

Allowing improper charges to go undetected or unresolved

Using card to make purchases through a merchant that may constitute a conflict of
interest {ethics violation)

Repeated incidents of missing receipts, disputed charges, lost or stolen cards
Splitting charges

Delivery of goods to location other than city work station

Not maintaining necessary documentation of card transactions and purchases
Not submitting documentation in a timely manner for transaction approvals
Not properly and promptly reviewing/reconciling transactions prior to payment
Using card to circumvent other City ordinances, policies, rules or procedures

Since the card is issued in the cardholder’'s name, all purchases are assumed to be made by the
cardholder. Be aware that improper use may result in your card privileges being revoked. The
PCard Administrator is the final authority in revoking an employee’s card.
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US BANK ONLINE SETUP

US BANK Online Access

Cardholders and reconcilers are required to setup an account with US Bank Access online at
https://access. usbank.com/cpsAppl/index.jsp to manage purchases. The US Bank website is
used to review and update transactions with GL Account Codes or to dispute a purchase.

How to set up an online account

@:{« ¥ & hips - Lsbank,com.

file Edit View Favortes Took Help

‘& Favarites éa;;:ﬁ B g e e v £ x us
: N P r w
Fwelcome bo Access Dnine ﬁ;‘ T {7 M - Page~ Safety~ Todk - @v

i U.S. Bank Access® Online _ - .

Jur Fayment froducts j

ba“k Welcome to Access Online!

Contact Us Please enlar the informalion halow and login 1o hegin,
_F”Ogi" Qrganizehion Short Mame:
; .
Register Online User o
® Login in to website 5 Pasward,
given above _ :
» Click “register a Login
online” w
Forgotvour pesswoerd?
”J Reqister Onling
""" ‘ vehe” o F quirements
§MI of it zerving vour

¥

Done

D Internet W Saom -
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US BANK ONLINE SETUP
- s “ == ———— &
@M, ¥ https 1a 5o usbank.Cam, g TEerd e s e €§ B

Fle Edit Yiew Favorites Tools  Help W %Cnnvert v @ﬁsdect

Sy Favotes g @ od e v @) umen e Tum v

! & fidd Accounts

U.S. Bank Access® Online '
L0 T e SRR S s B AR it s O by ot |

Cnline Registration

Add Accounts

Contact Us

Login Ta join Accass Onling, you will need a minimum of ane valid account number. “Register ThIS Aceaunt™ will
v3lidale @ single account. “Additional Account™ will allaw multiple accaunts ke be included in the registration
Pracess.
* = required

n%

B

P secound Expiralion Date:

¢ Account Murmber: * Manin* Yeart
~— L Jan ann
— " st
egislar This Accoint . Addiional ficcolnt

h:

e e

<<Backin Login Page

All of Ty serving your

@;‘ Inkarnat

fy  H100% -

5

| Done

Setup Login
1. Enter “COTUK” under Organization Short Name
2. Enterthe 16 digit PCard number and expiration date on front of PCard
3. Click “Register This Account”
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US BANK ONLINE SETUP
é e @ hotps.. 2. es ushankocom, 2o 1B L e RE < z
flz Edit Wew Favoites Tooks  Help ¥ @yConvert ~ [ Select

Favorites Thep

i ﬁ Licensing Agreement

bank Licensing Agreement

Please read and accaplthe Licansing Agreement to continue,
Access Online Terms of Service

1. £CKNOWLEDGMENT AND ACCEPTAMNCE OF TERMS OF ACCESS OMLIME

Access Online, owned and operatad by U 8. Bank Mational Assaciation "U.5. Bank'}, Is provided to the
customer under the terms and conditions af this sccess Online Terms of Service (ATS} which incaorparates by
reference any operating rules or policies that may e published by .5, Bank. The ATS as it may hereafter be
amended of rmodified without netice, comprises the entire agreement between Custerner and U.S. Bank and
supersedes all prior agreements betyeen the parties regarding the subject matter cantained hersin. By
logaing onto Access Online and clicking the “ Accept” button, you are indicating Customers agreement to be
Bound by all of the terms and conditions of the ATS and that you have the autherty to so agree on behalf of
Customar.

In consideration for access o 2ccess Online, Custamer sarees to: (1} provide carain curent, complete, and
accurate information ahout Custamer as prompled 10 do s2 by Access Onlineg: and (2 maintain and update
this infarmation as requirad ta keep it current, complate and accurate. All information reguesbed an original
sign up shall be referred to 35 registration data ©°Registration Data®y. Futhermare, Customer grants U.S.
Bankthe right te disclese o third parties certain Registration Data about Custemer in the agaregate; however,
such disclasures will exclude Customers name, malling address, e-mnail address, account and phong
nurmker, unless: (1 Customer expressly directs U.S. Bank, or any ather persan Customer may specifically
designate 1o disclose such inforration or (23 U5, Bank s required to disciose such information by any
applicahle law or legal process sersed on U S. Bank.

If any informatian pravided by Custemer is inaccurate, U2, Bank retzins tha right ta tarminate Customer's

[iss] TH o'y v Pagev Safety v Tools v @v

U.5, Bank Access® Online CITY OF TUKWILA

I Oy Payment Produets. © Logou!: N

»

Done @ Internet

s,

V4

#1000 -

Licensing Agreement

e Read Licensing Agreement
e Click “l accept” at the bottom of page to use online services. This is required to
use the PCard
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US BANK ONLINE SETUP

f

Fil=

Edit  Yiew

Y https

257 USyey

Favorites  Tools  Help

W
;EJ
o}
fu]}
a
-
a1}
3
2
L]
=
L
2
1]
(]
o

i M
Favorites | 4=

Online Registration

w

5 Fant) >
§Password and Contact Information e v Page~ Safety - Tools - dgh-
_User ID 1.5, Bank Crilé S DF MU A #,
A5, Bank Accezs? Unling & -
e EnteralUser D - - PV ——

7-12 alpha characters long

e Enter apassword in the
Password field
s Confirm your password by re-

entering the new password
Authentication

e Selecta question fromthe
Authentication Question
s Enter your answer

Contact Information

Online Registraticn
Password and Contact Informaticn

Orgratzsdon hari Hame: DOTE

User ID & Pasgword

* nregurid
Riras + T senymas s Bl BNAG RN T IRarATRTE. st
szan ¥ aTEE s . e e e R O A

ez ?

TR sl el o PeS HNALE M e mgy 0 Fete el TTos SOTIGEIESN Wi Do ]
t

e  Enter your name as shown on Authentication
the PCard ot T
s For address use 3 . o
6200 Southcenter Blvd, . b s v
Tukwila, WA 98188 B g e
¢ Enter your work phone and : f
é Cottant Informatien
fax number
. : " W
s Enter your work email i - i
address g g ?
Finish
¢ Make sure all red asterisk (*) s s
boxes are filled in F ¥
s Click the “Continue” button = .
e The “Client Home Page” will : o
display
; TAII of Tserving your
IDnnE " Internet Fg HES%h v jl
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US BANK ONLINE SETUP

O

* £ https:, "«

+ w.ushankcom ' ol

File Edit Vew Favorites

Tocls  Help

.y Favorites  «

fp - B0 oM e v Page~ Sefety -+ Tools -

‘@' »

Transsotion Mansgement
Account information
Reporting

fy Personal Information

Home

Comact Us

All of # serving your

Done

CITY QF TUKYWIL A

Qur Payment Prodicis: - Logeut

Language Selection.
@ yser (o has been suczessiully added, "
Message(s] from Access Online

"Welcome 1o Access Onling! Stretch your program limits and streamling payment processes with Access
Onling, surinnovative program management and reperting ool This web-enabled toal offers a feature-fich

platforrn that can e easily configured and deployedto meet your unigue needs. ACCess your payment
golutions anytime, anpwhere with Access Online.

Aceount Activity
Satact an Accotint

ATAKEARREARTARTAARSAKTA KBARRTARTARTA ARTARBANTAL ATARTARTANRDANTARTARRTARTARTAL NEARTARTARRTARTARBARNTARTARTIARTARDARE

Bienvenue sur frcess Onlinel Repoussez les limites de votre programme et simplifiez les processus de
paiement avec Access Online, notre oulil novateur détablissement de rappors el de gestion de pragramme.
Cet outil Internet offrz une plate~forme riche en fonclionnalités qui peut #ire aisdment configurée et déployée

pour répondre 3 vos besoins parliculiers. Accadez & vos solutions de paiemenl en tout tamps, ou que vous
SOYEZ, aveC ACCESS Onlinge,

E5 Internat

gy E100%

Client Home Page

Transaction Management

Account Information

¢ Review Transactions
e Change Account Coding
¢ Dispute acharge

Reporting

My Personal Information

e Statement
e Account profile

* Review transactions in PDF or Excel format

* Change password
e Change contact information
¢ Manage Accounting Code Favorites
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Account Login
The “Transaction Management” link allows cardholders and reconcilers to view current and
past PCard purchases. It also enables the cardholder or reconciler to change the GL Account
Code from the default accounting code. The following steps provide examples of how to view a
transaction and update GL Account Codes.

Account Login «

View Transactions

..... : ; s
I wf 2k | Eweslcoms to Access Onlins g B

ACCOUNT LOGIN

U.S. Bank Access® Online

bal'lk Welcome to Access Online!

Contact Us
Login

Go to website
hitps://access.usbank.com N
[cosAppl/index.isp
Save as favorite '
Enter personal login
information

Click “Login”

Please enter the informaticn below and login to begin.

_Organizatmn Shant Mame:

User D:

Passwoand:

Lo

Forgot your password?

S S

Aternet #100% -

. 5, »
i B oviiePage v Took v

Transaction ks n&gemgﬂtﬁ
" !
Reporting

: Bata Exchange

= iy Personal information

]

Click on Transaction
Management

Home
Conkact Us

lessageis) from Access Online

Welcorme to Access Onlinel Stratch your grograrn limits and streamling -
onling, our innevative program managament and reporting ool This w T
platfonm that can he easily configured and deployed ta mest your unigu
solutians anytime, amywhere with Access anling.

RALREA LA T AR RRREARED LIRALEA R RARARRE EREALERA LAR 2 RAFERRA S REA HARA KA x RAFERRE BT

Bigrenue sur Access Onlinel Repoussez les limites de valre pragram

paiement avec Access Online. notre autil noveteur délablissement de 1 2

Cet outil Internet offre une plate-farme riche en fonclisnnalités gui peut
pour répondre & vas besoing particuliers, Accédez 3 ws solukons de p
sgv¥ez, avec Access Online.

AREARAERNERRNERAR A RS ERARERNERARRRRDERARERABLARLARDERAFERABLARAARD SRR ERAR AR

Dona

@ Internet

1) S
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ACCOUNT LOGIN
Gr oy ‘ “&5 Transaction Management E % - B i@'ﬁ - i_j" Bage -
U.5. Bank Access® Onlins
- bal"l k Transaciion Management
View Transactions ™. ”  ian L
“» Account AdminisEration %@?5" ey List 1 " o and 151
: Tegnmacen Ban g om pe . ‘ gcste and add coamments 2
‘ . Transaction List transs: formiation,
[ ] C“Ck On i Account information " N .
Reportin View Previcus Cycle
”Tra nsaction LiSt" ; ] Da; Ext:hgange Presents the Transactian Iist far the previous
3 cycle.
== rMy Personal Informaton
Horrie
Cantact Us
All of T5 serving your
& } ¥
: &l Inbernet Dodgton vy
. - : A -, »
* rsaction Management - Account Sgarch ! J:E A ﬁ o= - lﬁ}'E-an;e = 47 Todks -
11 & Panlk Arraced Mndire B
. bank Transaction Management
Search and Selact an Account
ATEOUYE Adaiinistration
Transacton Manatement
Account Search - \ Tansarae | ol Cardhelder Account Search
* _}| Account information
Reporiing Search for an account iy Candnholder Account Kumber Name, ar Sacial Security Number. You can alsolind a
“Data Exchange cardholder account by first Searching for a Wanaging Accaunt
e Enter the last name

ﬁa( Parsonal Information

of cardholder to
view their account

Done ) ) 0 emet BT L S
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UPDATING THE GL ACCOUNT CODE

Updating the GL Account Code

The US Bank transaction management web page allows viewing of PCard
transactions/purchases for the “open” billing cycle. Current transactions can be viewed and GL
Account Coding changed through WD2 after the statement close date. Past billing cycles can be
viewed by selecting the “Billing Cycle Close Date” function as shown below.

All purchases are assigned a default GL Account Code by PCard as assigned by the Department
Director. All GL Account Codes should be changed to the actual GL Account Coding by the
cardholder or reconciler once a transaction is available online, generally in 24 hours.

The following are examples of how to make single and multiple GL Account Coding changes for
a transaction.

: ,ECardAc(pl.lrt_Su_nmaw with Tramsaction List _ i ﬁ‘r A

Dits Exchange [-] Card Account Summary

MyPersonalioformeon. | ———————— 7 T
! Lecount Humber, @.9318 This page shows an
Home Aocour] Hame: AIG ZELLERHOFF open billing cyele. Past
‘ billing exvcles can be
Conésct Us inm O G0pen v RSB e e = N
Biling Cycle Close Dibe | 0P shovwen by using the
@ esn Aomane arrow down tunction
and then clicking the
[+] Search Criteria Bewmtstac
[-] Transaction List P tor
Reoards §-GCfE
ChadAll Shown | Lnches &l Shows
Slet! Statis Trans Posing Merchant Citv'State Amaunt Defal & Parchasedd ® Kecountin Code
& Date Date
07HY 0721 COMPLETE OFFICE 203-0280050, wh 522778 i 299408 EI000.05.514 2304 00
O 7MY 0721 COMPLETE QFFICE 203-5230038, WA 1SR 0] B08873 EL000.05.514 2203 010
O 07H6 0719 COMPLETE OFFICE 203-5280050, wh 55801 (i 208375 E1090.95.514.230.1 0]
O Q0fH4 1716 COMPLETE QFFICE 203-5230058, WA §124000 0] 203408 EL0D.05.5714.230.31.00
O 0745 03ME PUGET SOUMD FINENGE OFFIC PUYALLUR, b §130.00 i S Hubtiple
(D) Cosputed T Reallosster @@ Trans Cetsil Lewal
Chedk &)l Shown | Lnne & Il Shzwn
Rzcords -5 ol &
&8 mternes
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Ble Edt Wew Fasartes Took Help

1:1? ﬁ‘ @Card hcmunF Summary with Traressction List

[ty Excharge =] Card Aceount Summary ~
Ky Personsl informstion
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, AgcoLnt Number © .08
Hoime BEoBunt Hame CRAIG ZELLERHOFF
f Wl c.

Contaet Us Billing Cicle Clase Date | Open Wi

@ Sper £emmort

[+ Search Criteria Rewen 13 196

-] Trahsaction List Bswm iz ize

Recarms 1-£2f 8

Checi Al Snowr | rensoe 21l Shown

Statis  Trams ) & City/Stale
q Cate

Ameurt €+ Purchaseld & Accaunting Code

0

2 COMPLETE OFFICE 206-3200058, W4 452276 @ 55408 Ontion B
07 COMPLETE CFFICE 0R-EIENSE L 515221 @ 5w NEREREN
/ ';/“ O 0246 0718 COMPLETE OFFICE 206-3260060, we  %230.11 w 500376 E|000.08.514.230.31.00)

PEik

i

COMPLETE UFFICE 206-6280058, WA §1.240.09

538408 E|00.05514.230.31.00

0713 PUGET 30UND FIMAMCE OFFIC  PUYALLUP, ¥t

$150.00

2

@ Hultiple

N @Eisamc {3 Resliceaten @@ Trans Bztail Lewal

E| \mz 5 Ched Al Snowr | Lrensacall Srowy

/

scars 1 -6 a3

Reatiocate

#a3s Reziocale

o Intemet #100% -

Update Individual Transaction GL Account Code

To change the GL Account Code on a individual transaction, select a line
item by:
Clicking the check box to the left of the transaction to be changed and
then click on the “Reallocate button” on the bottom of screen.
OR
Click on the Accounting Code to go directly to the reallocation page.
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£ s s s ushank, comfcpsApp i [USBCOMServhet [ % % . -

Fle Edi %Wew Favontes Tooks Help

aon i - - - . i »
7 § Tramsacton Manegement - Feallocation Worksheet !-:;? - B @ - ePage - Took -

1.5, Bank Access® Onling CITY OF TUKWIALA

QL Peyment Pragdicts - :Logout

mbahk Transaction Management

Realiocation Werksheed

Accoumt Admini

Teansaction Maniggement | Lard Acoount Numbar =~ >"5113, CRAIG ZELLERHCFF Switch Accounis
+ Card Accsunt List
I Reallocate Iransactions by changing the sccounling nfannation 12 sllecate the amount to 8 diffienenl cost
B cenier. To allocale o addilonal accounting cades, cickine “dd Allsc” link
Account nfeernation
Reparfing After modifang the allacations, click the "Save 4llacations™ kutton b save chenges. Exclude Iransactions fram
Data Exchange the save by selecting "Remave Transactisnis¥ checkhaxes and aptionally elicking the "Remave Transactisn
Ny Personsl Informaton {51 buttan
Home
* = requirzd
Conaci Us
Remese TrassDate  RMerchant Amount Allec%  Accoantiag Tede - Segment Name (Letsth}
Trans ACCOUNT 1YPE {5 -
I 0723010 COMPLETEQFFICE 59331 Add Allag IE Q ‘DDGDS‘EH.E:?MT il =% NS
Q, szsrch
== Back 1 Transactan List m:
Allof T serving your
. . - x
£ treernet s v,

Update Individual Transaction GL Account Code

e Change the GL Account Code and or Project Account Code (only valid
values are accepted)
e Click “Save Allocations”
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UPDATING THE GL ACCOUNT CODE

Change a GL Account Code by Query

Valid City of Tukwila GL Account Codes are available for lookup on the US Bank website if you

are unsure of correct GL Account.

- o »»
B B dm e - s -

Cheg All Shes o Al Shawn
Sclecl Stalus osting  erchant City/State Amoust Purchase: D Accounting Code
O 0813 0815  SEALIGHTMETAVANTE-M 208-694-3000, %4 541883 () 01090452 EI000.02.514.230 31 00|
O 0BH3 08MG  SEALIGHT METAVANTE-M 206-684-3000, WA B9.18 ] 01090481 E|000.0£.614.230 31 00|
O 0813 0815  SEALIGHTMETAVANTE-M 208-894-3000 W% $24.21 @ 01090450 EI000.08.514.230 31 00|
O 0BM3 0BMG  SEALIGHTMETAVAWTE-M 206-584-3000, WA  $29.89 1] 01090449 EI00D.0£.614.230 31 00|
O 0813 08115  BEALIGHTMETAVSMTE-M 2086942000 We 88174 @ 01090448 EI000.08.514.230 31 00|
O QM3 UBME  SEALIGHT METAVANTE-M 206-584-3000, WA £9.18 [} 01090447
O 0813 0915 BEALIGHT METAVAMTE-M 208-684-3000, W 545128 2] 01090445
| 0BHM3 UBME  SEALIGHTMETAVANTE-M 206-684-3000, WA G4.64874 [ 01090445 EIO0D 514 23031 00|
] 0813 0815 SEALIGHT METAVAMTE-W 208-684-3000, W 52,197.32 5] 01030442 £ S14.230 37 00)
| 08H3 0BMS  SEALIGHT METAVANTE-M 206-684-3000 WA 53318 e 01090441 El0D0. 100
] 0843 08H8  SEALIGHT METAVAMTE-M 206-684-3000, ¥4 52,802.08 ] 01090440 _gg 4. m;}
s
» ] U811 0813 COMPLETE OFFICE 206-6280058, v 54084 [ §07948 e ElD0. 5125 101
» [ 0840 0842  COMPLETE OFFICE 206-5280089 an  52,277.48 @ G07948 ® E|D00.08.14.230 21 01
» 08M0 08M2  COWPLETE QFFICE 208-H280053, 140k 44.35 3] g07901 Y EID0D.0E.£14.230 31 01
Od 0BN0 08171 MOUMTAIM MIST 2826300447 A BE70.73 [ £52081018160117 EI000.0€.614.230 21 (0]
O DBMD 08M1  BEALIGHT METAVANTE-W 208-584-3000 W4  §125.38 @ 010718861 [ EID00.15.542.530.47.00)
JJ} Tispuise (W Rasliocatse @ @ Tsans Cetail Level
g M Ghgar | Lmcham & Sooam Z,
et foon - .

Change a GL Account Code by Query

Not sure of the correct GL Account Code, a query can be run to find a City of

Tukwila valid GL Account Code.

e On the transaction page, identify the GL Account Code to be changed

o Click on the GL Account Code
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UPDATING THE GL ACCOUNT CODE

w.i v B hkipsfaccess.ush FRComServiet L ‘"-';?‘i A
Ele Bt Yew Favorkes Tools  Help
B ) m b dTms-
[ Data Exchange FMa. &
Py Pergonsl information . -
Stats  Trens Dal coting Bate  Merchiant City, 5t iacc Amount Detal £ Parckascld
Home 03M13 0316 SEALIGHT METEVANTEM  206-584-3000, W4 5260308 & 01090440 E|000 05.514 230.31 00|
Contect Ua B pipster W8 Trors Drtoil Lewel B Realiscarest
Suminary r Allocalicns r USEF Line teme
The Allacations 1an pravdes Ihe atlit to reallacate a lransadion by changing the accouming infarmabon o
allecate an ameuntto 3 diferent cast canter, The reallacation can e 1 one orte Mulbiple sccounting codes i
fau an alloeate amounts by dollar amaount or percenlage. Tolal allacation amaunils must equal 100% af the transaction Ta aliscalz [0 addilonal accaumting codes, dickthe “Add" ';
butan. N
After adding, madifying or deledng allocabens, chk the "Save Alocatons button Lo $ave changes.
* = rpqlired Hlacation Source Default Acdd Gode Lasl Changed by: System
Remove Amoum Percent AccountinaCude Seament Kame {Lencth) d
ALCUURT 1YLy Gl , sk 420 PR ; %
or | 000y | { ). 40 38 Fawarte
Q) Seson
Tatal Hllgealed: ﬁl TEE0E | 0008 % Apnly sccounting Cote, |
Amaunt Remaining. Q 0ot 000 o Aditianal Alacation(s) 1 m
Howe: Rows marked for delelon are subtracied Iram Tetal sllacated end Ammount Remaiming velues.
,
Done

€0 Intermet

Kloow -

Change a GL Account Code by Query

e Enter a partial GL Account Code (see 411.00 as example)
s Click on the magnifying glass
e Results in a list of valid City of Tukwila GL Account Codes
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-4 i s
E e i/access ushank, comjopsAnn 1 JUSBC omServist h 1 | At 3 }Q -
£t vy F R
-’ﬁs‘ b Search & Select ¥alid valuz . ’ i & M @
AR Ed =
Seledd 1005766802001  BLOOD BORKE PRTHOGENS *
Seledt 4110057858054 01  INTERFUND TAXES - ADMISSION TAXES
Seled 411.00276.5811200  EXTRAL®BOR
Select 411.00576.561.2400  INOUSTRIAL INSURANCE
Seled 41100 2705812500  UMEMPLOYMENT COMPENEATION
Select 41100578.6812300  UNIFORM CLOTHING
Soled 411.00276.5813100  OFFICE & OPERATIMNG SUPPLIES
Select 4100576868134 01  BUILDING SUPPLIES
Seled 411002766581 2102 RENTAL BUPPLIES
Seledd 11005768681 3104  REPAIR SUPPLIES
Seled 410.00570.581.34 01  PROESHOP SUPPLIES (REZALEY
Seled d1100578G814100  PROFESSIONAL SERVICES
Select 41100 E70.5814200  COMMUMICATION
Seled ¢11.00576.5614300 TRAVEL
Select 491.00578.581.4400  ADVERMZING
Zeled ¢11.00576.6814500  (QPERATING RENTALS & LEAZES
lBetEmk, 41100 270.6814501  POWER CARTRENTAL (LEASES)
{ Salad }411.00 £76.5814700  PUBLIC UTILITY SERVICES
Selecl A1100Z76.6812800  REPAIRS AND MAINTENANGE
Seled 411 005766814801  GOLF EQUIPMENT REP&IRS - CUST
Seleet 41100576.5814900  MISCELLANEQUS
Seled 41100 573.5614901  PRINTING
Seled 41100Z705B14802  RESTAURANT SERVICES CONTRACT
Recgrms 20~ F0 of 81 -
Fage: 142|214
<< Backio TH Allacations v
Lione  Tntamet e -

Change a GL Account Code by Query

®» Find the correct GL Account Code from the list
s Click on “Select”
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-7 e
» "= ¥ hips:jjaccess usbank, comfcosAppLILISEComSenet v{ & {vr wi
Ela Edk Yiew Favorkas Ieols  Halp
S H »
A if_é‘rransa:tlon Management-.ﬂ”n-cauuns Tabh ' ﬁ - [ 0e - =
‘ nei13 0aMd SEA LIGHT METAYANTE-M  208-684-3000, WA  B280308  f 010a0e40 EMO0.03.54£230.31.00] | L
Home 3 .
oms B oipuree @, D Teans Deull Laval AT Rasilzoams
CoriecUs
" summary | albcarions | User Line tems |
The &llocations tafz provic eahilitytereall 3te 3 mar ml, nainginea junang infoimanon to
allocale an amauntto a different cost eenber The reallocation can be to one ar 1o mulliple accounting codes
Yau can allacale 3 maunts by daliar amaunl ar peresntage Total allocation amaunts must equal 100% af the Irangaction To alocate 1a aoditional accaunting codes chek (na 'Add
hutlan
After adding, medifying or deleting allosations, click he "Gawe sllocations” button to sawe changes.
" = required 2llacation Saunce Defaull Loct Code Last Changed hy Systam
| [ or | 16000, | E -a MHH 00 3BBT4T06 ey | | o £ as Favarib:
0 Searen
Tatal &ilacatad Jm 200304 r iw.dj% Apply Accounting Code | ~ ST
Arnaunt Remanning s{ ik H I D00 o, Ldditienal Slocationia| 1
Moter Rowes marksd far delelion ars sublracted fram Tolal Allacated and &mounl Remalning values
>
== Bagkto Transaddon List \q
Done . & Internet H100% v .

Change a GL Account Code by Query

¢ The selected GL Account Code is now displayed in GL account code box
» Click on “Save Allocation”
¢ This will direct you back to the main transaction page
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UPDATING THE GL ACCOUNT CODE

w o for * [.'amsausbanlmcmrcmnolﬂusﬁtwsarwc{ Al I3 o ‘, e
Ble Gk Yiew Favorter Took  Hek
i ¥ 77 ard Account Surimary with Transaction List V oo B b - rPate v E Took v
! Recarss | - 18 21 18 #~

Al Shoan

O DBME  SEALIGHT METAVANTE-M £05-584-3000, WA §418.55 b 01090452 EIDD0 D5 £14 230.31.00)

O 0eHs SEALICHT METAVANTE-K  205-684-3000, WA §0.18 3] 01080451 EID00 05 514 230,371,001

[H 0aMg SEALIGHT METAVANTE-W  Z05-524-2000, W §24.21 ] 01000450 EI0D0 05514 230.31.00)

] 08Mg BEA LIGHT BIETAVANTE-K  Z05-028-3000. WA %20.69 @ 01090448 g 30,37

] 0816 SEALIGHT METAVANTE-K 208-584-3000, W&  §81.74 ) 01000448 55142303

Im| 0BMa SEALIGHT METAVANTE-W  206-8B2-3000, WA %818 & 01000447 EID0D 05 £44 230 31 O

] oertz  peng SEA LIGHT HETAVAMTE-K  203-3R4-3000. ¢Wa  Bad1 38 ] 01090445 E00D0 N= &4 530 21 ngj

O 013 D8A6  SEALIGHT WETAVANTE-K 208-B84-3000, W& $4.648.74 ) 01080445 EI 14230 1.00]

[ g2 08M8 SER LIGHT METAVANTE-R  Z06-082-2000, WA $2,197.32 )] 01000442 EI000 0544 230.31.00)

] oenz  nenad SEALIGHT METAVANTE-K  205-5R&-3000. YA £33.18 G 010304471 _ W

» [0 B3 D86 SEAUGHT METAVANTE-K Z06-884-3000, W4 $2803.08 ) 01080440 ﬁ ] S/ 6ET 4T “M"

Im| Lol oeA3 COMPLETE OFFICE 206-8280050, WA 852084 @ [{VEgE: R EIC [ul} .

[N W 812 COMPLETE OFFICE c03-3230DE0, Wh  H227T7 30 & B0794a - EI000 :£- [l )

O 0BM0 0842 COMPLETE OFFICE 205-5280059, WA $44.35 @ B07O01 s EID0D 05 514.230.31.01

O QEHMD  DEMA KIQUNTEIN 2T 253-5350447 Wk 367073 ) 262081012160117 EIDOD 05 £44 220 31 00) *

O OEHD 08 SEALIGHT METAVANTE-W  205-534-3000.%Wa  B133 28 3] 01019557 el El AG 542 530 47

(B Cissuted A Resllocstsd 3 (0 Twns Dawil Lavel

| GhatkAll Srewr | Lrmazall Shawn hd
Done . & Tntemet wA00% -

Change a GL Account Code by Query

¢  The GL Account Code change was successful

* To log out of system, click on “Logout” at top of page

* Do not use the internet explorer back arrow, as you will get a “webpage
has expired” notice

P BE B EEGE B EDEE DD BDEE DD
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Change a GL Account Code for multiple transactions
Need the GL Account Code changed for more than one transaction and don’t want to change
them individually.

. i@ https:faccess. ushank comtpsApp] JUSBComServiet #vizminchor
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UPDATING THE GL ACCOUNT CODE

it ‘iew Fgeorkes Took Help

,E *=1 Account Summary with Transaction List

[+l Search Criteria

Beiun te 1ae

1=l Transaction List

Rawn 1 g

Recoeds 4 -8 f 8

CheoAll Snowr | Ungneg Al Shon

Sehet Status Egﬂ Heremt CityState Amous] Purchase (D & Accounting Code
B Data
0023 0725 COMPLETE OFFICE 206-6280089, W 1934 iy 509376 E[000.02.514.236 21.01
0723 0726 COMPLETE OFFICE 2085280050, WA §294.56 CR 0] 509376 EI00.05.514.230.31 00
0792 0723 COMPLETE OFFICE 206-6280050. W4 32450 CR 0 800376 EI000.02.514.230.31.00)
0719 0721 COMPLETE OFFICE 2065280059, WA §220.76 I} 598408
0718 0721 CORMPLETE OFFICE 2085280050, W $182.21 [0} 599573 E[000.02.514.230.231.00
0f16 0718 COMPLETE OFFICE 206-6280058, WA §580.11 o BB0374 EI000.05. 54 230,371 0)
ng 0744 071§ COMPLETE OFFICE 206-6280050, e 31,240.0 0] 508409 EI00.05.514 £30.31.00
[} 0I5 07AE  PUGET SOUNDFINAMCE OFFIC  PLIYALLLIP, W& §150.00 i Huthiple
(L) Discuted (A¥ Realoated G} () Trans Dausil Level
Recerds § -3 0F5
Hass Rea'[lu:ale“_
All of [T serving your
@Inmmet

Change a GL Account Code for multiple transactions

Select the transactions for updating by clicking on the check box.

Click the “Mass Reallocate” hutton
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Py ht Aphar 11 USBComServiet

File Edit View Favorkes Tools Help

B

A, [
o #8 Transadion Management - Mass Realgation

'Hme After establisning the new alliocalian, click the "Save Allocations” buttan t© save changes Exclude ransactians
from the save by selecting “Remaove Transachoen{s} checkioxes and oplionally ol cking the “Remayve
Contacibs Transactian(s)” butlon.

* = required

Iass Reallocation Actizn:
) Replace Existing &locations
£ 2dd Camman Miacatisns

PROJECT ACCOURT CODE {24)

Add as Fawarile

IR aitonal locatonies |

Save Atkecations SR

Selected Transaction List
Transactiens that will ke efectad hythe action faken above.

Summary
Tatal Mumber of Transach ans 6

[

Change a GL Account Code for multiple transactions

e Change the percent to 100%
e Change the GL Account Code
e Click “Save Allocations”

anst

Page 32 of 45




Procurement Card Manual
UPDATING THE GL ACCOUNT CODE

s5,ushank, comicosAppLILISEComSes 1t ar B iy - ; p%v;

7 =g = =
&
Are You Sure?

i

Acount Adminiztration You have chosen 1 Replace all selacted traneaction allecations with Ine same commen allocanznis)

T.“;?:f&“:f&gemm Thig will eflact T transactions lotaling §1.520.0%. The fallowing will replae each selected Iransaclion

B alecation
» ranzice List
Azsount informaiion 3
Prepoptiated Accounting Code Sslaction IO,

Regorting ABges D ar;r;;‘?;l hama g Accaanting Code

Data Exchange " vy

My Personal Information 100.00% E[000.05.514 230.3101

Homa Scroll down 1o rewes what the seleded transacions would laek ik with the chanpe agphed

Contacils

r yay gur s i) wanl [0 change thes allacalions?

e, Save AFocat,

Detali of Changed Transactions
Prepupulated fcoounting Code Selection

Trensfate  Merchant Amonprt currenl Kame Accounting Code

07232010 COMPLETE OFFICE  $20458 CR E|000.05.514 230.31 07

0722040 COMPLETE QFFICE  $29458 CR E|000.05 514 230 31 01|

D7MIEM0 COMPLETE QFFIGE 332773 E|DON.05.514 £30.31 0

07192010 COMPLETE OFFICE  $152.21 E|000.05.514 230.31 01

07482010 COMPLETE QFFICE  %589.11 E|000.05 514 230 31 01|
071412010 GOWPLETE QFFIGE $1,240.00 E|D00.05 514.230.31.01 -

Allof T serving vour

Change a GL Account Code for multiple transactions

e \Verify the transaction GL Account Code changes
e Click “Yes, Save Allocations”
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UPDATING THE GL ACCOUNT CODE

Apply Multiple GL Account Codes to a Transaction

ECrmServlet ”:| J%J g

File Edit Wea Favortes ook Help
" P q . . )
5 A . Zard Account Summary with Transackion List | | { il # v rPage - i -
Bata Exchangs -] Card Account Summary -
iy Personal Infoemation
Aecaurnl Humher ® 0318
Home Spcount Mame, CRAIG ZELLERHDFF
Contact Us Bllling Cycle Close Dale  2pen “‘
® Doen Azunt
[+ §earch Criteria Bawn o we
[-] Transaction List Rsturn 1o rop
Recares 1-Bafd
ihegi Al Shewn | ccneatAll Snown
Solect Statas Trans i Merchant City!Slate Amounl Detal ®r Puchase!d Accounting Code
O 07723 0¥26  COMPLETE CFFICE 205-6200058, W4 $93.21 iz 99378 R E[10.02.514 230.21.01
m] 0723 0#26  COMPLETE OFFICE 206-5280050, W4 H20456 CR @ 590376 e EI000.05.514.230.31.01
d 0722 0726 COMPLETE OFFICE 206-6280050 Wt 320486 CR i 590376 ‘e El06G 05514 530 31.01
O 0THe  OF21 COMPLETE CFFICE 205-5200058, W 22T 76 @ SIe408 R E[000.05.514 230.31.01
] 071 0721 COMPLETE OFFICE 206-5280050, W% $18221 e 590573 R EI000.05.514.£30.21.01 »
O 0716 078 COMPLETE OFFICE 206-6280050, WA $06211 [} 590376 e El000 05,544 530 31.01
‘_',‘-wv\ 07114 0718 COMPLETE CFFICE 205-6200030, W4 £1,24000 ) Z9E408 R E|0g.05.514 230.31.01
A} 0715 0746 PUGET SOUND FINANCE OFFIC PLIYALLUP, vus 18000 [ Al Muliple
e
{0 Ciscutss ¥ Renllocewd () @D Trars Dutsil Laval [ "

@ Internet \‘\ ohovmnan

This 15 how the
accountmg code
looks after the
reallocation has
been done

Apply Multiple GL Account Codes to a Transaction
To reallocate a purchase to multiple GL Account Codes, click on the select
box at the left of the transaction
Click “Reallocate”
OR
Click on the unallocated Accounting Code
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ran
. L
Change either N ol oy |
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i
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Apply Multiple GL Account Codes to a Transaction

The transaction can be allocated by using an amount, percentage or adding
additional allocation lines up to a maximum of 99.

Amount — change the amount and GL Account Code for
each line item for the fransaction

Percentage - change the percentage and GL Account Code
for each line item for the transaction

Additional Allocation = Input the number of additional lines

and then change the amount or percentage and GL Account
Code for each line

Click “Save Allocations” button when finished
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PRINTING ONLINE MONTHLY STATEMENTS

Printing Monthly Statement

At the end of a billing cycle, each cardholder will need to print out a statement from the US
Bank website. (See appendix “E” for PCard Statement Processing Schedule}) A hard copy
statement will not be sent to the City of Tukwila. This statement is matched to all transaction
backup and given to the department Reconciler.

S v ﬁ“‘ https:fjaccess. ushank. comfeps 0: “

Eile Edit Yiew Favorites Tools Help

welcome Ta Access Onling & - 3

U 3 Bank Access® Online

Login ) i bank Message(s) from Access Online
qu Welcome to Accass Online! Stretch yaur program limits and streamiline payment
. “w account Administragion onling, cur innovstive program management and repenting ol This web-2nahls
L Click “Account “%memmfmem platform that can ba sasily configured =nd deplayed to mast your unique neads..
. » +  .puni lInformation solutions anytime, anwwhare with 2ccass Online.
[xata Exchange . . . .
the menu log My Fersonal Information Bisnvenue sur Accass Online! Repoussez s limites de volre progrsmma at i
psiement avac Access Cnling, notra outil novataur detaklissement de rapperts 2-
. Cet outil Internet ofire une plate-forme riche en fonctionnalités qui peut étre aisér
Home pour répondre & vos Desoins particuliers. Accédez & vos solutions de palermnent ¢
Contact Us SOyEZ, vEC ACCEss Online.
o ’ s 5
Dane . : : . @ Internst &100% <

# https:)jaccess.usbank, comjepsaopliL %

YWiew Favortes Tools Help

£ Information

, ;b&nku Account Information

Syt Adminlsteation

Cardholder Statement

° Under Statement “gtion Management Statement
] e enation

column, click on i

“Cardholder Account E

Statement” © hangs

—r=sonal Information Aeocowm Profile
‘ E Wiew account demaographics, mits, 3ccounting code, and athar related
“§| Home: informetion. ... 7
Contact Us = Cargholder ccount Profils

= Manaqing Accoust Profile
= Diversion Account Prafile

&8 Interner Codo0 v
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Search for Account

of the person whose
statementis to be
viewed/printed.

H
*tbank

Insert the “last name”

Edit Miew Favorites  Tools  Help

earch & Select an Account i E

U.5 Bank Access® Online

Cardholder Account Statement

Search & Select an Account
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Management
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Ty Cardholder Aceount Search
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Last Mama [ur\iehi:.\a' First Mama:

OR izellerhoff

w M Rlumpber.

oR |

i

e Internst &1 100%:

Select Billing Cycle

Go to the “Select
Billing Cycle” box an
select a hilling cycle

for a list of all billing
cycles
Once hilling date is

selected, Click on the

“View statement”
button

Use drop down arrow

-

hittps:/jaccess. usbank.comicpsapp L JUSBComServiet

Eile View Favorites Tools Help

ST W i w L, e
el 1 elect Cyele H7ow7 Tage - i i Tooks -
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hank

Administration
0n Management
Information

¢

Account Information
Cardholder Account Statement

d

I Card Ancount Humber: ~**" 8318, CRAIE FELLERHOFF

Towlew a stalernent, select a cycle and dlick the “iew State nent” button. Please Hote: The stateme

he usad for remittance of payment: it is for display purposes only.

Vigw Statement
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o

Done
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=
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@bﬂnk Account Information !f“ o = =
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Cardhelder Account Statement b= =
Account Asrrivistration [[Card Posaurt Humber, = SR, CRAR T 2 "elp prabect your secunty, Inkermet Explorer locked this ste from downksading X
Transaction Management . e~ i ba your computer, Chek here for ootions.,
Account imomation o R
i — Towew g slaemenl selecta eycle and ciickthe "vigw Stay =
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Home
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Altof 5 serving vour
R Woone. €D tternat CRT

@ Internet 0w -

Windows Internet Explorer message

e When you click on the “View Statement” button, a pop up message
appears

e Right click on the message for options

Pick the option “download file” and do not close message screen
¢ Click on “View Statement” one more time to view the actual statement
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PDF of Statement

s Print statement

s Reconcile the statement amount to receipts and/or purchase confirmations

s Verify the purchase amount(s) on the statement matches to the receipt{s)

e Attach all appropriate backup to statement

e Receipts smaller than 8 2 X 11 must be taped to a blank 8 ¥z X 11 sheet of paper
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Tips/Reminders for Statement processing

¢ Maintain transactions weekly to ensure timely processing of
monthly statements,

s See the PCard Statement Processing Schedule for dates when
online staterments are available to print,
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The reconciliation process consists of three stages over 8 working days. The process begins with
the reconciliation of the statement, then approvals and followed by audit and review. The
PCard statements will close on the 27" of each month. See the PCard Reconciliation schedule
on Tuknet for the reconciliation processing dates by month {see appendix “E” for 2010 Process
Calendar).

L

L““};L“

Statement Reconciliation
During the open statement period, the cardholder or reconciler should frequently monitor all
cardholder transactions online to maintain their personal online account in a timely fashion.
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Not maintaining the GL Account Coding online within the reconciliation period in a timely
manner may result in the PCard being revoked.

GL Accounting Codes
GL Account Code changes are required to be corrected by the end of the day on WD2
after the statement closes. If the default GL Account Code is not correct, follow the
directions for online Updating the GL Account Code, previously covered in this manual.
Failure to change the GL account before the deadline will mean the cardholder or
reconciler will need to request Finance to complete a journal entry to move the charge.
Such request must be approved by the Department Director and PCard Administrator.
RECONCILATION PROCESS

Statement

The City of Tukwila PCard monthly statement closing date is the 27" of the month.
When the last day of the month falls on a weekend or banking holiday, the last posting
day for transactions is the next business day. The morning after the statement closes;
the online statement is available for printing.

PCard Packet Preparation

The cardholder or reconciler prepares the PCard Packet, which includes the PCard
Transaction Log, PCard Statement and Supporting Documentation. The PCard Packet is
to account for purchase transactions made by a cardholder, obtain approval and provide
documentation to Finance. The PCard Packet includes:

e PCard Transaction Log —distributed by the Finance Department on WD3. (see
appendix “C” for sample)

o PCard Statement - printed online statement from the US Bank website for
each cardholder. A hard copy via U.S. mail will not be provided. {(See Monthly
Statement section of manual for example on how to print out statement}

e Supporting Documentation — includes a receipt or confirmation for each
transaction listed on the US Bank online statement. Examples include:

e Receipts

® |nvoices

e Email receipts or confirmations

e A copy of the “Training Attendance Request” (TAR) form needs to be
attached for registration and travel receipts

¢ All meal receipts for meetings must include where the event took
place, who attended and an agenda
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Approval

The completed PCard Packet is given to the Designated Approver or Department Director for
signature (see roles and responsibilities). The approved PCard Packet is forwarded to the
Finance department by the end of WDS.
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RECONCILATION PROCESS

Finance Review
Finance will review cardholder PCard Packets for:
e Usetax
e Acceptable receipts
¢ Correct account coding
e Correct splitting of charges
e Appropriate use of card
e Fraud
¢ Personal use
e Approval sighatures, etc...

Purchase transactions are uploaded to Eden and posted to the transaction month in which the
purchase took place.

PCard Payment

Payment for purchases made by PCardholders is processed by US Bank through automatic
withdrawal from the City bank account two days after the statement close date (27" of each
month). The payment time frame is supported by the reconciliation and review process
ensuring each purchase is supported by an invoice or receipt and reviewed by the Department
Director.

Random Physical Audit

Random physical audits are to ensure items purchased with the PCard remain on City of Tukwila
property and used for business purposes. On a periodic basis the Fiscal Coordinator Payroll and
Accounts Payable is responsible for performing a physical audit based on a random selection of
purchased items. Results of the audit are documented and reported to the PCard
Administrator.

Lost Receipt

An “Affidavit of Lost or Destroyed Receipts” need to be completed by the cardholder and
signed by a Department Director and PCard Administrator for any lost or stolen receipt.
Multiple lost receipts will result in cancellation of the PCard. The affidavit form is available on
TukNet, under the Finance department. See appendix “D” for sample of form.
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CONTACTS

Procurement Card (PCard) Administrator email
pcardadmin@ci.tukwila.wa.us

Procurement Card (PCard) online HELP!
e PCard User Manual
e PCard Application
e PCard Affidavit
e PCard Training Slides

Finance Department Contacts

Peggy McCarthy — PCard Administrator
Finance Director

206-433-1839

pegoy.mccarthy @tukwilawa.gov

Craig Zellerhoff — PCard Administrator
Fiscal Coordinator — Payroll & AP
206-433-1836
craig.zellerhoff@tukwilawa.gov

Diane Jaber

Fiscal Specialist — Accounts Payahble
206-433-1871
diane.jaber@tukwilawa.gov
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