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Locked Transactions

= A transaction identified with a padlock indicator @ in the transaction detalil line
that prevents a cardholder from editing the transaction including re-allocation and
comments (locked due to cardholder approval or AO final approval) unless the
Approving Official (AO) sends the transaction back to the cardholder to make
changes. In addition, the AO has permissions to make changes to a locked
transaction before it’s final approved. Locked transactions by GLE cannot be
changed by anyone. Please see slides 5 - 7 for details.
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ing Merchamt i =+ Purchase ID

7  OFFICE DEPOT #1090 800-937-3600, MA $36.94 @ (Er 471308743
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In the Transaction Summary, you can view the

» General Ledger Extract = Transaction has been re-allocated and PAID and will have an Extract symbol
on the detail line. @

= Note: The re-allocation is sent to FMMI upon notice that the original transaction has been paid by
Treasury. IF the GLE date is listed, further changes to the transaction are no longer allowed in Access
Online and the transaction will need to be re-allocated in FMMI.

r 3
Transaction Sumimary

Status  Tran Date Posting Date  Merchant City/State Amount Detall €=  Purchase D
02524 D22s *EROX CORP. XCSRBO HTTPMWWWXE, MY S100012 G Er 03IB4TZ2319 -N]_
LD Oesputed '.ﬂ-' "i'-' Trans Detndl Lavel ‘EF Exvacted 'A% Reallocates =] Asallcoation Lodked

Surmmary [ Alocatinns I Transaction Lins Bams [ User Line Bems I Commenis f Approwal Hislory ]
)
The Summary 13t shows high-lenal iIransackon infarmation
Taindiale a dispule click he "THspule™ bulon
Transaction Referance Information
Date: 02242009 Billing Cyche: 0062009 |: ]
Purchass 0 038472318 Posting Date: 02252008 E'Hram D'HE E
Total Amount: 100.12 Reference Number: 242465109056015000060974
Memo Post: Yes Authorization Humber: 083462 Hﬂﬁ'l H‘El:ﬂl"ll Etﬂﬂﬂﬂlrd
Sates Tax: 0.00 EXUrACt DAO(S) ourrercerercnerssenessnnsesfeneecblfrnesd »| Hnancial Extract
Freight o000 Kost Recent Standard
Financial Exiract: s AR A0S

Merchant General Ledger Extract 031112008 GE"EMI I.Mu&r Emﬂ'l:-t. EI-. 11'?.':';
MHame: MEROCH CORP. XCSRBO Payment Extract: D22E2000
CltyrState: HTTP MWW XE. T4Y Payment Extract: 0226r2009
Transaction Type: S48l ES ODRAFT Currency
MCC Code: T4 Source Currency: LS. Dodlar
MCC Description: WHOLESALE PHOTO EQPT  Sgurce Currency Amit: 10012

Dispute Sales Draft Requests

Dispute information only reflects the last dispules Hled = none

for this ransaction. More infosmation avallable in

Dispute History

L | d
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In the Transaction Summary, you can also view the

= Payment Extract= The date that the transaction is first sent to FMMI for
payment.
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Dispute informaton only reflects the last dispule Bled - none
for s transaction. Mare infosrmation availlablie in
Dispute Hisiory
. | d
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Under Transaction Summary, , click to

view the Client supplied

Travel Expense
Management
Enhanced Supplier
Management Transaction Surmimay
Data Exchange

Account information Status Malch Tran Date Posting Date Merchanl Amount Detail €+ PurchaselD
xpg"'““ T 12119 1222 USPS 0723550463 TORRINGTON,WY §1.34 § (& POOOAMEIONTON233330216 G
ersona or en 2s®

g
.
.
ws®

- = .
B pisputed 0 Matched #h Bxception @, I Toans Detail Levet EF Baracted B* Reatlocates B Raajlocatith Locked
.

-""‘
/ . / , "
Suaranary [ Hdth[ Alocations | Liser Lina Rams [ Commants I Approndal History J Chent Da!;‘[

Home

Conlact Us The Clienl Dala tab displays client supplied transacthon data
Status Disbursed
Document Number P834000054151
Accept Date 1212472008

Initial Reject Date

Disbursement Date 1 212602008
Disbursemen] Amount $1.34
Transaction Type Drehit

<« Back lo Trangaction List
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. A transaction will have the 7 next to it if there is

any of the 3 Extract Date(s) available in the Summary tab — Standard Financial Extract
(SFE), General Ledger Extract (GLE) and/or Payment Extract (PE).

= |If there is no Extract symbol next to the transaction, then it may have invalid
accounting and should be reviewed and re-allocated to the correct accounting by
the cardholder immediately. The re-allocation process for invalid accounting is
outlined on Slide 10.

Approval Status Posting Merchamt
Date

Fending 04115 047 OFFICE DEPOT #1090 2800-937-3600, MA $36.94 (i -y£4?130
Fending 04115 04416 DS Q7 2-341-0026, TX $15.00 W E# Q0O0O
Fending 04113 04145 SCIEMCE MSM COMP EDUCA, 651-221-4722, MM $318.00 (i) (E# 00Sar
Fending 0413 04114 ABILITYONE.COM ALEXANDRLA, VA Fa062 @) (s 0470c
Approved 04/06 04/08 1800GOFEDEX 10010007 B00-6221147, TN $406.08 @ (Er 21352
Approved 04/02 04403 FEDERAL EXECUTIVE BOARD M 612-7137200, MN FE0.00 W Er R1023
Approved 04/03 04403 DwI* DELL FEDERAL 800-727-1100, TX $16.26 o  Er

L J
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If the DAC is invalid, the cardholder must correct the DAC in the Account
Administration in Access Online re-allocating the transaction(s).

= The Extract indicator should be displayed in the transaction line detail for EVERY
transaction. The cardholder should review all his/her transactions in Access Online and if
s/he finds a transaction that does not display the Extract indicator, then the cardholder
should access the Transaction Summary tab to see if there is a PE Extract Date (as
illustrated on Slide 6). If the PE Extract Date is not present, then this indicates that the
default accounting code (DAC) is invalid .

» The cardholder must immediately correct the invalid DAC in Access Online by clicking on
Account Administration - Maintain Cardholder Account - Default Accounting Code and
updating the cardholder account with the correct DAC.

= Next, the cardholder must immediately correct the accounting on EVERY transaction with
invalid accounting in the transaction detail clicking on Transaction Management -
Transaction List. Change the Billing Cycle Close Date from Open to All, to view all
transactions posted to the account. This correction is made via the re-allocation process.
This action will push the transaction through the process and queue it for payment.

= This type of re-allocation does not produce a reallocation transaction, but it releases the
original payment (P8/F8) to be sent to FMMI. In this case, after the DAC is corrected on the
transaction and sent to FMMI (the next day), the cardholder is able to re-allocate
accounting again (as described on Slide 15) and produce a reallocation transaction.
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SCENARIO #1: Transaction has been approved by cardholder

= The cardholder approves the transaction and routes it to an AO for final
approval. As this point, the transaction is updated as locked in the system and
cardholder is unable to make any other changes to the transaction.

= |f the cardholder needs to make changes to the transaction detail (including re-
allocation to different accounting), and the transaction has not yet been final
approved by the AO, then the cardholder can pull back the transaction and
make the necessary changes (see Slide 13).

= |f the AO has already final approved the transaction, then the AO can return to
the Manager Approval Queue history and reject the transaction and the
cardholder is now able to make the necessary changes to the transaction (see
Slides 16 and 17).

= Once the transaction is pull back or rejected, the cardholder makes the
necessary change to the transaction detail, re-approves the transaction and
routes it back to the AO for final approval. The transaction is once again, locked
in the system and the cardholder is unable to make changes to the transaction.
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SCENARIO #1: Transaction has been approved by cardholder

= After the AO reviews and final approves the transaction, the transaction
IS updated as locked in the system.

* Please note, that payment confirmation is usually received from
Treasury between 3-5 business days after the transaction is sent to
FMMI. You can check the status of the payment confirmation in the
Comments Tab of the Transaction Summary (see Slides 7 and 8).

= As long as the transaction has a GLE date, the transaction will remain
locked and no further changes can be made in Access Online. If
required, the re-allocation to the transaction will need to be performed in
FMMI (via a B2).

= Per Purchase Card Policy, all cardholders must review and approve all
purchase card transactions within 60 days of the purchase transaction
date.
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As described in SCENARIO #1: The cardholder the transaction and routed it to an AO
for final approval. If the AO has not the transaction, then the cardholder can

the transaction and correct the accounting. The cardholder can transactions
anytime prior to the AO taking any action including final approval.
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SCENARIO #2- Transaction has been re-allocated to a valid/different
accounting

= The cardholder views the transaction in Access Online and decides to re-
allocate the transaction detail to valid/different accounting.

= After the transaction is re-allocated to a different accounting, the cardholder
approves the transaction and it is routed to the AO for final approval.

= Access Online will send the re-allocation to FMMI via the General Ledger
Extract once the payment confirmation is received. This information can be
viewed in the Transaction Summary tab (as illustrated on Slide 5).

» Please note that if the transaction is updated as locked in the system and there
is a GLE date listed in the Transaction Summary, neither the cardholder or the
AQO are able to make any other changes to the transaction in Access Online.
Changes can only be done in FMMI.
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As described in scenario #2: A cardholder may re-allocate a transaction (with a valid DAC) to
different accounting or split disbursement in Access Online as many times as they want in one

day. After re-allocation, there will be a next to the transaction line of accounting.

n4: 4 o oy
Account Hame CAROL ADAMS

Billing Cycle Close Dals ICI;.-E'r'l - m .
.
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@ Open deceunt '0...
.,...
e —_— ——— Sy —
[+] Search Criteria n_:aumm.,.
= L .
.
-l Transaction List Eatusn io lop "~.. \
.,
Rpcerds 1 -8 of & "~.. \
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Chach Al Sheven | Uncheck Al Shees ‘o, .
Select Status Approval Status Trans Posting  Merchant City/State Aot
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. .
C Einal Approved 12108 12708 UPETD000SE24681 1202008 BO00-811-1848, GA §226.01 it Er 0ODDEIZAEBT 7‘:’:; 0 (A
B
i Elns Approved 108 1208 FEDEX B5¥110385370 B00-4633330, TH $20.0 1] Er 851110385370 Ak
= Pending 1206 12008 FEDEX B67 358700005 B00-4633339, TH $517 (i Ly BETISETO0005
I Pendini 12606 1208 FEDE¥X BET 358609500 800-46323320, TM $5Bar {m Er BARTISEE99990
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As described in scenarios #1 & #2: If a transaction has been by the AO and the
transaction has invalid accounting, then the AO can the transaction and re-send to the

cardholder to correct the accounting. To do so, the AO must access the Manager Approval History
gueue in the Transaction Management, and select the transaction to

Ebank.

U.s. Bank Access”™ Online e = et T —

| = = _ == - == e
= s
Pl /0
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\
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1 Trons Les | 2 Mansg: (=28 A
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c
B g ==
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The followang ransacions hae Deen pred ously approwed by you. Filler your approved ransachions by using
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KT e
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,the AO would

access the Manager Approval Queue and the transaction and re-send to the cardholder to
correct the accounting. The carcholder can make the necessary changes to the transactions and

re-send to the AO to Final Approve again.

As described in scenarios #1 & #2: Once the transaction has been
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After the cardholder re-allocates a transaction with a valid DAC (this does not include correcting
an invalid DAC), Access Online will send the most recent re-allocation to FMMI once the payment
confirmation is received , the transaction is locked and no further changes can be made by

1. The 2 The re- 4. Transaction
cardholder re- allocation is 3. Status is updated as < onable to
allocates a changes to locked
PRSI sent to FMMI GLE (General make any other
: : for changes to the
(with a valid : Ledger Extract) :
DAC ) processing transaction

5. Cardholder

S — USDA Charge Card Service Center —
Purchase Card Locked Transaction Scenarios and GL Extract in Access Online




United States Department of Agriculture

Office of Procurement & Property Management
Charge Card Service Center

SmartPay 2 United States of America filil #

If misuse suspected, call 866-397-5202
U. S. Government Tax Exempt

FOROFFICIALUS GOVERNMENT PURCHASES ONLY

Additional information on the Charge Card
Service Center including News, Notices, POC
Lists, Guides & Reference Material, Training
Information, etc., can be accessed at the CCSC
Web site.



http://www.dm.usda.gov/procurement/ccsc/
http://www.dm.usda.gov/procurement/ccsc/

	Purchase Card Locked �Transaction Scenarios and �GL Extract in Access Online 
	Table of Contents
	Table of Contents
	Locked Transactions
	In the Transaction Summary, you can view the
	In the Transaction Summary, you can also view the 
	Under Transaction Summary, Client Data tab, click to view the Client supplied Transaction Data
	Please Note: A transaction will have the Extract symbol             next to it if there is any of the 3 Extract Date(s) available in the Summary tab – Standard Financial Extract (SFE), General Ledger Extract (GLE) and/or Payment Extract (PE).
	Invalid Default Accounting Code (DAC) �If the DAC is invalid, the cardholder must correct the DAC in the Account Administration in Access Online BEFORE re-allocating the transaction(s).�
	What initiates a Locked Transaction? �SCENARIO #1: Transaction has been approved by cardholder 
	What initiates a Locked Transaction? (Cont.) �SCENARIO #1: Transaction has been approved by cardholder 
	As described in SCENARIO #1: The cardholder Approved the transaction and routed it to an AO for final approval. If the AO has not Final Approved the transaction, then the cardholder can Pull Back the transaction and correct the accounting. The cardholder can Pull Back transactions anytime prior to the AO taking any action including final approval.�
	What initiates a Locked Transaction? �SCENARIO #2- Transaction has been re-allocated to a valid/different accounting 
	As described in scenario #2: A cardholder may re-allocate a transaction (with a valid DAC) to different accounting or split disbursement in Access Online as many times as they want in one day. After re-allocation, there will be a re-allocation icon next to the transaction line of accounting. 
	As described in scenarios #1 & #2: If a transaction has been Final Approved by the AO and the transaction has invalid accounting, then the AO can Reject the transaction and re-send to the cardholder to correct the accounting. To do so, the AO must access the Manager Approval History queue in the Transaction Management, and select the transaction to Pull Back. �
	As described in scenarios #1 & #2: Once the transaction has been Pulled Back, the AO would access the Manager Approval Queue and Reject the transaction and re-send to the cardholder to correct the accounting. The cardholder can make the necessary changes to the transactions and re-send to the AO to Final Approve again.
	After the cardholder re-allocates a transaction with a valid DAC (this does not include correcting an invalid DAC), Access Online will send the most recent re-allocation to FMMI once the payment confirmation is received , the transaction is locked             and no further changes can be made by anyone.
	�Additional information on the Charge Card Service Center including News, Notices, POC Lists, Guides & Reference Material, Training Information, etc., can be accessed at the CCSC Web site.

