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Logged in as: MLOBRIEN

[- Employee Self Service
[ Student Self Service
[ Financial Systems

What's Nex the Portal

View All Articles and Sections

*** NEW Parent Portal ***

I Human Resources Systems You can now give your parents or guardians access to VIEW your \ancial
I PeopleTools (billing/payment) and academic information (schedule/grades) throudy MyPack Maintenance Pagelet
Portal.

To grant access, go to Student Self Service = Campus Personal Informatisn =
Parent/Guardian Access. Tutorials for both students and parents are available.

This will replace the existing Authorized Payer access for eBILL and ePAY.
Please complete this new access if you currently have your parents/guardians set up
for eBILLING.

Do not show me this anain.

MyPack Welcome - Faculty& Staff

If you have Faculty responsibilities....

Faculty Services can be found in the main menu by selecting Student Information Systems, then

Faculty Sewvices. This information can also be found in the Manage My Students pagelet. along

with other related links, such as Course Reserves and WebCT Vista, and is shown by default on the

For Faculty & Staff tab. j
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Click on the Faculty and Staff tab.
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Click on the NCSU Card Center.
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[ Monitoring Tools & ;I Customize Page \ hezn
Reports
< Procurement Manage NCSU Charge Cards
b PCards NCSU Card Center
[ Purchase Orders -
[ Receivers IManage cards for a different emplovee
+ NCSU Card Center ECard Home Page Billing Cvcle Calendar
- PCard Home Page
. : RS a—
- Billing Cycle Calendar
- Location Codes --Active Cards- *All transaction data is for the billing period ending 02/19/2010
[ Purchasing R I
2 -]
[ Set Up Financials/Supply peay =L HE LR
Chain Transactions Total Charges™ §1,432.43
[> Training Statemnents # to Reconcile®: 7
[ Travel Card Summary
b Vouchers & Vendor Request Hislol Request Replacement Card Inactivate Card
Maintenance
[ Worklist
[» Human Resources
Systems
I PeopleTools [+]
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This brings you to your page, as the cardholder. You have the ability to view the PCard Home Page, the
Billing Cycle Calendar, your transactipypour monthly account statement, your card summary and
request history. You can also request changes to your card, request replacements or inactivation.
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Logged in as: MLOBRIEN

I Monitoring Tools & - Procurement Card Transaction History il
Reports
= Procurement Cardhoider:  IEEG—— Card Humber: NS BOA
> PCards Mot Carolina State University Date Issued: ~12/08/2006
I Requisitions Raleigh, NC Card Status:  Active
:i ::::::rzordem ) ACCOUNT ATTRIBUTES .
Amount Limits Default Account Information Allowed Purchases
» NCSU Card Center Per Trans: 55,000.00 Project: 661084-06704 Types of Spending Allowed
A e Daily: $1000000  Department 110901 Standard
i Monthiy: $25,000.00 Full Card Summary ravel

[» Set Up Financials/Supply

- Location Codes /
I» Purchasing TRANSACTIONS

[ ir';ﬁ“nr‘lng Statement Closing Date Total Amount View Trans
I Travel February 2010 02/19/2010 12 $1,432.43 View Trans | |
I> Vouchers & Vendor January 2010 01/20/2010 13 $781.75 View Trans
Maintenance December 2009 1218/2009 19 $1,474.18 View Trans
[> Worklist November 2009 11420/2009 26 $-237.16 View Trans
[ Human Resources October 2009 10/20/2009 29 $6,127.12 View Trans
Systems September 2009 09/18/2009 22 $1,740.06 View Trans
[ PeopleTools [+] August 2009 08/20/2009 N $4,740.40 View Trans
ﬂ » July 2009 07i20/2009 28 $5,509.89 View Trans LI
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on the words VIEW TRANS, highlighted in yellow on the far right side of the page. You can see
transactions in this system from December 2006 forward, for active cards only.
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[ Monitoring Tools & —

Reports Procurement Card Transactions
= Procurement m I

[> PCards card:

> Requisitions

[> Purchase Orders

[» Receivers

Billing Date  02/19/2010

» NCSU Card Center

- PCard Home Page Trans Date Posted Tran Nbr Merchant information Amount Dejafls  Recon Status
- Billing Cycle Calendar 01/21/2010 041252010 CPS0379356 NORTHERN TOOL EQUIP NC 24, Closed
- Location Codes 01/2212010 01/25/2010 CPS0379357 AMAZON MKTPLACE FITS 200y Unrecon
> Purchasing 01/24/2010 01/25/2010 CPS0379358 LOWES #0178 3.02[Ry Unrecon
Dgila"JnDF‘"ﬁ"C‘ﬂ'ﬁ’SUDD‘V 01/25/2010 01/28/2010 CPS0380775 SOUTHERN SEEDS INC. 95.50 Closed
» Training 01/26/2010 01/28/2010 CPS0380776 SOCIETY HEADQUARTERS 125.00 [ Closed
b Travel 01/30/2010 02/01/2010 CPS0382152 OFFICE WAX 124.98 [ Unrecon
I Vouchers & Vendor 01/29/2010 02/01/2010 CPS0382153 CULLIGAN OF THE TRIANGLE 3284 @ Closed
Maintenance 01/31/2010  02/01/2010 CPS0382154 THE PEABODY LITTLE ROCK 51334 [ Closed
D:::’ﬂ::‘;?ﬁoums 02/02/2010 02/03/2010 CPS0383019 USPS 36020805031000200 12 Unrecon -
Systems 02/02/2010 02/04/2010 CPS0383415 DELTAAIR 0067734705002 262.80 [ Unrecon
> PeopleTools [=| 02022010 0210412010 CPS0383416 AGENT FEE 8900520852052 30.00 [ Unrecon
L4 » 02/04/2010 02/05/2010 CPS0384019 NCSU BOOKSTORE 7495 Unrecon |
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When you click VIEW TRANS, it will give you a page like hi@idramsaction date, posted date and
transaction number (that you add to the receipt) will be listed. You can also click on a@eadoy | YS Ay
the Merhcant Information columio get their phone number, as shown below.
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Logged in as: MLOBRIEN

:I Customize Page
[ Monitoring Tools &

Reports
= Procurement N

I PCards Merchant Details

> Requisitions

> Purchase Orders Merchant: SOUTHERN SEEDS INC

b Receivers city: 2522353111 <

NCSU Card Center

State: NC

= PCard Home Page
= Billing Cycle Calendar
- Location Codes

Country: United States
Return

[ Purchasing

[» Set Up Financials/Supply
Chain

[ Training
[ Travel

[ Vouchers & Vendor
Maintenance
[ Worklist
[ Human Resources
Systems
[ PeopleTools o
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Whenyou click on the vendaname if the phone number was provided to VI$i#e Financial System
will capture it and report it here for your convenience. This can be used to contact the merchant
regarding discrepancies and/or missing/misplaced receipts. Click Return to get back/t&¥erRANS
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[ Monitoring Tools & =l procurement Card Transaction History
Reports Procurement Card Transactions

= Procurement I —
[ PCards
I Requisitions Card: = Bank: BOA CardType: Procurement Card

[» Purchase Orders
[> Receivers

+ NCSU Card Center Billing Date  02/19/2010

mize | Find | View Al First 4] 142 or 12 [ Las

- PCard Home Page

Trans Date Posted Tran Nbr Merchant Information Amount Details Recon Status
° ENESE SR EIeE 01/21/2010 01/25/2010 CPS0379356 NORTHERN TOOL EQUIP NC 2477 Closed
Localion Codes 01/22/2010 01/25/2010 CPS0379357 AMAZON MKTPLACE PMTS 13299 B Unrecon

[ Purchasing =
01/24/2010 01/25/2010 CPS0379358 LOWES #01878° 802 Unrecon

[- Set Up Financials/Supply

Chain 01/25/2010 01/28/2010 CPS0380775 SOUTHERN SEEDS INC 95.50 Closed
[> Training 01/25/2010 01/28/2010 CPS0380776 SOCIETY HEADQUARTERS 125.00 % Closed
- Travel 01/30/2010 02/01/2010 CPS0382152 OFFICE MAX 124.98 B Unrecon

b Vouchers & Vendor 01/28/2010 02/01/2010 CPS0382153 CULLIGAN OF THE TRIANGLE 3284
Maintenance
» Worklist 013172010 02/01/2010 CPS0382154 THE PEABODY LITTLE ROCK 51834 3 _
» Human Resources 02/02/2010 021032010 CPS0383019 USPS 36020805031000300 124 Unrecon
Systems |_| 02022010 0210412010 CPS0383415 DELTA AIR 0067734705002 263.80 Unrecon
 PeopleTools v| 02022010 0200412010 CPS0383415 AGENT FEE 8300520852952 30.00 B Unrecon

ﬂ—IL 020412010 02052010 CPS0AR4N1A  NCSL ROOKSTORFE 7485 3 Linrecan LI
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Some vendors also send itemized detail as to what was purchased. Most vendors do not, as this is very

costly to the vendor, but if the vendor participates in level three detail, we capture it with the details
icon. For example, yiou click on the details icon for Delta Air . . .
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Logged in as: MLOBRIEN

Details of Transaction

Transaction Number: CPS0353415

Posted Date: 02i04/2010

Merchant: DELTAAIR 0087724705002
Transaction Amount:  $263.80

[Transaction Details

Charge Ref Detail Type Description 1 Description 2 Description 3 Description 4 Description 5
862142 Travel Detail Airports: RDU to ATL Travel: 02/22/10 00:00-00:00 Senvice Class: U

862142 Travel Detail Airports: ATL to PHX Travel: 02/22110 00:00-00:00 Senvice Class: U

862142 Travel Detail Airports: PHX to ATL Travel: 02/22/10 00:00-00:00 Senvice Class: TX

862142 Travel Detail Airports: ATL to RDU Travel: 02/22110 00:00-00:00 Senvice Class: T

862142 Travel Summary Ticket Total: 263.80 Passenger. EEG_— Departure date: 02/22/2010 Agency: TRAVEL EXPERTS
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We can see who the airline ticket was purchased for, the dates and locations for departure and arrivals.
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This is particularly helpful in obtaining duplicate receipts. Click Cancel to go back to the transaction
listing page.
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| I — |
[ Monitoring Tools &
Reports
= Procurement Biling Date  02/19/2010
[> PCards

[ Requisitions Trans Date Posted Tran Nbr Mercha ion Amount Details Recon Status
I Purchase Orders 01/21/2010 01/25/2010 CPS0379356 MORTHERN TOOL EQUIP NC 2477 Closed
I Receivers 01/22/2010 01/25/2010 CPS0379357 AMAZON MKTPLACE PMTS 132,99 [ Unrecon
¢ NCSU Card Center 01/24/2010 01/25/2010 CPS0379358 LOWES #01878° 5.02 & Unrecon
- PCard Home Page 01/25/2010 01/28/2010 CPS0380775 SOUTHERN SEEDS INC 95.50 Closed
- Billing Cycle Calendar 01/25/2010 01/28/2010 CPS0380776 SOCIETY HEADQUARTERS 125.00 B Closed
- Location Codes 01/30/2010 0210112010 CPS0382152 OFFICE MAX 124,98 B Unrecon
b Purchasing 01/20/2010 02/01/2010 CPS0382153 CULLIGAN OF THE TRIANGLE 3284 R Closed
[» Set Up Financials/Supply =
Chain 01/31/2010 02/01/2010 CPS0382154 THE PEABODY LITTLE ROCK 518.34 [ Closed
> Training 02/02/2010 02/03/2010 CPS0383018 USPS 36020805031000300 124 Unrecon
b Travel 02/02/2010 02/04/2010 CPS0383415 DELTA AIR 0067734705002 263.80 [ Unrecon
I Vouchers & Vendor 02/02/2010 02/04/2010 CPS0383416 AGENT FEE 8900520852952 30.00 B Unrecon
. mi:;?:‘ance 02/04/2010 02/05/2010 CPS0384019 NCSU BOOKSTORE 74.95 B Reconciled
[ Human Resources
Systems |_| cancel +—
[ PeopleTools o
I

~]
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Click cancel to gdtack to the VIEW TRANS page.
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Logged in as: MLOBRIEN

covose meww
15|

| o - : Travel :I
> Monitoring Tools & Monthly: $25,000.00 Eull Card Summary
Reports
= Procurement TRANSACTIONS
[ PCards
[> Requisitions Statement Closing Date # Transactions Total Amount View Trans
[» Purchase Orders February 2010 02/19/2010 12 $1,432.43 View Trans
[> Receivers January 2010 01/20/2010 13 §781.75 View Trans
+ NCSU Card Center December 2009 12/18/2009 19 $1,474.18 View Trans
November 2009 11i20/2009 26 $-237.16 View Trans
- PCard Home Page October 2009 10/20/2009 29 $6,127.18 View Trans
- Billing Cycle Calendar September 2009 09/18/2009 22 $1,740.06 View Trans
- Location Codes August 2008 08/20/2008 a §4,740.40 View Trans
I Purchasing July 2009 07/20/2009 28 5$5,509.89 View Trans
> Set Up Financials/Supply June 2009 06/19/2009 31 5$3,403.82 View Trans
Chain lay 2009 05/20/2009 33 4,307 68 View Trans
b Training April 2009 04/20/2009 17 $4,004.50 View Trans
b Travel March 2009 03/20/2009 13 $778.01 View Trans
[ Vouchers & Vendor
Maintenance
[ Worklist Goto NCSU Card Center Administer Requests
[ Human Resources
Systems
[ PeopleTools

T[T =
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Click Go to the NCSU Card Center to get back to the main page.
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Logged in as: MLOBRIEN

e Customize Page |
[ Monitoring Tools &

Reports

< Procurement Manage NCSU Charge Cards
& PCards NCSU Card Center
[> Requisitions Nam:

[» Purchase Orders

[ Receivers Manage cards for a different employee
+ NCSU Card Center ECard Home Page Billing Cvcle Calendar
" eI HG e Procurement Cards (o S
- Billing Cycle Calendar
- Location Codes --Active Cards- *All trangaction data is for the billing period ending 02/19/2010
[ Purchasi
9 View: Bank: BOA ‘Card Number: _
[ Set Up Financials/Supply )
Chain Transactions Total Charges™: 5143243
& Training Statements # to Reconcile™: 6
[ Travel

[» Vouchers & Vendor
Maintenance

[ Worklist

[- Human Resources
Systems

- PeopleTools =
T[T
pore [T 1 [ [ [ [ trustedstes [Hoow -
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Request Histol Reguest Changes to Card Reguest Replacement Card Inactivate Card

You can also view your statements by clicking on statements.
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Logged in as: MLOBRIEN

P -
[> Monitoring Tools & _I ACCOUNT ATTRIBUTES _I
Reports Amount Limits Default Account Information Allowed Purchases
= Procurement Per Trans: 5500000  Project: 561084-06704 U ES G ST ET T AT
PEEIS Daily: 510,00000  Department 110901 _?‘a“d‘am
B ravel
(it Monthy: 525,000.00 Full Card Summary
[> Purchase Orders
QRecebvors STATEMENTS
» NCSU Card Center To view and print the Procurement Card Account Statement, click on a printer icon in the list
- PCard Home Page below. Then please wait a few moments while the pdf document of the Account Statement is
being prepared. The printicon for the current month will not be available until the billing cycle is
= Billing Cycle Calendar Honed
- Location Codes
» Purch: Please click on the Image’ link in order to view a copy of the completed monthly account
urchasing statement that was submitted to Purchasing
[» Set Up Financials/Supply
Chain Customize | Find | View All | £ First [4] 112 or 39 O Lasi
[ Training View
& Travel print Statement Closing Date #Transactions Total Amount image —
b Vouchers & Vendor February 2010 02/19/2010 12 $1,432.43
Dma":;?’;ance & Januay 2010 011202010 13 78175 nia
lorklis
December 2009 12118/2009 19 147418 Image
[» Human Resources /*/ & ik (L=nE
Systems é MNovember 2009 11/20/2009 26 $-237.16 Imaage
[ PeopleTools = & October 2008 10/20/2009 29 $6,127.18 Imaqge

| y & september 2009 0911872009 22 $1740.06 Image =
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The printer icon on the left hand side of the screen tells you that the monthly acctaieteent is

available for printing. As you can see, January is available, but because February is in progress, it is not
yet available. The billing cycle calendar contains the published dates. Click on the printer icon to see
the statement.
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It will open a PDF file of the statement and you can click on File > Print to print the statement. Close out
the PDF to return to the statement page.
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You can see this file has 41 pages, sostdibof the receipts. You can return to the statement page by
closing out the PDF file.
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Click Go to NCSU Card Center to get back to the card center.
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You can also click on Card Summary to get an informational view of what spend limits are oregdu
card, the spend types, the default project ID and your reconcilers.
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To get back to the main page, you would clickdmmto NCSU Card Center at thwtom of this page.
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Clicking on the Request History will provide a listing of the regusit have been made for this card,

whether new or modified requests. These requests are only from January 26, 2010 forward, so this link
is not available for this cardholder. You can also click on Request Changes to card to make a change to

the card séup.
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A sample of this request page.
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You can click on CURRENT LIMITS to see the current limits on the card.
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Once you get to the bottom of the page, you can submit your request or save your changes for later.

Once submitted, the request routes your college for approval and then to the PCard Administrative

Office. Once the action is complete, you will be notified by the Program Administrator that the change

is in place. You can also click Go to NCSU Card Center to avoid entering a request.

You can also click on Request a Replacement Card.



