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Viewing Current Pro Card Transactions (Rev. 02/27/06)

	1.  
	Begin by navigating to the Pro Card Transactions page.

Click the Purchasing link.
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	2.  
	Click the Pro Cards link.
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	3.  
	Click the Reconcile link.
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	4.  
	Click the Reconcile Statement link.
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	5.  
	Three pieces of information are required to search:

- Role Name
- Cardholder EmplID/Affiliate ID (OR the entire Card Number)

- Billing Date
Begin by selecting the Role Name.

	6.  
	Viewing capability is included when you are assigned Reallocator rights for a card. 
Two Role Names display on the drop down list when you have been assigned Viewer rights to one card and Reallocator rights to another card. 

One Role Name displays when you have Viewer or Reallocator rights to only one card. 

Click the Role Name list.
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	7.  
	The system permits you to view transactions for one card at a time.

Enter the cardholder's Employee ID (or Affiliate ID) in the EmplID field.

NOTE: Using the Look up EmplID button will display the list of cardholders for whom you have rights to reallocate (or view).

Enter the cardholder's EmplID, "005162".

	8.  
	Click the Look up Billing Date (Alt+5) button.
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	9.  
	Select the Billing Date you wish to view.

Select "01/25/06".

Click the Billing Date link.
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	10.  
	You have entered Role Name, cardholder EmplID ID and Billing Date. 

The system now has enough information to search for your transactions.

Click the Search button.
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	11.  
	The Collapse (Ctrl + Y) button hides the Menu to create more viewing area.

NOTE: To display the Menu again, click the Expand (Ctrl + Y) button which will be located on the far left of the page just below the eUMB logo) when the Menu is hidden (collapsed).

Click the Collapse (Ctrl+Y) button.
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	12.  
	Transactions are displayed sorted by the Transaction Date. 

Clicking on the Trans Date link will re-sort the list, placing the last item at the top of the list. Give it a try!

Click the Trans Date link.
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	13.  
	Merchant information - including reference numbers - are located behind the Merchant name link.

View additional information on the Merchant named SHEPHERD ELECTRIC CO IN. 

Click the Merchant link.
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	14.  
	The Merchant Details page offers additional information on the vendor. Reference numbers - when available - will appear in the City field. 

Click the Return (Esc) button.
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	15.  
	Pro Card Viewers can read comments, but cannot modify comments or add new comments.  

Lines display inside the Comment balloon indicating that a comment has been added to this transaction.

Click the Comments button.
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	16.  
	NOTE: The first 40 characters of the Comments field can be displayed in RAVEN where they can be viewed, downloaded or printed along with other transaction data.

Return to the Transaction page.

Click the OK button.
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	17.  
	NOTE: You are able to re-sort transactions by clicking on any underlined column header (title). 
Let's re-sort this list of transactions so that reallocated transactions appear at the top of the list.

Click the Redistrib link.
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	18.  
	A "Yes" in the Redistrib column denotes that a transaction has been reallocated. We successfully re-sorted the list so reallocated transactions appear first.

Information on the most recent reallocation is located behind the Yes link.

Click the Yes link.
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	19.  
	The Redistribution History page identifies the last person who reallocated the transaction. It also displays the reallocation date/time.

When you finish viewing, return to the Transaction tab.

Click the Return button.
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	20.  
	Use the Billing tab to view or sort by Billing Date.

Click the Billing tab.
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	21.  
	Transactions can be sorted by Billing Date on the Billing tab. This is the main use for this page.
The cardholder last name appears in the Reference column. 

NOTE: UMB will not use the Description, Dispute Amount or Credit Collected columns. Continue to handle disputes outside eUMB Financials according to Pro Card guidelines. 

Sort the Billing Date column.

Click the Billing Date link.
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	22.  
	Return to the list of Pro Card Transactions. 

Click the Transaction tab.
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	23.  
	Click the Download button.
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	24.  
	Click the Open button.
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	25.  
	The Excel worksheet displays data from all columns except Comments and Distribution.

Close the worksheet window when you are finished viewing.

(NOTE: If you want to use the worksheet later, SAVE before closing.)
Click the Close button.
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	26.  
	You have successfully completed viewing Pro Card transactions available for reallocation.

In addition, you learned how to download Pro Card data into an Excel worksheet.

End of Procedure.
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