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Course Overview
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Course Objectives

Upon completion of the course, you will be able to:

· Navigate to the Cardholder Profile page in SMART
· Add and maintain Business Procurement Cardholder profile information in SMART

· Assign proxies to business procurement cards

· Add default distribution information for business procurement card transactions

Agenda

Today, we will cover the following topics:

· Key terms and concepts associated with P-Cardholder Profile information in SMART
· Roles Involved in P-Card Administration in SMART

· CardHolder Profile Page

· Personal Data

· Card Data

· Assign Proxies Page

· Default Accounting Distribution page

· Distribution Choices – Single-Line Distribution and Multi-Line Distribution
This space intentionally left blank.  Please turn to the next page.

Lesson 1: Understanding P-Card Administration
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Objectives

Upon completion of this lesson, you will be able to:

· Define key terms associated with business procurement card administration in SMART
· Identify the agency based role associated with business procurement card administration in SMART
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· BPC – Business Procurement Card.  Previously in the State of Kansas there were BTA (Business Travel Authorization cards).  These are now known in SMART as BPC (Business Procurement Cards).  Business procurement card numbers are unique to each Business Procurement Card holder for the State of Kansas.
· The Kansas P-Card Administrator role is the only agency based SMART role that has access to the Card Holder Profile Page in SMART.
Topic 1: Roles Involved in P-Card Administration
There is one agency based role that interacts with Business Procurement Cardholder Profile information in SMART.
· Kansas P-Card Administrator: This role is responsible for managing agency business procurement cards.  For example: Assigning business procurement card proxies, adding new business procurement cards / users, and maintaining business procurement card holder profile information.

Lesson Review

In this lesson, you learned:

· To define key terms and concepts associated with business procurement card administration in SMART
· Identify the agency based role associated with the administration of business procurement cardholder profile information in SMART
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The following are additional resources that provide more detail about the topic we have covered:
http://www.da.ks.gov/purch/Pcard/SMARTGuidanceforPCards.doc

Lesson 2: Performing P-Card Holder Profile Administration
Objectives

Upon completion of this lesson, you will be able to:

· Navigate to the Cardholder Profile page in SMART
· Add and maintain business procurement cardholder profile information
· Assign proxies to business procurement cards

· Enter default distribution information for business procurement card transactions
Scenario:  You are a Kansas P-Card Administrator for your agency.  Your agency has just hired a new employee who will use a business procurement card for the State of Kansas.  UMB has assigned the business procurement card to the new employee, and the business procurement card number has been assigned to the new employee by your agency.  Now, you need to set up the employee’s Cardholder profile information for the business procurement card in SMART.
Topic 1: CardHolder Profile Page

	Page Name
	Navigation

	Cardholder Profile page
	Purchasing ( Procurement Cards ( Definitions ( Cardholder Profile page
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Figure 1: Cardholder Profile Search page

	Fields
	Description

	Employee ID
	Use the Employee ID field to enter the employee’s Employee ID number.  Your BU security access will dictate which Employee ID’s you have access to use.

	Name
	Use the Name field to enter the Employee’s name.  Name structure in the Cardholder Profile page is entered as: LAST NAME, First name MIDDLE INITIAL.

	Last Name
	Use the Last name field to enter the Employee’s last name.  Name structure in the Cardholder Profile page is entered as: LAST NAME.

	Case Sensitive
	Select the Case Sensitive checkbox to perform a case sensitive search of cardholder (employee) names/ID numbers.

	Search button
	Once you have completed your search criteria, use the Search button to perform the search to locate the desired employee.  Search results are displayed in a search results grid below the search criteria section.

	Clear button
	Use the Clear button to clear search criteria.


Table 1: Cardholder Profile Search page

Topic 2: CardHolder Profile – Personal Data

Clicking the desired employee name/ID number in the Search Results grid opens the Cardholder Profile – Personal Data page for the employee.

	Page Name
	Navigation

	Personal Data page
	Purchasing ( Procurement Cards ( Definitions ( Card Holder Profile page ( Personal Data Tab
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Figure 2: Cardholder Profile – Personal Data page
	Fields
	Description

	Personal Data
	The information in the Personal Data page is for the employee selected (sourced from SHARP) and is unable to be edited in SMART.


Table 2: Cardholder Profile – Personal Data page
Topic 3: CardHolder Profile – Card Data

Clicking the Card Data tab opens the Card Data page.

	Page Name
	Navigation

	Card Data page
	Purchasing ( Procurement Cards ( Definitions ( Card Holder Profile page ( Card Data Tab
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Figure 3: Cardholder Profile – Card Data page
	Fields
	Description

	Display Unmasked Card Number
	Use the Display Unmasked Card Number checkbox to view the full business procurement card number for the employee.

Note: Only SMART users with the Kansas P-card Admin role will be able to use this checkbox.
Hint: When entering a new P-Card number, be sure that the “Display Unmasked Card Number” check box is unchecked before saving the new number.  

	Save button
	Once you have added or updated all information on the Card Data page, click the Save button to save the changes you made to the Cardholder profile information.

	Return to Search button
	Click the Return to Search button to return to the Search Results grid on the Cardholder Profile page.

	Previous in List button
	Click the Previous in List button to navigate to the previous record available in the Search Results grid on the Cardholder Profile page.

	Next in List button
	Click the Next in List button to navigate to the next record available in the Search Results grid on the Cardholder Profile page.


Table 3: Cardholder Profile – Card Data page
Topic 4: Card Data – Credit Card Tab

	Page Name
	Navigation

	Credit Card Tab
	Purchasing ( Procurement Cards ( Definitions ( Card Holder Profile page ( Card Data Page ( Credit Card Tab
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Figure 4: Cardholder Profile – Card Data page – Credit Card Tab
	Fields
	Description

	Business Unit
	Use the Business Unit field to enter your agency’s Business Unit number.

	Card Issuer
	UMB Bank is the current card issuer for all State of Kansas business procurement cards.  Enter ‘UMB’ into the Card Issuer field.

	Card Number
	Use the Card Number field to enter the business procurement card number assigned to the employee.

Note: Depending on your security access in SMART, the business procurement card number may be encrypted for security purposes.  Encrypting displays only the last four digits of the business procurement card number to end users in SMART (refer to Figure 4 for example)

	Control Account 
	Use the Control Account field to enter the Control Account associated to this card.  All procurement cards must be associated to a Control Account to process in SMART.

Note: Control Accounts are maintained centrally.  If you need to add or delete a Control Account contact Department of Purchasing.

	Expiry Date
	Use the Expiry Date to enter the expiration date for the employee’s business procurement card.  Expiry Date is entered in the format of MM/DD/YYYY.

Hint: When an employee retires or leaves the agency, contact UMB and cancel their card.  In SMART, change the expiry date on the cancelled account to reflect the cancelled date.

Use the calendar icon to enter the date.

	Card Type
	Use the Card Type field to enter ‘Visa’.  VISA business procurement card numbers begin with a ‘4’ and contain a total of 16 digits.  

	Date Issued
	SMART auto populates the current date into the Date Issued field.  If necessary, change the default date to the correct date of issue of the business procurement card.

Hint: Use the calendar icon to enter the date.

	+ button
	Use the + button to add new rows for additional business procurement cards for the employee as necessary.

	- button
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	Division of Purchases Information Circular 11-02 provides that P-Cards shall not be deleted from P-Card Holder profiles.
NOTE: Uploaded transactions will not be accessible on-line if the procurement card is deleted from the P-Card holder profile , leaving “orphaned” transactions in SMART.


Table 4: Cardholder Profile – Card Data page – Credit Card Tab

Topic 5: Card Data – Additional Information Tab
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Figure 5: Cardholder Profile – Card Data page – Additional Information Tab
	Fields
	Description

	Business Unit
	Use the Business Unit field to enter your agency’s Business Unit number.  If you entered this information on the Credit Card tab, this information will auto populate based on the information you entered on the Credit Card tab.

	Card Issuer
	Enter ‘UMB’ into the Card Issuer field.  If you entered this information on the Credit Card tab, this information will auto populate based on the information you entered on the Credit Card tab.

	Card Number
	Use the Card Number field to enter the business procurement assigned to the employee.  If you entered this information on the Credit Card tab, this information will auto populate based on the information you entered on the Credit Card tab.

Note: Depending on your security access in SMART, the business procurement card number may be encrypted for security purposes.  Encrypting displays only the last four digits of the business procurement card number to end users in SMART (refer to Figure 5 for example).
Once business procurement card transactions have been loaded into SMART for a business procurement card, the card number then becomes uneditable (you will not be able to change the card number).

	Vendor Card checkbox
	The State of Kansas is not using the Vendor Card.  This check box has been grayed out and cannot be selected.

	Vendors Link
	The State of Kansas is not using the Vendors link.  The Vendors link is activated only when the Vendor Card checkbox is selected in SMART.

	Proxies Link
	Click the Proxies link to access the Assign Proxies page.  The use of the Assign Proxies page is covered later in this document.

	Default Distrib Link
	Click the Default Distrib link to access the Default Accounting Distribution page.  The use of the Default Accounting Distribution page is covered later in this document.  All business procurement cards loaded into SMART must have default funding assigned.

	Commodity Codes Link
	The State of Kansas is not using the Commodity Codes link.

	+ button
	Use the + button to add additional row(s) as necessary.
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- button
	Division of Purchases Information Circular 11-02 provides that P-Cards shall not be deleted from P-Card Holder profiles.
NOTE: Uploaded transactions will not be accessible on-line if the procurement card is deleted from the P-Card holder profile , leaving “orphaned” transactions in SMART.


Table 5: Cardholder Profile – Card Data page – Additional Information Tab
Topic 6: Assign Proxies Page

	Page Name
	Navigation

	Assign Proxies page
	Purchasing ( Procurement Cards ( Definitions ( Card Holder Profile page ( Card Data ( Additional Information Tab ( Proxies Link


Click the Proxies link on the Card Data – Additional Information Tab to access the Assign Proxies page.


It is important to know that ONE User ID can have only ONE proxy role associated with EACH business procurement card in SMART.  In other words, you can only assign ONE role, per person, per business procurement card.

Note: SMART will provide an error message if you attempt to assign roles incorrectly.
For Example:

If you assign Tom’s user ID to a procurement card with the role of ‘Reconciler’, you cannot assign Tom’s user ID to the same procurement card with the role of ‘Approver’.
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Figure 6: Assign Proxies page
	Fields
	Description

	User ID
	Use the User ID field to enter the SMART User ID for the employee.

	Description
	The Description field displays the users name captured in SHARP.

	Role


	There are several role options available for business procurement card proxies in SMART:

· PO AGY P-Card Recon/Approver– Reconciles and approves the transactions for the business procurement card

· PO Agency P-Card Reconciler – Reconciles the business procurement card transactions in SMART

· PO Agency P-Card Approver – Approves the business procurement card transactions in SMART

· PO Agency P-Card Holder (Optional Proxy) – May reconcile transactions.  Allows card to be used on requisitions/purchase orders.  This role by itsself does not have access to SMART.
· PO Agency P-Card Admin – Performs administrative duties associated with business procurement cards in SMART

	Requester Default
	Select this box if the Cardholder is a Requester in your agency and every time they are selected as a ‘Requester’ you want this specific p-card to default as the payment method on the purchase requisition in SMART.
Note:  This information is not permanent.  The default p-card information is able to be manually overridden on the requisition.

	Buyer Default
	Select this box if the Cardholder is a Buyer in your agency and every time they are selected as a ‘Buyer’ you want this p-card to default as the payment method on the Purchase Order.

	+ button
	Use the + button to add additional row(s) as necessary

	- button
	Use the – button to delete or remove proxy rows as desired.



	OK button
	Click the OK button to save the changes you have made to the Assign Proxies page.

	Cancel button
	Click the Cancel button to exit the Assign Proxies page without saving any changes you made to the Assign Proxies page.


Table 6: Assign Proxies page
Topic 7: Default Accounting Distribution Page

	Page Name
	Navigation

	Default Accounting Distribution page
	Purchasing ( Procurement Cards ( Definitions ( Card Holder Profile page ( Card Data ( Additional Information Tab ( Default Distrib Link
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Figure 7: Default Accounting Distribution page
	Fields
	Description

	Ship To
	Optional field.  Use the field to enter the desired Ship To location value.  If you do not know the Ship To location, use the Lookup button to view a list of available options.

	Use Single-Line Distribution radio button
	This is the default Distribution Choices option in SMART.  Use the Single-Line Distribution radio button to enter one single line of default funding (account distribution) which SMART applies as the default value(s) for EVERY transaction incurred using this business procurement card.

Single line distributions entered here will default into EVERY transaction loaded into SMART.  These values may be changed during the reconcilication process.

Note: The GL BU, Dept, Fund, Bud Unit, Program and Account are required.

	Use Multi-Line Distribution radio button
	Use the Multi-Line Distribution radio button to enter a SpeedChart Key.  A SpeedChart key splits the distribution (funding).  SMART applies the split distribution value(s) as the default funding values for all business procurement card transactions incurred using this business procurement card.

Multi-Line distributions entered here will default into EVERY transaction loaded into SMART.  These values may be changed during the reconcilication process.
Note: The GL BU, Dept, Fund, Bud Unit, Program and Account are required.

	OK button
	Once you have entered the default accounting distribution information, click the OK button to accept the changes you made on the Default Accounting Distribution page.

	Cancel button
	Use the Cancel button to exit the Default Accounting Distribution page without saving any changes you made on the Default Accounting Distribution page.


Table 7: Default Accounting Distribution page

Distribution Choices

When using either Single-Line Distribution or Multi-Line Distribution the line must have funding which then defaults on every p-card transaction for the procurement card (based on the procurement cardholder profile).

Topic 8: Distribution Choices – Use Single-Line Distribution

	Page Name
	Navigation

	Distribution Choices Section
	Purchasing ( Procurement Cards ( Definitions ( Card Holder Profile page ( Card Data ( Additional Information Tab ( Default Distrib Link ( Default Accounting Distribution Page
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Figure 8: Use Single-Line Distribution – Left Side of Page
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Figure 9: Use Single-Line Distribution – Right Side of Page

	Fields
	Description

	GL Unit
	Required field.  SMART defaults the GL Unit number based on the Business Unit number entered on the Card Data page.  The GL Unit number on the Default Accounting Distribution page must match the Business Unit number specified on the Card Data page.

	Dept
	Required field.  Use the Dept field to enter the Department number.  If you do not know the Department number, click the Lookup button to access a list of available options.

	Fund
	Required field.  Use the Fund field to enter the Fund number.  If you do not know the Fund number, click the Lookup button to access a list of available options.

	Bud Unit
	Required field.  Use the Bud Unit field to enter the Budget Unit number.  If you do not know the Budget Unit number, click the Lookup button to access a list of available options.

	Program
	Required field.  Use the Program field to enter the Program number.  If you do not know the Program number, click the Lookup button to access a list of available options.

	Account
	Required field.  Use the Account field to enter the Account number.  If you do not know the Account number, click the Lookup button to access a list of available options.

	PC Bus Unit
	Optional field.  Use the PC Bus Unit field to enter the Project Costing Business Unit number if applicable.  If you do not know the PC Bus Unit number, click the Lookup button to access a list of available options.

	Project
	Optional field.  Use the Project field to enter the Project number if applicable.  If you do not know the Project number, click the Lookup button to access a list of available options.

	Activity
	Optional field.  Use the Activity field to enter the Activity number if applicable.  If you do not know the Activity number, click the Lookup button to access a list of available options.

	Source Type
	Optional field.  Use the Source Type field to enter the Source Type number if applicable.  If you do not know the Source Type number, click the Lookup button to access a list of available options.

	Category
	Optional field.  Use the Category field to enter the Category number if applicable.  If you do not know the Category number, click the Lookup button to access a list of available options.

	Sub Category
	Optional field.  Use the Sub Category field to enter the Sub Category number if applicable.  If you do not know the Sub Category number, click the Lookup button to access a list of available options.

	Svc Loc
	Optional field.  Use the Svc Loc field to enter the Service Location code if applicable.  If you do not know the Service Location code, click the Lookup button to access a list of available options.

	Agy Use
	Optional field.  Use the Agy Use field to enter the Agency Use value if applicable.  If you do not know the Agency Use value, click the Lookup button to access a list of available options.

	ChartField 2
	Optional field.  Use the ChartField 2 field to enter the ChartField 2 value if applicable.  If you do not know the ChartField 2 value, click the Lookup button to access a list of available options.

	Fund Affil
	Optional field.  Use the Fund Affil field to enter the Fund Affiliate value if applicable.  If you do not know the Fund Affiliate value, click the Lookup button to access a list of available options.

	Affiliate
	Optional field.  Use the Affiliate field to enter the Affiliate value if applicable.  If you do not know the Affiliate value, click the Lookup button to access a list of available options.

	Location
	Optional field.  Use the Location field to enter the Location code if applicable.  If you do not know the Location code, click the Lookup button to access a list of available options.


Table 8: Distribution Choices – Use Single-Line Distribution

Topic 9: Distribution Choices – Use Multi-Line Distribution

	Page Name
	Navigation

	Distribution Choices Section
	Purchasing ( Procurement Cards ( Definitions ( Card Holder Profile page ( Card Data ( Additional Information Tab ( Default Distrib Link ( Default Accounting Distribution Page
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Figure 10: Default Accounting Distribution page – Use Multi-Line Distribution

	Fields
	Description

	Primary Permission List drop-down
	Leave the Primary Permission List blank (empty) as we are not using it for procurement card transactions.

	SetID
	Use the SetID field to enter the Business Unit number for your agency.

	SpeedChart Key
	Use the SpeedChart Key to enter the SpeedChart value.  If you do not know the SpeedChart Key value, click the Lookup button to view a list of available options.

	Description
	The Description field displays the Description for the SpeedChart Key value entered in the SpeedChart Key field.

	Default checkbox
	Select the Default checkbox to select this SpeedChart to set it up as the default for EVERY transaction loaded into SMART for this card.  All of the available SpeedChart values listed here will be accessible during the reconciliation process.
Note: The default funding information is able to be overridden by the P-Card Reconciler during the procurement card transaction reconciliation process.

	Show SpeedChart Link
	Click the Show SpeedChart link to access the SpeedChart Detail page.  Use the SpeedChart Detail page to view the distribution (funding) details for the SpeedChart Key.  (Figures 11 and 12 provide screenshots of the SpeedChart Detail page).

	+ button
	Use the + button to add a new row.  Use the new row to enter a SpeedChart Key.

	- button
	Use the – button to delete or remove SpeedChart Key rows as desired.




Table 9: Distribution Choices – Use Multi-Line Distribution
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Figure 11: SpeedChart Detail page – Left side of page
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Figure 12: SpeedChart Detail page – Right side of page

Topic 10: Card Data – Credit Limits Tab

	Page Name
	Navigation

	Credit Limits Tab
	Purchasing ( Procurement Cards ( Definitions ( Card Holder Profile page ( Card Data Page
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Figure 13: Card Data page – Credit Limits tab

The State of Kansas is not using the Credit Limits tab page or functionality.  These limits will be managed by UMB.
Topic 11: Card Data – Transaction Limits Tab

	Page Name
	Navigation

	Transaction Limits Tab
	Purchasing ( Procurement Cards ( Definitions ( Card Holder Profile page ( Card Data Page
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Figure 14: Card Data page – Transaction Limits tab

The State of Kansas is not using the Transaction Limits tab page or functionality.  These limits will be managed by UMB.
Topic 12: Card Data – Termination of a procurement card
Change Card Expiry Date: When a business procurement card needs to be terminated, change the card expiry date to the actual card termination date.  
State of Kansas Business Process:  Call UMB bank ASAP to cancel the business procurement card.
Please note:  Division of Purchases Information Circular 11-02 provides that P-Cards shall not be deleted from the P-Card holder profiles.
Lesson Review

In this lesson, you learned to:
· Navigate to the Cardholder Profile page in SMART

· Add and maintain business procurement cardholder profile information

· Assign proxies to business procurement cards

· Enter default distribution information for business procurement card transactions
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