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Using the KS_PO_PCRD_VCHR_DELETED Query
Statewide Management, Accounting and Reporting Tool
	Purpose of the Query:
	This query is designed to identify those PCard vouchers/lines that have been deleted.

PCards are unique in the way that they are built to vouchers because they are built through a batch process and not on-line.  Once a PCard transaction has been reconciled, approved and has valid budget and chartfield status’ the PCard transaction will be pulled into a voucher during the PCard voucher build process which happens twice weekly, Monday and Thursday mornings.  Once the PCard voucher is created, it requires voucher approval.  

Agencies should not delete PCard vouchers/lines.  If a situation arises that requires the deletion of a voucher/line, agencies have been directed to submit a SMART Service Desk ticket.  The deletion of a PCard voucher/line does not update the PCard transaction.  Consequently, the PCard transaction retains a voucher/line that no longer exists in SMART.  

	Query parameters:
	· There is a voucher and voucher line associated to the PCard transaction

· The voucher id  and voucher line on the PCard transaction does not exist in SMART.

	1.
	Navigation:  Reporting Tools > Query > Query Viewer

Enter KS_PO_PCRD_VCHR_DELETED as the query name.  
Select the “Search” button.  Select the “HTML” link:

	[image: image1.png]Query Viewer
Enter any information you have and dlick Search. Leave fields biank for st of allvalues,

*Search By: [Query Name ] beginswith  [KS_PO_PCRD_VCHR_DE

Advanced Search

Search Results

“Folder View: | AllFolders— v






	2.
	Enter your Business Unit and select the “View Results” button.  

Select the “Excel Spreadsheet” link to export results to an excel spreadsheet.
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Business Unit | EmployeelD |  Transaction Number | Transaction Date | Status [ Billing Amount | Voucher ID | Voucher Line Number

1 - 24013391195014465179830 07/132011  Closed TOPEKA & SHAWNEE COUNTY P 150,000 00018472 1
2 . 24492801194118000162902 07/13/2011 Closed GREATER WICHITAYHCA 190.000 00018472 2
3 - 24550271195195198399706 07/13/2011  Closed BARTON CO COMM COLLEGE 100,000 00018472 3
4 - 24761971194207549500013 07/13/2011 Closed K U EDWARDS CAWPUS 132.000 00018472 4
5 - S 24036211190624507080818 0710822011 Closed SOUTHWESTAIRE262186075552 337.800 00018472 5
6 - - 24164071182018357729867 07/01/2011 Closed ENTERPRISE RENT-A-CAR 35.300 00018472 6
7 - WU 24184071187018358079622 07/0812011  Closed ENTERPRISE RENT-ACAR 32300 00018472 7
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	Agency Action
	A SMART service desk ticket will need to be entered for any PCard transactions that are included in the results of this query.

	
	Issue
	Steps to Take

	1.
	A PCard Voucher and/or voucher line was deleted and a new voucher and/or voucher line was created to pay the transactions.  

In this case the PCard transaction has been paid; however, the connection between the PCard transaction and the voucher has been broken.  Someone reviewing the PCard data would have no reason to believe that these transaction have been paid.
	· A SMART service desk ticket will need to be submitted.  Please use the following in the subject line:  PCard Voucher and/or voucher line deleted and new voucher and/or voucher line created.
· Using the results of the query, indicate the new voucher and voucher line that is actually paying the listed PCard transaction.  If a totally new voucher was created, also include the voucher invoice number. 

	2.
	A PCard Voucher and/or voucher line was deleted and no further action was taken by the agency.
In this case, the PCard transaction has not been paid; however, the removal of the voucher and/or voucher line does not updated the PCard transaction.  Consequently, the PCard transaction indicates that it has been paid.
	· A SMART service desk ticket will need to be submitted.  Please use the following in the subject line:  PCard transaction status needs to be retriggered.

· Using the results of the query, indicate what the status of the PCard transaction should be:

1. Staged: which will allow the agency to edit the PCard transaction.

2. Approved: if this option is selected the PCard transaction will be picked up during the next PCard voucher build process with no further intervention from the agency.
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