Division PCard- Order Process
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S - available No Requester a Yes material or Nop . confirming order
= or service B pCardhold ) - ordered (email, has been placed ) .
3 e-Buy~ ardholder? service using verbal, form) p Material delivered
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o A
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= Print
< Can mat Enter order documentation
o r service b in FMS (screenshot of File documentation
a purchased by phone or is .| PCard Order PCard Order and and retain for 6
o using Yes material to be Yes " screen & put > vendor — T years from date of
o . Cardholder’s i in placed . cc_)nflrmatlon_, payment
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Qs No - , PCard Order # on ofisite %r Prepare Shipping
x g Visit Vendor's shipping label ervice: Document/Point & [If mat| has a DOE ta
— 9
5 store to pickup Ship if needed number, the number should
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© requisition Process [Cardholder should inform Requester email being routed to
[ in FMS vendor that purchase of Property Mgmt ]
O tangible personal property is
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certificate should be
presented at time of y
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© Vendor fills order |
% and ships to LBNL
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B o Shipping sends
c c material out to Receiving | | |
> vendor to be Process
8 o serviced
e
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o [Some orders do not go through Receiving (e.g., services, orders

picked up at a store, downloaded s/w licenses). The system will
generate an emaill to the Requester 5 business days after order has
been reconciled notifying them the Project ID has been charged and
to contact the Cardholder if the goods or services were not received.]
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Division PCard- Reconciliation/Matching, Payment and GL
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Accounts
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Daily ACH
transmission
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than a + or - $5.00
difference between total
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Y transactions, order status
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to “Finished”. Otherwise,
it stays in “Posted” status

Reconcile FMS
rollups, payments

until Cardholder takes
action to put it in
“Finished” status.
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Division PCard- Manually Finish Order
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From .
Reconciliation View posted
/Matching... transactions in

FMS monthly
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fully received
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additional items
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Finished Status

and leave in
Posted Status
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Division PCard-Monthly Certification Process

8/2/11
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< business days, whichev, “Transaction Summary Posted 5 >Yes, purchases in Yes Certify report
o comes first] Summary Posted Re {)rt” 57 support of the [If any
o Report” P Division’s missién? questions,
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—= review & certify eview an
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IS SelE [0 Summary Posted siness days”
© Report” [Unlike the Division Approver, the Cardholder cannot have Document order
O someone certify on their behalf. The Cardholder will have the in FMS per
option of certifying with exceptions noted. However, it will not discussion
generate an email to PCard Coordinator as happens when the
No Division Approver certifies with exception.] h
A Y
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S
o
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©
O Pcard [refer to
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Division PCard- Monthly Review of Orders (Self Assessment Process)
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Division PCard- Additional Reviews for Fraud & Policy Violations ——

For more information on these reviews refer to
“PCard Review Performed- DPU Cardholder &
Division Cardholders”, dated 3-28-11

8/2/11
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3 o Discuss and determine
S GE) S5 action (with
= % o) Cardholder/Approver/ Implement
8 =2 g Division Bus. Mngr/ [ » determined
= 290 Procurement action
o o > Manager, HR as
© o ;
LL appropriate)

6 DivisionPCardProcess_effective_080211




Division PCard-Additional Reviews

For more information on these reviews refer to
“PCard Review Performed- DPU Cardholder &
Division Cardholders”, dated 3-28-11

8/2/11
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Division PCard Receiving (869)- (not for JGI or Washington, D.C. which receive goods directly from vendors)

— [Note: The Division PCard policy prohibits the purchase of goods that require
.8 property tagging therefore this process map does not reflect Receiving doing
% Vendor fills any tagging.
> order, ships
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name and Deliver 4
to Location on
label
A
o Requester End
Feb) receives package
L
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Division PCard- Disputes and Problem Orders

8/2/11
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