
Division PCard- Order Process
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No

Is it 

available 

on e-Buy?

Is the 

Requester a 

PCardholder? 

Inform Cardholder 

what is to be 

ordered (email, 

verbal, form)

 Need for material 

or service

No

Prepare 

ePro 

requisition 

in FMS

Acquisition 

Process

Can material 

or service be 

purchased 

using 

Cardholder’s 

PCard?

Enter order 

in FMS 

PCard Order 

screen & put 

in placed 

status

Place order verbally 

or on-line and instruct 

vendor to place 

PCard Order # on 

shipping label

Is the order to be 

placed online or 

by phone or is 

material to be 

shipped offsite for 

service?

Yes Yes

Receive system-

generated email 

confirming order 

has been placed

Visit Vendor’s 

store to pickup 

materials and 

receipt/invoice

No

Material delivered

Deliver 

material to 

Requester

Is this mat’l to 

be shipped 

offsite for 

service?
Prepare Shipping

Document/Point & 

Ship if needed

Yes
[If mat’l has a DOE tag 

number, the number should 

be entered in Point & Ship.  

This will result in an approval 

email being routed to 

Property Mgmt.]

Vendor fills order 

and ships to LBNL

Shipping sends 

material out to 

vendor to be 

serviced

Receiving 

Process

Order 

through 

eBuy

Yes

Print 

documentation 

(screenshot of 

PCard Order and 

vendor 

confirmation, 

invoice or receipt, 

Point & Ship doc, 

etc.

File documentation 

and retain for 6 

years from date of 

payment

[Cardholder should inform 

vendor that purchase of 

tangible personal property is 

non-taxable. Resale 

certificate should be 

presented at time of 

purchase.]

Can Requester 

purchase 

material or 

service using 

her PCard?

Yes

No

No

[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 email 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.]

(Refer to 

Restricted Item 

List, Div. 

Cardholder Policy 

& Guidelines)

Yes

No
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Division PCard- Reconciliation/Matching, Payment and GL
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Reconcile FMS 

rollups, payments 

to bank reports 

(monthly)

Download daily 

bank transactions 

from US Bank 

Access Online

Daily ACH 

transmission 

payment to 

bank

Match/

reconcile 

transactions 

to orders 

placed

Send matched 

transactions to 

FMS (mo. GL 

interface)

Upload 

transactions to 

system

Verify payment. Enter 

into Excel Payment 

Log 

(daily)                  

[Group Mngr 

authorizes payment]

Run monthly GL 

Feeder Job 

Excel Payment 

Log  & statement 

sent to AP 

(monthly)

Run daily an 

Access Online 

report to determine 

bank payment 

amount

Start

Does 

Cardholder 

match/reconcile 

by monthly 

deadline?

System 

creates 

orders for 

transactions 

not matched 

using PCard 

default Proj 

ID

Yes/No

Receive system-

generated email 

there are Pcard 

transactions to 

match/reconcile by 

deadline

Create resource 

adjustment to 

transfer cost to 

correct Proj ID 

after cost has 

posted

End

Create voucher

Receive system-

generated email to insert 

comments in both original 

& system-generated 

orders to tie them 

together.

[System sends 

copy of email to 

Approver and 

PCard 

Coordinator]

Does Order 

change to 

Finished 

Status?

No

Yes

Go to 

Finish 

Order

[If received by B69 or JGI 

and there is no more 

than a + or - $5.00 

difference between total 

order value and bank 

transactions, order status 

will automatically change 

to “Finished”.  Otherwise, 

it stays in “Posted” status 

until Cardholder takes 

action to put it in 

“Finished” status.

Insert comments in both 

orders to tie them together, 

notify Division Resource 

Analyst to do resource 

adjustment (if appropriate) 

and PCard Coordinator

Cancel the 

original order 

(if appropriate)

Duplicate or 

incorrect 

charge?

Yes

Go to 

Disputes/

Problem 

Orders

California 

sales tax 

≥$20 
charged?

No No

Forward invoice 

to PCard 

Coordinator for 

recovery

Yes

End
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Division PCard- Manually Finish Order
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From 

Reconciliation

/Matching...

View posted 

transactions in 

FMS monthly

Is the order for a 

service, software 

license or something 

else that would not go 

through formal 

Receiving?

Is there a variance 

between total order 

value and bank 

transactions greater 

than + or - $5.00?

Enter 

explanation in 

Comments box 

and leave in 

Posted Status

Was the order 

fully received 

through B69 or 

JGI?

Still waiting for 

additional items 

to be received?

Enter 

explanation in 

Comments box 

and change to 

Finished Status

Yes Yes/No

No

Yes

Yes

End

No
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Division PCard-Monthly Certification Process
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Yes

End

[Email reminder is sent 2 

business days before end 

of 10 business day cycle 

if Approver hasn’t 

certified.]

Receive system-

generated email to 

review & certify 

“Transaction 

Summary Posted 

Report”

Are all  transactions 

listed appropriate 

purchases in 

support of the 

Division’s mission?

No

Receive system-

generated email to 

review & certify 

“Transaction 

Summary Posted 

Report”

Receive system-

generated email that 

transactions were 

certified with 

exceptions

Discuss exceptions 

with Cardholder/

Division Approver & 

take action as 

appropriate

Receive system-generated 

email that Cardholder did not 

certify transactions. Refer to 

“Guidelines for Use by 

Procurement When Cardholder 

or Approver Violates Policy:]

Review 

“Transaction 

Summary Posted 

Report” 

Certify report

Certify 

with 

exceptions 

noted

Was report 

certified within 

10 business 

days?

Yes

Receive system-

generated email that 

Approver did not 

certify within 10 

business days

Suspend 

Cardholder’s 

Pcard [refer to 

Guidelines…]

No

Start at end of 

GL feeder job

Review and 

certify within 5 

business days?

Yes/No

[System sends email to 

Division Approver as 

soon as Cardholder 

certifies or at the end of 5 

business days, whichever 

comes first]

No

Did Cardholder 

certify within 5 

business days?

Enter comment 

explaining why 

Cardholder failed 

to certify

No

Yes

[If any 

questions, 

Approver may 

want to talk with 

Cardholder or 

Procurement or 

ask to see order 

details]

[If the Approver will be away they 

can assign a back-up in FMS to 

certify on their behalf.  The back-

up Approver will receive the 

system-generated notifications.]

[Unlike the Division Approver, the Cardholder cannot have 

someone certify on their behalf. The Cardholder will have the 

option of certifying with exceptions noted. However, it will not 

generate an email to PCard Coordinator as happens when the 

Division Approver certifies with exception.]

Document order 

in FMS per 

discussion
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Division PCard- Monthly Review of Orders (Self Assessment Process)
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Randomly select 

63 orders to be 

reviewed by DPU 

Manager

Notify Cardholders 

of files to be sent

Send files to DPU 

Manager within 2 

days

Review files using 

Audit Sheet

Note Corrective 

Actions to be 

taken & inform 

Cardholder

Yes

Respond to 

Corrective Action

Notify others as 

appropriate (e.g., 

Approver, Fab & 

One Time 

Purchasing Mngr )

Start
End

Detect 

violations?

No

No

Record Corrective 

Actions taken & 

report to 

Procurement 

Policy & 

Assurance

Yes

Corrective 

Actions 

resolved?
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Division PCard- Additional Reviews for Fraud & Policy Violations
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Start

Conduct daily 

reviews:          

-Declined 

Transaction 

Authorization

-Transaction & 

Order Detail

Conduct 

weekly 

reviews:                 

-Split Orders

-PCard Order 

Limit

Conduct monthly 

review & prior to 

posting to GL:                 

-Unmatched 

Bank 

Transactions                        

-Order 

Documentation

Conduct quarterly review:

-Verification of Material 

Received

For more information on these reviews refer to 

“PCard Review Performed- DPU Cardholder & 

Division Cardholders”, dated 3-28-11

Discuss/clarify 

questions with 

Cardholder if 

appropriate to do 

so

Notify Fab & One 

Time Purchasing 

Mngr

Detect 

Cardholder 

fraud or policy 

violation?

Discuss and determine 

action (with 

Cardholder/Approver/

Division Bus. Mngr/

Procurement 

Manager, HR  as 

appropriate)

Card 

determined to 

be 

compromised?

No

Cancel card & 

reissue new one

Yes

Respond to 

questions from 

PCard Coordinator

End

Yes

Present goods

Notify 

Requester of 

goods to be 

viewed 

Visit Requester No

Implement 

determined 

action
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Division PCard-Additional Reviews

D
P

U
 M

a
n

a
g

e
r

F
a

b
ri
c
a

ti
o

n
 &

 

O
n

e
 T

im
e

 

P
u

rc
h

a
s
in

g
 

M
a

n
a

g
e

r

P
C

a
rd

 C
o

o
rd

in
a

to
r 

o
r 

D
e

s
ig

n
a

te
d

 R
e

v
ie

w
e

r
C

a
rd

h
o

ld
e

r

D
iv

is
io

n
 

B
u

s
in

e
s
s
 

M
a

n
a

g
e

r/

D
iv

is
io

n
 

D
e

s
ig

n
e

e

Start

Conduct 

daily review:                     

-Account 

Status 

Change                        

Conduct 

weekly review 

& prior to 

posting to GL:                 

-Closed 

Project ID

Conduct 

monthly review 

& prior to 

posting to GL:                 

-Account Spend 

Analysis

Conduct daily 

review:                                           

-Transaction 

Management

Run report (.pdf) 

from US Bank 

application

Review report to 

verify PCard 

Coordinator is not 

applying for cards 

fraudulently

Run report of 

orders with closed 

Project IDs

Closed 

Project IDs?

Request 

Cardholder update 

order with valid 

Project ID

Yes

Does it appear 

monthly 

spending limit 

should be 

adjusted?

Recommend 

new monthly 

spending 

limit

Yes

Approve new 

monthly 

spending limit?

Approve new 

monthly 

spending limit?

Establish new 

spending limit

Yes

Fraud 

detected?
Yes

Discuss with 

Procurement 

Manager and HR

Notify Fab & One 

Time Purchasing 

Mngr

End

No

End

No

Yes

No

No

For more information on these reviews refer to 

“PCard Review Performed- DPU Cardholder & 

Division Cardholders”, dated 3-28-11

Enter valid 

Project ID in 

FMS
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Division PCard Receiving (B69)- (not for JGI or Washington, D.C. which receive goods directly from vendors)
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End

Vendor fills 

order, ships 

material to 

LBNL 

Start

Receiver/

Material Handler 

receives 

package

Is there a 

PCard Order # 

on package?

No Sort to Admin

Admin goes to FMS 

and using Receiving 

Package Research 

Tool, enters info from 

packing list or 

package label to 

obtain Order #

Admin attempts to 

confirm order # in 

FMS by reviewing 

line items & date 

range

Is order # 

obtained/

confirmed? 

Admin writes order 

#, requester’s 

name and Deliver 

to Location on 

label 

Transportation 

delivers the 

package 

Requester 

receives package

IBOX

[Note: The Division PCard policy prohibits the purchase of goods that require 

property tagging therefore this process map does not reflect Receiving doing 

any tagging. 

Admin places call to 

requester, vendor or 

carrier (depending on 

available information) in 

an attempt to get Order 

#

Yes

Receiver/Material 

Handler scans 

order # in iBox & 

places package on 

cart

Is Order # 

obtained?
FMS

Admin places 

package on 

conveyer belt

No

No

Yes

Yes
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Division PCard- Disputes and Problem Orders
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r Request Cardholder 

follow-up with 

vendor on 

dissatisfaction with 

materials/services 

received

File dispute with 

bank

Request PCard 

Coordinator file 

dispute with bank

Track merchant 

credits for returns, 

discounts, etc.

Contact vendor for 

RMA #. Ship back 

per vendor 

instructions

Create Point & Ship 

Document using 

LBL’s Point & Ship 

System, or a 

Shipping Document, 

if appropriate

Send material to 

Shipping with 

appropriate 

shipping 

documentation

File RMA # & 

traveler/tracking # 

with original order 

documentation

Match credit 

transaction to 

original PCard 

order in FMS

Does material 

need to be 

returned to 

vendor?

Contact vendor 

to discuss issue 

& document 

Agree to 

resolve issue?

Ship to vendor

Receive material Issue credit

Yes

No

Yes

Duplicate or 

incorrect 

charge noticed 

when 

reconciling 

orders?

Start

From 

Reconcile

/Matching

No

End

Yes/No
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