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Purpose

Use this procedure to reconcile P-Card charges with multiple funding lines.

Trigger

Perform this procedure when P-Card charges have incurred and need to be reconciled against 
multiple funding lines.

Prerequisites

 There needs to be P-Card charges.

Menu Path

Use the following menu path(s) to begin this transaction:

 Home > Universal Worklist

Transaction Code

UWL

Helpful Hints

 xxxx within a document represents  a variable which may consist of a name, number, etc.
 In the field description tables, R indicates the action is required, O indicates the action is optional, 

and C indicates the action is conditional. 
 The following notes maybe used throughout this work instruction:
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Procedure

1. Start the transaction using the menu path or transaction code.

Upcoming Dates - SAP NetWeaver Portal - Windows Internet Explo - \\Remote

2. Click the  tab to open the Universal WorkList and process P-Card charges.
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Universal Worklist - SAP NetWeaver Portal - Windows Internet E - \\Remote

3.
Click the  button to update the Universal WorkList.
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Universal Worklist - SAP NetWeaver Portal - Windows Internet E - \\Remote

4.
Click the  link label to open the worklist item.
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SAP - \\Remote

5. Click the  document link to open the P-Card document and process.
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote

6. Click in the posting date field and type in the date. For example type .
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote

7. Click in the G/L accnt field and type in the accounting string G/L account.



  

Title:  P-Card Reconciler - Reconcile (Multiple Funding Lines) WinGui
Area: P-Card

Business Process Procedure

P-Card Reconciler - Reconcile (Multiple 
Funding Lines) WinGui  Transaction Code:  UWL

Last Modified:  8/14/2013 9/19    Business Process Procedure

SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote

8. As required, complete/review the following fields:

Field R/O/C Description

Amount R A figure in the pricing procedure that determines how the 
system calculates a condition value.

Example:
100.00



  

Title:  P-Card Reconciler - Reconcile (Multiple Funding Lines) WinGui
Area: P-Card

Business Process Procedure

P-Card Reconciler - Reconcile (Multiple 
Funding Lines) WinGui  Transaction Code:  UWL

Last Modified:  8/14/2013 10/19    Business Process Procedure

SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote

9. As required, complete/review the following fields:

Field R/O/C Description

Fund R Code representing a separate and distinct fiscal/accounting 
object containing a self-balancing set of accounts used to 
budget and control costs and to identify source and use of 
funding.

Example:
1110-1000-14170
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Information - \\Remote

10. Click the  button to continue entering the accounting information.

SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote

11. Enter the cost center information. For example, type 1808001.
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Notice the Cost Center field is now active.

Notice that because the charge amount was reduced in the the first accounting line you have a 
negative balance with a red indicator. This balance needs to be 0 with a green indicator before the 
document can be cleared.

SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote

12. As required, complete/review the following fields:

Field R/O/C Description

Amount R A figure in the pricing procedure that determines how the 
system calculates a condition value.

Example:
23.04
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote

13. Type in the Fund, Func. Area and Cost Center of the second funding line.
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote

14. Type in the Grant number. For example, type 200024.

Note: in this transaction the charges were split between two different funding sources. The 
second funding line is a grant and the Grant field was populated. Internal Order and WBS Element 
can also be populated.
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote

15. Click the  button to save the information entered and begin the approval process.

You can click on the Extras link on the toolbar to navigate to the Document text menu item to 
open the document text screen and update.

Remember that to add an attachment click on the Services for Object button.
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SAP - \\Remote

16. Click the  button to start the approval workflow to the Approving Official.

Notes to the Approving Official can be added in the User Comments field.

The P-Card Reconciler should never reject a P-Card charge.
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SAP NetWeaver Portal - Windows Internet Explorer provided by C - \\Remote

17. Click the  button to close this window and return to the Universal WorkList.
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Universal Worklist - SAP NetWeaver Portal - Windows Internet E - \\Remote

18. Click the  button to refresh the Universial WorkList. Document 5900000833 will be sent to the Second 
Level Approver's inbox (universial worklist) and removed from this list.
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Result

You have successfully reconciled P-Card charges using multiple funding lines.


