P-CARDHOLDER INSTRUCTIONAL BEST PRACTICES
GUIDE TO RECORD-KEEPING

Step 1) Keep all order confirmations, packing slips, sales receipts, invoices, applicable

emails, etc. Also, keep any in-house pre-approval/pre-authorization and work-order
documents. Organize the aforementioned materials by transaction date. P-Card
transactions will appear in your Oracle iExpense account within approximately five (5)
business days from day of transaction. Your US Bank statement will arrive at the end of
a billing cycle (billing cycles end on the 15" of every month). The statement will show
transactions by date in ascending order; i.e. 01-01 to 01-31. It is best practice to match
iExpense transactions to your bank statement.

Example of US Bank Statement:

DATE DATE TRANSACTION DESCRIPTION REFERENCE NUMBER McCC AMOUNT

08-17 06-16 SEATTLE DAILY JRNL OF CO 208-622-8272 WA 24431064167014000220538 7388 596.60
PUR |D: VXJOBFBSESBE3 TAX: 0.00

06-18 06-16 KEENEYS OFFICE SUPPLY, IN 425-8697555 WA 24639234168900015600375 5044 15.63
PUR |D: 747589 TAX: 1.36
08-19 06-18 CAN*CANONFINANCIAL CFS 800-220-0330 NJ 24692164169000079064394 5732 545.58

PUR ID: 13893697 TAX: 0.00

08-19 06-18 CAN*CANONFINANCIAL CFS 800-220-0330 NJ 24692164169000079064098 5732 1,422.98
PUR 1D: 13893695 TAX: 0.0

06-19 06-18 CAN*CANONFIMANCIAL CFS 800-220-0330 NJ 24692164169000079065003 5732 1,008.13
PUR ID: 13893693 TAX: 0.00

| 08-20 06-19 THE SEATTLE MEDIUM 206-323-3070 WA 24431064171286234100017 5192 648,00
PUR ID: 849 TAX: 0.00

06-20 06-18 THE SEATTLE MEDIUM 206-323-3070 WA 24431064171286234100025 5192 648.00
PUR ID: 849 TAX: 0.00

06-20 06-19 THE SEATTLE MEDIUM 206-323-3070 WA 24431064171286234100033 5192 162.00
i PUR 1D: 848 TAX: 0,00

| 08-20 06-19 THE SEATTLE MEDIUM 206-323-3070 WA 24431064171286234100041 5192 684.00
! PUR 1D: 849 TAX: 0.00

06-20 06-19 THE SEATTLE MEDIUM 206-323-3070 WA 24431064171286234100058 5192 200,00
PUR ID: 842 TAX: 0.00

06-20 06-19 THE SEATTLE MEDIUM 206-323-3070 WA 24431064171286234100086 5192 81.00
PUR ID: 848 TAX: 0.00

06-20 06-19 THE SEATTLE MEDIUM 206-323-3070 WA 24431064171286234100074 5192 756.00

PUR ID: 849 TAX: 0.00

Default Accounting Code: NO 6821522900 0 0 0 O

ACCOUNT NUMBER ACCOUNT SUMMARY

, CUSTOMER SERVICE CALL | o s XXX-XXXX-3379

| PREVIOUS BALANCE $.00
800-344-5696 STATEMENT DATE| DISPUTED AMOUNT
ol A PURCHASES &
071514 5 .00 [OTHER CHARGES  §18.00484 |
CASH ADVANCES $.00
SEND BILLING INQUIRIES TO: AMOUNT DUE
§ 0.00 CASH ADVANCE FEE §.00
C/0 U.S, BANCORP SERVIGE CENTER, INC
U.S. BANK NATIONAL ASSOCIATION DO NOT REMIT
P.O. BOX 6335 CREDITS £.00

FARGO, ND 58125-6335
TOTAL ACTIVITY $18,094.84
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Step 2) Log into Oracle to open KC iExpense User to access the Expenses Home page.

The Pcard / Travel Card Transactions page is designed to notify you when transactions
are available to reconcile. This page is also useful so you know what necessary
documentation to gather for the transactions you intend to reconcile. Transactions
must be processed timely; within ten (10) days of the post date. iExpense keeps tracks
of the age of your transactions and you will see a warning symbol if your transactions
exceed ten (10) days of age. You can print and keep the Pcard / Travel Card
Transactions page to use as a check list. Ultimately, this is a good step before directly
going in to create an expense report.

Example of Pcard / Travel Card Transactions:

§
&
2]

1Bports Peard [ Travel Cand Transachons ACCESS AUTonzabons | Proscls and Tasis  Paymenis Seart

Unused Transactions

Transactions for Account |KC US BANK P-CARD ™"5164 v

£
x

Bpot | X2 GG W Riows 11030

Ane [Days) - Transaction Amount - Transaction Date - Merchant Name - Location -~ Billed Amount You can view, print and
176 14613080 -Apr-2016 HORIZON FORD 146,13 U0 keep your print out of

My .

176 871550 26-4r-2016 WA TRACTOR SUMNER PART WA 8715150 transactions from the
178 £.79 USD 27-4¢e-2016 G000 CHEVROLET WA BT9USD peard/Travel Card
175 05,4510 28-Acr-2018 VALLEY WESCO 17 350,45 USD transaction page. To
175 23080 7-Apr-201% NAPA STORE 3767013 HEMT, Wi 4823080 create an expense
175 15,33 USD 7-Age-2016 HORIZON FORD 15.33 USD report go back to the
175 JT-Ape-2018 HORIZON FORD 3 EK[CI'EF'ISES Home page
175 25-Agr-201G KUT KACK 12943 50 and click on ‘Create
175 4 -Apr-2016 LEWISGOETZO0 MG LB expense report
175

28-Apr-201E PAPE MACHIMERY
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https://basswood.kingcounty.gov:4445/OA_HTML/RF.jsp?function_id=28716&resp_id=-1&resp_appl_id=-1&security_group_id=0&lang_code=US&params=28kX-Umi5IlEmsDEo4eQWwNGHvyx-ntmP3nLfJizxk4&oas=DP5OEhHgWBFiwSWqmgH46w..

Step 3) Reconcile your P-Card transactions through Oracle iExpense by clicking on

“Create an Expense Report” located within the Expenses Home page. At any point
during an expense report you can click “Save” in order to receive a “KCIE” number.
Write the “KCIE” number on the order confirmations, packing slips, sales receipts,
invoices, applicable emails, etc. Or you can print and keep an expense report
confirmation page to use as a cover sheet for the corresponding transaction
documentation. It is best to print the confirmation page after clicking on Expense
Allocations, that way your POETA is visible before printing.

Note: More than one transaction can be placed on an expense report. In fact,

cardholders are encouraged to process multiple fransactions coded to same POETA on a
single expense report.

Example of an expense report confirmation page:
C : - . AL

Expense Report KCIE348521 Page 1 of |

".E, Coevli reation
Estpirvas report number ECIEJAASS ] for ST6.00 has Bean submitten
Expense Report MCIELET
#TIF Hndi: Port in landscage formst o ndwde ol daplaped informaton, Uss your browser Back Buiton toexit the printable page vies

Submission Instructions

Mote: P-Card and Trawvel Card transactions do not reqguire that this page or receipts be forwarded to Accounts P
Reports and receipts remain with the department. There is 8 six year retention schadule.

Al cand Exp

* Prind oS page and atach all original récckpls and any aoeortng dooumentation (dudrg the Sagned Lravel requesst il applicabie) required by central Accouants
Pagatik

* Heke » photooopy of this pape and anmy receipts for your records.

' PMate thid page and the original recsipls and documentation in an interof@ioe emvelops, and send Bo Aocounts Payibie

* If your apprower neods o redew this prnted sxpenss rport page, original receists and supporting documantation prce 1o Spproval, P provicks Ehem the
wiorrmation before forwanding onto Accourts Faysble

Tour Approwver will be notified at your mpense report feguines neview and approval. Upon approwal, a notification will be sent to you and Accounts Payable. This

ecpense report will be piid Sfter it his been reviewed By Accourit s Payabie

Garnaral Tnformation
Erport Submit Date
ATt

Raport Toes
Remnbursement Amount

19-JUN-2014
Mona Add... |
596.60 USD
0.00 USD

Origeal Receipls €

g S SRS ‘

Projoct Allocations

Expaned A1 | Collapee Al

Reimbursable
Paymenk Recelpt  Amount
Foguws Line  Mathod Date Expends Type Amount  (USD)
) Al 556,60
1 Cradit 16 Jon- 201453 100 ADVESTISING 596,50 USD 596.60
Card

Project
Expenditure
Herchant Location Justification project Task Award Organization

SEATTLE Seamtle CRA429327, 1046171 oo
DALY Imacer e D AT
L OF AZBIIAS. i\r-:rnnn o
o Adweertining e

toenty

B0
INDIRECT COP
HGMT

assoCibed with
CDOINCI4,
Kirag Tty
Fadites
Lie-ciricsl
Comstructon
Wik Droses

Rt Joyos
Stahn

= Copmrgt je3 000

Ciencie Ak g

Peard / Traveed Card Busness Expentes S96.60

Cash ard Other Bursirvess Expenues 0.00
Expenie Report Totsl  596.60 USD
Cormpary Paying to Poard | Traved Cacd [esoer S96.60 USD
Resntwrsement 10 You 0.00 USD

Poond Jf Trewel Card Uninedmibursabie Dxpenses 0.00

Prard | Trave |c,:|ur..-jn....-rr,.r-_u-.p.-p,}- - 000
Wi Py b Posed [ Troeel Caed Jam sy 000 USD

L
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Step 4) Reassemble your documentation so it is in a nice, neat, and orderly. This

documentation (or copies of it) needs to be reviewed by your Approver(s). Approvers
need to be reviewing your electronic expense report for accuracy as well as your
hardcopies for sufficient backup documents. Report submission and approval needs to
be timely, reports are expected to be submitted and approved within ten (10) days from
post-date. Once approved, please follow your office’s record-keeping procedures to
store the files.

Countywide, we abide by Chapter 2.12.040 Revised Code of Washington (RCW) for our
records retention schedule. Therefore, P-Card transaction documentation must be on-
property for two (2) years. Documentation can then be moved off-property after the
two (2) years for archiving. The archived records must remain for an additional four (4)
years. Altogether, a mandatory minimum six (6) year document retention schedule
must be followed.

Example Statement PDF:

A sample of three (3) approved reconciled transactions with backup documentation
placed in ascending order according to the monthly statement is located on pages 5
through 16.

View a Cardholder Statement PDF:

Instructions for viewing and printing a monthly statement in US Bank Access Online is
displayed on page 17. Cardholders should be receiving monthly statements in the mail.
Please contact the P-Card team if not receiving the monthly statement during months of
card activity. Note: cardholders will not receive a monthly statement in the mail if there
is no card activity during a billing cycle (reminder, billing cycles end on the 15% of every
month). Monthly statements will be available at US Bank Access Online by the 16 of
every month or the next business day thereafter.
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http://www.kingcounty.gov/council/legislation/kc_code/05_Title_2.aspx
https://access.usbank.com/cpsApp1/AxolPreAuthServlet/logout.do?requestCmdId=logoutSuccess
mailto:kelly.hunsaker@kingcounty.gov;%20chris.collier@kingcounty.gov;%20michelle.so@kingcounty.gov;%20cami.flake@kingcounty.gov

