Section 2: STARS Data Entry/Reconciliation

Section 2:
STARS Data Entry/Reconciliation

I. CARDHOLDER ACTIVITY FOLLOWING A CHARGE

1) After each charge is made, the cardholder will need to submit the receipt and the
following information to the University Accounting Office:

Shell Record Document Number (given after entry into STARS-

Document S )

Original Cardholder Signature

Last 4 digits of card number (if vendor has not printed on receipt)
All small receipts will need to be taped to an 8 %2 x 11 piece of paper to avoid the
loss of any paperwork. If the receipt is large enough, it does not need to be
attached to a separate piece of paper, and the information can be added directly to
the receipt, provided that all necessary information is legible. All information can
be placed on the receipt, the attached piece of paper, etc., as preferred by the
cardholder.

2) Log into FIMS/STARS by entering your User 1D, 586pcr as P.A.S. No. for MU
cards and 044pcr as P.A.S. No. For MCTC cards, and your Password in the screen
shown below. Place your cursor on any part of the screen above User ID, press
tab, and you will be taken to the point where your User ID needs to be entered.
Pressing tab after entering your ID will take you to the space for your PAS No.,
and pressing tab again will take you to the space to enter your password. When
these three items have been entered, press enter.

Cloze by Edit PrintScreen Setup  Help
Wi Wi i ik Tz WEST VIRGIMIA
Wik Wi BEE EREE 1303 INFORMATION
it 1 b ot i SERVICES
Vv VvV S Fi kot AND
WV i #a #ae sHis COMMUNICATIONS
Vv Vv ook o b i oo ok v 1o DIVISION
VWV it ot o bk o ok o kot 1ok ot ko o
W ToELR e e g
Userid: 13:01:49
P.A.5. No.: 04,/01,/05%
Password: TIPDZB35
MNew Password: 3278-2

This system is for the use of authorized users only. Individuals using
thiz computer system without authority, or in exceszz of their
authority, are subject to being prosecuted under
ARTICLE 3C. WEST WIRGINIA COMPUTER CRIME AND ABUSE ACT
and/or any other applicable state or federal Taw.

press PFl for HELP DETAILS and HELP DESK MUMBERS.

U 13:06:26 IBM-3278-Z2
Clear Erase EOF | MNewline |  PAl PA2 PA3
ATTN Dup | Erase Input | Field Mark Reset SysHeq
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Section 2: STARS Data Entry/Reconciliation

3) You will next be taken to the screen shown below. You will need to enter an “S”
on the line next to WVFIMS and press enter.

'®)| Winsock 3270 -| | |
Close i Edit PrintScreen  Setup  Help
TPX MENU FOR MUZFO63 Panelid - TENDO41
Terminal - TIPOZE35
Cmdkey=PF12 /24 Jump=NONE Menu=PF4 Model - 327B-2
Print=NOMNE Cmdchar=" System - WVISC
==» Session WVFIMS has ended <==
Sessid Sesskey Session Description Status
_ CICSRL PF CICS RL
_ WVFIMS PF WV Financial Information MGMT.
Command ===
PFl=Help PF7/19=Up PF8/20=Down PF10/22=Left PF11/23=Right H =Cmd Help
N 13:11:47 IBM-3273-2
Clear Erase EOF | MewlLine |  PAl PA2 PA3
ATTN Dup | Erase Input | Field Mark Reset SysHeq

4) You will then be taken to the screen for FIMS news, shown below. Typing “X”
next to option, and pressing enter will take you to the main FIMS screen.

HEL

Close X Edit PrintScreen Setup Help
EWS == FROM: WWFIMS SUPPORT STAFF

== CICS 03/24/72005 06:00

TO ALL AGENCIES UTILIZIMG EXTENDED FIMANCIAL CODE COMPONENTS:

THE WWFIMS SUPPORT STAFF HAS “"ROLLED OVER™ THE FIMANCIAL CODE COMPONENTS SO
THAT THEY EXIST FOR FISCAL YEAR 2006. ANY FISCAL YEAR 2005 EXTENDED
ORGANIZATION, OBJECT CODE, OR REVENUE SOURCE THAT EXISTED AS OF MARCH 23, 2005,
WOW EXISTS FOR FISCAL YEAR 2006 TOO. IF YOU ADD ANY ADDITIONAL EXTENDED
FINANCIAL CODE COMPOMENTS EETWEEN MARCH 24, 2005, AND JUNE 30, 2005, YOU WILL
WANT TO ADD THE COMPONENT FOR BOTH FISCAL YEAR 2005 AND FISCAL YEAR Z006.

ANYONE HAVING QUESTIONS RELATIVE TO THE COMPOMENT ROLLOVER CAN CONTACT
DENISE RUSSE AT (304) 558-5315 OR VIA E-MAIL AT: DRUSSE@WVADMIN. GOV

PRESS PF7 FOR MORE MORNING NEWS MESSAGES

Option: x (X=Exit P=Prev N=Next L=Latest 0=01dest) Beginning Date: |
PFl=Help PF3=End PF7=Prewv PF8=Next PFlO=Latest PF1z=0ldest

{U 13:15:23 IEM-3273-2
Clear Erase EOF | NewLine |  PAl PAZ PA3
ATTN Dup | Erase Input | Field Mark Reset SysHeq
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Section 2: STARS Data Entry/Reconciliation

5) On the FIMS main menu (Form WVFAO0000) shown below, select “Purchase
Card System” by typing its number identification next to selection and pressing
enter. Depending on your status in WVFIMs, you will probably have fewer
options than shown below, and the identification number of the Purchase card
system can vary.

BEE

Ci Close Xi Edit PrintScreen  Setup  Help
ID: MU#FOG3 STATE OF WEST WIRGINIA 04 /01705
WVFADOOOD FINANCIAL INFORMATION MANAGEMENT SYSTEM 13:15:22
MAIN MENU
1 AUDITOR INTERFACE INQUIRY 2 CHECK REGISTER INQUIRY
3 EXPENDITURE TRANSACTIONS 4  INVOICES
5 LEDGER IMJUIRIES & USER PROFILES & RECEIVERS
7  VENDORS 8 5¥S5TEM CODE INQUIRIES
9 TRANSACTION APPROVAL 10 PURCHASE CARD S¥STEM

SELECTION: __
NEXT: ___
PF1 =HELP PF3 =END
NUK 13:15:52 IBM-3273-2
Clear Erase EOF | NewlLine |  Pal PA2 PA3
ATTN Dup | Erase Input | Field Mark Reset SysHeq

6) On the purchase card screen (Form WVFAQ0000) you will need to choose
“Maintain P-Card Trans” or “Maint P-Card Shell Record”, depending on which is
one of your options. Again, depending on your use of WVFIMS, you will
probably have fewer options than shown below, and the number identification of
each option may vary.

BEE

Ci Close ¥ Edit PrintScreen Setup  Help
ID: MUZFOG3 STATE OF WEST WIRGINIA 04 /01,05
WVFADOOOD FINANCIAL INFORMATION MANAGEMENT SYSTEM 13:17:05

PURCHASE CARD 5YS5TEM

1 GENERATE P-CARD INVOICE 2  MAINTAIN CARDHOLDER

3 INQUIRE CARDHOLDER 4 INQUIRE SECURITY GROUPS

5 MAINTAIN SECURITY GROUPS & MAINTAIN P-CARD TRANS

7  P-CARD TRANSACTION INQ 8 MAINT P-CARD USER PROFILE
9 INQ P-CARD USER PROFILE 10 P-CARD SHELL RECORD POST

SELECTION: B

NEXT: ___
PF1 =HELP FF3 =END
N 13:17:31 IBM-3278-2
Clear Erase EOF | NewlLine |  PAl PA2 PA3
ATTN Dup | Erase Input | Field Mark Reset SysHeq
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7) Next, locate the detail transactions by completing the following forms by typing
either the credit card number or the cardholder last and first name and pressing

enter.
SCTPX.wvne == %]
C Cloze wt  Edit  PrintScreen  Setup Help
ID: HUZA420 STATE OF WEST VIREGINIA 01-13-05
WYPC100A FINANCIAL INFORMATION MAWNAGEMENT SYSTEM 16:48:42
PURCHASE CARD SYSTEH — UPDATE PURCHASE CARED TRAN. EEY PROMPT
Credit Card #
DOCITMENT HUMEER: W
OR Entered Here
CREDIT CARD HUMEER:
OR
ORGANIZATION HUMBER:
OR
AGENCY HUMBER:

Cardholder Name

OR
HASTEERE ACCOUNT HUMEER:
Entered Here

OR
CARDHOLDER LAST HAME:

FIRST HAME:
OR
YEHDORE HAME:

NEXT 50 -
FF3 =END PF4 =MENU FPFS =CARDHOLDER EROUSE
HUH 16:48:47 IBH-3278-2
Clear Erase EOF | MewLine | PA1 PAZ PA3
ATTN Dup | Erase Input | Field Mark Reset SysReq

8) Enter “S” on the line next to vendor’s name and press enter to select the
purchase whose information is to be entered.

EEE

Brint Screen Setup Help

Close Edit
HU#Ad20 STATE OF WEST VIEGINIA 01-13-05
WYPC100E FINANCIAL INFORMATION MANAGEMENT SYSTEM 16:49:04
FURCHASE CARD SYSTEM — PURCHASE CARD BROWSE BY ORG PAGE 01

ORGANIZATION NUMBER: 0471

VENDOE HAME AGENCY ID TRAW DATE POST DATE TEAH AMOUNT STATUS
_ DBC DICK BLICE ART M 2005-01-12 2005-01-12 27 .38 H
_ LAUTER ELECTRIC HOTO 2005-01-11 2005-01-12 50.00 H
_ FIVE STAR SUPFLY 2005-01-11 2005-01-12 219 26 N
. EEesEAE 2005-01-11 2005-01-12 350.00 H
oL NCTE R 2005-01-11 2005-01-12 350.00 H
. SISOV CEOSTR PEATTHT 2005-01-11 2005-01-12 68,86 H
_  HEEDLE DOCTOR INC 2005-01-11 2005-01-12 219 86 N
_ STERICYCLE CENTRAL 2005-01-11 2005-01-12 26,44 H
_ J W FEPFEE 2005-01-11 2005-01-12 186.00 N
_  SYX TIGERDIRECT.COHM 2005-01-11 2005-01-12 29.03 H
* MORE PAGES
NEXT S -
PF3 =END PF4 =MENT PFo =TOP
FF7 =BEWD FF& =FWD
HUH 164911 IBM-3278-2
Clear Erase EOF | MNewlLine | PA1 PA2 PA3
ATTN Dup | Erase Input | Field Mark Reset SysHeq
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9) A general description of the transaction should appear.

Close

ID: MU#A420
UVPC100C

PURCHASE CARD SYSTEHM

TRANSACTION ID: _S002945232
CARD HOLDER NUMBER:

VENDOE HAME:

STREET™
CITH:

REFEEENCE HUMEER:
AGENCY TIDENTIFIER:

BO0-723-

B

01-13-05%
16:49:29

Edit PrintScreen  Setup  Help

STATE OF WEST VIRGINIA
FINANCIAL TIHNFOEMATION MANAGEMENT SYSTEM
— PURCHASE CARD TRAN MAINTENANCE

STATIS . THC

e |

DEC

2787 STATE 1L ZIFP: 614010000 COUMTREY: US

24092165012000661336461
TRANSACTION DATE:

FIMS INVOICE ID:
2005-01-12

RECONCILED: N 0001-01-01 POSTED DATE: 2005-01-12
WAREANT RANGE: INTERFACE IND: BAN
WARRANT DATE: INVOICE AMOUNT: 27.38
ALLOCATION HUMBER:
COMMENT :
HEXT:
PF3 =END PF4 =MENU
PF9 =ACCOUNTING SPLIT PF10=ITEM SPLIT
HUM 16:49:33 IBM-3278-2
Clear Erase EOF | NewlLine | PA1 PA2 PA3
ATTN Dup | Erase Input | Field Mark Reset SysReq

10) Press F9 to enter form WVPC101D to record Banner accounting information.

C Cloze Edit PrintScreen Setup  Help
ID: MU#Ad420 STATE OF WEST VIRGINIA 01-13-05
WYPC101D FINANCIAL INFORMATION MANAGEMENT SYSTEM 16:49:45
PURCHASE CARD SYSTEM — MAINTAIN BANWNER P-CARD SPFLIT PAGE: 01
CONTROL TOTAL: 27 .38
SEL (CHART INDEX FUHD ORG ACCT PROG ACTY LOCH AMOUNT
HEXT:
PF3 =END PF4 =MEHU PF& =TOP
PF7 =BEKWD FF8 =FWD PF3 =RETUEN PF10=ITEM SPLIT
HITH 16:49:53 IBM-3278-2
Clear Erase EOF | Newline | PA1 PA2 PA3
ATTN Dup | Erase Input | Field Mark Reset SysHeq

11) Enter “A” to add a line or “M” to modify the line on form WVPC101D.

a.
b.
C.
d.
e.

Enter the Banner Fund (under Fund)
Banner Organization (under Org)
Banner Account (under Acct)

Banner Program, if known (under Prog)
Amount

Repeat items 6a to 6e for each accounting split until the total of the
receipt/purchase is entered. The total of all accounting splits must total back to
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Section 2: STARS Data Entry/Reconciliation

the amount of the purchase. Even if entered defaults are to be charged, this
screen must be opened to show agreement, in order for purchase to reconcile.
12) Press F10 to go into the item split form WVPC100D to identify the merchandise

purchased.
8], Winsock 3270 Telnet - [ ]
Close «t  Edit PrintScreen  Setup  Help
MU#4420 STATE OF WEST VIRGINIA 01-13-05
WVEPC100D FINAHNCTIAT THFORMATION MAWAGEMENT SY¥YSTEM 16:50:13
PURCHASE CARD SYSTEM — ADD ITEM SPLIT PAGE 01
CONTROL TOTAL: 27 .38
UHIT DATE
SEL QUANTITY CODE UHIT FRICE REC RECEIVED SPLIT TOTAL
.o
HEXET:
FF2 =DATE PREFILL PF3 =EHD PF4 =MEHNU BFL- =REC,.RET FFe =TOP
FF? =BEWD FFE =FUWD PF9 =RETURH PF10=ACCT. SPLIT PF12=REC ALL
HUM 16:50:17 IBM-3278-2
Clear Erase EOF | MNewlLine | PA1 PA2 PA3
ATTN Dup | Erase Input | Field Mark Reset SysHeq

13) Under SEL enter “A” to add a new line or “M” to modify an existing line. (Ex. If
a vendor is one for whom data is entered and items purchased and prices show,
“M” should be chosen. If all data is entered from scratch, “A” should be chosen.)

a. Enter the number of units purchased of first item under QUANTITY

b. See Page A.4 of the appendix for examples of unit codes to be used.

c. Enter the price per unit

d. Enter “Y” under REC if the item has been received. If an item has not
been received, and charge has been made, enter “I” for incomplete. If

there has been a problem and the charge is to be disputed, enter “D”.

Enter the date the item was received under “DATE RECEIVED”

Enter the description of the item purchased on the next line.

Repeat steps 8a — 8f for each item purchased.

If all items have been received, F12 can be entered which will select all

lines, and mark “Y” under REC for each item. Date could then be entered

for the first item in a MM/DD/YY format, and F2 could be entered to
carry the received date to all other items.

i. If all items have been entered, and the total shown matches the transaction
amount, message will appear saying “DocumentS_ is
reconciled”. A step has been omitted or there is a problem with data
entered if another message appears.

SKQ o
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J. Ifareceiving report is needed, F5 can be entered, and a receiving report
will be printed to the University Accounting Office. No notice will appear
on your screen when the information prints, but F5 only needs to be
pressed once. When the information is printed, it will be sent to the user
requesting the report. The system receiving report is only required if the
department does not already have a receiving report system in place. The
receiving reports that have been used in the past by departments will still
be acceptable.

k. After all info for this purchase has been entered, F3 can be pressed to
return to the purchase list for the cardholder.

14) A copy should be made of the receipt and related documentation for cardholder’s
records. The original receipt, if available, and any other applicable information
(ex. hospitality form, receiving report, etc. if required) must be forwarded to the
University Accounting Office. The information must be started in process to the
University Accounting Office from the cardholder within two working days or as
soon as is practicable. The documentation must be received no later than the
closing date of the statement.

15) Once a transaction has been reconciled, it will disappear from the “maintain p-
card trans” screen. The transaction can still be viewed in the “p-card trans
inquiry” screen, but no changes can be made to the accounting information.

16) If after a transaction is entered, a mistake is realized, the University Accounting
Office will need to be contacted for any requested changes.
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111.CARDHOLDER MONTHLY ACTIVITY

1)

2)

3)

4)

5)

6)

At the end of the credit card billing cycle, all documentation should have been
received by the University Accounting Office. The credit card billing cycle ends
on the 2" of each month, unless the 2™ is on a weekend or holiday, in which case
it is the next business day after the 2".

Activity logs will be printed by the University Accounting Office and campus
mailed to each cardholder on the third working day after the end of the billing
cycle.

Typically, around the 8™-10™ of the month, a statement of charges should be
received from BB&T. If this statement is NOT received by the 10" of the month,
the University Accounting Office should be contacted for a copy of the charges.
The cardholder will be responsible for ensuring that there are no unauthorized
charges on the activity log, and comparing the activity log to their records and the
bank-issued statement.

The cardholder should then sign the activity log to verify all charges and obtain
their supervisor’s signature. The cardholder should make copies of their activity
log and statement for their records.

The original activity log and statement must be received in accounting by the 15"
of the month to be attached to the monthly paperwork.

For example, July 2, 2005 falls on a Saturday. Since Monday, July 4™, is a holiday,
the closing date will be July 5, 2005. Two working days will be allowed for the final
documentation for June purchases to arrive in the University Accounting Office.
Activity logs will be printed and campus mailed on Thursday, July 7, 2005. All
statements should have been received from the bank by Monday, July 11, 2005, and
can then be compared to the activity logs and the cardholder’s other records. The
cardholder should then sign the activity log and gain their supervisor’s signature. The
activity log should then be sent to the University Accounting Office by Friday, July
15, 2005.
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