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Purchasing Card Reconciliation
1. Thru Lesesne Gateway on the Finance tab under the Finance Links channel click Purchasing Card Reconciliation or Access the Purchase Card Transaction Form FAAINVT thru INB Banner 
2. Enter your USER ID (Banner user name/Lesesne Gateway username) in the ACCOUNT MANAGER field

3.  Not Fed Transaction should be in the Type field (do not change)

4. Click Next Block on toolbar 

(Information should be displayed in lower 2 blocks of this form. Cardholder ID and vendor info)

5. Click Next Block on toolbar 

(This will put you at the vendor info; cursor will be flashing inside the block next to vendor)
6. Vendor will default with One-Time vendor. (If your transaction is a credit the Credit Memo block will be checked)
7.  Click Next Block on the toolbar
8.  Click Next Block on the toolbar 

9. You can change the default FOAPAL information for the charges for this transaction or you can add more than one line of accounting. If you do so, be sure that the bank code (01) field is populated, this is a required field. (If transaction is for travel make sure to change the account code to a travel account code) 
10. If you have a purchase that you need to indicate did not include sales tax you should enter in the Activity (ACTV) field of the FOAPAL information by either entering USE TAX in the activity field or selecting USE TAX from the drop down list.

11. Click Next Block on the toolbar (This will take you back to card holder info screen)
12. Click Next Block on the toolbar (This will take you to vendor info – Click Next Record to view the next transaction for this cardholder. You will have to keeping clicking Next Record until you get to the transaction you are trying to reconcile) Once at transaction you want to review click Next Block to bring up accounting distribution. Make any necessary changes and click Next block (This will bring you back to cardholder screen)
13. To get to the Next cardholders information Click Next Record on the Cardholder info screen. (New cardholder info will fill in)

14. To review transactions for this cardholder click Next Block to get to transaction info and follow steps 6-10

15. Once all transactions have been reviewed and changes made you may just close the form 

