Viewing Level Three Transaction Details

ADDY NOTE

ATTENTION:

This Addy Note is a procedural resource for the UCF Financials
Reference Database, which only contains data prior to July 1, 2022,
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The Visa file from Bank of America will load itemized data for the PCard card transactions
associated with the card issuer. Level Three data is additional information related to a transaction
such as car rental, lodging, and vendor/merchant information. If the merchant has made this
information available, you can view it using the steps in this Addy Note.

Step

Action

1.

Navigate to Purchasing > Procurement Cards > Reconcile > Reconcile Statement
to display the Reconcile Statement Search page.

Search:

My Favorites
Supplier Contracts
Departmental Authorization
Cuslomers

Customer Confracts

Order Management

Items

Suppliers

Purchasing
Requisitions
Purchase Orders
Receipts
Procurement Cards
Reconcile
Reconcile Statement

Review Bank Statement

eProcurement
Services Procurement
Grants

Project Costing
Proposal Management
Billing

Accounts Receivable
Accounts Payable
Asset Management
Commitment Control
General Ledger

Set Up FinancialsiSupply
Chain

Enterprise Components
Worklist

Tree Manager
Reporting Tools

®

Reconcile Statement
Procurement Card Transactions

Empl ID 2339297
Card Number r=sssssessxsgq4
Run Budget Validation on Save
Bank Statement

Biling

TransDate  Merchant

Transaction

1 07/13/2021 UNIV FL ONLINE PMNT

2 07/13/2021 UNIV FL ONLINE PMNT

3 07/12/2021 |EEE PRODUCTS & SERVICES

4 07/13/2021 |IEEE CB CONFERENCE

5 07/01/2021 EXPEDIAT2122491374274

[} 07/08/2021 ULINE *SHIP SUPPLIES

07/08/2021 TFS*FISHERSCI ECOM ATL

8 07/1212021 AGENT FEE 8900786824849

Name Lal,Ushaben

Card Provider BOFA

Status.

Staged

Staged

Verified

Staged

Verified

Staged

Verified

Staged

9 06/25/2021 LAURELL TECHNOLOGIES CORP  Staged

k] Select All Clear All
Search Purchase Details
[=] Notify | == Refresh

Split Line

Personalize | Find | View All | 2| [E3

Transaction
Amount Currency

2,440.63 USD
306.78 USD
104.00 USD
300.00 USD
607.50 USD
439.94 USD
23046 USD

17.00 USD

5,097.50 USD

Distribution Template

® 00000080

Budget
Status

: Vaid
.
3 Valid
3 vald
)
% vaid
,
% Vaid
B vaia
.
3 Valid
)
% vaid

3 vaid

First (¢ 190713

Chartfield
Status

Valid

valid

valid

Valid

Valid

Vvalid

valid

Valid

Valid

Redistrib

Las|

Enter the appropriate search criteria to locate the transaction you want to view.

Click the Search button. The Procurement Card Transactions page will display.

Click the Line Details F icon adjacent to your selected transaction to view the PCard

details. The Visa Transaction Details page will display.

The Visa Transaction Details page displays details for the PCard charge, which may include the
transaction date, total transaction amount, order date, vendor name and address, PO ID, Item
ID/description, tracking numbers, lodging charges (valet, food, telephone, movies, mini bar), or
rental car charges (rate, insurance, gas).
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5. Click the Show all Columns icon to display all tabs.
6. Click the Return button.
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