Fiscal Year-End Instructions For
P-Card Program User Agencies

The instructions include solutions for payment of the purchases in two distinct fashions.
They are designed to allow agencies either to pay for as many items as possible out of
current year funding and appropriations or to wait and pay all of the open items as Y
vouchers.

The P-Card Program billing cycle for June 17, 2008 - July 15, 2008 crosses fiscal years.
Agencies participating in the P-Card Program will have two options in processing the
June/July 2008 payment.

1. Agencies can elect to do nothing before the June 30, 2008 fiscal year-end. When
the June/July 2008 billing invoice is parked, agencies will have to reduce the
invoice by the amounts attributed to FY08 (June 17-June 30 2008) activity and
process a separate FB60 Direct Invoice as a Y-Voucher. Agencies must follow
Y-Voucher instructions when processing this payment. The remaining portion of
the June/July 2008 billing invoice attributed to FY09 (July 1- July 15 2008)
activity should be posted and FY09 appropriation and funding will be used.

2. Agencies can elect to pay for the June FY08 half of the billing cycle from FY08
appropriation and funding. On or about June 30, Agencies can go to the US
BANK website at: https://access.usbank.com/ and download agency spending
activity for the month of June 2008. Based upon the transaction postings,
agencies can process an FB60 Direct Invoice to US BANK for the FY08 (June 17
- June 30 2008) activity. The payment would be paid from FY08 appropriation
and use FY08 funding. On or after July 15, when the June/July 2008 billing
invoice is posted, agencies will have to reduce the invoice by the amount
previously paid for FY08 and by any remaining unpaid FYO08 transactions. A
separate FB60 Direct Invoice must be processed as a Y-Voucher for the
remaining unpaid FYO08 transactions. The remaining portion of the June/July
2008 billing invoice attributed to FYQ09 (July 1- July 15 2008) should be posted as
regular FY09 activity.
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The FB60 Direct Invoice must be processed using vendor number 100099611 U.S. Bank
CPS and the Partner Bank field for your agency MUST be completed as shown.

Enter Vendor Invoice: Company Code ARK

&a Tree an Company Code | &5 Hold | |F# Simulate FPark | &7 Editing options

Transactn R Invoice El Bal. 100.00-
Basic data Fayment k Details k Tax k Wiithholding tax k Motes |
Yendor
BaselineDt 05/31/2005 FPmntterms NTBEO Days Address
Due on Q573142005 Days LS. BAMNI CPS
Discount LISD Days net 200 8 SIHTH 5T
Disc.base LSO To be calcultd Fixed MIMMEAPOLIS M 55402
FPmt mMethod & Prmnt Meth Sup. Fmnt block Free far pavment & LIsA
FrntCurrey = 612-973-7530
il
Fart. bhank aose House bank TRELS |6@ Bank details
Partbanktype (13 31 Entries Found
Restrictions m
e 5
oA LA T =] E
|0 WSS (S BrkT|Ct... Bank Key |Bank Account R
=5t | GIL acct d0034 US 091000022 4246044555602647 center |Busi..|Fund Tax code |Order
noso DQ1DDDD22 4246044555600604 A
0209 WS 091000022 42460445556058482 il
0211 WS 091000022 4246044555607372 U1
0295 S 091000022 4246044555608474 E| U1
0314 U5 091000022 4246044555602634  |[+] 1

Use the drop-down menu to select your agency’s specific bank transaction code.

If the FB60 Direct Invoice is to be processed as a Y-Voucher, you must enter a Y as the
first character in the Reference field as shown:

Enter Vendor Invoice: Company Code ARK
Company Code || &5 Hold | FE Simulate Park | &7 Editing options

Transactn R Invoice B Bal. 100.00-
Basic data k Fayrment k Details k Tax k Withhalding tax k Motes |

Yendor
Wendor 10099611 Sp.G/L Address
Invaice date 05/31/2005 @erence ¥-Youcher _) U.S. BANK CPS
Posting Date B5/31/2005 Feran ™ 200 8 SI8TH 8T
Document type KR Vendor invoice g MIMMEAPOLIS MM 55402
Amount 100.00 [1}5]1] [w] Calculate tax LISA

You may want to pick up the warrant instead of mailing it so you can write the agency
managing account number on the face of the check. This will ensure your agency will
receive proper credit for payment of the check. Otherwise US Bank may credit another
Arkansas account with your agency’s payment. If you mail the warrant, use the
address on the US Bank statement (AASIS vendor 100113150) and not the one for
vendor 100099611 in AASIS.
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P-Card Monthly Billing Parked Document:

To process the June/July 2008 billing invoice from US Bank, it must first be reduced to
reflect only the July 2008 portion of the payments. To reduce the US Bank invoice for
amounts already paid for the FY08 items needing to be paid separately as a Y-Voucher,
you must “Zero out” the line items to be excluded and adjust the vendor line amount total
accordingly.

Post Document: Display Overview

Double click on the line to be excluded.

Post Document: Correct G/L account jftem

!Hﬂﬂﬁﬁﬁgﬂ"llll
nﬂﬁﬁﬁi‘l‘l Eﬂﬁﬂ!

shGRARA

Zero out the amount field. Hit enter.
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Enter through the caution message.
o . .
Return to the == Overview screen and repeat the process for each line to be excluded.

Once all the appropriate lines are excluded, the user will have to adjust the vendor
payable line C amount to equal the expense line D amount.

PK  Busf Acct 150 Emount Tax amnt
BA1 31 BE8A 21000939611 U.S5. BANK CPS 17,402 .94- £ E
B11 40 0ODE0 SO90Q2G6000 DP Supps 212 .83 Fa
12 40 QO8O SE900Q6RAR Office Supplies 118.81 FA
B13 40 QO8O SO90026008 DP Supps 139.73 FA

= _ ; 14,854 .31
ﬁ,EEIEI.EIE C 17, 402.94 1,102.89- * 92 Line iterns

Remember to keep track of the items deleted that need to be paid using the Y-
Voucher process.
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