PCard Compliance: “R/D Unreconciled PCard Transaction Pagelet” Instructions
What is the “R/D (Reconciler/Delegate) Unreconciled PCard Transaction Pagelet”?

It is a collection of information which provides the ability for you to see all the unreconciled PCard transactions for
those PCard Holders where you are identified as the reconciler and/or traveler delegate. The pagelet shows up on
your FAST Home page for as long as you have it enabled. The pagelet provides awareness into the fact that PCard
Transactions have been posted - without requiring you to check all your PCard Holder’s transactions. In addition, the
pagelet provides a means for you to quickly navigate to the transaction to reconcile it.

How does it know what to show me?

Purchasing maintains a listing of all reconcilers for every PCard holder and Travel maintains a listing of all traveler
delegates. This listing enables us to identify which PCard Holders and/or Travelers you reconcile. When you bring up
the FAST Home page we know who you are and the pagelet populates based on a query that pulls all this information
together to present the unreconciled transactions you are responsible for reconciling.

What do | do if | am not the reconciler for one of these PCard Holders, or not the Traveler’s Delegate?

If you are not the reconciler, fill out the FAST Reconciler Set-Up Form. If you are not the Traveler’s delegate, fill out

the Delegate Assignment Request Form. Ensure you follow instructions for deleting.

What are all those buttons and links for?
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http://usfweb2.usf.edu/pcard/Forms/FAST_RECONCILER_SET-UP.doc
http://usfweb2.usf.edu/ucotraining/forms/delegate_request.doc
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How can | remove this pagelet from my FAST Home Page? There are two ways to remove the pagelet:

1) Click the “X” in the corner of the title bar and ------------------- Select “Yes — Remove” to confirm removal.
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2) Click Content Link, unclick the check box next to R/D Unreconciled PCard Transaction and click Save.
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How do I get it back on my FAST Home Page? There is only one way to get it back!

Click Content Link, click the check box next to R/D Unreconciled PCard Transaction and click Save.
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Remember to click "Save” whan dona.
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Who do | contact if | have additional questions?

For questions, not answered by this document, please send an email to pcardcompliance@usf.edu
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