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|. Introduction

A.Card Types

There are two types of Purchasing Cards at Stevens:
91 IndividualPCard
1 DepartmentdPCard

In each case there is a single person associated with eacltalded the Cardholdethat is
responsible for the review and reconciliation process, that roletoRciler.

B.Roles

There are variousoles associated with the PCard. The respoilises and workflow of each role
listed below are explained in detail in Section D.

1. Cardholder
a. holds thePGrd and is responsible fats appropriate use
b. Individual PCardthe person named on is the Cardholder
c. Departmental PCardthe person desigatedby the Departments the Cardholder

2. Reconciler
a. reviews transactions monthly and follows University policy for appropriate coding
and documentation of transactions
b. Individual PCard the Cardhaier is the Reconciler
c. Departmental PCardthe persa Designated as the Cardholder
d. Reconciliation must be completed by th& @f each month (more in section C)

3. Approver
a. reviewsreconciledtransactionsand documentationmonthly and provides
approval when all is in order
b.LYRA@ARdzZ f t /I BuBelvisarKS / I NRK2f RSNRa
c. 5SLI NI YSydalrt t/FNRX GKS /FNRK2f RSNDa & dzL
d. Approval must be completed by the Lbf each month (more in section C)

4. Proxy:

a. Inrare circumstances the PCard Administrator can approve the assignment of a
Proxy.

b. There are two types of Pres

i. Proxy Reconciler

ii. Prereviewer for Approver

c. The Proxy is assigned by either the Cardholder or the Appramd approved by
the PCard Administrator

d. Thedelegation of the taskdy the naming of @roxy does not relieve the
Cardholder or Approver fromray responsibility for the accuracy and timeliness
of the reconciliation, review and approval of the transactions.
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C.Timeline

9 The PCard cycle ends on the last day of each month.
1 Reconciliation deadline is thé"df the next month.
1 Approval deadline is th#1" day of the next month

PCard eycle ends Appruval Deadline

‘ Last Day of the month ‘ ‘ 11th of the next month ‘

Tth of the next month

Reconcilintion Deadline

Reconciliation
Transactions must be allocated the Gardholder bythe deadling the 7th
Not doing saan result in PCard suspension and/or PCard termination.

The PCardholdéras the monthly responsibility to recondaled allocate all expenses
charged to the PCard they have been issued.

Please note with online access through ActivePay the review, reconciliation and
allocation can be done throughout the month.

Approva:
The Authorized Approvés required to review and approve the allocations by the™1
day of thenextmonth.

D.Responsilitles and Workflow
The page numbers noted, refer to the step by step topical information in this guide.)
1. Individual Purchasing CaRg:conciliatiordeadline ¥ of the month)

a. Cadholder is Reconciler (Cardholder not using a proxy)
1. Cardholder logs in to PNC Active Pay during the month and no later thaf tifettve
following month.(p.12
2. Cardholder reconciles the transactiorfg:25)
a. Entesexplanations for each transacti¢p.27)
b. Changsethe account number and object code associated with each transaction, as
needed.(p.27)
c. Splits ay transactions involving albolic beverage$o isolate the expenses for
alcoholic beverages on object code 614829)
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3. Cardholder creates one orare Transaction Envelopés.33)
a. Providesmeaningful names for the Transaction Envelogdsis is the description
that will appear in the Kuali Financial System (KFS)
b. Associatsevery transaction with a Transaction Envelofpe35)
c. Scamsand attacles(uploads)receipts to the Transaction Envelope in which the
transaction has been associatd.36)
d. Submisthe Transaction Envelope to Workflogp.37)
4. tb/ 1 OGABS tle gAff NRdAziS GKS ¢NrXyalOQaAz2y ¢
review. (Please refeto Section 3. Purchaij Card Revieand Approvafor indructions
describing that process.)

b. Cardholder is using a Proxy to Reconcile
(Proxy must be approved by the PCard Administrator, proxy situations are rare.)
. Cardholder provides detailed receigts Proxy for each Purchasing Card
2. Proxy logs in to PNC Active Pay during the month and no later thari' thitiie
following month.(p.12)
3. Proxy reconciles the transaction(p. 25)
a. Enters explanations for each transactipr27)
b. Change the account numbend object code associated with each transaction, as
needed.(p.27)
c. Splits any transactions involving alcoholic beverages to isolate the expenses for
alcoholic beverages on object code 614829
4. Proxy prints the list of transactions, explanations, ac¢awmbers and ofect codes,
and gives to &rdholder to confirm the accuracy of the information entered by the
Proxy. Cardholder initials/signs confirming. Retain these signed materials or
electronically scanned versions of them.
5. Proxy creates one or mofransaction Envelogdp.33)
a. Provides meaningful names for the Transaction Envelqplis is the description
that will appear in the Kuali Financial System (KFS).
b. Associates every transaction with a Transaction Epeclp.35)
. Scans and attachdaploads)receipts to the Transaction Envelope in which the
transaction has been associatdg.36)
d. Scans and attaches the signed confirmatiomfrine cardholdefprepared in step #4).
e. Submits the Transaction Envelope to Workfl¢m37)
6. PNC Active Pay willrdsit G KS ¢ NI yal QuAazy 9y @St21LIS (G2 GKS
review. (Please refer to SectionBurchasing Card Riewand Approvafor instructians
describing that process.)

[ERN

o

2. Departmental Purchasing Ca&dconciliationdeadiine ¥ of the month)

a. Cardhatler is Reconciler (Cardholder not using a proxy)
1. Cardholder associated with the Departmental Purchasing Card collects receipts from
everyone who has requested use of the card during the month
2. Cardholder logs in to PNC Active Pay during the month and ethan the 7 of the
following month.(p.12)
3. Cardholder reconciles the transactioifg:25)
a. Enters explanations for each transactigp.27)
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b. Changes the account number and object code associated with each transaction, as
needed.(p.27)
c. Splits any transdions involving alcoholic beverages to isolate the expenses for
alcoholic beverages on object code 61¢829)
4. Cardholder creates one or more Transaction Envel@pss)
a. Provides meaningful names for the Transaction Envelqplis is the description
that will appear in the Kuali Financial System (KFS).
b. Associates every transaction with a Transaction Envelgpg5)
c. Scans and attachdaploads)eceipts to the Transaction Envelope in which the
transaction has been associatdg.36)
d. Submits the Transaicin Envelope to Workflow(p.37)
5. tb/ ! OGABS tl& NRdziSa GKS ¢NIyalOlAzy 9y @St 2
(Please refer to SectionBurchasing Card Reviemd Approvafor instructions describing that
process.)

b. Cardholder isising a Poxyto Reconcile
(Proxy must be approved by the PCard Administrator, proxy situations are rare.)

1. Cardholdetand Proxyassociated with the Departmental Purchasing Card collects
receipts from everyone who has requested use of the card during the npothdes
detailed receipts to Proxy for each Purchasing Card

2. Proxy logs in to PNC Active Pay during the month and no later thar{thitfie
following month.(p.12)

3. Proxy reconciles the transactiorn(g. %)

a. Enters explanations for each transactign27)

b. Changs the account number and object code associated with each transaction, as
needed.(p.27)

c. Splits any transactions involving alcoholic beverages to isolate the expenses for
alcoholic beverages on object code 614829)

4. Proxy prints the list of transactionexplanations, account numbers and object codes,
and gives to cardholder to confirm the accuracy of the information entered by the
Proxy.Cardholder initials/signs confirming. Retain these signed materials or
electronically scanned versions of them.

5. Proxycreates one or more Transaction Envelofz7)

a. Provides meaningful names for the Transaction Envelqplis is the description
that will appear in the Kuali Financial System (KFS).
b. Associates every transaction with a Transactionetape.(p.33)
. Scansand attacheguploads)eceipts to the Transaction Envelope in which the
transaction has been assotgd. (p.36)
d. Scans and attaches the signed confirmation from the cardhdjolepared in step #4).
e. Submits the Transaction Envelope to Witow. (p.37)
6. PNO OGAGS tlé& gAftf NRdziS GKS ¢NIyalOlAazy 9y
review. (Please refer to Section 3. Purchasing Card Review and Approval for instructions
describing that process.)

o
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3. Purchasing Card Reviemwd Approvalcompleted by the 1h of the month)

a. Approver does not use a Proxy for a-Rexiew

1./ F NRK2f RSNRAa &AdzLISNIBAAaA2NI NBOSAGSA |y SYIFAT y
Active Pay action list. The email contains a link to PNC Active Pay.

2. The supervisor logs in to PNGive Pay and opens the Transaction Envelopes awaiting
approval.(p.12

3. The supervisor reviews the transactions, amounts, explanations, accounting string, and
receipts, andyy the 11" of the monthapproves or disapproves the transaction
envelope in PNC Atk Pay(p43)

b. Approver Uses a Proxy for a fReview Step
(Proxy must be approved by the PCard Administrator, proxy situations are rare.)
1./ F NRK2f RSNDa & dzAMDNGE Rraxg nddeidm) einbildtifiatian2Hd

there is an item in their PN&ctive Pay action list. The email contains a link to PNC

Active Pay(p43)

a. Proxy logs in to PNC Active Pay and opens the Transaction Envelopes awaiting
approval.(p.12)

b. Proxy reviews the transactions, amounts, explanations, accounting string, and
receigds, and identifies any exceptions or items that need to be correcied4)

c. Proxy follows up with Cardholder to clear any exceptions or provide missing
documentation.

d. Proxy notifies the Supervisor that the transaction envelopes are ready for approval.

c. Purchasing Card Approval
1. Option 1¢ Approval in PNC Active Pay
a. The supervisor logs in to PNC Active Pay and opens the Transaction Envelopes
awaiting approval(p.12
b. The supervisor reviews the transactions, amounts, explanations, accounting string,
and receips, and approves or disapproves the transaction envelope in PNC Active
Pay.(p.44, 45
2. Option 2¢ Supervisor documents approval outside of PNC Active Pay
a. Proxy prints/prepares/assembles paper copiésll transaction envelopes,
transaction details, receip and other documentation, and presents to the
/ F NRK2f RSNR& { dzZLISNIAa2NJ F2NJ NBOASG @
b./ I NRK2f RSND& { dzZLJISNBAA2NI NE@GASga R20dzySydl
envelopeto show approvalSignedpaper copy of transaction envelope and all
supporting eocumentation are retained in the department for audit purposes.
Scanned electronic versions are acceptable.
c. Proxy logs in to PNC Active Pay and approves transaction envelope on behalf of
/ I NRK2 f RS Nbaged §ndhelSigidd Haper bapy of the tractszn
envelope(p.49
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E.Online Reconciling and Expense Allocation Details

1. Reconciling/ActiveRa

1 Online reconciliation and expense allocatisrdone on the ActivePay website:
https://www.pncactivepay.com/ Satements can be retrieved from the ActivePay website
under Quick Links, Statements.

1 The ActivePay website is accessed with a usernpasswad andthe organization ID of
stevensl.

9 Statements will be available online and must be reviewed and recoryl¢ide
PCardholder and the Authorized ApprovePlease note there is online access to each
account so viewing and allocation can be done throughout the month.

 All receipts must be scanned andiat OKSR G2 SIF OK 2yt AyS adal adSysS,
transactian envelope.

i Transactions should be reviewed for validiBCardholders are responsible for all
transactions identified on their statemenfPCardholders must be able to produce
applicablereceipts or proof that the transaction occurred.

9 If you do not lave a receipt, a Purchasing Card Missing Receipt Form needs to be
completed by thePCardholder, approved by the Authorized Approver and attached to the
online statement. A copy tfie Purchasing Card Missing Receipt Form can be foand
the Finance webs#t Resources are listed in section Il of this guide.

9 If an error is found, th@Cardholder is responsible to correct the error or show that the
dispute process has been invoked. Common errors include

a. Nonbusiness &ated Transactions
ThePGrdholder wil be held personally liable for transactions that are made by
them with thePGird that are not authorized or business related.

b. Unauthorized Transactions
If you do not recognize a transaction or a group of transactions, contact the PCard

Administrator immeliately to begin the dispute process. Your PCard number may
have been compromised and your account may need to be closed.
A copy of the Purchasing Card Billing Inquiry Form can be found in the appendix.

c. Incorrect Dollar Amount on Transaction
Contact the vendor to find out why it is different than your receipt. The vendor
should adjust the charge to your signed receipt. If they are going to issue a credit,
make sure you get a copy of the credit slip. If you are untahiesolve the issue
with the verdor, contact the PCard Administrator

1.22.15 version 9
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d. Product Not Received
LF I LINRPRdzOUG KIFayQd o06SSy NBOSAGSR |yR Al
may not have sent it yet. The item may also have been lost during shipment.
Contact the vendor immediately and fimdit when and where your shipment was
sent. If you are unable to resolve the issue with the vendor, complete the
Purchasing Card Billing Inquiry Form and send to the PCard Administrator.

e. Credit Not Applied TooMr Statement
Thevendormay have not subrtted the credit in time to post to your current
statement. Contact thgendorand inquire about the status of your credit. If you
are unable to resolve the issue with the vendor, contact the PCard Administrator.
It is thePCardholdeQ @sponsibility to @sure proper credits are received and to
make follow up calls if necessatfyyou are unabléo resolve the issue with the
vendor, contact the PCard Administrator.

2. Expense Allocation

1 Each transaction must be allocated to the appropriate KFS account manbebject
code.
oThe due date for th&Cardholder to complete the Expense Allocatiis the 7" of
the following month.
oThe due date for the Authorized Approver to review and approve the Expense
Allocations is the 1"L.of the followingmonth.
oTransations not allocated by the due dates will be charged to the default KFS
account number that was assigned when the PCard was issued.
1 Expense Allocation can be done at any time after the charge appears in ActivePay, but
before the allocation due dates. (" and 11" of followingmonth.)
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Il. Other Resources for PCagtiifersand PCarduthorizedApprovers

9 Pollow this link:https://www.stevens.edu/sit/finance/policiegjuidelines/purchasingard

To these documents:

PCard Guidelines
PCard Presentation
PCard Forms
Purchasing Card Employee EnrollmEatm
PNC Bank Purchagi Card; Employee Usage Agreement
Purchasing Card Billing Inquiry Form
Purchaing @rd Missing Receigtorm

PNC ActivePafCard Simulation Access and Viewing Instructions
This document gives instructions faewing a series of avatar lead
presentations.

PNCBankRecorded PCard training session link
This is the live recording of a campus trainingieghat was delivered by PNC
Bank.

ActivePay:PCartholder/AuthorizedApproverGuide(this document)

9 Follow this link to the Business and Travel Expense Policy
http://www.stevens.edu/provost/sites/default/files/Business_and_Travel Expense Policy.pdf

1.22.15 version
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lll. AccesingActivePay

Access the PNC ActivePay websitetdtps://www.pncactivepay.com/

A.The InitiaLog In

S PNC

HAVING PROBELEMS LOGGING IN?

“ASE SENSITIVE

-Ensure thatthe CAPS LOCK key is set correctly.
- USERMAME is not case sensitive

- PASSWORD is case sensitive

IROVVSER COOKIES

lake sure your computer accepts cookies. If browser cookies
are not accepted correctly by your computer, it may:

- Block ability to log on

- Force log off upon navigation to a new page

SUPPORTED BROWSERS and PLATFORMS
- Microsoft Internet Explorer version 7, 8, or 9
- IMozilla Firefox 9@ ar 10

- Microsoft Windows XPMistafWindows 7

IROVSER REQUIREMENTS
- Secure Socket Layer (128-bit encryption)
- Javascript enabled

USER LOG IN

USERNAME

®
RO

[ remember my Username

PASSWORD

ORGANIZATION ID stevens‘ll

Click here for card holder registration

This will be done for by
0KS { PSatlSy &
Administrator.

T~

Forgot Username (Only for card holders)

Forgot Passwaord

1. The PCard Administrator will provide you your username

2.The PCard Administrator will provide you y¢emporarypassword.

3. The Organizan ID is stevensl.

4. At Stevens, PCardholders will be registered by our PCard Administrator.

Completefields 1, 2 and 3 and clic [Loaln]  PNC has instituted another level of security in the sign in
process; you will be prompted to get a Security Code the first time you log in. Click here to get the code:

(5 PNC=s

W are required to perform addisonal security validation to verify your identity

We will email you a Secunty Code that you will need to enter on the ned page in order e55 PNC Bank ActvePay.
The Security Code will be sentio the email address stored in your user g

Please allow a few minuies o recene your Secunty Code

I Send Me a Security Code |

The Seurity Code will be sent to you in @mail which an be copied and pasted into the User Log In

screen. (See the screen shot on the top of the next page.)
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& PNC

HAVING PROBLEMS LOGGING IN7? USER LOG IN
CASE SENSITVE Preane re-enier ye W Of prber the Sec unty Code |
SEnsure that the CAPS LOGK keyis 561 comecty, e e e e Re-enter your user name and

- USERNAME is notcax o r 1 .
USERNAME
~PASSWORD is case . password and enter the security
PASSWORD 1 . . .
BROW SER COOKIES
Mals 6t yur CHTAAM BScHpIE Gockie. FbIowe COoKSS  OROMEZATION g : code you received viemail.
are not accepted comecly by your computer, it may |Sleve J
Block ability to log on Please log in using the Security Code
«Force log off upon navganon to a new page you received via email

Security Code | —

Secunty Codes can only be used once
Click here if you need a new Security Code to be
sent o you

SUPPORTED BROW SERS and PLATFORMS
Microsaft Intermet Expl 7,8,9 10 and 11
-Microsolt Windows VistaMdndows 7

#ACCEPTABLE BUT NOT SUPPORTED BROW SERS
-Moalla Finetox
Google Chrome

NOTE: These third pary browsers are compatble and lested §
with EnCompass, however, due 1o frequent updates, fulure Login |
wersions of hese browsers may net render EnCompass

If this isyourinitial login you will prompted to read and accept the terms and conditions.

S PNC -

TERMS AND CONDITIONS OF USE

. Eligibilitv and Termination

Ownership

Information Assurance. Access and Privacy
Representations and Warranties

. Indemnity / Limited Liability

. General Provisions

e

These are the terms and conditions ("Terms") governing use of this website to provide vou with transaction processing, reporting, and/or payment processing capabilities (the "AOC Services") between you as
the System Users and us, AQC as the system provider. System Users, their emplovees, agents, contractors or otherwise designated entities or representatives that may use AQC Services provided on this
website are collectively called a "System User".

PLEASE READ THIS USER AGREEMENT AND DISCLAIMERS CAREFULLY.

By virtue of a System User's use or continued use of the AOC Services, such System User agrees to and becomes subject to these Terms.

1. Eligibility and Termination Top of Page
1.1 Generally

The AOC Services and related services are available only to registered System Users of the AOC Services. AOC shall have the right to disapprove any System User whose business activity or foresesable use
of the Software presents a legal or business risk. in AOC"s reasonable opinion. on any of the following grounds

said use or foreseeable use of the Software infringes on any patent, trademark, trade secret, copvright, right of publicity, or other proprietary right of any party;

said use or foreseeable use of the Software would introduce software viruses or any other computer code, files or programs that are designed or infended to disrupt, damage or limit the functioning of any
software, hardware or telecommunications equipment or to damage or obtain access to any data or other information of anv third party;

said use or foreseeable use of the Software is unlawful. threatening. abusive. defamatory. libelous. deceptive. fraudulent. invasive of another’s privacy, tortious. or contains explicit or graphic descriptions or
accounts of sexual acts;

said use or foreseeable use of the Software is for the purpose of enabling competitors or potential competitors of AOC to gain competitive intelligence concerning the design. product attributes, or other
aspects of the Software itself: or

System User’s systems, business proces
Issuing organization, MasterCard, Visa, American Expre

. practices or controls are deemed insufficient to comply with the terms of this Agreement or the information privacy and security requirements defined by the
. Discover, or similar entities.

AOC may immediately restrict or terminate access to the AOC Services of any System User in violation of these Terms.

6. General Provisions Top of Pag
6.1 Governing Law

These Terms will be interpreted and governed by the laws of the Commonwealth of Virginia, without reference to conflict of laws principles.

) Aceept ) Do Not Accept

If vou do not accept the Terms ©

&. vou will be logged out of the system

Accept

To proceed, once ave read the Terms and Conditions, click « radio button and then

click - 9%
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If this is youinitial log inComplete the 7 required fields indicated by the red astefisk,

S PNC

*User Name:

*Password:

*Confirm Password
“First Name:
*Last Name:

Middle Name:

‘Email:

Unique |dentifier:

This is your first login. Please update your information and change your password

o After this information is updated you will be redirected to the Home Page
* You must create a new password before you proceed

EE————————— e |

Not available

E—

e.g. myname@example.com

e | Save

Reset

Click Save

The next screen willrpsent with chilenge questions a

LJ- NI

tb/ Qa

S PNC

Challenge Question 1 Select a Question

*Answer:
Confirm Answer.

Challenge Question 2

“Answer.
Confirm Answer:

Challenge Question 3

*ANswer:

Confirm Answer:

Select a Question

Select a Question

ur account!

Selectand answethe challenge questiosi Click 52

1.22.15 version
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B.Logging in Routinely

Subsequent log ins will yield this screen:

S PNC

HAVING PROBLEMS LOGGING IN? USER LOG IN
CASE SENSITIVE

- Ensure that the CAPS LOCK key is set correctly. USERNAME
- USERNAME is not case sensitive

- PASSWORD is case sensitive PASSWORD

BROWSER COOKIES ORGANIZATION ID

Make sure your computer accepts cookies. If browser cookies are
not accepted correctly by your computer, it may:

- Block ability to log on

- Force log off upon navigation to a new page

SUPPORTED BROWSERS and PLATFORMS

- Microsoft Internet Explorer version 7, 8, or 9
- Mozilla Firefox 9 or 10
- Microsoft Windows XP/Vista/Windows 7

[ Remember my Username

Click here for card holder registration

BROWSER REQUIREMENTS Forgot Username (Only for card holders)

- Secure Socket Layer (128-bit encryption)
- Javascript enabled Forgot Password

Login to ActivePay by entering your assigned
USERNAMPASSWORD, a@iRGANIZATION ID of stevensl.

Click| Legln

Should you forget your Usernamdick on hypef A y | Forgo2 Wé&rriaméthis is for PCard holders
only. Authorized Approvers need to contatie Program Administratoait pcard@stevens.edu

Should you forget youPassword Of A O1 2y U KtSF KBABSNEA Y] GC2NB2G

The next section of this guide details @2 NH2 G | aSNYFYS 2NJtl ad¢62NRE LINE

1.22.15 version 15


mailto:at%20pcard@stevens.edu

C.Forgot Username or Password

(Please notelf you know your password afast wish to change it, see the sectdiB 2
however,if you have forgotteryour passwordn please read on.)

EPNC -

Organization ID:

First Marme: *

Lasthame: *

Middle Name

Strest Address:

City

State v
Zip:

Email

Account Number: *

Unigue Identifier. *

[Gel Password l Resat ] l Clase ]

Copyright & 2005-2009. Powered by EnCompass, an ADC Solutions, Inc. Proprietary Web Product. All Rights Reserved.

Enter user information.

Note that required fields arenarked with a red asterislgll other fields are optional.

Organization ID and lbue Identifier will be provided by the Program Administrator.

First Name, Middle Name and Last Name should be exactly as they appear on the fadeGafdhélf
only the middle initial is shown on tHéCard then only the initial should be entered ineg Middle name

field.)

Account Number is the 16 digiCard account number.

Click obutton.

You will receive natification of your Username and Temporary Password.

NOTE:If you are not & Grdholder, but are an Authorized Approveor experience anproblems with
this functionality please contact your Program Administratbpcard @stevens.edto retrieve your
Username or Password.
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IV.PNC ACTIVERAWME PAGEXPLAINED

S PNC 2 R

Qomrmi e @

Hello, Mary Announcements Quick Links ~ ——

mame  mhallste New Old(D) Maninge Transact 7
fy Passw ptio

rg Group  stevens1

Cardholder

LastLogin  7/26/2013
There are currently no new announcements

P :

Cardholder Information 9

Account  JO0CX0OMCICOM-597T (HALLSTEAD, MARY)

Credit Limit 6 5,000.00
# of Transactions in Current Cycle

. W Miscellaneous Stores

. Homec Always returns gu to the Home Page.
Logout ¢ Logs you out of ActivePay.
Contact Ug; This connects to PNC. You can atsstactyour PCard Administrator at
pcard@stevens.edu

=

N

. Modules¢ Each module has a drop down menu whem yposition your mouse over it. This is how
you will navigate through the application.

3. Welcome widget, This box contains information about your user account.

N

. My Links widget, quick navigation to screens you have been on, for easy return to them.

ol

. Annowncements widget, This is where you will see announcements from either your organization or
from PNC.

(o2}

. PCardholder Information widget Shows account information including credit limit, # of
transactions, 30 days graphic representation of expenses by mertype, and recent activity.

\‘

. Quick Links widget Gives you one click access to the most frequently used functions within the
application.

(o]

. Inbox widgetg Lets you know if there are actions requiring your attention, and gives you one click
access to thee items. From this linkPCard Approvers will access Transaction Envelopes awaiting
their review

. Reports widget, Gives you one click accesshe two standardreports.

©
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V. SECURITY MANAGER MOLINBBEXnd USER ACCOUNT

@ SECURITY MANAGER

Inbox

A.Inbox

The inbox can be aessed using the dropdown menu or by clicking on the Inbox hyperlink in the
widget. Recall item #8 from the previous page.

Inbox

S PNC

Security Manager Inbox

Home | Log Out | Contact Us

@ SECURITY MANAGER g TRANSACTION MAINT 9 HELP

Workflow Search
Search For: Requires Action v

Workflow Type:  Transaction Envelope
Workflow Submission Date:

-

Workflow Status: In Progress -
Workflow Name:

Submitter Last Name:

Workflow Items

No Workflow Items Found

If there were items requiring your attention they would be listed here.

Clicking on the hyperlink will show the detail fbetitem and give you the opportunity to take action on
the item.
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B.User Account

@ SECURITY MANAGER

Inbox

Ugar Acoount

TheUser Account Settingsan be accessed using the dropdown meamd clicking on thdJser Account
hyperlink.

1. Update User Account

@ PN C Home | Log Out | Contact Us

@ SECURITY MANAGER g TRANSACTION MAINT o HELP

Security Manager User Account Update User
User Account Settings User Name: mhallste TheUpdate USGACCOUH'[ Screen AIIOWSthe
First Name: Mary user tochange certain atheir information.
[ Update User Account Last Name: Hallstead

Update Password

Update Challenge Q&A Middle Name-

Update User Preferences
l_!n_iqge_ \d_ent_iﬁ?r: Not available

Change Unique Identifier: N N

Confirm Unique Identifier:

*Email: Mary.Hallstead@stevens.edu

e.g. myr @mexampie.com
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2. Update Password

S PNC

Liser Name
First Hame;
Update Uiser Account
—Pipdate Password Last Name
Update Challenge C8A Middle Name
Update User Preferences
Unique identifie
Change Linigue
Confirmn Linique
“Email

Update Paswordg Allows the user to change their passwolbllow the prompts on the screen and
complete all required fields with asterisks.

S PNC

Security Manager

@ SECURITY MANAGER

User Account Password

User Account Settings *Enter Current Password:
“Enter New Password

Update User Account
Update Password *Confirm Password:

Update Challenge Q&A : .
Update User Preferences Password minimum length is 6 characters alphanumeric

Click $** | when you are done.
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3. Update Challenge Q&A

(2 PNC

Liser Accournt

Security Manager

User Account Settings n Liser Narme:
First Marne:
Update User Account
1 Update Password Last Name
— Update Challenge Q&4 Micdle Mame
Update User Preferénces
Unique Identifie
Change Linague
Ceonfirmn Linique
“Email

Choose dferent guestions from the various drop downs and colefe all required fields, those
preceeded by the asterisk.

S PNC

@ SECURITY MANAGER @

Security Manager User Account Update Challenge Q&A
Lear e e £ n Challenge Question 1° |n what ity did you meet your spouse/significant other? -
“Answer seneee

Update User Account

Update Password

Update Challenge Q&A Confirm Answer: sscece
Update User Preferences

Challenge Question 2 What school did you attend for sixth grade? A
*Answer: LITYYTYYTYYY

Confirm Answer: sessesssess

Challenge Question 3. What is your oldest sibling's middle name? -
"Answer: ssccsee

Confirm Answer sssseee

Click. 3#¥® | when you are done.
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4. Update User Preferences

(2 PNC

Sacurty Manager Liser ACCOunt

Liser Narne
First Narme:
Update User Account
1 Update Password Last Name
Update Challenge C&A Middle Mame
P Update User Preferéences
Unique identifie
Change Linague
Ceonfirmn Linique
*Ermiail

@ PN C Home | Log Out | Contact Us
s

@ SECURITY MANAGER g TRANSACTION MAINT 0 HELP

Security Manager User Account Preferences
fsenicolings ethings n Leave the input empty to use the default value for that item.

Disabled items have been flagged as not overridable.

Undate User Account Hover your mouse over the input box for an item to see its source.

Update Password

Update Challenge Q&A

Update User Preferences Home Page
Accounts Payable Module: LowDetal v Setthe detail level shown by default in the Accounts Payable module
Max My Links To Display: 5 Maximum number of most frequently used links to display
Purchase Log Module: Low Detail ~ Set the detail level shown by default in the Purchase Log module

Miscellaneous

Determines whether or not Encompass will attempt to become the foreground window
Auto Logout Warning Focus: when warning about logging you out due to inactivity. Depending on which browser you
are using, this may or may not be possible.

Standard Reports

Default Report Format: Excel « Default format used to display standard reports

Click| 52 | when you are done.
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VI. TRANSACTION MAINTENANCE MOBRéiréholder View

A.To View Statements

Home | Log Out | Contact Us

@ SECURITY MANAGER @ TRANSACTION MAINT

Statements
Transaction Management

Transaction Envelope -

Clickon SlEXaiuas: from the drop down menwr View $atementsfrom QuickLinksto begin the view
of statements

MANAGER @ TRANSACTION MAINT

Quick Links

Manage Transactions

View Statements
Change My Password Options
Create a Transaction Envelope

The resulting screen is on the next page, please matdyePay maintains 24 months of rolling data.
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@ PN C Home | Log Out | Contact Us

@ SECURITY MANAGER @TIIADSAC'IIDNMAN'I' o HELP
Transaction Maintenance Statements

Account Search Criteria: Select a Statement closing date and enter specific search criteria and click on search. For All accounts click on Search.
Statement Closing Date:  July 01, 2013~

Drop down will show all months availabls
@ where there was activity.

My Cards

Search Criteria

Actions Search Term Filter Type Value

Cardholder data

- No search terms have been added. -

Account Number v EqualTo ~ Add

1 Records per page 20~ Page 1 of 1 Go
Atlior@ Card Number Last Name First Name Type

5] = 5 C OO -XKHK-597 T HALLSTEAD MARY

Individual

1 Records per page 20 v Page 1 of 1 Go

1. Select a Statement Closing Détem the dropdown menu
2.In the Actions sections click the Download StatementHn

This allows you to: view or savé’®F version of your statement as shown below

You have chosen to open:
“L statement.7_1_2013.pdf

which is a: Adobe Acrobat Document (578 KB)
from: https://www.pncactivepay.com

What should Firefox do with this file?

(©) Openwith |Adobe Acrobat (default) -

@ Save File

[] Do this automatically for files like this from now on.

o | Coma]

ClickHometo get back to main page.

Home | Log Out | Contact Us

RITY MANAGER @mmcnomm 0 HELP
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B. Transaction Managemen

1. Accessing and Viewing Transactions

Home | Log Qut | Contact Us

@ SECURITY MANAGER 8 TRANSACTION MAINT 0 HELP

Statements
Transaction Management

Transachon Envelope

Clicking onIgliEEEilolgBYEEl[EER from the drop down menu olanage Transactiorfsom Quick
Links

MANAGER @mmcnmmm 0 :

Quick Links /
Manage Transactions

View Statements
Change My Password Options
Create a Transaction Envelope

brings up the following screen

@ PN C Home | Log Out | Contact U

Transaction Maintenance Transaction Management

Transactions Search Criteria: Select search criteria and click on Search for results. For All fransactions for the selected date range click on Search.
Date Range: Billing Cycle ~  7/2/2013-7/19/2013 ~
Card Number: X)GX-000000-5977 (HALLSTEAD, MARY)

Search Criteria

Actions Search Term Filter Type Value

- No search terms have been added. -

Account Number v EqualTo v Add

Please refer to the next page.
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From this screen:

S PNC

Transaction Maintenance Transaction Management

Date Range: Billing Cycle «  7/2/2013-7/19/2013
Card Number: XXOX-I000-X0IRTT (HALLSTEAD, MAR

Search Criteria

Actions Search Term

- No search¥grms have De\n added. -

Account Number + Kqual To

Transactions Search Criteria: Select search criteria and click on Search for results. For Al transactions for the selected date range click on Search.

Home | Log Out | Contact U4

@SECIJRIIYMANAGER emcnoumm OIELP

You carchoose from the drop down menus enter searclcriteriato find specific transactiongFor
purposes of this text we chodbke Billing Cycle as shown above.

Once you have chosen your critergick .

This screen is explained on the next page.
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Your transactins are listed in this section. You wil
review them here and make the necessary changg
to GL Account Numbers and Object Codes, add
notes, etc. ThEJElrEleles Section is explained in
detail in the following pages.



































































