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The AMC Purchase Card Management System provides a centralized database for recording al credit card
purchases viaaweb browser. Through user interaction, financial records (commit, obligate, expense and
disburse) are created for each purchase and downloaded to the correct government financial system. Itisa
“document based” system where a credit card purchases request form isfilled out and submitted. Anyone
with auser account on the system can fill out acredit card purchase request. However, only credit card
account holders may order items or make payment on items listed on a credit card purchase request
document. Each individual request document can be routed for fund certification approval or for other
specia approvals which may be required.

This user manual has chapters which detail the abilities, responsibilities and actions of various types of
personnel, split into seven categories, who will utilize this system. These categories are:

1. Requestor: personnel who request the purchase of items but do not hold a credit card.

2. Credit Card Holder: personnel who hold a credit card. A credit card holder can create arequest or
receive arequest from a Requestor.

3. Fund Certifier: personnel who certifies funds are available prior to a purchase being made. Each
Requestor and Credit Card Holder will have a Fund Certifier(s) assigned to them.

4. Special Approver: personnel who approves the purchase of items which require specia approval prior
to purchase. For example, classified equipment must have security office approval prior to purchase.

5. Approving Official: personnel responsible for certifying the actual credit card billing statement for
payment and the reconciliation of this statement by the credit card holder. Each credit card holder has
one Approving Official.

6. Equipment Management: personnel responsible for monitoring Accountable Property purchases
versus Non-Accountable Property purchases.

7. Warehouse: personnel responsible for receiving shipments of purchases made on acredit card and
delivering them to the correct user.

Establishing an account to utilize the system



To establish an account you must supply your Agency Program Coordinator with the following information
and in return you will be given auser name and password to enter the system.

Areyou to be arequestor, credit card holder or approving official?
Name

Phone Number

Email address

Command

Directorate/Office

L ocation on Command

If arequestor or credit card holder, who will be your Fund Certifier?
If credit card holder, who will be your Approving Official?

©oOoNSO~WDNPE

Abilities/ResponsibilitiesActions of a Requestor



Abilities: A requestor hasthe ability to submit a credit card purchase request, which will then be ordered by
the selected Credit Card Holder. A requestor can also track the status of their requests.

Responsibilities: The requestor has the responsibility of supplying all necessary information for the
purchase to be made.

Actions:

Creating a new request

Selecting what approvals are needed in the Approvals Needed section
Entering information in the Requestor Information section

Entering information in the Item Numbers section

Entering information in the Vendor Information section

Entering information in the For Property Book Items Only section
Submitting a request

Tracking arequest

Canceling arequest

Making changes to arequest after it has been submitted

©oOoNSO~WDNPE
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1. Creating anew request

Once entering the system, you are presented with the system’s main navigator, titled “AMC Purchase Card
Management System.” On this main navigator, the following two boxes exist:

MNew MNew
foasd Purchase foared Purchase
10 Line Items 11 to 25 Line
Or Less Tiems

By clicking either of these two boxes, you will create a new credit card purchase request. If you anticipate
reguesting the purchase of 10 different line items or less, you should select the box “New Purchase - 10 Line
Itemsor Less’. If you anticipate requesting the purchase of 11 to 25 different line items, you should select
the box “New Purchase - 11to 25 Line Items’. If you anticipate requesting the purchase of more than 25
different lineitems, you will need to create more than one Credit Card Purchase Request document.

The credit card purchase request has various features, all of which will be discussed individually in greater
detail later in this User Manual. These features are listed here in the order they appear on the screen (Top to
Bottom):

B Document ID Number: This|D number islocated at the very top left of the form and is useful
for tracking arequest. It alsoissupplied to the vendor to help in timely and accurate delivery
of theitems. An example of the Document ID Number is shown here;

CC80327- 121209 < Be sure to supply vendor with this Document ID £

B Take Action button and Action To Take Place box: Once completing your work on the
request, the Take Action button and Action To Take Place box allow you to choose the next
course of action for your request. An example of the Take Action button and Action To Take
Place box are shown here:

|0m:e you have completed your inputs, click the following bution to complete your actions on this form-— > Take Action |

|Action to Take Place: [ € Send For Approvals and Ordering




B Ordering and Payment Information box: Information in thisbox will befilled in asthe credit
card holder takes action on the request. An example of the Ordering and Payment Information
box is shown here:

|Orﬂsr Daie: |I|utal Payment Date:

$ Ordered: [Total $ Paid:

‘E:q)ected Delivery Date: || |Actu.al Delivery Date: ||
|Pa}'ment Activity:

B Approvals Needed section: This section prompts you to select what approvals are needed for
your credit card purchase request. For an example of this section see “ Selecting what
approvals are needed in the Approval s Needed section.”

B Requestor Information section: This section desires information which pertainsto the
reguestor and credit card holder. For an example of this section see “Entering information in
the Reguestor Information section.”

B Item Numbers section: This section supplies atable for you to input item descriptions,
quantities and unit prices. For an example of this section see “ Entering information in the
Items Numbers section.”

B Vendor Information section: This section desires information regarding the vendor. For an
example of this section see “ Entering information in the Vendor Information section.”

B For Property Book Items Only section: This section asks for information which will be entered
into the installation property book. For an example of this section see “Entering information in
the For Property Book Only section.”

B Signature Summary section: This section will list signatures which were obtained for the
request.

B Document Edit History section: This section will list entries of who and when the document
was edited or signed.

2. Selecting what approvals are needed in the Approvals Needed section

An example of the Approvals Needed section is shown below. Each location will have different
selections shown in the section, depending upon the needs of that location. In this section, you
will select who will need to approve the request prior to the credit card holder placing the order. If
your request should have funding certification approval, click the“Yes” radio button. 1f your
request does not need funding certification approval, click the“No” radio button. In addition to
funding certification, many items may require special approvals prior to purchases. Examples of
items such as these are shown in the Approvals Needed section (Chemicals, Classified Equipment,
Computer Equipment, Etc.). If you are requesting atype of item which requires special approvals,
click the“Yes’ radio button next to that item type description. If you are not requesting that type
of item, click the “No” radio button. The number of “Yes” radio buttons you click will equal the
number of individuals your request will be sent to for approval prior to the request being delivered
to the credit card holder for purchasing.

Approvals Needed
Funding Certification Heeded? & Yes O Ho Arms, Ammunition or Explosive & Ves 0 Ho
Derices?
Chemicals? 7 Yes 0 Ho Clazsified Equipment?  Ves 0 Ho
Syringes? i Ves 0 Ho Computer Equipment?  Ves 0 Ho

3. Entering information in the Requestor Information section

An example of the Requestor Information section is shown below.
a.  Credit Card Holder field isapicklist. Click onthe down arrow at the right of the field to show
the list and select the correct credit card holder by click on that name.



b. Job Order Number field isadataentry field. Placethe cursor within thefield and typeinthe
correct Job Order Number. Only enter the Job Order Number (6 characters) and do not enter
any cost center information.

c. Requestor fieldisadataentry field, which will default to the user name which logged onto the
system. Y ou may change this entry by placing your cursor within the field, deleting the name
which is currently present, and typing in the correct name.

d. Phone Extension of Requestor field isadataentry field. Place the cursor within thefield and
typein the correct Phone Extension of the Requestor.

e. Building/Room # of Requestor field isadataentry field. Place the cursor within thefield and
typein the correct Building/Room # of the Requestor.

f.  Directorate of Requestor field is adataentry field, which will default to the directorate of the
user name which logged onto the system. Y ou may change this entry by placing your cursor
within thefield, deleting the name which is currently present, and typing in the correct name.

g. DateMaterial Required fieldisadataentry field. Placethe cursor withinthefield and typein
the correct Date you need to receive the items to be purchased by. Thisfieldisatext field, so
the format you enter the date in isinconsequential .

Requestor Information
1. Credit Card Holder: IJEff Redding j

Job Order Number: I “oe—-Opdy iclude & character JOWO
Reguestor: IJ eff Redding

Phone Extension of Regquestor: I

Building/Faom # of Requestor: I
Directorate of Requestor: ID -
Diate Material Required: I

e e

4. Entering information in the Item Numbers section

An example of the Item Numbers section is shown below.

a. Item Description fields are dataentry fields. Place your cursor within the field and type in the
correct item description. Everything that pertainsto the line item should be placed in thisfield.
Do not skip line item numbers to enter more information which pertainsto an item shownin a
previous line item number.

b. Quantity fields are data entry fields, which default to Zero. These fields are number fields
which must have a number entered in them. If you have nothing to enter in aquantity field,
make sure a Zero appearsin the field. Y ou may change this zero entry by placing your cursor
within the field, deleting the zero which is currently present, and typing in the correct quantity.

c. Unit Pricefields are data entry fields, which default to Zero. These fields are number fields
which must have a number entered in them. If you have nothing to enter in aunit pricefield,
make sure a Zero appearsin the field. Y ou may change this zero entry by placing your cursor
within the field, deleting the zero which is currently present, and typing in the correct unit
price.

d. Shipping Cost Unit Price field isadataentry field, which defaultsto Zero. Shipping cost is
located at the end of theitem numberslist. Thisfield isanumber field which must have a
number entered init. If you have nothing to enter in the shipping cost unit price field, make
sure azero appearsin thefield. You may change this zero entry by placing your cursor within
the field, deleting the zero which is currently present, and typing in the correct shipping cost
unit price.



Ttem Numbers: 1 - 10

Itera | ltem Description ‘Qua.ntity ‘Unit Price Tatal!
Mureber
‘ [0 [s0.00 ‘$D.DD
| 2 [ 500 jsu.00
‘ 3 || [0 [s0.00 ‘$D.DD
‘ 4 | [ 500 ‘$D.DD
‘ 5 [ [s0m ‘$D.DD
‘ 6 | [ [s00 ‘$D.DD
‘ 7 [ [s0m ‘$D.DD
‘ 8 | [ [s00 ‘$D.DD
‘ 9 | [ [s0m ‘$D.DD
‘ 10 [ [s00 ‘$D.DD
‘Shipping Cost ‘1 ||$D.DD ‘$D.DD

5. Entering information in the Vendor Information section

An example of the Vendor Information section is shown below.

a

b.

Source Vendor Name field isadataentry field. Place the cursor in the Source Vendor Name
field and type in the correct source vendor name.

POC at Source Vendor field isadataentry field. Place the cursor in the POC at Source Vendor
field and typein the correct point of contact at the source vendor.

Source Vendor Telephone #field isadataentry field. Place the cursor in the Source Vendor
Telephone # field and type in the correct source vendor telephone number.

Source Vendor Address - Address Line 1 field isadataentry field. Place the cursor inthe
Source Vendor Address - Address Line 1 field and typein the correct street address for the
source vendor.

Source Vendor Address - Address Line 2 field isadataentry field. Place the cursor in the
Source Vendor Address - Address Line 2 field and type in the correct second line of the street
address for the source vendor.

Source Vendor Address - City field isadataentry field. Place the cursor in the Source Vendor
Address - City field and typein the correct city for the source vendor.

Source Vendor Address - State field isadataentry field. Place the cursor in the Source Vendor
Address - State field and typein the correct state for the source vendor.

Source Vendor Address - Zip Code field isadataentry field. Place the cursor in the Source
Vendor Address - Zip Code field and type in the correct zip code for the source vendor.
Notesfieldisadataentry field. Thisfieldisfor any additional information you will liketo
supply to the credit card holder. Place the cursor in the Notesfield and type in whatever
information you would like to supply.
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13.
14.
15,
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Vendor Information

Aource Vendor HMatne:
POC at Bource Yendor:
Aource Vendor Telephone &:

Aource Vendor A ddress:
Address Line 1:
Address Line 2

Cityr:

State:

Zip Code:

Hotes:

Entering information in the For Property Book Items Only section

An example of the For Property Book Items Only section is shown below.

a

If replacement, For which decal number(s) field isadataentry field. If theitem to be
purchased is replacing an item which has been decaled, you should enter the decal numbers
here. Place the cursor in the If replacement, For which decal number(s) field and typein the
correct decal numbers.

Major Hand Receipt Holder field isa dataentry field. If theitemsto be purchased are
accountabl e property which will be placed on the property book, you must enter amajor hand
receipt holder. Place the cursor in the Major Hand Receipt Holder field and type in the correct
major hand receipt holder name

Who will the user be? Field isadataentry field. If theitemsto be purchased are accountable
property which will be placed on the property book, you must declare who the user of the
itemswill be. Place the cursor in the Who will the user be?field and type in the correct user
name.

User’s Building/Room isadataentry field. If theitemsto be purchased are accountable
property which will be placed on the property book, you must declare alocation for the user of
theitems. Place the cursor in the User’s Building/Room field and type in the correct location
of the user.

For Property Book Items Only

Examples of property book items are automated data Processing (ADF) equipment, cryptographic (3TU I equipment, audiovisual
eouiptnent, powered handtools, weapons, and items that require calibration.

17 If replacement, for which decal mambens)?
18 Major Hand Receipt Holder:

20, Uset's Building/Foom

|
|
19, Who will the user be? I
|



7. Submitting arequest

After completing the input of information on anew credit card purchase request, complete the

following two steps to submit the request.

a.  Click the“Send for Approvals and Ordering” radio button in the Actions To Be Taken box,
located near the top of the form.

b. Click the Take Action button, located near the top of the form.

|0m:e you have compleied your inpuis, click the following hution to compleie your actions on this form------—- = Take Action |

|Ac1ion to Take Place: | " Send For Approvals and Ordering

The correct people will be notified of your request viaemail. Those who need to approve the
document will place an electronic signature upon the document and forward it to the next approver.
Once all the approvals have been made, the document will be delivered to the credit card holder.

8. Tracking arequest

On the system Main Navigator, titled “ AMC Purchase Card Management System”, there are
various options for viewing requests which have been submitted to the system. For arequestor,
the best options for tracking arequest are:

a. Credit Card (CC) Purchases By DoclD

b. Credit Card (CC) Purchases By Requestor

Y ou can open one of these views by clicking the appropriate box on the Main Navigator. These
boxes are shown here:

= CC Purchases | | = ¢¢ Purchases
& By DocID By Requestor

a.  Credit Card (CC) Purchases By DoclID view: Thisview sortsthe requests by document id
number. In thissystem, you are allowed see requests which pertain to you, meaning either
you created the request or the request was sent to you. Because of this, you should see alist
of requests which you created. This view shows seven columns of information:

1. Document ID Number

Credit Card Holder Name

Job Order Number

Request Total ($)

Status of the document

Requestor Name

Item Description for Item 1

Nogas~®wWD

The“Status’ column is particularly useful. This column will either read “ Awaiting
Approvals’, “Not Ordered”, “ Ordered, No Payments Made”, “ Partial Payment Made”, and
“Final Payment Made”, depending upon the status of the request. An example of this
view is show here:

10



: Hew CCF - 10 Tiems or Less

*3% Search

‘ = Previous - Nex‘t|.¢" Expand ‘A Collapsae Q Wlain Mavigator

AMUC Purchase Card Management System

Credit Card Purchase Requests Sorted By DocID

Request

DocID # Card Holder JON Total Status Requestor Name
CCE0209 - 115130 James Mutnane  807CLC $1120.00 Final Payment MWade Tames Murnane  clip-nut. p/ng RMWS2LHA-
CCEN1Z] - 072148 Fohert Pitts 7BELLC $44335 Pattial Fayment Made Fred Chan Symnantec Super Bundle
CC20120 - 073605 James Iumane  807CLC $520.20 Final Payment Made James Murnane  rectangular steel tube, 24
CCE0115 - 103844 Fobert Pitts 805CPC $7364 Partial Payment Made John Lanza Metal film resistors, 1000
CCR0112 - 1303228 Allyson Molan 807S1H §10130 Partial Payment Made Allyson Molan  postit cube/ 7401-9171 a
CCE0112 - 1233358 Allyson Maolan 807S1H §11772 Final Payment Made Allyson Molan  Rogers Tape Dispenser’d

Y ou can open any one of the requests shown in aview by clicking on the hot link for the
request. The hot link issignified by the underlined, typically light blue text.

b. Credit Card (CC) Purchases By Requestor view: Thisview categorizes requests by the
requestor’sname. You can find your namein thisview and see alist of al requestsfor
which you were the requestor. This view shows seven columns of information:

1. Requestor Name

Document |D Number

Amount Ordered ($)

Amount Paid ($)

Credit Card Holder Name

Status of the document

Item Description for Item 1

Nogahs~wWD

If the Amount Ordered column shows a zero than the request has not been ordered. If the
Amount Paid shows a zero than no payments have been made on the request. The
“Status’ column aso is particularly useful. Thiscolumn will either read “ Awaiting
Approvals’, “Not Ordered”, “ Ordered, No Payments Made”, “Partial Payment Made”, and
“Final Payment Made”, depending upon the status of the request. An example of this
view is shown here:

| - Previous b Next‘v EJmand‘A Collapse *3% Search 9 Ilain Navigator Mew CCP - 10 Ttems or Less
AMC Purchase Card Management System
Credit Card Purchase Requests Sorted By Requestor
. Credit Card
DocID # Ordered Paid Holder Status
¥ Addie Chavis $201.30  $0.00 <hlanks
CCTI022 - 1219534 $20130 $000 Elaine Chase Ordered, Mo Payments Made JTetform FormPlow Filler,
(Yes, softwate is year 20
P Alan Goldberg $000  $0.00 <hlank>
P Alfred Allen $1220  $0.00 <hlank>

Y ou can open any one of the requests shown in aview by clicking on the hot link for the
request. The hot link issignified by the underlined, typically light blue text.

11



9. Canceling arequest
A requestor may only cancel arequest after it has been submitted and prior to the ordering of items
by the credit card holder. If arequest isto be canceled after the order has been made by the credit
card holder, only the credit card holder may cancel it and only if payment has yet to be made. To
cancel arequest:
a) Locatetherequest youwould liketo cancel by utilizing the views discussed in the “ Tracking a

request” section.

b.) Click ontheunderlined, usualy light blue hotlink to open the request
c.) Click the“Cancel Request” radio button inthe Action To Take Place Box.
d.) Click the Take Action button.

An example of the “Cancel Request” radio button and Take Action button are shown below.

‘Om:e vou have completed your inputs, click the following bution to conplete your actions on this form——- = Take Action |

|Action to Take Place: | € Cancel Request ¢ Save Changes

10. Making changesto arequest after it has been submitted
A requestor may make changesto arequest after it has been submitted. To make changesto a
request:
a) Locatetherequest youwould liketo cancel by utilizing the views discussed in the “ Tracking a
request” section.
b.) Click ontheunderlined, usualy light blue hotlink to open the request
c.) Makethedesired changes
d.) Click the“Save Changes’ radio buttonin the Action To Take Place Box.
e.) Click the Take Action button.

An example of the “ Save Changes” radio button and Take Action button are shown below:

‘Once you have compleied your inpuis, click the following bution o complete your actions on this form--——---- = Take Action |

|Act'mnto Take Place: | " Cancel Request ¢ Save Changes




AbilitiesResponsibilitiesActions of a Credit Card Holder

Abilities: A credit card holder has the ability to submit acredit card purchase request, and order and make
payment on requests which they submitted or requests which were submitted by others. A credit card
holder may cancel arequest after it has been submitted and prior to payment being made on the request.

Responsibilities: The credit card holder has the responsibility of ordering the item with the vendor and
marking the request ordered within the system. Once the monthly credit card statement has arrived, the
credit card holder has the responsibility of reconciling the statement within the system. Thisreconciliation
involves marking payment on each individual request document which appears on the statement.

Actions:

Creating a new request

Selecting what approvals are needed in the Approvals Needed section
Entering information in the Requestor Information section

Entering information in the Item Numbers section

Entering information in the Vendor Information section

Entering information in the For Property Book Items Only section
Submitting the request

L ocating arequest submitted by others or arequest you submitted which was sent for approvals
. Marking arequest ordered

10. Canceling arequest

11. Making changesto arequest after it has been submitted

12. Marking payment on arequest

©ONOOGOr~WDNPE

1. Creating anew request

Once entering the system, you are presented with system main navigator, titled “AMC Purchase Card
Management System.” On this main navigator, the following two boxes exist:

New Mew
== Purchase =M Purchase
10 Line Iiems 11 to 25 Line
Or Less Items

By clicking either of these two boxes, you will create a new credit card purchase request. If you anticipate
requesting the purchase of 10 different line items or less, you should select the box “New Purchase - 10 Line
Itemsor Less’. If you anticipate requesting the purchase of 11 to 25 different line items, you should select
the box “New Purchase - 11to 25 Line Items’. |f you anticipate requesting the purchase of more than 25
different line items, you will need to create more than one Credit Card Purchase Request document.

The credit card purchase request has various features, all of which will be discussed individually in greater
detail later inthis User Manual. These features are listed here in the order they appear on the screen (Top to
Bottom):

B Document ID Number: ThisID number islocated at the very top left of the form and is useful
for tracking arequest. It alsoissupplied to the vendor to help in timely and accurate delivery
of theitems. An example of the Document ID Number is shown here:

CCB0327 - 121209 < Be sure o supply vendor with this Document ID #

13



B TakeAction button and Action To Take Place box: Once completing your work on the request
document, the Take Action button and Action To Take Place box allow you to choose the next
course of action for your request. An example of the Take Action button and Action To Take
Place box are shown here:

‘Om:e vou have completed your inputs, click the following button to conplete your actions on this form-———---- = TakeAction |

Action to Take Place: " Send For Approvals { Save Inputs Without Ordering
" Order ¢ Cancel Request

B Ordering and Payment Information box: Information in thisbox will befilled in asthe credit
card holder takes action on the request. An example of the Ordering and Payment Information
box is shown here:

|Orﬂsr Date: |I|utal Payment Date:

I$ Ordered: [Total § Paid:

‘E}q)ected Delivery Date: || |ﬂ.ctu.al Delivery Date: ||
|Pa}'ment Activity:

B Approvals Needed section: This section prompts you to select what approvals are needed for
your credit card purchase request. For an example of this section see “ Selecting what
approvals are needed in the Approvals Needed section.”

B Requestor Information section: This section desires information which pertainsto the
requestor and credit card holder. For an example of this section see “ Entering information in
the Requestor Information section.”

B [tem Numbers section: This section suppliesatable for you to input item descriptions,
quantities and unit prices. For an example of this section see “Entering information in the
[tems Numbers section.”

B Vendor Information section: This section desires information regarding the vendor. For an
example of this section see “ Entering information in the Vendor Information section.”

B For Property Book Items Only section: This section asks for information which will be entered
into the installation property book. For an example of this section see “Entering information in
the For Property Book Only section.”

B Signature Summary section: This section will list signatures which were obtained for the
request.

B Document Edit History section: This section will list entries of who and when the document
was edited or signed.

2. Selecting what approvals are needed in the Approvals Needed section

An example of the Approvals Needed section is shown below. Each location will have different
selections shown in the section, depending upon the needs of that location. In this section, you
will select who will need to approve the request prior to placing the order. If your request should
have funding certification approval, click the“Yes” radio button. If your request does not need
funding certification approval, click the“No” radio button. In addition to funding certification,
many items may require special approvals prior to purchases. Examples of items such asthese are
shown in the Approvals Needed section (Chemicals, Classified Equipment, Computer Equipment,
Etc.). If you arerequesting atype of item which requires special approvals, click the*Yes’ radio
button next to that item type description. If you are not requesting that type of item, click the “No”
radio button. The number of “Yes” radio buttons you click will equal the number of individuals
your request will be sent to for approval prior to the request being delivered back to you, asthe
credit card holder, for purchasing. If you do not select any approvals needed, the document will
not be sent to anyone for approval and will be awaiting the order to be placed by you.

14



Approvals Needed

Funding Certification Heeded? & Yes O Ha Arms, Ammunition or Explosive & Ves O Ho
Devices?

Chemicals? & Yes O Ho Classified Equipment? & Ves O Ho

Sytinges? & Yes O Ho Computer Equipment? " Ves O Ho

3. Entering information in the Requestor Information section

An example of the Requestor Information section is shown below.

a Credit Card Holder field isapicklist. Being acredit card holder, thisfield will default to your
name. If you so desire, you could select a different credit card holders name, which also will
transfer the responsibilities of the credit card holder to that individual for this request.

b. Job Order Number field isadataentry field. Place the cursor within thefield and typein the
correct Job Order Number. Only enter the Job Order Number (6 characters) and do not enter
any cost center information.

c. Requestor field isadataentry field, which will default to the user name which logged onto the
system. Y ou may change this entry by placing your cursor within the field, deleting the name
which iscurrently present, and typing in the correct name.

d. Phone Extension of Requestor field isadataentry field. Place the cursor within thefield and
typein the correct Phone Extension of the Requestor.

e. Building/Room # of Requestor field isadataentry field. Place the cursor within the field and
typein the correct Building/Room # of the Requestor.

f. Directorate of Requestor field isadataentry field, which will default to the directorate of the
user name which logged onto the system. Y ou may change this entry by placing your cursor
within thefield, deleting the name which is currently present, and typing in the correct name.

g. DateMaterial Required field isadataentry field. Placethe cursor within the field and typein
the correct Date you need to receive the items to be purchased by. Thisfieldisatext field, so
the format you enter the date in isinconsequential.

Requestor Information
1. Credit Card Holder: IJEff Fedding j

JTob Order Humber: I Fem-Oily iticlude 6 chatracter JOHO
Reguestor: IJ eff Redding

Fhone Extension of Regquestor: I
Building/Foom # of Requestor; I

Directorate of Requestor: ID -

e T

Diate hiaterial Required: I

4. Entering information in the Item Numbers section

An example of the Item Numbers section is shown below.

a. Item Description fields are dataentry fields. Place your cursor within the field and typein the
correct item description. Everything that pertainsto the line item should be placed in thisfield.
Do not skip line item numbers to enter more information which pertainsto an item shownin a
previous line item number.

b. Quantity fields are dataentry fields, which default to Zero. These fields are number fields
which must have a number entered in them. If you have nothing to enter in a quantity field,
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make sure a Zero appearsin the field. Y ou may change this zero entry by placing your cursor
within the field, deleting the zero which is currently present, and typing in the correct quantity.
Unit Price fields are data entry fields, which default to Zero. These fields are number fields
which must have a number entered in them. If you have nothing to enter in aunit pricefield,
make sure a Zero appearsin thefield. Y ou may change this zero entry by placing your cursor
within the field, deleting the zero which is currently present, and typing in the correct unit
price.

Shipping Cost Unit Pricefield isadataentry field, which defaultsto Zero. Shipping costis
located at the end of theitem numberslist. Thisfield isanumber field which must have a
number entered init. If you have nothing to enter in the shipping cost unit price field, make
sure azero appearsin thefield. You may change this zero entry by placing your cursor within
the field, deleting the zero which is currently present, and typing in the correct shipping cost
unit price.

Ttem Numbers: 1 - 10

Itera | ltem Description ‘Qua.ntity ‘Unit Price Tatal!
Mureber
‘ 1 [0 [s0.00 ‘$D.DD
‘ 2 || [ 500 ‘$D.DD
‘ 3 [0 [s0.00 ‘$D.DD
‘ 4 | [ 500 ‘$D.DD
‘ 5 [ [s0m ‘$D.DD
‘ 6 | [ [s00 ‘$D.DD
‘ 7 [ [s0m ‘$D.DD
‘ 8 | [ [s00 ‘$D.DD
‘ 9 | [ [s0m ‘$D.DD
‘ 10 [ [s00 ‘$D.DD
‘Shipping Cost ‘1 ||$D.DD ‘$D.DD

5. Entering information in the Vendor Information section

An example of the Vendor Information section is shown below.

a

b.

Source Vendor Name field isadataentry field. Place the cursor in the Source Vendor Name
field and type in the correct source vendor name.

POC at Source Vendor field isadataentry field. Place the cursor in the POC at Source Vendor
field and typein the correct point of contact at the source vendor.

Source Vendor Telephone #field isadataentry field. Place the cursor in the Source Vendor
Telephone # field and type in the correct source vendor telephone number.

Source Vendor Address - Address Line 1 field isadataentry field. Placethe cursor inthe
Source Vendor Address - Address Line 1 field and typein the correct street address for the
source vendor.

Source Vendor Address - Address Line 2 field isadataentry field. Place the cursor in the
Source Vendor Address - Address Line 2 field and type in the correct second line of the street
address for the source vendor.

Source Vendor Address - City field isadataentry field. Place the cursor in the Source Vendor
Address - City field and typein the correct city for the source vendor.

Source Vendor Address - State field isadataentry field. Place the cursor in the Source Vendor
Address - State field and typein the correct state for the source vendor.
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10.
11.

12.
13.
14.
15,
14

Source Vendor Address - Zip Codefield isadataentry field. Place the cursor in the Source
Vendor Address - Zip Code field and type in the correct zip code for the source vendor.
Notesfield isadataentry field. Thisfieldisfor any additional information you will like to
supply to the credit card holder. Place the cursor in the Notesfield and type in whatever
information you would like to supply.

Vendor Information

Aource Vendor HMatne:
POC at Bource Yendor:
Aource Vendor Telephone &:

Aource Vendor A ddress:
Address Line 1:
Address Line 2

Cityr:

State:

Zip Code:

Hotes:

Entering information in the For Property Book Items Only section

An example of the For Property Book Items Only section is shown below.

a

If replacement, For which decal number(s) field isadataentry field. If theitem to be
purchased is replacing an item which has been decaled, you should enter the decal numbers
here. Place the cursor in the If replacement, For which decal number(s) field and type in the
correct decal numbers.

Major Hand Receipt Holder field isa dataentry field. If theitemsto be purchased are
accountabl e property which will be placed on the property book, you must enter amajor hand
receipt holder. Place the cursor in the Major Hand Receipt Holder field and type in the correct
major hand receipt holder name

Who will the user be? Field isadataentry field. If theitemsto be purchased are accountable
property which will be placed on the property book, you must declare who the user of the
itemswill be. Place the cursor in the Who will the user be?field and type in the correct user
name.

User’s Building/Roomisadataentry field. If theitemsto be purchased are accountable
property which will be placed on the property book, you must declare alocation for the user of
theitems. Place the cursor in the User’s Building/Room field and type in the correct location
of the user.
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For Property Book Items Only

Examples of property book items are automated data Processing (ADF) equipment, cryptographic (3TU I equipment, audiovisual
eouipttent, powered handtools, weapons, and items that require calibration.

17, If replacement, for which decal munbet(s)?

12, M ajor Hand Receipt Holder:

|
|
19, Who will the user be? I
20, Uszet's Building/Foom: I

7. Submitting the request

After completing the input of information on anew credit card purchase request, complete the

following two steps to submit the request.

a Click the“Send for Approvals’ radio button in the Actions To Be Taken box, located near the
top of the form.

b. Click the Take Action button, located near the top of the form.

|0m:e you have completed your inputs, click the following bution to complete your actions on this form-— > Take Action |

Action to Take Place: ' Send For Approvals ' Save Inputs Without Ordering
" Order ¢ Cancel Request

The correct people will be notified of your request viaemail. Those who need to approve the
request will place an electronic signature upon the request and forward it to the next approver.
Once all the approval s have been made, the request will be delivered to you, asthe credit card
holder.

8. Locating arequest submitted by others or arequest you submitted which was sent for approvals
When arequest either has been submitted by others with you assigned as the credit card holder or
submitted by you and sent for approvals, you should be notified of the request and the fact that it
isawaiting ordering viaemail. There are various waysto locate this request or any other request,
submitted by you or others. On the system main navigator, titled “ AMC Purchase Card
Management System”, there are various options on how to view requests which have been
submitted to the system. For acredit card holder, the best options for locating a credit card
purchase request are:
a.  Inbox By Signee’'sName
b. Credit Card (CC) Purchases By Card Holder
c. Credit Card (CC) Purchases By DoclD

Y ou can open one of these views by clicking on the appropriate box on the main navigator. These
boxes are shown here:

Inhox B urchas —

<i ox .}r foard cc P s el | CC Purchases
il By Card By DocID
Name Holder y et

a Inbox By Signee’'s Name view: Thisview categorizes regquests by whose attention the
requests are awaiting. Thisview only shows requests which are “active” in the routing
process. Thismeans, if you have already received the request and marked it order, it will not
be shown in thisview. Anexample of thisview isshown below. To open arequest whichis
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awaiting your attention click on the request’ s hotlink, which isthe underlined, typically light
blue text.

: Hew CCF - 10 Tiems orLess

ﬁ Search

@ Wlain Mavigator

‘ = Previous - Nex‘t|T‘" Expand ‘A Collapse

AMC Purchase Card Management System

Inbox By Signee's Name - Credit Card Purchase Requests Sorted By Whose Attention They Are Awaitin

DocIDNum Requestor  Amount Credit Card Holder
b | Angela Yang <hlanks
¥ 5 Annmarie Johnson <hlank>

CCTI017 - 155135 Cindy Dubose  §683  Arnnmarie Johnson
CCT1021 - 140533 Cindy Dubose  §$180  Arnrumarie Johnson
COFI022 - 092943 Robert Carr $28  Annmarie Johnson
CCT1022 - 133043 Cindy Dubase  $134  Annmarie Johnson
CCTI022 - 145001 Cindy Dubase  $387  Assunarie Johnson
b 1 April Doyle <hlanks
b 14 ARTEM Budget Siaff “hlank=

b. Credit Card (CC) Purchases By Card Holder view: Thisview categorizes all the requests, first,
by the credit card holders name and, second, by the status of the request. Locate your name
in thisview and click on the blue triangle next to your name. Thiswill expand the view and
show various categories. These categoriesinclude:

B Awaiting Approvals: requests which have you assigned as the credit card
holder, but have not received the necessary approvals prior to ordering.

B Not Ordered: requestswhich have completed the approval processand are
awaiting ordering by you.

B Ordered, No Payments Made: requests which you have marked ordered but
which you have not made any payments on.

B Partial Payment Made: requests which have been ordered and have had a
partial payment made. These requests will need to have afinal payment
made before they will be completed.

B Final Payment Made: requests which have been completed.

An example of thisview is shown below. To open arequest click on the
document’ s hotlink, which is the underlined, typically light blue text.
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| = Previous

b Next‘v E_xpmd‘A Collapse

a% Sea:ch‘@ Ilain Navigator

i 4 Hew CCP - 10 [tetns or Less

P Allyson Nolan

P Angela Yang

P Amnne McLaughlin
¥ Annmarie Johnson

AMCO Purchase Card Management System

Credit Card Purchase Requests Sorted By Credit Card Holder

DocID #

¥ Awaiting Approvals

CCTI035 - 161430
CCT1021 - 140937 Joanne Liverpool  $0.00
CCT1034 - 102623

P Final Payment Made
P INot Ordered
P Ordered, No Payments Made

Requestor Mame Ordered Paid

Teff Redding

Teff Redding

$784.40 $21902 <blank
$000 $000  <blank
$22000  $000 <hlank
$2032 40 $6000.00 <hlank:

$0.00  $000 <blank
f0o0 $000 1
$0.00  Lithivw
000 $0.00
$6000.00 $6000.00 <bland:
000 $000 <blani

$2082.40 $000 <blani

Credit Card (CC) Purchases By DoclID view: Thisview sorts the requests by document id

number. Inthissystem, you are allowed to see requests which pertain to you, meaning either
you created the request or the request was sent to you. Because of this, you should see alist
of requests which you created or are the assigned credit card holder. Thisview shows seven
columns of information:

1. Document ID Number

NOoOas~®WDN

The“Status’ column is particularly useful. This column will either read “ Awaiting

Credit Card Holder Name
Job Order Number
Request Total ($)

Status of the document
Requestor Name

Item Description for Item 1

Approvals’, “Not Ordered”, “Ordered, No Payments Made”, “ Partial Payment Made”, and
“Final Payment Made”, depending upon the status of the request. An example of thisview is

show here:

‘ &

Prewious

- Next|v Expand ‘A Collapse

a% Zearch

@ Ilain Mavigator

Wew COF - 10 Items or Less

DocID) #

COR0209 - 115120 James Lurnane
CC2E0121 - 072138 Fobert Pitts
COEOL20 - OF3605 Jatmes Ilurnane
CCEOL1S - 103844 Fobert Pitts
CCE0112 - 130228 Allyson Molan
CCE0112 - 123338 Allyson Molan

Card Holder

AMC Purchase Card Management System

Credit Card Purchase Requests Sorted By DocID

Request
Total
807C1C $11280.00 Final Fayment Made
TBELLC §44335 Partial Payment Made
B07CIC $520.20 Final Payment Made
BOSCPC $73.64 Partial Payment Wade
807S1H $101.30 Partial Payment Made
807S1H $117.72 Final Payment Made

JON Status
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Requestor Name

James Murmane
Fred Chan
Tatmes Murnate
Johy Lanza
Allyson Molan
Allyson Nolan

clip-nut. pind RIWSITHA:
Aymmantec 3uper Bundle
rectangilar steel tube, 24
Iletal filin resistors, 1000
postit cube/ 74019171 a
Rogers Tape Dispenser/d



9. Marking arequest ordered

A credit card holder may mark arequest ordered at any timein life of the request, but can only mark

it ordered once. This meansif arequest has not finished the approval process, the credit card

holder still has the ahility to mark theitem ordered. Doing so will remove the request from the

approval process and no further electronic signatures will be obtained. To mark arequest ordered:

a) Locatetherequest youwould like to order by utilizing the views discussed in the “Locating a
request submitted by others or arequest you submitted which was sent for approvals”
section.

b.) Click onthe underlined, typically light blue hotlink to open the request.

c.) Click the“Order” radio buttoninthe Action To Take Place box.

d.) Click the Take Action button.

An example of the “Order” radio button and Take Action button are shown below.

‘Om:e vou have completed your inputs, click the following button to conplete your actions on this form-———---- = TakeAction |

Action to Take Place: " Send For Approvals { Save Inputs Without Ordering
¢ Order ¢ Cancel Request

10. Canceling arequest

A credit card holder may cancel arequest from the time it has been submitted until an initial
payment has been made on the request. Once a payment has been made, the request can not be
canceled. If you desireto cancel arequest even after aninitial partial payment has been made,
make afinal payment for an amount which creates atotal payment for the request equal to zero. To
cancel arequest:

a) Locatetherequest you would like to cancel by utilizing the views discussed in the “Locating a
request submitted by others or arequest you submitted which was sent for approvals”
section.

b.) Click onthe underlined, usually light blue hotlink to open the request.

c.) Click the“Cancel Request” radio button in the Action To Take Place box.

d.) Click the Take Action button.

An example of the “Cancel Request” radio button and Take Action button are shown below:

‘Om:e vou have completed your inputs, click the following button to conplete your actions on this form-------- = Take Action |

Action to Take Place: " Send For Approvals © Save Inpuis Without Ordering
" Order ' Cancel Request

11. Making changesto arequest after it has been submitted

A credit card holder may make changesto arequest after it has been submitted, whether it was

created by the credit card holder or by others. To make changesto arequest:

a) Locatethereguest youwould like to cancel by utilizing the views discussed in the “Locating a
request submitted by others or arequest you submitted which was sent for approvals”
section.

b.) Click onthe underlined, usualy light blue hotlink to open the request

c.) Makethedesired changes

d.) Click the “Save Inputs Without Ordering” radio button in the Action To Take Place Box.

e.) Click the Take Action button.
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An example of the “ Save Inputs Without Ordering” radio button and Take Action button are
shown below:

‘Om:

e you have completed your inputs, click the following bution to conplete your actions on this form-—----- = TakeAction |

‘Acﬁonto Take Place: " Send For Approvals ¥ Save Inputs Without Ordering

" Order ¢ Cancel Request

12. Marking

payment on arequest

Oncethe credit card statement has arrived, the credit card holder has the responsibility of
reconciling the statement within the system. This reconciliation involves marking payment on each
individual request document which appears on the statement. There are two types of payment
which can be made on arequest, partial or final. A partial payment is made if the current credit card
statement does not include all charges which will be made against the individual request. A final
payment is made if all charges or the final charges are included on the current credit card statement
which will be made against the individual request. Once afinal payment is made on arequest, no
further payments will be allowed to be made. To reconcile the current credit card statement within
the system by marking payments on individual request documents:

a)
b.)
c.)
d.)

e)

)

g.)
h.)

Select the Credit Cards (CC) by Card Holder view from the main navigator, titled “AMC
Purchase Card Management System”. See the “L ocating arequest submitted by othersor a
request you submitted which was sent for approvals’ section for an example of thisview.

L ocate your namein the view and click the blue triangle next to your name to expand the view.
Click the blue triangle next to either “ Ordered, No Payments Made” or “Partial Payment Made”
to expand one of those sections.

Click on the underlined, usually light blue hotlink to open a request which needs payment
made.

Enter the amount to be paid in the “If Payment isto be made, pleasefill in amount here” field.
Click either the “ Partial Payment” or “Final Payment” radio buttonsin the Action To Take
Place box.

Click the Take Action button.

Repeat process for all charges found on the current credit card statement.

An example of the “|f Payment is to be made, please fill in amount here” field, “Partial Payment” and

“Fin

al Payment” radio buttons, and the Take Action button are shown

here:

Omne

e vou have completed your inpuis, click the following bution to complete your actions on this form-—----- = Take Action |

Action to Take Place: " Partial Payment ' Save Inputs Without Payment

" Final Payment ' Cancel Request

If Payment is to made, please
fill in amount here:

AbilitiessResponsbilitiedActions of a Fund Certifier
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Abilities: A fund certifier has the ability verify the availability of funds prior to purchase of itemsfound on a
credit card purchase request and place an electronic signature on the request. The credit card holder,
however, can override this ability by ordering an item prior to the fund certifier placing an electronic
signature on the request. A fund certifier can view all documents, whether they certified the funds or not,
which are assigned to a credit card holder they hold fund certification responsibility for.

Responsihilities: Verify the availability of funds prior to the purchase of items found on a credit card
purchase request for credit card holders for which they are the assigned fund certifier.

Actions:

L ocating arequest which desires your attention
Approving arequest

Disapproving arequest

Marking arequest viewed

Monitoring credit card holders activities

gagbhwpnPE

1. Locating arequest which desires your attention

When arequest has been sent to you for fund certification, you should be notified viaemail of this

request. To locate thisrequest which desires your attention:

a) Onthesystem’s main navigator, titled “AMC Purchase Card Management System”, click on
the “Inbox By Signee’s Name” box. An example of thisbox is shown here:

The“Inbox By Signee’s Name” view will appear. Thisview
categorizes requests by whose attention the requests are awaiting.

b.) Locateyour nameinthe“Inbox By Signee’s Name” view. If your name does not appear, this
means that you currently do not have any requests which are awaiting your attention.

c.) Click the bluetriangle next to your name to expand the view and show the requests which
desire your attention.

d.) Toopenarequest, click on the request’s hotlink, which isthe underlined, typically light blue
text denoting the document id number.

An example of the“Inbox By Signee’s Name” view is shown here:
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: Hew CCF - 10 Tiems orLess

ﬁ Search

‘ = Previous - Nex‘t|.¢" Expand ‘A Collapse Q Wlain Mavigator

AMC Purchase Card Management System

Inbox By Signee's Name - Credit Card Purchase Requests Sorted By Whose Attention They Are Awaitin

DocIDNum Requestor  Amount Credit Card Holder
b | Angela Yang <hlanks
¥ 5 Annmarie Johnson <hlank>

CCTI017 - 155135 Cindy Dubose  §683  Arnnmarie Johnson
CCT1021 - 140533 Cindy Dubose  §$180  Arnrumarie Johnson
COFI022 - 092943 Robert Carr $28  Annmarie Johnson
CCT1022 - 133043 Cindy Dubase  $134  Annmarie Johnson
CCTI022 - 145001 Cindy Dubase  $387  Assunarie Johnson
b 1 April Doyle <hlanks
b 14 ARTEM Budget Siaff “hlank=

2. Approving arequest

Once you have opened arequest which desires your attention, compl ete the following steps to
approve (certify the funds) the request:

a) Review therequest, noting the job order number and purchase amount

b.) Click the“Mark Approved” radio button in the Action To Take Place box

c.) Click the Take Action button

An example of the “Mark Approved” radio button and the Take Action button are shown here:

‘Once you have compleied your inputs, click the following bution to conplete your actions on this form-——---- = Take Action |

|Action to Take Place: [ € Mark Approved ¢ Mark Disapproved ¢ Mark Viewed (No Signature)

3. Disapproving arequest

Once you have opened arequest which desires your attention, complete the following steps to
disapprove the request. Disapproving areguest will “kill” the request, causing the requestor to
submit anew credit card purchase request. If you only desire changes to the request prior to
giving your approval, please notify the requestor of the changes which are needed and await those
changes to be made.

a) Review therequest, noting the job order number and purchase amount

b.) Click the“Mark Disapproved” radio button in the Action To Take Place box

c.) Click the Take Action button

An example of the“Mark Disapproved” radio button and the Take Action button are shown here:

‘Once you have compleied your inpuis, click the following bution to complete your actions on this form--——---- = Take Action |

|Action to Take Place: [ € Mark Approved  Mark Disapproved ¢ Mark Viewed (Mo Signature)
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4. Marking arequest viewed

Once you have opened arequest which desires your attention, compl ete the following steps to
mark arequest viewed. Marking arequest viewed will allow the items to be purchased, however,
without fund certification.

a) Review therequest, noting the job order number and purchase amount

b.) Click the“Mark Viewed (No Signature)” radio button in the Action To Take Place box

c.) Click the Take Action button

An example of the“Mark Viewed (No Signature)” radio button and the Take Action button are
shown here:

‘Om:e vou have completed your inputs, click the following bution to conplete your actions on this form——- = Take Action |

|Action to Take Place: [ € Mark Approved " Mark Disapproved ¢ Mark Viewed (No Signature)

5. Monitoring credit card holders activities

On the system main navigator, titled “ AMC Purchase Card Management System”, there are various
options for viewing requests which have been submitted to the system. In this system, you will
only see documents which pertain to you, meaning documents which you created, were sent to
you for approval, or which you were the assigned fund certifier. For afund certifier, the best
options for monitoring credit card holders activities are:

a. Credit Card (CC) Purchases by JON

b. Credit Card (CC) Purchases by Card Holder

c. Credit Card (CC) Purchases by DoclD

Y ou can open one of these views by clicking the appropriate box on the main navigator. These
boxes are shown here:

CC Purchases | | R CC Purchases cc Purchases
&

By Card
By JON ¥
¥ Holder By DocID

a.  Credit Card (CC) Purchases by JON view: Thisview categorizes all requests by job order
number and shows total dollarsfor each job order number. Locate the job order number of
interest and click on the blue triangle next to that job order number to seethe requests. To
open arequest, click on the request’ s hotlink (underlined, typically light blue, document id
number). An example of thisview is shown here:
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fie-

| -l Previous Next‘

ﬁ Search

L E_xgand‘A Collapse

@ Ilait Mavigator

- Mew CCP - 10 [tetns or Less

AMC Purchase Card Management System

Credit Card Purchase Requests Sorted By Job Order Number

DocID # Amount Credit Card Holder Ttem 1
¥ SWINBE $119.00 <hlank=
CCT1020 - 130135 $119.00 Keith Andrews  TF 139R5 Filtered Tips, fits P200
b sn2Bl1O $457.50 =hlarnk=
b sBAlIA $30.20 <hlank=

b. Credit Card (CC) Purchases By Card Holder view: Thisview categorizes all the requests, first,
by the credit card holders name and, second, by the status of the request. Locate your name
of the credit card holder in this view and click on the blue triangle next to your name. Thiswill
expand the view and show various categories. These categoriesinclude;

Awaiting Approvals: requests which have not received the necessary

approvals prior to ordering.

Not Ordered: requests which have completed the approval process and are

awaiting ordering.

Ordered, No Payments Made: requests which you have been marked
ordered but not had any payments made.
Partial Payment Made: requests which have been ordered and have had a

partial payment made.

Final Payment Made: requests which have been completed.

An example of thisview is shown below. To open arequest document click on
the document’ s hotlink, which istypically the underlined, light blue text.

fie-

| -l Previous

Next‘v Eﬂand‘A Collapse

ﬁ Search

@ Ilain Mavigator

Mew CCP - 10 Ttems or Less

P Allyson Nolan

P Angela Yang

P Anne McLaughlin
¥ Annmarie Johnson

AMC Purchase Card Management System

Credit Card Purchase Requests Sorted By Credit Card Holder

¥ Awaiting Approvals

P Final Payment Made
P INot Ordered
P Ordered, No Payments Made
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DocID # Bequesior Mame Ordered Paid
$724.40 $21902 <blank

$0.00  $000 <blank
$22000  $000 <blank
$2082.40 $6000.00 <blanic
$0.00  $000 <blani

CCTI023 - 161630 Jeff Redding 3000 $0.00 1
COT1021 - 140927 Joanne Liverpool $000  $0.00  Lithiun
CCTI024 - 102632 Jeff Redding $000  $000
$6000.00 $6000.00 <bland:
$000  $000  <blank

$202240 $000 <bland



Credit Card (CC) Purchases By DoclD view: Thisview sortsthe requests by document id

number. In thissystem, you are allowed to see requests which pertain to you, meaning either

you created the request, the request was sent to you, or you are the assigned fund certifier.

Because of this, you should see alist of requests which you created or are the assigned fund

certifier. Thisview shows seven columns of information:
1. Document ID number

Job order number
Request total ($)

Requestor name

Nogahs~wWD

Credit card holder name

Status of the document

Item description for item 1

An example of thisview isshow here:

‘ = Previous

- Nex‘t|.¢" Expand ‘A Collapsae

*3% Search

@ Wlain Mavigator

: Hew CCF - 10 Tiems or Less

DocID & Card Holder

COR0209 - 115140 Jatnes Ilurnane
CCEO12] - 072138 Fobert Pitts
CO20120 - 073605 Jatmes Murnane
CCRE0113 - 103844 Fobert Pitts
CCR0112 - 1303238 Allyson Molan
CCEO112 - 135338 Allyson Molan

AMUC Purchase Card Management System

Credit Card Purchase Requests Sorted B
Request
JON Total Status

807C1C $1180.00 Final Payment Made
7BELLC $44335 Pattial Fayment Made
807C1C $52020 Final Fayment Made
805CPC 7364 Partial Payment Made
807S1H §10130 Partial Payment Made
807S1H §11772 Final Payment Made
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¥ DocID

Requestor Name

Tatmes Murnate
Fred Chan
Tatmes Mutnate
John Lanza
Allyson Molan
Allyson Molan

clip-rut. pin RIS HA-
Symnantec Super Bundle
rectangilar steel tube, 24
Metal film resistors, 1000
postit cube/ 7401-9171 a
Rogers Tape Dispenserfd



AbilitiesResponsbilities/Actions of a Special Approver

Abilities: A special approver has the ability approve a credit card purchase request and place an electronic
signature on the request for items which require special approval prior to purchase. The credit card holder,
however, can override this ability by ordering an item prior to the special approver placing an electronic
signature on the request.

Responsibilities: Approve/Disapprove credit card purchase requests which contain items that require
special approval.

Actions:

1. Locating areguest which desires your attention
2. Approving arequest

3. Disapproving arequest

4. Marking arequest viewed

1. Locating areguest which desires your attention

When areguest has been sent to you for approval, you should be notified viaemail of this request.

To locate this request which desires your attention:

a) Onthe system’s main navigator, titled “AMC Purchase Card Management System”, click on
the “Inbox By Signee’sName” box. An example of thisbox is shown here:

Iubhox By
Signee's
Name

The“Inbox By Signee’s Name” view will appear. Thisview
categorizes requests by whose attention the requests are awaiting.

b.) Locateyour namein the“Inbox By Signee’s Name” view. If your name does not appear, this
means that you currently do not have any requests which are awaiting your attention.

c.) Click the bluetriangle next to your name to expand the view and show the requests which
desire your attention.

d.) To open arequest, click on the request’s hotlink, which isthe underlined, typically light blue
text denoting the document id number.

An example of the“Inbox By Signee’'sName” view is shown here:
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ﬁ Search

‘ = Previous - Nex‘t|.¢" Expand ‘A Collapse Q Wlain Mavigator

AMC Purchase Card Management System

Inbox By Signee's Name - Credit Card Purchase Requests Sorted By Whose Attention They Are Awaitin

DocIDNum Requestor  Amount Credit Card Holder
b | Angela Yang <hlanks
¥ 5 Annmarie Johnson <hlank>

CCTI017 - 155135 Cindy Dubose  §683  Arnnmarie Johnson
CCT1021 - 140533 Cindy Dubose  §$180  Arnrumarie Johnson
COFI022 - 092943 Robert Carr $28  Annmarie Johnson
CCT1022 - 133043 Cindy Dubase  $134  Annmarie Johnson
CCTI022 - 145001 Cindy Dubase  $387  Assunarie Johnson
b 1 April Doyle <hlanks
b 14 ARTEM Budget Siaff “hlank=

2. Approving arequest

Once you have opened arequest which desires your attention, compl ete the following steps to
approve the request:

a) Review therequest

b.) Click the“Mark Approved” radio button in the Action To Take Place box

c.) Click the Take Action button

An example of the “Mark Approved” radio button and the Take Action button are shown here:

‘Once you have compleied your inputs, click the following bution to conplete your actions on this form-——---- = Take Action |

|Action to Take Place: [ € Mark Approved ¢ Mark Disapproved ¢ Mark Viewed (No Signature)

3. Disapproving arequest

Once you have opened arequest which desires your attention, complete the following steps to
disapprove the request. Disapproving areguest will “kill” the request, causing the requestor to
submit anew credit card purchase request. If you only desire changes to the request prior to
giving your approval, please notify the requestor of the changes which are needed and await those
changes to be made.

a) Review therequest

b.) Click the“Mark Disapproved” radio button in the Action To Take Place box

c.) Click the Take Action button

An example of the “Mark Disapproved” radio button and the Take Action button are shown here:

‘Once you have compleied your inpuis, click the following bution to complete your actions on this form--——---- = Take Action |

|Action to Take Place: [ € Mark Approved  Mark Disapproved ¢ Mark Viewed (Mo Signature)
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4. Marking arequest viewed

Once you have opened arequest which desires your attention, compl ete the following steps to
mark arequest viewed. Marking arequest viewed will allow the items to be purchased, however,
without fund certification.

a) Review the request

b.) Click the“Mark Viewed (No Signature)” radio button in the Action To Take Place box

c.) Click the Take Action button

An example of the“Mark Viewed (No Signature)” radio button and the Take Action button are
shown here:

‘Om:e vou have completed your inputs, click the following bution to conplete your actions on this form——- = Take Action |

|Action to Take Place: [ € Mark Approved " Mark Disapproved ¢ Mark Viewed (No Signature)




Abilities/Responsbilities/Actions of an Approving Official

Abilities: To view all credit card purchase requests of credit card holders you are the assigned Approving
Officid for.

Responsibilities: Verify that your credit card holders have correctly reconciled their credit card statements
each month within the system.

Actions:

1. Monitoring credit card holders activities

On the system main navigator, titled “AMC Purchase Card Management System”, there are various
options for viewing requests which have been submitted to the system. In this system, you will
only see requests which pertain to you, meaning requests which you are the assigned approving
official. For an approving official, the best options for monitoring credit card holders activities are:
a  Approving Officials

b. Credit Card (CC) Purchases by Card Holder

c. Credit Card (CC) Purchases by DoclD

Y ou can open one of these views by clicking the appropriate box on the main navigator. These
boxes are shown here:

g Approving | | =9 CCBP“é“ﬂ]‘:“S W CC Purchases
—a  (fficials I-:!Ilrnlder By DocID

Approving Officialsview: Thisview categorizes all requests which have been ordered, first, by
approving official name and, second, by credit card holder name. Dollar totals, which show the
amount of payments (or charges) recorded, for each month are presented by approving official and
by card holder. Locate your namein the view and click on the blue triangle next to your name.
Thiswill expand to show your card holders names. Click the blue triangle next to the card holeder
which isof interest. Thiswill expand to show the individual requeststhe credit card holder has
made payment on for that month. To open arequest, click on the request’ s hotlink (underlined,
typically light blue, document id number). An example of thisview is shown here:
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£ Search |9 Mlain Mawmeator | |W Mew CCP - 10 Ttems or Les

| = Previous‘ - Next|"<" Expand!A Collapse

AMC Purchase Card Manarement System

Credit Card Purchase Requests (for which payments have been made) Sorted By Approving Official
(Mote: view shows documents for which initial payment was made within the last 11 months)

DocID # January February March April  May June July August Septenher October Noventher
¥ (Gene Worthington §000  $000 000 $000 $000 $3564607 $A550171 $3920540 4000 $0.00 $0.00
] Nancy Sewell $000  f000 000 $000 $000 $3564607 $63550171 $3020540 4000 $0.00 $0.00
P Krishan Coel §000  f000 000 %000 $000 $0.00 $e22490 3182484  $0.00 $0.00 $0.00
P T.ori Atlcins §000  $000 000 3000 $000  $5432300 $102006.02 $118256.17 40,00 $0.00 $0.00
P Richard Kreiss $000 4000 $000 $000 $000 $107572.40 17205447 $15002003  $0.00 $0.00 $0.00
» Rohert Hagan §000  $000 000 $0.00 $249000 $2641.13 $1900676 $1967423 4000 $0.00 $0.00

P Robert Krauer $000  $000  $000 $000 $000 4452873 §$53764 428944  $000  $000  $000
P Robert Weaver  S000  $000 3000 $000 $000 $4046126 $9159330 $7877575 4000  $000 4000
$000  $000  $000 $0.00 $2499.00 $260174.23 $462735.15 $44261486  $000  $000  $000

b. Credit Card (CC) Purchases By Card Holder view: Thisview categorizes all the requests, first,
by the credit card holders name and, second, by the status of the request. Locate your the
name of the credit card holder of interest in this view and click on the blue triangle next to that
name. Thiswill expand the view and show various categories. These categoriesinclude:

B Awaiting Approvals: requestswhich have not received the necessary
approvals prior to ordering.

B Not Ordered: requestswhich have completed the approval process and are
awaiting ordering.

B Ordered, No Payments Made: requests which you have marked ordered but
which have not had any payments made.

B Partial Payment Made: requests which have been ordered and have had a
partial payment made. These requestswill need to have afinal payment
made before they will be completed.

B Final Payment Made: requests which have been completed.

An example of thisview isshown below. To open arequest click on the
request’s hotlink, which istypically the underlined, light blue text.
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a% Sea:ch‘@ Ilain Navigator
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P Allyson Nolan

P Angela Yang

P Amnne McLaughlin
¥ Annmarie Johnson

AMCO Purchase Card Management System

Credit Card Purchase Requests Sorted By Credit Card Holder

¥ Awaiting Approvals

P Final Payment Made
P INot Ordered
P Ordered, No Payments Made

DocID # Requestor Mame Ordered Paid

$784.40 $21902 <blank
$000 $000  <blank
$22000  $000 <hlank
$2032 40 $6000.00 <hlank:
$000  $000  <hlank

CCTI023 - 161630 Jeff Redding $0.00 fooo 1
CCTI021 - 140937 JToanne Liverpool  $000  $000  Lithiuw
COF1024 - 102622 Teff Redding $0.00 $0.00

$6000.00 $6000.00 <bland:
000 $000 <blani
$2082.40 $000 <blani

c. Credit Card (CC) Purchases By DoclD view: Thisview sorts the requests by document id
number. Inthissystem, you are allowed to see requests which pertain to you, meaning
requests which you are the assigned approving official. Because of this, you should see alist
of requests for which you are the assigned approving official. Thisview shows seven
columns of information:

1. Document ID Number

NOoOas~®WDN

Credit Card Holder Name
Job Order Number
Request Total ($)

Status of the document
Requestor Name

Item Description for Item 1

An example of thisview is show here;

fe

Prewious

Next|v Expand ‘A Collapse

a% Zearch

@ Ilain Mavigator

Wew COF - 10 Items or Less

DocID) # Card Holder

COR0209 - 115120 James Lurnane
CC2E0121 - 072138 Fobert Pitts
COEOL20 - OF3605 Jatmes Ilurnane
CCEOL1S - 103844 Fobert Pitts
CCE0112 - 130228 Allyson Molan
CCE0112 - 123338 Allyson Molan

AMC Purchase Card Management System

Credit Card Purchase Requests Sorted By DocID

Request
Total
807C1C $11280.00 Final Fayment Made
TBELLC §44335 Partial Payment Made
B07CIC $520.20 Final Payment Made
BOSCPC $73.64 Partial Payment Wade
807S1H $101.30 Partial Payment Made
807S1H $117.72 Final Payment Made

JON Status

Requestor Name

James Murmane
Fred Chan
Tatmes Murnate
Johy Lanza
Allyson Molan
Allyson Nolan

clip-nut. pind RIWSITHA:
Aymmantec 3uper Bundle
rectangilar steel tube, 24
Iletal filin resistors, 1000
postit cube/ 74019171 a
Rogers Tape Dispenser/d



AbilitiessResponsibilities/Actions of Equipment M anagement
Abilities: To view all requests which have been entered in the system.
Responsibilities: Monitor the system for accountable property purchases.

Actions:
1. Monitoring the system for accountable property purchases

On the system main navigator, titled “AMC Purchase Card Management System”, there are various
options for viewing reguests which have been submitted to the system. For equipment management,
the best options for monitoring credit card purchases requests for accountable property purchases are:
a.  Equipment Management

b. Credit Card (CC) Purchases by DoclD

Y ou can open one of these views by clicking on the appropriate box on the main navigator. These

boxes are shown here:
CC Purchases
By DocID

a. Equipment Management view: Thisview will show all requests which have been marked ordered.
First, it categorizes all requests by two categories. “Accountable Property - as designated by the
requestor” and “Nonaccountable Property - as designated by the requestor”. Second, it
categorizes all requests by the date they were ordered. The requests will be placed in the
accountabl e property category if amajor hand receipt holder was declared on the request. If no
major hand receipt holder is declared, the request will be placed in the nonaccountable property
category. Click onthe blue triangle next to either “ Accountable Property - as designated by the
requestor” or “Nonaccountable Property - as designated by the requestor” to expand the view.
Thiswill show a series of datesfor which credit card purchases orders were made. Click on the
blue triangle next to the date of interest. Thiswill show the credit card purchase requests which
had orders placed on that date. To open arequest, click on the request’ s hotlink (underlined,
typically light blue document id number). An example of thisview is shown here:

‘ = Previous B Next|v Expand ‘A Cuollapse *3% Seatch @ Ilain Mavigator Hew CCP - 10 [tems or Less
AMC Purchase Card Management System
Credit Card Purchase Requests - Equipment Management
Date Card Frep
Ondered DocID # Holder JON Date Amount Ttem 1
¥ Accountahle Property - as designated by requestor
¥ 01/21/98
CC20121 - 072128 Robert Pitts TBEL1C 012198 $443.35 Symmantec Super Bundle (Morton Utilities, AntiVirus & Uninstall
P 1022097
P 10/16/97

P Not Accountahle Property - as designated hy requestor



b. Credit Card (CC) Purchases By DoclD view: Thisview sorts the requests by document id
number. This view shows seven columns of information:
1. Document ID Number
Credit Card Holder Name
Job Order Number
Request Total ($)
Status of the document
Requestor Name
Item Description for Item 1

Nogahs~wWD

An example of thisview isshow here:

*3% Search

: Hew CCF - 10 Tiems or Less

‘ = Previous - Nex‘t|.¢" Expand ‘A Collapsae Q Wlain Mavigator

AMUC Purchase Card Management System

Credit Card Purchase Requests Sorted By DocID

DocID # Card Holder ~ JON R"T“u‘:;‘ Status Requestor Name
CCE0209 - 115130 James Mutnane  807CLC $1120.00 Final Payment MWade Tames Murnane  clip-nut. p/ng RMWS2LHA-
CCEN1Z] - 072148 Fohert Pitts 7BELLC $44335 Pattial Fayment Made Fred Chan Symnantec Super Bundle
CC20120 - 073605 James Iumane  807CLC $520.20 Final Payment Made James Murnane  rectangular steel tube, 24
CCE0115 - 103844 Fobert Pitts 805CPC $7364 Partial Payment Made John Lanza Metal film resistors, 1000
CCR0112 - 1303228 Allyson Molan 807S1H §10130 Partial Payment Made Allyson Molan  postit cube/ 7401-9171 a
CCE0112 - 1233358 Allyson Maolan 807S1H §11772 Final Payment Made Allyson Molan  Rogers Tape Dispenser’d



Abilities/Responsibilities/Actions of the War ehouse

Abilities: To view all requests which have been entered in the system.

Responsibilities: Receive shipment of items and determine delivery location by monitoring credit card

purchase requests.

Abilities:

1. Monitoring Credit Card Purchases Requests

On the system main navigator, titled “ AMC Purchase Card Management System”, there is a box
titled “Warehouse”. When clicked, this box will display a second navigator designed for
Warehouse use. An example of the “Warehouse” box on the main navigator is shown here:

% Warehouse

On the warehouse navigator, there are various options for viewing requests which have been
submitted to the system. These optionsinclude:
a) Credit Card (CC) Purchases by Card Holder
b.) Credit Card (CC) Purchases by DoclD

c.) Credit Card (CC) Purchases by Vendor

d.) Credit Card (CC) Purchases by Requestor

e) Credit Card (CC) Purchases by Item Description

Y ou can open one of these views by clicking the appropriate box on the warehouse navigator.
These boxes are shown here:

easd CCBPué'::l:ses = CC Purchases =R CC Purchases
I-:!Ilrnlder By DocID By Vendor
el CC Purchases CC Purchases
By Requestor E By liem
Description

a) Warehouse - Credit Card (CC) Purchases By Card Holder view: Thisview categorizesall
requests which have been ordered by the credit card holders name and sorts them by
document id number. Locate the credit card holders name of interest and click on the blue
triangle next to this name to expand the view. Thisview will show six columns:

1

ok wN

Credit card holders name

Document ID number

Requestor’ s name

Requestor’ s phone

Requestor’ slocation

Item description for the first item listed on the request

To open arequest, click on the request’s hotlink (underlined, typically light blue document id
number). An example of thisview is shown here:



‘ - Previous

- Next‘v E@and|A Collapse

ﬁ Seatch ‘Q Dlaity Mavigator 9 Warehouse Mavigator

DocID #

AMUC Purchase Card Management System

Warehouse - Credit Card

Requestor  Requestor's Requestor's
Name FPhone Room

¥ Allyson Nolan

Purchase Requests Sorted By Credit Card Holder

Ttem 1

CCT1016 - 120036 AllysonMNolan 24306 D334
CCT1023 - 153711 Jeff Redding

CCT1021 - 14484) AllysonMolan  X4306 D334
CCR0112 - 1235338 AllysonMolan 4306 d334
CCR0112 - 1302958 AllysonMolan 4306 d334

P Angela Yang
P Anne McLaughlin

Membership : Who's Who (includes: 2 vol set of 1998 Intl Who's Who for

STANAG 2902 performance critereia for a NATO combat helmet
Rogers Tape Dispenser/d380-3171
post it cubel 7401-9171 a

b.) Warehouse - Credit Card (CC) Purchases by DoclD view: Thisview showsall credit card
purchase requests which have been ordered, sorted by the request’ s document id number.
This view will show six columns:

1. Document ID number

2. Requestor’s name

3. Dollar amount of purchase
4. Requestor’s phone

5. Requestor’slocation

6.

Item description for the first item listed on the request

To open arequest, click on the request’s hotlink (underlined, typically light blue document id
number). An example of thisview is shown here:

| - Previous

b Next‘v E:mand‘A Collapse

*3% Semch‘@ Ilain Navigator

@ Warehouse Mavigator

c.)

Doc ID Number

CCE0121 - 072135
CCR0L13 - 103844

Requestor Name  Amo

AMC Purchase Card Management System

Warehouse - Credit Card Purchase Requests Sorted By DoclD

Requestor's
"™ Phone
Fred Chan $443.35 4212
John Lanzs $73.64 4655

CC20112 - 130228 AllysonMolan  $101.30 4306
CCE0L12 - 123338 AllysonMolan  $117.72 4306

CCE0106 - 152850

TimBadeck $23.25 5261

Bequesior's Room

bldg & 3, R # F217  Synumantec Super Bundle (Notton Utilities, AntiVin

bldg &6 Metal film resistors, 1000 oluns, 1% tolerance. Digi-
di34 post it cubel 7401-9171 a
d334 Rogers Tape Dispenser/4380-3171
R-204 Paper, Graph

Warehouse - Credit Card (CC) Purchases by Vendor view: Thisview categorizesall requests
which have been ordered by the vendors name. Locate the vendor name of interest and click
on the blue triangle next to the name to expand the view. Thisview will show six columns:

1. Vendor name

2. Reguestor name

3. Dollar amount of purchase
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4. Requestor phone
5. Requestor location
6. Item description for the first item listed on the request

To open arequest, click on the request’ s hotlink (underlined, typically light blue requestor
name). An example of thisview is shown here:

‘3% Seatch

| -

Previous b Next‘v E_xgand‘A Collapse Q Ilait Mavigator @ Woarehouse Mavigator

AMC Purchase Card Management System

Warehouse - Credit Card Purchase Requests Sorted By Vendor

Requestor Wame Amount Requestor’s Phone Requestor’s Room Ttem 1 Description
¥ AAFES CLOTHING AND 3ALES
Keith Andrews $85.00 4210 4205 AVWARD DISFLAY CASE CAT#H MT21F
P Aldrich Chenical Co

d.) Warehouse - Credit Card (CC) Purchases by Requestor view: Thisview categorizes all
requests which have been ordered by the requestor’s name. Locate the requestor’ s name of
interest and click on the blue triangle next to this name to expand the view. Thisview will
show six columns:

Requestor name

Vendor name

Dollar amount of purchase

Requestor phone

Requestor location

Item description for the first item listed on the request

Sk whPE

To open arequest, click on the request’s hotlink (underlined, typically light blue vendor
name). An example of thisview is shown here:

’3% Seatch

| - Previous - Next‘w Eamand‘A Collapze 5’ Iulain Mavigator @ Warehouse Navigator

AMC Purchase Card Management System

Warehouse - Credit Card Purchase Requests Sorted By Requestor

Yendor Amount Requestor’s Phone Requesior's Room Item 1 Description
¥ Alfred Allen
Lancaster Synthesis Inc. $1220 4266 d304 Chemical Isopropyl palmitate, 250 ml, caté 4276
P Allyson INolan
P April Doyle
e) Warehouse - Credit Card (CC) Purchases by Item Description view: Thisview categorizes all

requests which have been ordered by the item description for thefirst item listed on the
request. Locate theitem description of interest and click on the blue triangle next to thisitem
description to expand the view. Thisview will show six columns:
1. Itemdescription for thefirst item listed on the request
2. Requestor name
3. Dollar amount of purchase



4. Requestor phone
5. Requestor location
6. Vendor name

To open arequest, click on the request’ s hotlink (underlined, typically light blue requestor
name). An example of thisview is shown here:

‘ - Prevwious b Next‘v E_xpand|"ﬁ'\ Collapze ﬁ Search ‘5) Dlain Navigator 9 Warehouse Navigator

AMUC Purchase Card Management System

Warehouse - Credit Card Purchase Requests Sorted By Item 1 Description

Requestor Name Amount Eequestor’s Phone Bequestor’s Boom Vendor
hd Rogers Tape Dispenserf4380-5171
Allyson Molat $117.72 4306 4334 Staples, Inc
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Help and Information

Help documentation and information is available on-line within the system. On the main navigator, thereisa
“guestion mark” icon labeled “help and information”. An example of thisicon is shown here:

/N

Relp and information

Clicking thisicon will bring up ahelp view. This help view includes help documentation categorized by
subject. These subjectsinclude:

1

An example of thisview is shown here;

N~ WN

Requestor

Credit Card Holder

Fund Certifier

Specia Approver
Approving Officia
Equipment Management
Warehouse
Miscellaneous

| "

Prewvious

b Next|v E_x]ga.nd|ﬁ\

- Mew COP - 10 [tems orLess

‘i% Search

Collapse 9 Main Navigator

¥ Approving Official
Abilities
Monitoring credit card holders activities

AMC Purchase Card Management System

Help Documentation

Responsihilities
» Credit Card Holder

» Equipment Management
P Fund Certifier
» Miscellaneous



Reporting Problems or Requesting Assistance

Y ou can report problems or request assistance on-line by filling out the “ Report Problem/Request
Assistance Form”. To call up thisform click on theicon labeled “click to report problem or ask for
assistance” located on the main navigator. An example of thisiconis shown here:

Click to report problam
or ask for assistance

The “Report Problem/Request Assistance Form” is shown here:

IMPAC Credit Card System
Report Problem/Fequest Assistance Form

1. From:

CommandiLocation

Email:

|
|
Phone: I
|
Fa: I

S

Dietailed Problem/iOuestionRequest: ;I

Suibrnit |

a4



