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NIH Purchase Card Frequently Asked Questions (FAQS)

What documents need to be in the monthly acquisition file?

A printed copy of the NBS NIH Purchase Card Report after the reconciliation has been completed
for the month. This monthly report should include a section of matched (i.e. reconciled)
transactions and a second section for unmatched transactions. Also, required in the monthly files
are: original supporting documentation received from the vendor and/or cardholder, e.g. charge
slips, credit slips, packing slips, cash register receipts, etc.; a copy of all require clearances in
accordance with NIH Manual 26307-3/6307-3; special clearance and other acquisition
procedures; a copy of all additional forms required by IC procedures; "I.M.P.A.C. Cardholder
Statement of Questioned Item" form, if applicable.

How should | be maintaining my monthly purchase card files?

Monthly purchase card files are to be maintained by MATCHED DATE. Prior to NBS’
implementation the CHs were required to file by purchase date, but that policy has changed, and
now CHs are required to file by matched date. For example, if a CH’s March 2008 NBS NIH
Purchase Card Report lists 12 matched transactions for that month, the supporting
documentation for those 12 purchases should be in the March 2008 file.

"Sometimes | can't get a copy of a Packing Slip or Invoice from the purchase
requestor/vendor. What should | do?"

Thoroughly document your attempts to track documentation down (date, time, who you spoke
with, etc.) and attach this information into your monthly acquisition file to justify why this
information is missing.

Is it better to contact the P-Card Program via email or the Help Line? Should we be
keeping a copy of responses we've received, handwritten or copies of emails, to verify the
information we were given? How fast is the typical response time?

Depending on how quickly the response is needed, it would be better to email the P-Card
Program at creditcard@od.nih.gov, or in the Global Address List as Help, Creditcard. Any policy
issues that the helpline has given you should be included in the monthly acquisition file. The
average response time is 24-48 hours.

I have Convenience checks and never use them. What is the correct procedure for
returning them to the P-Card Program?

The checks must be destroyed by the cardholder and/or the Card Approving Official. In addition,
the NIH Purchase Card Program must be notified that the checks have been destroyed and
should be cancelled with US Bank. The notification must be sent via email to
creditcard@od.nih.gov.

What training am | responsible for taking as a cardholder and CAO?

As a new cardholder and/or CAO you must complete the purchase card classroom training,
online refresher training, green purchasing training, and Section 508 training. The purchase card
classroom training and 508 training only needs to be completed once by cardholders and
CAOs, but the refresher, and green purchasing must be successfully completed once a year.
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NIH Purchase Card Frequently Asked Questions (FAQS)

"How should I properly document receiving information?

When the items are received, record the receiving information (date and signature of the
individual accepting the supplies or services) on the shipping document and/or the monthly
Purchase Log.

What are the dates that the reconciliation should be completed by? What happens to my
card if we can’t get them done on time?

The cardholder must complete reconciliation by the 13th. The CAO must reconcile the
cardholder’s purchases monthly by the 18th of each month. (If these dates fall on a Holiday or a
Weekend, the due date is the next business day.) Failure to do so will result in the cardholder’s
account being suspended. If an extension is needed, email the helpdesk at
creditcard@od.nih.gov or in the Global Address List at Help, Creditcard.

What are the timeframes for logging purchases?

Purchases made on the P-Card should be logged within the week of purchase.

Why does there need to be documentation of mandatory sources? | know that most of the
items | buy aren’t available from NIH Stock.

Mandatory or Priority sources are areas required by statute to acquire supplies and services from
when available. Sources such as NIH inventories, other government agencies excess personal
property, Federal Prison Industries (UNICOR) GSA, etc, must be checked first to see if the need
may be satisfied. The buyer may then purchase the item commercially if the aforementioned
sources are not able to meet the need.

"What should | do when a vendor charges sales tax?"

If taxes or surcharges are added to a government purchase, the cardholder should ask the
merchant to remove the tax or surcharge and, if requested to provide documentation or a tax
exempt number. The cardholder should provide the merchant with the OPDIV's employer
identification number (EIN) or a copy of the state’s tax exempt letter http://www.gsa.gov/. If the
merchant refuses to remove the tax, and the cardholder and AO are unable to resolve the matter,
the cardholder should attempt to locate another merchant that does not add tax to the purchase
price. If no other merchant is available, the cardholder may make the purchase from the original
merchant, and document the file that an attempt was made to have the tax removed.

"What is the required NAICS code information and how should | document it?"

NAICS Code lookups: http://epic.od.nih.gov/naics/index.asp; http://www.arnet.gov/far/. There are
two parts to the NAICS Code documentation requirement: 1) the 5 digit NAICS code; and 2) the
business size standard (size standards by either the dollar amount or by the number of
employees that a business may not exceed to qualify as a small business). For purchases over
the micro-purchase threshold, CHs should document the Code and the Business Size Standard
on the form provided under FAR 52.219, http://www.arnet.gov/far/current/html/52 217 221.html,
or note this information on the purchase request form.
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NIH Purchase Card Frequently Asked Questions (FAQS)

Q: Why is it prohibited to fax credit card information to a vendor? Are there any exceptions
to the rule?

A: Visa requirements state that faxing a copy of the card or faxing the card number is prohibited.

Q: How do | know if my purchase transactions are considered split purchases?

A: The following examples illustrate several cases.

Situation Assume cardholder has a
$3,000 single purchase limit

Determination

Rationale

but not all items are available from a
single vendor. When making the
purchases from each vendor, the
individual purchases will not exceed
$3,000. The cardholder makes the
purchases from different vendors.

Cardholder receives a requirement for an | Not a split The cardholder was not aware of the

item costing $2,000 today and makes the | purchase second requirement when the first

purchase. Later in the day, the purchase was made. Had the cardholder

cardholder receives another requirement received both requisitions at the same

for the same item. The cardholder was time, the proper action would have been

not aware of the second requirement at to consolidate the requirements, and

the time the first purchase was made. forward to the contracting office if the cost
exceeded the cardholder’s single
purchase limit.

Cardholder receives a request for Not a split Although the single requirement exceeded

multiple items. The total exceeds $3,000, | purchase the cardholder’s limit, the cardholder could

not obtain all of the items from the same
vendor. There was no intent on the part of
the cardholder to split the purchase just to
avoid the single purchase limit, therefore,
this is not considered a split purchase.

The cardholder has a requirement to
have three office areas painted. Each
area will cost $2,000. The cardholder
decides to issue three separate
purchases for the work.

Split purchase

The cardholder split the purchase
requirement, which totaled $6,000, into
three smaller purchases solely for the
purpose of allowing the purchases to be
made under the cardholder’s purchase
limit. The proper course of action would
have been to forward the requirement to
the contracting office for purchase.

Cardholder receives a requirement for
five identical products, each costing
$1,000 and available from the same
vendor, but needing delivery to five
different locations. Cardholder elects to
make five separate purchases.

Split purchase

The shipping destination alone is not a
valid reason to split a requirement into
multiple purchases. The proper course of
action would have been to consolidate the
requirements and forward to the
contracting office for purchase.

Cardholder has a requirement for two
products, each of which is available from
the same vendor. The total cost will be
$4,000. However, the cardholder knows
that one of the items can be obtained
from another vendor at substantially less
cost. If the cardholder purchases from
two vendors, the total cost will be $3,000.

Not a split
purchase

The cardholder made a good business
decision by using two vendors instead of
one, saving $1,000. Because the
cardholder had no intent to split the
purchase just to avoid the single purchase
limit, this is not considered a split
purchase.

Cardholders who are unsure whether they have a split purchase should contact their CAO for additional

guidance.




NIH Purchase Card Frequently Asked Questions (FAQS)

What purchases are considered Personal Appeal items? And why is a justification needed
if it's under $3k on those purchases?

Personal appeal items are those items which can be used for official duties as well as for
personal use. When buying such items: (a) type a short justification on the ordering form which
will demonstrate that this item is needed for a legitimate NIH purpose, and (b) have the
responsible approving official sign the ordering form authorizing the purchase. The following are
some examples of personal appeal items that have legitimate NIH use: adding machines;
calculators; typewriters; Brief cases (attaché and similar type items); cameras and accessories;
hair dryers; radios; thermos; carafes, etc.

Why are AutoPay and EasyPay considered an unauthorized purchase, when it’s being paid
directly to the vendor? This item is not stated on the Unauthorized List, so it was not clear
that it could not be done.

Technically, when paying a merchant through a third-party processor, the buyer is actually
completing the transaction with the processor, not the merchant. The name of the processor will
appear on the monthly statement of account instead of the merchant.

HHS policy prohibits using the Government purchase card to pay merchants through a third-party
processor because of the greater risk of abuse, issues involving disputed transactions, and
difficulty identifying and reconciling transactions. There are two exceptions to this prohibition:

o No other merchants can supply the product or service or meet delivery, quantity, or
quality requirements, and the merchant in question will accept payment only through the
third-party processor. In this case, the cardholder may use the card to purchase the
product or service but must document the purchase file with the name of the merchant,
the name of the third-party processor, the amount of the transaction, and a brief
statement explaining why it was necessary to purchase the product or service from that
merchant.

e The cardholder used the card to purchase from a merchant but was unaware that the
merchant was using a third-party credit card processor. In this case, the cardholder may
not know that a third-party processor was used until he or she receives the bank
statement. It may be difficult to reconcile the purchases because the transaction may
appear under the name of the third-party processor instead of the merchant name.
Before contacting the bank to dispute a transaction that, on the surface, may appear to
be invalid, the cardholder should attempt to match the purchase amount on the bank
statement with the purchase log and records, contacting the merchant if necessary to
confirm whether it uses a third-party processor.

The cardholder should document the purchase file and send an informational e-mail to the A/OPC
indicating the names of the merchant and third-party processor. A/OPCs must keep a list of
merchants using third-party processors and periodically advise their cardholders to avoid these
merchants if possible.



NIH Purchase Card Frequently Asked Questions (FAQS)

How should warranties and protection plans be purchased, when it can’t be done on the P-
card? This item is not stated on the Unauthorized List, so it was not clear that it could not
be done.

Cardholders may use the purchase card to pay for maintenance agreements if all of the following
conditions are met:
e The annual cost of the agreement does not exceed the cardholders single purchase limit.
e The company will accept monthly and/or bi monthly payments.
e The card will not be used to pay for services that have not been rendered.

All three of the above mentioned conditions must be met in order to use the purchase card to pay
for maintenance/service agreements. If the cardholder is unable to meet all three conditions, they
may not use the purchase card and the requirement must be submitted to your contracts office.

NOTE: NIH does not allow the purchase card to be used as a payment mechanism against
an established Indefinite Delivery Indefinite Quantity (IDIQ) Contract.

Why should subscriptions be in the office’s name?

NIH does not pay for individual subscriptions. Subscriptions and memberships in organizations
or clubs in the name of or for an individual are not authorized. However, if it is in the name of an
NIH organizational component (i.e., Director, Division of Acquisition Programs; Assistance and
Review Branch; etc.), then it is permissible.

What kind of property needs to be entered into the property system?

Any type of equipment or property must be reported to the IC property custodian. HHS and NIH
defines accountable personal property as items classified as capital or non-capital, non-
expendable property (two years or longer expected life), with an acquisition cost of $25,000 or
greater and items classified as sensitive, regardless of acquisition value. Sensitive items require
special control or are subject to unusual rates of loss, theft, or misuse. (The NIH Property
Management Officer maintains the Sensitive Property List. Please refer to the Personal Property
Management Guide - NIH Manual Chapter 26101-25-2 for list of sensitive items as well as the
time frame required for their submission for inclusion into the NIH Property Data Base.)
Cardholders are required to print a copy of the completed property screen for their files.
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= Select a log entry in the Log Section.

Merchant Name || Rem.Amt H Txn Date H Description

” Card # ” Project H Exp Type ” Doc #

Lag
(
(:' i@ [Invitrogen | [199uN-2007 [1119 - Invitrogen - Alex
T - — | p——— -

= Select File>Export.

Edit View

Save
Saye and Proceed

= Select in the “File Download” box.

lpore | \ 33613
T

= Click and the “Save As” box is displayed.

= Change the file name to a meaningful name and the file extension from

tsv to XIS File name: IK.Joseph Ot 9-26.xls

=

. Select the “Save in:" location, $avein | < Local Disk (C:) =

= Press and the Download Complete box is displayed

- Select %= | oG |
0 Open displays the data.

0 Close ends the dialog.
= The file has been saved.

Stephanie Broyles OD: What is the procedure to Cancel a log in Reconciliation?
Before attempting to cancel a log in reconciliation, verify that the log amount in
iProcurement External and the “Rem.Amt.” in Reconciliation are the same.

= If they are not, the log has been partially reconciled and cannot be
cancelled by the card holder. The Help Desk should be contacted for

assistance in the cancellation process.

= If they are the same, follow the procedure outlined in the “Cancel a P-
Card Log” job aid under “Pcard User” on the Acquisitions Community

page.

12/18/2007
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Lynn Sorbara: Who can you contact if you are having difficulty at the time you
are attempting to enter data into the system? Is there a "person" or Persons live
to speak with?
If you are having trouble accessing or using the system, your first point of contact
should be your HPOC. If your HPOC cannot resolve your problem, then they
would contact the Help Desk.

Nicole Culley, NCI: | have a partial reconciliation from September...can it be
unmatched now for corrections without having to re-do the log entry?
No. September was in Fiscal year 2007 and none of the approved transactions
from then can be changed using the card holder’s capabilities in NBS. If the
change is a need to reallocate funds, the Budgeting Officer may be able to
contact OFM to make the required changes.

If the correction is that extra funds on the log need to be cancelled (de-obligated)
because no additional invoices will be sent, a Help Desk ticket needs to be
opened to request canceling the remaining portion.

Lynne Williams: If | have a credit and there is no dispute, how is this handled?
A credit can be directed to a log’s Project by inserting a Log # in the “Doc #” field
at the right end of the credit entry. This is done when items are returned and
there was no dispute. All credits are applied to the default Project (CAN) unless a
document number has been entered in the “Doc #” field.

Sandra Camman: Why can't you perform partial reconciliation on a multiple line
order by line item?
This is a system limitation. The restriction is because there is no way to specify
which line items in the log are contained in the partial invoice. This is important
because you can have a different Project, Expenditure Type and Expenditure
Org for each item.
Because of this, the log needs to be cancelled and recreated with only the line
items that apply to the partial invoice. A second log is created for the remaining
line items.

Marcia Potts, ORS: We order a lot of different training courses separately from
one company, and instead of the company making the separate charges, it
combines all of the charges in one sum that hits the bank - how do you
reconcile? Do you have to delete the various log entries and re-enter as one log
entry?
Dispute the invoice using the proper procedures, ensure that the vendor sends a
credit for the initial invoice, and then have the Vendor create invoices to match
your logs for each transaction.

Otherwise, in iProcurement, using the “Copy to Cart” capability, copy each log

that contains items in the invoice into the Shopping Cart and then checkout.
Note in the new log’s description all the existing logs that have been consolidated

12/18/2007 7
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into it. Submit the log and in reconciliation, match it with the invoice and process.
Cancel each of the original logs in reconciliation and in the reason for

cancellation, indicate the replacement log number. This will assist you to
remember what was required to resolve the dilemma.

Stephen Whitehead, NIAID: Is there any way to see the running total for my
matched and unmatched purchases or do | need to grab a calculator to figure out
how close | am to my spending limit?

That capability has not been implemented for the P-Card user.

Nicole Culley, NCI: If a CH leaves NIH and their CAO has to become the
temporary CH, how can they verify that the charges on the CH's reconciliation
are valid if there's no paperwork left with the CAO directly?
It is the responsibility of the Card Holder (CH) and the CAO being assigned to the
CH's card to review all of the outstanding logs before the CH departs. The
required paperwork must be completed by the CH, if possible.

Ellen Gary: ORS: Can another card holder resume the inactive card holder's
role, or does it have to be a CAO?
It must be the CAO for the Card Holder

Sabrina Ferguson: NINDS: Generally when cardholders leave, as the IC P-Card
Coordinator, | ask the card holders to notify the P-Card office, cut up their cards
and return them to me. | then discard the cards (via shredder). |s that the proper
procedure?
The P-Card Program Office requires the IC P-Card Coordinator to contact them
by sending a “Cancellation Request” form. If there are outstanding invoices, the
P-Card Coordinator must submit a “CH Proxy” request. The Coordinator will be
required to identify the:
CAO who assumes the Card Holders responsibilities (the CH'’s current
CAO); and
= CAO who will approve assuming CAQ'’s transactions.

To dispose of the P-Card, the cardholder should consult with the IC’s P-Card
Coordinator to identify any extra internal procedures that are required. Normally
the cardholder may either cut up or shred the cards.

Sabrina Ferguson: NINDS: When the cardholder leaves should the CAO
become the proxy (or another cardholder)?
As stated in the presentation, the CAO will assume the responsibility for
reconciling all of the remaining transactions for the card holder.

12/18/2007 8
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P-Card Forum 12/11/2007

Stacey Saunders, NIDDK: What if you incorrectly add an entry to your NIH P-
Cardlog, how do you delete that entry?
| am assuming that you have added an incorrect line entry. If the log has been
submitted to reconciliation, cancel the log in reconciliation using the Windows
Menu “Actions” item and select “Cancel Log” function. Follow the screen
prompts to complete the process. The Job Aid, “Cancel a P-Card Log,” will take
you through the complete process. The process must be completed in
iProcurement.
In iProcurement do the following:
1. Copy the cancelled log to the shopping cart;
2. Delete the incorrect line item; and
3. Checkout and Submit the log for reconciliation.

Marguerite Lewis: Once you add an entry to your NIH P-Card Log, can you
make a change to the amount if it is incorrect?
Kathleen Barracchini, CC: The cost of shipping changed after | created to my
log - can | change my log entry once it is entered?
Yes, you can change the Log amount (Rem.Amt.) in reconciliation. It must be
done during the process of matching the Log with the Invoice. The Job Aid, “Edit
P-Card Log Entry to Match Invoice,” will guide you through the process of
changing the “Rem.Amt.”
If you have multiple lines in the log, you must change the “Rem.Amt.” first, and
then click the “View Line Items” button to display the “View Lines” box. The
“View Lines” box displays all line item values that can be changed. The “unit
price” for each line is adjusted until the “Line Total” and the “Log Total” match.
Click the OK button when they agree.

#215369 2,544.22
5,166.00

B ] 1599
2 3569

119071 319F
119071 319F

Cancel Ok
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“Verified” to send to the CAO until the PFT check mark is removed (check by
pressing “Refresh”).

Stacey Saunders, NIDDK: What if the invoice(s) is received, but the
merchandise has not been received within that statement period? Can you still
reconcile and will the CAO be able to approve?

When you get an invoice and the items have not been received, you must:

1. Contract the vendor and let them know you have not received the items and if
you do not receive the items by the end of the accounting period (for this
period it is 12/6/07 thru 1/5/08) the invoice must be disputed.

2. |If disputed:
= Fax the “Cardholder Statement of Questioned Iltem” form to the Bank.

» In Reconciliation, select the invoice and check the dispute checkbox (do
not match to the log) and process.

= Notify the vendor and request a credit.

= When the credit is received, match it to the disputed invoice and process.

= The vendor must send a second invoice when the item has been shipped.

3. Verify the item has been received and match the log to the invoice and
process.

Stacey Saunders NIDDK: If you have invoices that were NOT matched within
the reconciliation period, can you go back and match them?
When you own a P-Card you are required to reconcile all purchases made on
that card. If the period where the invoice is displayed has been closed you are
still required to reconcile all invoices that are received.

If so, will the CAO have the ability to approve them within the original statement
period?
The CAO must still approve them and they will be applied to the period when the
invoices were received.
Note: Normally, if the CH or the CAO does not reconcile, their account will be
suspended unless there is an extension request on file.

Ellen Quinlivan: How much time before retiring/switching jobs would be ideal to
stop purchasing to make sure queue is cleaned out?
If possible, the PCard Program Office recommends that the CH stop purchasing
at least 30 days prior to the card being cancelled. For most vendors, this will
allow them enough time to submit their invoices for payment.

Barbara Lear, NINDS: What happens when a card holder is leaving for just a
few months? Do they give up their card?
The answer would depend on whether or not the card holder will be required to
use it when he/she returns. If the card holder will retain the use of the card, do

12/18/2007 7
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not cancel it. The IC Purchase Card Coordinator needs to request a temporary
suspension on the account.
If they will not continue to use it, the account should be closed.

Kathy Herring, Clinical Center: Does it have to be a CAO or can another card
holder finish the reconciliation process instead?
It must be the CAO.

Thomas Vollberg, NCI: If there are multiple dispute entries and one credit, your
instructions are to match one and clear the others. How do the other disputes
clear without an approval from CAO? Will the disputes that were not matched to
credits require approval?
No. We accept all credits without an approval. But, the initial dispute requires an
approval.
Note: When a dispute is approved, the disputed amount (Invoice Amount -
log Rem.Amt.) is applied to the Card Holders default P-Card project. All
credits are applied to the same place, the Card Holders default P-Card
project.
Credits are all applied to the same place and do not require approval by the
CAO.

Stacey Saunders, NIDDK: Who confirms that the P-Card holder no longer has
access to the card?
The IC PCard Coordinator is notified when the cancellation action request has
been processed. This is because all of the actions must be submitted by the
Coordinator to the P-Card Program Office. Please Refer to the HHS and NIH
PCard Guides.

Stacey Saunders, NIDDK: Does the P-Card holder destroy the card, or is it sent
back to the bank?
It depends. They can cut it up or shred it and throw it away. Some ICs have
internal policies that dictate that the card must be given to the CAO and/or the IC
PCard Coordinator. Please Refer to the HHS and NIH PCard Guides.

Sheila Levy, NLM: If the card holder is out of the office when reconciliations are
due, is the credit card cancelled?
If a CH knows they will be out of the office and cannot complete reconciliation,
they must request an extension. If not, their account may be suspended. The
system allows for daily reconciliation. Please Refer to the HHS and NIH PCard
Guides.

12/18/2007 8



- N,
[®)
ses: oS

o)
% pepsS

Tarnzetta Hampton: What if the card holder closes up everything before they

leave, but items hit the system after they leave that had been on back order?

What happens then?
If a CH knows that they have outstanding transactions, they must have their IC
PCard Coordinator send a Cardholder Proxy request to the PCard Program
Office (Help, Creditcard). Once this request has been processed, this will allow
the CAO to reconcile as the CH and another CAO to be the approver. All PCard
folders/documentation must be given to the CAO. This documentation must be
kept for 3 years after final payment.

Back orders are not allowed.

Deborah Laurin-Bielat: When | enter an External Requisition and use the
NEXT button, | get an error message that indicates my Expenditure or other
codes are incorrect when they are correct. What could be the problem?
This is a problem that would require specific details for each occurrence. There
could be fields where the entered codes have been “End Dated” or the
information was not verified with the LUV ICON. If this continues to happen,
contact your HPOC. If the HPOC cannot explain the problem, they will contact
the Help Desk for further assistance.

Barbara Lear, NINDS: Who is the main person to contact if we have questions
regarding anything?
Your first line of support is always your HPOC. If they cannot answer your
guestion they will take steps to get the answer.

For policy questions, they should call the NIH Creditcard Helpline at 301-495-
6606.

Lindsay Middelton, NCI: | found this presentation was very helpful; but | would
like to refer to it in the future if | have a question. How long will this presentation
be available for review?

Chanee Jackson,OIR: Will this be available again for those of us who would like
to take it again to deepen our understanding of the processes discussed.

Nina Schneider: Is there a site to view the P-Card Forum if we need a
refresher?

The following NBS Alert was sent on 12/13/2007:

The P-Card Forum webcast recording from Tuesday, December 11th, is provided
below. The 90-minute recording was split into two parts. Please begin by
clicking on the link for Part I. When you are finished, return to this page and click
on the link for Part Il. And as a reminder, please make sure the volume on your
computer is turned up.

12/18/2007 9
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The webcast is also available on the Acquisitions Portal in the NBS Acquisition
Support Resources portlet.

P-Card Forum — Part |

Time: 47:55 min

Topics: Introduction, Sections 1-3

URL: https://webmeeting.nih.gov/p69078903/

P-Card Forum — Part Il

Time: 40:49 min

Topics: Section 4, Survey, Question & Answer
URL: https://webmeeting.nih.qov/p28424838/

Marilyn Cuzzolina, CSR: Will there be other sessions offered in December?
Other sessions are being considered, but a final decision has not been made.

Cynthia Ferguson, NCI: What paperwork exactly needs to be submitted to the
CAO?
It will vary depending on what needs to be done. Contact your IC PCard
Coordinator and he/she will know what forms are required.

Stacey Saunders, NIDDK: How can | identify the invoice’s contents from
vendors? Sometimes, | purchase from the same company for different personnel
but is hard to identify which invoice belongs to which log entry.
When you make the purchase from the Vendor you should discuss the problem
you have reconciling their invoices. You need to work with them to enable
descriptions that will identify who and what the invoice represents.

Thomas Vollberg, NCI: Disputes and credits have illogical solutions and they
remain unclear. Perhaps it is system related.
First you need to understand how disputed invoices and credits are handled.
. When a dispute is created and approved, the log amount is applied to the
Project (CAN) in the log.
. The disputed amount (Invoice Amount — Log Rem.Amt.) is always applied
to the P-Card’s default Project (CAN).
. When the credit is received and cleared, it is always applied to the P-
Card’s default Project (CAN).
Note: A credit can be directed to a log’s Project by inserting a Log # in the “Doc
#" field at the right end of the credit entry. This is done when items are
returned and there was no dispute..

What happens to unmatched credit dollars?
As stated above all credits are applied to the P-Card’s default Project (CAN).

How does an approver know that the full amount was credited to the CAN?

12/18/2007 10
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Reports can be run to verify credits were applied to the Default Project (CAN).
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