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Purchase Card Reconciliation in Core Enterprise Suite (Ci)

This guide should only be used for transactions which have been uploaded into T1 prior to 30" June 2023 and are listed
in the ‘Core Enterprise Suite’ function (commonly called Ci).

A new reconciliation process with several improvements will be implemented on 1¢" July. This will move the reconciliation
process to the ‘My Travel and Expenses’ function - see the Purchasing Cards training page for the new version of this
guide for transactions loaded after 15 July.

Full details of the changeover process and FAQs are available on the Purchasing Cards information page.

Before Starting a Reconciliationk

You should know:

Which budget or project codes will be used for payment of items - you’ll need the full T1 code, not the shortened
version called the charge code or item code. If you only have the charge code or item code, look up the full version
using the T1 Code Dashboard.

Note that the dashboard code will end with @@@@e@ - this is the nominal part of the code and is selected from a
drop-down menu within the reconciliation screen.

What evidence/receipt is there for each transaction - you will need to upload an image or email version of the
receipt that includes the VAT information (for UK purchases) onto the statement line. You must keep all the original
receipts until your reconciliation has been approved.

If the transaction(s) relates to an EU grant, then the original receipt(s) will need to be stored by the University. You
will need to send these to this team with a printed copy of your approved reconciliation form.

Why this transaction took place - is it part of a field trip, a research project, attending a conference, a business
meeting?

Use auto-approval to make use of the £50 limit.

Don’t submit transactions for multiple budget/project codes together as this creates issues for the approvers who
often reject mixed approvals as they are unsure which bit of the approval is theirs. Best practice is to submit in
batches per budget/project code.

Contact us: Finance Helpdesk 2
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Find the Purchase Card Reconciliation Function

1. LogintoTI.

2. Open the ‘Ciin the Cloud’ function and click on ‘Core Enterprise Suite’:

Home @ My e All Roles

Home

@ Ciin the Cloud

Ci Links

Yy Core Enterprise Suite

3. Once it has opened, click on the ‘My Purchase Cards CES’ or ‘My CES'’ file:

Flease choose a Workplace to start

e s e "

AP Officer My Purchasing AP Officer My Purchase Cards
CES CES CES

CES

L
"

Purchase Card Officer
EES

4, Then click the ‘My Purchase Cards’ link:

File Edit View Tools Actions Window Help

HH My Workplaces ¢34 My Reports and Files ! Announcements

Home  Account Number Validation My Purchase Cards
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5. Thisis the default layout:
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L=

E g

o Purchase Card Officer - TechnologyOiie Enterprise Suite - EXE-TEST-CES ntier - |a
File Edit View Tools Actions Window Help
222 MyWorkpisces  @3¥ My Repons and Files ! Announcemerts _ Reminders Preferences Purchas
Home  Tasks | Perfform  Purchase Card Ceniral My Workflow — Server Folder Viewsr  Mare T
y Purchase Card Cantral (Purchass Cards)
gn: Purchase Cards @ help o back ~ {3} home * close clear 7 retrieve v g
&
2 | Links toother Functions ~ Purchase Card Transactions
b
H Purchase Card Central
g b = - N Purchase Card Systen:™ Purchase System
@« El Purchase Card Posting
Purchase Card Account™ | 1234-1234-1234-1234 E Name of Card Holder
o &% Purchase Card Workflow ftem: ]
5 Outstanding Statement ltems
£ | Pactions to Perform
& ¥, Save Click the link to automatically select the transactions in the grid
% Submit For Approval 7 Total Outstanding ofel Accepted  Totsl Withlssues (] Total Disputed i Total Matched
g ‘ 3.D43.4D| | nm‘ ‘ ﬂ_ml | nm‘ ‘ 0.00 Eileen Stevens has 4 transactions in workflow
=2 ltem Codes -~
= | WSelect transactions in the grid then i= di=plz, i Ve 5
z dissect using an ltem Code:
‘% -5 More Drag a column header here to group by that column
©
g ) e No. of No. of - Personal | Dissection | Dissection Dissection Accourt | Diss
z | Jpctions ~ o Cde EEET b | EF lssues  Dissections 20N Bpense | hem Code | Ledger Code | Number Desori
= | Psslect transactions in the grid then m} TIA07208  WWW.CIPS ORG 5971.80 In Progress a 1 Oustanding [ GL
Z | [Jthe appropriate action [m] WWW CIPS ORG 1,133.34 |n Progress a 12 Oustanding. [ GL
£ Accept Transaclion(s) O WWW CIPS ORG 24.00 In Progress Q 12 Oustanding. [ GL
E Dispute Transactionis’ O 11/07/2018 | WWW CIPS ORG 37200 In Progress o 1 &% Qutstanding O GL
T Match Transaction(s ] 11/07/2018 | WWW CIPS.ORG 2233 In Progress 0 12 Outstanding. [ GL
175 Set back to Quistanding O 11/07/2018 | WWW CIPS ORG 800,00 In Progress 0 10 Outstanding. [ GL
4 Travel & Expense Wistching ] 11/07/2018 |WWW . CIPSORG -10.40 In Progress 0 10 Outstanding. [ GL
O 11/07/2018 | WWW CIPS ORG -4.54 In Progress ] 1 £ Outstanding O GL
Attachments ] 11/07/2018 |WWW CIPS ORG 454 In Progress a 15" Outstanding [ GL
Show Line Details O 11/07/2018 | WWW CIPS ORG -84.00 In Progress [} 1% Oustanding [ GL
Eull View Report [} WWW CIPS ORG 133.33 In Progress [} 18 Outstanding. [ GL
Display lssues
Views ~
[ Qutstanding Ststement ltems
JE: Aoed Statement ltems
> Statement Item History
Count: 11 3.043.40
<| [T [ >
Wiews: ¥ %
«
@ ALERTS Configureyowakns  * SWorkfiow Pawered by TechnclogyOne (O E s T ab @ T

T o

13

Card number and name of card holder.

Overview of the unreconciled transaction totals.

Link to list of submitted but not yet approved transactions.
Shows all the outstanding transactions awaiting reconciliation.

Actions to perform - save, submit etc.
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Reconciliation Process

Single budget centre/project code

1. Select aline and tick in the first column’s tick box:

Drag a column header here to group by that column

. = No. of No. of S Personal _ | Digsection | Dissection Dissection Account
Date Narration Amourt | Status lssues | Dissections Action Expense tem Code | Ledger Code | Mumber
Z0/08/2018  WWW. 600.00 In Progress 0 i | Outstanding | ]

a. Ifentering aresearch or non-research project code, change the ‘Dissection Ledger Code’ from GL to PJ. If
entering a General Ledger budget code, leave the ledger code as GL.

b. Once the ledger is correct, click on the spy glass in the ‘Dissection Account Number’ field.
2. This box now appears prompting you to populate the account components.

For a PJ code, enter the four parts of the code - use the T1 Code Dashboard to look up these details. Then select
the correct nominal:

= Accounts EE.

-~
® help clear retrieve

Account Components
Chart Name 'PJCHART - Project Ledger Chart

Select the following Account Components to build an Account Number

Click on OK to return the Account Number.
Praject: 100360R lz5f2 Wellcome Trust
wWork, Package: E ‘Wwork, Package 00

Fund Source: 1010 Wellcome Trust
E CEMPS-Systems Biology & Control Group
Travel UK

Budget Centre:

B
aﬁ

Mominal Azcount;

Account Murnber: |1ﬂ'ﬂ3€ﬂLF~!-ﬂﬂ-1ﬂ‘lﬂ-1ﬁBﬂ-25?ﬂﬁ | | Account Number is valid.

Clear Components | Reset Components | Check Walidation

Component Picklist | Ledger Ficklist | Chart Picklist | 4 b

[ok | | cancel
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For a GL code, enter the two sections of the code - use the T1 Code Dashboard to look up these details. Then select
the correct nominal:

E Accounts EE.

-,
@ help clear retrieve

Account Components
Chart Name "GLCHART - General Ledger Chart

Select the following Account Components to build an Account Mumber
Clhick on OK to return the Account Number.

Budget Centre: I:E
Maominal Azcount: I:E

Accaunt Number: |1]'D'4]'[I'D-1H}D[I'[H]{PD|]'I} | M Account Mumber is invalid.

Clear Components | Feset Components | Check Velidation

CEamponent Pickiist | Ledger Picklist | Chart Picklist | 1

[ok || canca ]

3. If you do not know the nominal code, search for it by clicking the spy glass icon in the Nominal field.

This will bring up a selection box where you can search for the code by typing in a key word e.g. travel, books,
advertising, consumables, accommodation etc.

Chart Accounts
Chart Name "GLCHART' - General Ledger Chart
~  Search: |T|Entel um
Data Entry Contral |v| |= |v| |Au::live |v| X
Add Criteria Clear Criteria Clear Values
Drag a column header here to group by that column 'r
]
Mominal Account | Account Description | Account Description 2 | Data Entry Control | Linked =
p 2505 Travel UK Active E
Travel Overseas Active EE
i
= |
=
Count: 2
£ m >
0K | [ cancel
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4, Once all the codes have been selected, the ‘Account Number’ field will populate and show ‘Account Number is valid’.
Click ‘OK’ to return to the ‘Outstanding Statement Items’ screen.

[.-’-'-.c::::uunt Mumnber: |ﬂ1-ﬂ'|]'[|'-'|]'-293'|}-25?ﬂ5| ‘ | Aocount Number is valid.

Clear Components | Beset Components | Check Yalidation

Component Picklist | Ledger Ficklist | Chart Picklist | q P

0K || cancel

5. Three mandatory fields now need to be completed:

a. Dissection Narration - Any information that is useful for the approver.

’

UK VAT Receipt - this field means ‘Do you have a receipt showing a UK VAT number?’ Select ‘Yes’ or ‘No’.
If answering ‘No’, complete the next field and select from a new drop-down menu:

e Credit card receipt

e Did not ask for one

e Lostreceipt

e Non-UK VAT receipt
e  Otherreceipt

e Receipt not available

c. Country of Purchase - EU /RW /UK
6. Attach the receipts by clicking on the Attachments link in the task pane and uploading the image.

Actions ~

Select transactions in the grid then
the appropriate action:

| Accept Transaction(s)

|_|§_, Dispute Transaction(s)
@f‘r‘ztcl' Tranzaction(s)

[ Set back to Qutstanding
{5 Travel & Expense Matching

Attachments

7. Once all details have been completed on this row, click ‘Accept Transaction(s)’.
Actions ~

Select transactions in the grid then
the appropriate action:

+| Accept Transaction(s)
|_|E, Dispute Transaction(s)

A Motob Trono ontionrcl

8. Repeat these steps for all other transactions that require manual reconciliation.

9. Once dll the information has been entered, see Submitting for Approval.
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Split a single transaction across two or more budget centre/project codes

1. Tick the transaction, then double click on the narration field of the line required:

Drag a column header here to group by that column

. o Nao. of Na. of S Personal | Dissection | Dissection Dissection Account
| Date Narmtion Amournt | Status lssues | Dissections Action Expense tem Code | Ledger Code | Mumber
20/08/2018 WWW. 800.00 In Progress 1] 1" Outstanding [ ] GL

2. A new sub-section will appear which will allow multiple codes to be entered. Enter the first budget/project code in
the ‘Account Number’ field for the first line:

Dissections | Attschments |

Enter expenze dissections in grid below.

IE:IJ:; E:E;;Eg tem Code (Iszggeer [Au:count MNumber ]A:count Description VAT Code lnﬂ;l:li:; Ex;_lnu:li:rri VAT Amourt | Dissection Namration
I 1] O GL S 200.00 666.67 133.33
[

3. The ‘Inclusive Amount’ field will show the full transaction amount. Change this to the amount to be charged to that
budget centre/project.

The three mandatory fields also need to be completed:
a. Dissection Narration - Any information that is useful for the approver.
b. UK VAT Receipt - the receipt field will ask ‘Do you have a receipt showing UK VAT number?’ Select ‘Yes’
or ‘No’.
If answering ‘No’, select from a new drop-down menu:

e Credit card receipt

e Didnot ask for one

e Lostreceipt

o Non-UK VAT receipt
e  Other receipt

e Receipt not available

c. Country of Purchase - EU /RW /UK

4. Add a line for the next budget centre/project code by clicking anywhere on the line below marked with an asterisk
*.

Dizsections | Attachmentz |

Enter expenze dissections in grid below.

II;J:IJ:; E‘:;?%Eg tem Code (Iszggeer Account Number Accourt Description VAT Code ln;:'::; Ex;_lnu:li:ri VAT Amourt | Dissection Namration
T 0 O GL S 200.00 666.67 133.33

(oo
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5. If amistake is made, the line can be removed by selecting the ‘Delete Row(s)’ icon on the right hand of the table.

v =8 EeR =)
e —— L - e
- T
- -
= e 1
= L -
41
ount Description VAT Code In;‘:;‘;:ﬁ El:f‘rl;‘;rr: WAT Amount | Dissection Namation Dissection 4 'I;
5 1937 1614 323 =
-
h
B
-3
=]

6. Repeat steps 2 to 4 until all the codes required are added.

7. Adddllreceipts by clicking on ‘Attachments’. Once all lines have been populated and receipts attached, click ‘OK’ in
the bottom right hand corner of the screen.

Dissechonsfl| Attachments(E)

Enter expense dissections in grid below.

Ihs‘l:ﬁl:: E;S:rl:g ltem Code IE?;Q:F Account Number Account Description VAT Code Ilﬂ:li_lﬁ Ex;lnu:li-lﬁ VAT Amount | Dissection Namation
1] O GL 01-000-0-1560-25705 Travel UK z 500.00 500.00 0.00 Fight from London to Ch...
1] O GL 01-D00-0-2930-25740 Accomm UK FN 250.00 208.33 4167 | Hotel in London before f...
I 1] O PJ 100360-R-00-1010-1695... | Accomm UK FN 50.00 4167 8.33 Evening meal in Hotel

8. The ‘Dissection Account Number’ field on the ‘Outstanding Statement Items’ screen will now show ‘x Dissections’
depending on how many budgets the transaction is split across.

Drag a column header here to group by that column

A o No. of Mo of e Personal | Dissection | Dissection Dissection Account
u Date Narmation Amourt | Status lzsues | Dissections Action Expense | tem Code | LedgerCode | MNumber
[fj_ 20/08/2018 WWW §00.00 In Progress 0 3 " Outstanding [ | 3 DISSECTIONS

9. Once dll details have been completed on this row, click ‘Accept Transaction(s)’ on the task pane:
Actions ~

Select transactions in the grid then
the appropriate action:

< | Accept Transaction(s)

& Dispute Transaction(s]
@f‘r‘zt:r Transaction(s)
E%}Sst back to Outstanding
{%Trzusl & Expense Matching

Aftachments
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When this is submitted for approval, each of the approval pools/budget holders will receive a task to approve. They
will all be able to see the entire transaction but can only approve their part.

Submit in Small Value Batches to Use Auto-Approval

1.  Make use of the auto-approval limit by submitting transactions in batches totalling less than £50. These will ‘Auto
Approve’ and will not need to go to the budget holders/approval pools.
2. Toreorder the transaction list by value, click on the ‘Amount’ column header:

Mo, of

Date Marmation Amount < | Status lssLies

3. Tick several transactions up to a total value of £50.Click on the ‘Submit for Approval’ button in the task pane:

Actions to Perform ~

i, i
d';,.v 5: e
t:.’ Submit For Approval

4, This pop-out box will appear:

/ Approve and Submit to Post (Workflow Operation) E@.
Approve and Submit to Post
Purchase Card Trans

iJ This will complete the current task for Purchase System 4 st 06 The next task iz Posting which
will be az=signed to ltem Originator.

Options

Azzign Mest Ueer |m E Ilat Purchagze Card Officer Testing

OK | | cancel

This message will display at the bottom of the screen:

These transactions are below the Automatic approval limit. The transaction will be submitted to Post.

5. Continue to submit for approval in batches of less than £50 until all the smaller value transactions have been
submitted.

Contact us: Finance Helpdesk 1
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Submit in Batches by Individual Budget/Project Code
Transactions over £50 should be submitted for approval in batches for the same budget centre/project code.

1. Click on the ‘Dissection Account Number’ column header. This will sort the rows into budget centre/project number
order:

Dissection Account
Mumber

01-000-0-1027-25702 | Travel UK
01-000-0-1027-25740 | Accomm UK
01-000-0-1027-25740 | Accomm UK
01-000-0-1122-25705 | Travel UK
01-000-0-1122-25740 | Accomm LK

2. Tick all the transactions for the same budget/project code (even if they have different nominals) and then click on
the ‘Submit for Approval’ button.

It does not matter if the nominals (the last five numbers of the code) are different - as the nominals do not affect
which approval pool or budget holder a task is sent to.

01-000-0-102425705 | Travel UK
01-000-0-102°425740 | Accomm LK
01-000-0-102'425740 | Accomm LK
((01-000-0-11225705  Travel UK
LI]"I-I]'I}I}-IT.'-'I1 22740 Accomm UK

e.g. these can be submitted together—————>

e.g. these can be submitted Jroge’rhe"lé

3. The following message will confirm which approval pool or budget holder the approval task has been sent to:

v Submit For Approval (Workflow Operation) |E||E|.

Submit For Approval
Purchase Card Trans

|
(=]

i The next task is:

Approval which will be assigned to Pool:011027A.

Al split items will be actioned. “Submit For Approval” will be processed.
Options

Comments: | ~

4, Continue this process until all transactions have been sent for approval code by code.
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Disputing a Transaction

If a transaction appears on a statement that the card holder believes to be fraudulent, the cardholder must contact
HSBC to start an investigation.

1. Locate the transaction that requires disputing and tick the first column’s tick box to select the line:

Drag a column header here to group by that column

: o Mo. of Ma. of . Reason for
‘ | Date Narration Amourt | Status lssues | Dissections | A/etion "
20/08/2018 WWW._. . ._ 373.00 In Progress 0 1 Outstanding | Suspect Frau_

2. Scroll dlong the bottom of the statement until you see ‘Reason for Dispute’. Enter a useful description, e.g.
‘Suspected fraud - bank contacted’.

3. Thenselect ‘Dispute Transactions(s)’ from the task pane:
Actions -

Select transactions in the grid then
the appropriate action:

+ | Accept Transaction(s]
I E Cispute Transaction(s)
@h‘zt:l‘ Transactionis)

{7 Set back to Outstanding
%Trzuel & Expense Matching

Attachments

There is no need to submit a disputed amount for approval as the transaction will not be removed from this screen
whilst it is in dispute.

Await the outcome of HSBC's investigation then reconcile if genuine or match to the refunded amount if fraudulent.

Contact us: Finance Helpdesk 13
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Card Used in Error

University purchase cards must not be used for personal expenses, although a mistake can occasionally be made and
the wrong card used in error.

If this happens, the transaction must be marked as a personal expense in the statement and the amount repaid to the
University.

To mark a transaction as a personal expense:

1. Tick the first column box then tick the ‘Personal Expense’ box.

Drag a column header here to group by that column

. . Mo. of MNo. of . Personal Dissection | Dissection Dissection Account
Ll — AETErTT Amourt | Status lssues | Dissections Action Expepse tem Code | Ledger Code | Number
20/08/2018  WWW 600.00 In Progress 0 1.7 Outstanding] [ | GL ] [=X

2. Three mandatory fields will need to be completed:

Drag a column header here to group by that column

. . . " . . . . . Reason for Receipts relate | Country of Country of People LUK VAT Reason no People Reason Country of
DI Dissection Namation Dissection Namation 2 Dissection Naration 3 Dispute to EU Grants? | Travel From Travel To Travelled with i Receipt Receipts entertained forTravel/Ent..l§ Purchase
PCARD Chantel Stebbings WWW CIPS ORG NO YES L

a. Dissection Narration - Any information about the transaction that should be recorded (e.g. J Smith
personal expense made in error).

b. UK VAT Receipt - Yes / No (the receipt image should also be attached, if available)
c. Country of Purchase - EU /RW /UK
Once these are completed, the ‘No of Issues’ box should state O.
3. Select the ‘Accept Transaction(s)’ link from the task pane:
Actions ~

Select transactions in the grid then
the appropriate action:

| Accept Transaction(s)
[ Dispute Transaction(s)
@[‘r‘ztcl' Transaction(s]
[ Set back to Outstanding
@'Trz-ﬁl & Expense Matching

Attachments

4. Check there are no errors and submit the transaction for approval:

Actions to Perform ~

¥ Save
| t: Submit For Approval

5. Arrange to repay the University by emailing accountspayableenquiries@exeter.ac.uk - they will provide the
University’s bank details for you to make a bank transfer.

They await receipt of the funds then carry out the necessary accounting entries to remove this debt from your
records.

Contact us: Finance Helpdesk 14
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EU Project Expenses - Printing and Storing the Claim Form and Receipt

If your purchase card transaction relates to an EU project, then it is a requirement of the funding rules for this type of
project that the original receipt must be retained by the University.

Send them in a sealed envelope to:

Exeter:

EU/International Team; Research Finance
Research Services

Innovation Centre

Rennes Drive

Exeter

EX44RN

Cornwall:

Cornwall Research Services
Room sO06

Tremough Innovation Centre
Penryn Campus

Penryn

PRIO 9TA

Please clearly indicate your project number. Where hard copies have not been provided, the expenses will not be
charged to the grant and will need to be covered from other sources.

Contact us: Finance Helpdesk 15
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Issues and Errors

Viewing an Issue

If any issues prevent a row from being submitted for approval, the ‘No. of Issues’ column will show the details:

1. The example below shows four issues that need addressing before this line can be submitted for approval. Anerror
message is displayed at the bottom of your screen if you submit for approval with outstanding issues:

Drag a column header here to group by that column

i . Mo, of .
O Date Narration Amount | Status Dissections | Etion
I 20/08/2018 WWW.CIPS.ORG 600.00 In Progress i~ Accept

@ Transactions selected for the action "Submit For Approval' must have ne outstanding issues. \

2. Click the ‘Display Issues’ link on the task pane:
Actions .

Select transactions in the gnd then
the appropriate action:

| Accept Transaction(s)

|_|§_> Dispute Transaction(s)
@h‘zt:l’ Transaction(s)
Eﬁ’}Sst back to Outstanding
%Trzusl & Expense Matching

Attachments

Show Line Details

| Recent Messages List

0 Dissection Marration must he entered.
L\, Account Mumber must he entered.
L\, The user field 'K VAT Receipt Attached?' must be entered.

L\. The user field '‘Country of Purchase' must be entered.

This example shows that none of the mandatory fields have been filled in. Close the ‘Recent Messages List’ and fill in the
mandatory fields.

The transaction should now have O errors and can be submitted for approval.
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Other Error Messages

@ All transactions selected for processing must have an Action of "Accept’ or 'Match'.

This error has occurred because || £ccent Transaction(sl,r i Match Transaction(s) + been selected from the task pane on
the left hand side.

Receipt Attachment Errors

The file name for a receipt image must not start with a symbol such as a ‘£’, as this will cause an error when trying to
attach the image to the purchase card statement.

Receipt file names should start with a letter or number but can contain a ‘£’ or other symbols further along in the
name.

For example '£171.50 Southbank Hotel on 02.11.18" will cause an error when trying to attach it. But 'Southbank Hotel
£171.50 on 02.11.18" will attach without issue.

Pop Ups Blocked Error Message

If you get an error message that says ‘pop-ups have been blocked’ when trying to attach a receipt image, you will need
to enable pop-ups in your browser’s settings.

For Chrome users: o|BE| &=

e Click on the three dots in the top right hand corner of the browser.

e Click on ‘Settings’. :
e Scroll down to the ‘Advanced’ option.

e Click on the ‘Content Settings’ option.

e Click on the ‘Pop Ups and Redirects’ option.

e Change ‘blocked’ to ‘allowed’.

For Windows Explorer users: = PXs

e Click on the gear symbol in the top right hand corner of the browser and select ‘Internet Options’. -

e Click the ‘Privacy’ tab in the box that appears.
e Under the Pop-up Blocker section, click the "Turn on Pop-up Blocker" to remove the tick in the check box.
e Click the "Apply" button, and then click "OK" to close the dialog box.
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