P-Card Log

In Banner go to form FWRPLOG (PCard Departmental Log Report)

Click on “Go”

X  @ellucian  Process Submission Controls GJAPCTL 9.3.19 (WOUPRD) 8 RETREVE SR RELATED ¥ TOOLS

'"J Parameter Set:

-

Process:

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.



Enter the printer name or click on the ... to be able to search for your printer.
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b 4 @ ellucian Process Submission Controls GJAPCTL 9.3.19 (WOUPRD)

Process: FWRPLOG PCard Deparimental Log Report  Parameter Set:

EBinsert @@ Delete Wg Copy = Y, Filter

~PRINTER CONTROL
Printer | WOU_ALMIRA [+ Submit Time PDF Font Size
Special Print [ ] MIME Type  MNone Delete After Days
Lines PDF Font o] Delete After Date
~PARAMETER VALUES Insert @ Delete ¥ Copy | ¥, Filter
Number * ‘ Parameters |Va|ues
01 Card Number 153379
02 From Date 09/27/2022
03 To Date 10/25/2022
1) of1 10 v~ PerPage Record 1 of 3
LENGTH: 6 TYPE: Character O/R: Required M/3: Single
Enter Last 6 digits of card number (accepts wildcards and %)
+SUBMISSION Insert @ Delete F Copy | Y, Filter
[ ] save Parameter Setas Hold / Submit  (O) Hold (@) Submit
Name [: Description

4!
4



Press the Next Section button (arrow down located on the bottom left-hand corner on your screen) to get from the PRINTER CONTROL section to the

PARAMETER VALUES section.

Confirm the last 6 numbers of your P-Card. If it is wrong, press tab once to the Values box and type in the correct numbers.

Press the arrow down key on your keyboard and change the From Date to the day after your last statement date. The date has to be in a MM/DD/YYYY format.

Press the arrow down key on your keyboard and change the To Date to the statement date. The date has to be in a MM/DD/YYYY format.

X @ ellucian

Process Submission Controls GJAPCTL 9.3 19 (WOUPRD)

&L RELATED  $fToos M

Process: FWRPLOG

*PRINTER CONTROL

PCard Departmental Log Report Parameter Set:

|WOU_ALMIRA

Printer
Special Pnnt [
Lines |55 |
| ~PARAMETER VALUES
Number * Parameters
.01 Card Number
02 From Date
03 To Date

LENGTH: 6 TYPE: Character O/R: Required M/S: Single

Enter Last 6 digits of card number (accepts wildcards and %)

Delete After Days

B

Values

KOO

Insert [ Delete Fg Copy | Y. Filter

E3insert [ Delete W Copy ¥, Filter

09/27/2022
10/25/2022

Record 1 of 3

~ SUBMISSION

D Save Parameter Set as

Name |

Hold / Submit  (C) Hold (@) Submit

insert [ Delete ¥g Copy | T, Filter
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Press the Next Section button (arrow down located on the bottom left-hand corner on your screen) to get from the PARAMETER VALUES section to the
SUBMISSION section.

Click on the Save Parameter Set as box.

Then click on the SAVE button that is located on the bottom right had corner of your screen.

* SUBMISSION

[ ] save Parameter Set as Hold / Submit () Hold (@) Submit

Name | Description

SAVE

bl
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Your log will look something like the picture below. The line items will depend on what you purchased.

MESLELI WATEYWlL WilAvELSLLY AUTIY =LV LE

Procurement Card Purchasing Log - 27-SEP-2022 to 25-0CT-2022

Card Rumber ({last 6 digits): 153379 Card Index: BAOSO0L
Card Expiration Date: 30-NOV-Z025 Department: BAO Business Ofice Operation
Bank Tran Banner Tran Vendor Name Banner Item Description Index Account  AcCtv Account Title Transaction
Date Date Invoice No. Code Code Amount
10-0CT-202 14-0CT-202 HWATER - COFFEE DELIVERY 20046845 Water BAOS01 24998 Other Fees & Svecs (Tax re 42.92
11-0CT-202  14-0CT-202 AMZN MKTP US*HT25F6CQ0 E004683% oOfice Supplies BAO901 20101 Ofice & Administrative 5 35.38
16-0CT-202 19-0CT-202 AMAEON .COM*HT2ZSE14Y2 AMEN £0046950 oOfice Supplies BAO901 20101 Ofice & Administrative S 13.72
19-0CT-202  24-0CT-202 TRAINCEL WEBIMAR E0047070 1099 Training BAOS01 29030 Online Training 249,00
TOTAL: 341.02
-

Card Custodian

Printed Name Signature Date
Budget ARuthority TS — E

Printed Mame Signature Date
P-Card Program Manager

Printed Name Signature Date

By signing this document, all parties certify that the monthly statement has been reconciled and that all purchases were
authorized and made in accordance with the applicable procedures and the Western Oregon University Purchasing Policy.
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You will need the P-Log that you just printed, your statement and all of our receipts for the P-Log time frame.

You will need to number the items in order on your P-Log. Please use red ink.
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Procurement Card Purchasing Log - 27-SEP-2022 to 25-0CT-2022

LUV T EVEE

Card Number (last 6 digits): 153379 Card Index: BAOIO1
Card Expiration Date: 30-WOV-202Z5 Department: BAD Business Ofice Operation
Bank Tran Banner Tran Vendor Name Banner Ttem Description Index Account  Actwv Account Title Transaction
Date Date Invoice No. Code Code Amount
10-0CT-202  14-0CT-202 WATER - COFFEE DELIVERY Z0046845 Water BAO901 24998 Cther Fees & Sves (Tax re 42.92 6)
11-0CT-202  14-0CT-202 AMZIN MKTP US*HT25F6CQ0 70046839 Ofice Supplies BAC901 20101 Cfice & Administrative 5 35.38
16-0CT-202  19-0CT-202 AMAZON .COM*HT2SE14Y2 AMZN £0046950 Ofice Supplies BAOS01 20101 Ofice & Administrative S 13.72
19-0CT-202  24-0CT-202 TRAINCEL WEBIMAR 20047070 1099 Training BAO901 23030 Online Training 243.00
TOTAL: 341.02

Card Custodian

Printed Name Signature Date
Budget Authority s Sl it o i s B

Printed Name Signature Date
pP-Card Program Manager

Printed Hame Signature Date

By signing this document, all parties certify that the monthly statement has been reconciled and that all purchases were
authorized and made in accordance with the applicable procedures and the Western Oregon University Purchasing Policy.
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You will also need to number the items on your Statement so the numbers match how they are numbered on the P-Log. Please use red ink.

IEbank

.3 BANZORF SERVICE CENTER

F, 0 Bozx b33
Tt Faroo, nDSBI2S6342 ACCOUNT NUMBER _

WESTERN OREGON UNIVERSITY

STATEMENT DATE 2502

TATAL ACTIVITY £ 24100
L1 TR 1 LU L R OV LY CL TRy FL L LR | BT TMAEMS STATEMENT OMLY"
OOO0OGA 01 SF 0570 10640150187a802 P 0O HOT REMIT PAYMENT

ACCOUNTING BUSIMESS
wnil

345 MOMMOUTH AVE. H.
HMONMOUTH OR 97361 1329

&

DATE DATE TRANSACTION DESCRIPTION REFERENCE NUMBER MCC AMOUNT
LR R] AN WATER . OFFEE NELIWVERY AMNLAGIAATT G& 4TINS FIAADETIAAT ANEO0E Rigg A0 O {: o
PLIR ID: 86248009 050608400 TAX: 0,00 H
=12 =11 AMEN METPF U3 HT2IF0000 AMIN COMMBILL WA 24052 102284 1023042 12524 B2 33038 ,-'J".."
FUR 10 112-1832560-08263 TAX. Q.00 gEp
11T 118 AMAZON.COM"HTZSE14YZ2 AMZN AMZ H.OOW/BI LI 1 06228308333206226T7 Shaz 1372 ("‘5
PLIR IN- 112-5707NSR-0121R TAX: 0 -
10 20 1010 TRAINCEL WEBIMAR WWW._ TRAIMNCEL. CA 2401134 2000000030061 B34 BE30 sap.om 7
FUR ID: opamdzgmbilsro TAX: 0.00 e

Dafault Accounting Coda:

ACCOLUNT MUMRER ACCOUNT SUMMARY

B

FREVIOUS BALANCE =00

800-344-56986 STATEMENT DATE| DISPUTED AMOUNT
FURCHASES &
10-25-22 & o0 T

PRASH ADVANGES  §.00 |

EEND BILLING INQUITHEE T: AMOUNT DUE
§ 0.00 CATH ADVANGE TLC §.00

£40 LB, BANCOM SEFRICE CEMTER, MG
UG, Oamis AT GRS AGGOCIAT IR DO HOT REMIT
5. BOM 6IFE ICREMTE g 00

FARGD, MO 521255335

TOTAL ACTIVITY §341.02

COPYRIGHT 2003 U § AANK MATIONAL ASS0CIATION PA&GE 1 OF 1



Now you will need to number the receipts. Please use red ink. They need to be in the same order as the P-Log.
one item to make up a total. Please do it like the example of 2 (2a & 2b) on the Amazon order.

www. SierraSprings.com

1-800-4-WATERS [ 1-800-432-837T)
"

Digber 2022
Fridey 28 Friday 23

Upcoming Defivery Dates |

Sierra We Deliver! PRIMO

SPRINGS

Botties Water * Filtration * Caffes

Take a Hintl Now avadable for defivary - Hint
ardl Hirt Kads! Hint hss & tha heallh benefits
of water plus 1astebud-pleasing flavor with real
fruit. Try & werialy pack for only $19.99!
Order inday « BI04-WATERS or waler comimymocou nd,

oy

-

[

09-12-22

083022

Customer Account®:BE2 185319508964

WESTERN OREGON UNIVERSITY
345 MOMMOUTH AVE N
LIEUALLEM BUILDING - ROOM - 101
MERMOUTH, OR 97367

T rarasrson o Datasn

Provious Balance
Paymenl - Credil Card - 097487 - Thank You
Ramaireng Balance

T222T361 640448 SIERRA SPRINGS 5G PURFIED WATER
5.0 GALLON BOTTLE DEPOSIT
5.0 GALLON BOTTLE RETURN
DELNVERY FEE
Sadas Tax

Recd By:

lirvolca Data: 10-05-22
Irvoice #: 1990686 4 100522
Purchase Order #:

@y (= Ao

T4.39
-74.39
0.0d

1049 31.47
&.00 18.00
8.00 -16.00

1145 1145

.00
42.92

- ot

<an ale0 oaslly skip or asdd o deltvery as

Gluyan Krow that in additian ta the top left camer of this Bl you can alsa find yous mm-ry sehedule at wabes.com/myacoount? Gnline HDD
readed

Frireous Buenie gyt
§74.3 ) C $74.38

St s s ER ———

— ‘.r-( -. w Py Thia i
542,92

wmmlm% @.!/:?"ﬁh.mm w Mﬁwﬁ?’“’ mhmmmam

Sierra PRIMQ 205sss ansna e

SPRINGS

Ibyalsaauallalluss i llaboll
WESTERN OREGON UM

IWERSITY

CHERRI DARBY

345 MONMOUTH AVE N
LIEUALLEM BUILDING - ROOM - 101
MOMNMOUTH, OR 873461

Customer Accountd: BE218911FB06364

Due By: Upor Rscaipl

Late Fess May Apply After: 10-28-22

Tertal Amicunt Duea: 4202
5

¥ Mail Remittance With Payment To:}
L L ey L e P e M P [
SIERRA SPRINGS

PO BOX B605TE
DALLAS, T T5266-0579

0220L0 191213 DAL2LA931L990L5S843 0004292 2 Ooopoua292 2 9

If you have an order where you have more than



ern Lregon
“uﬁﬂ ER SEY Cherl Darby <darbyc@mall.wou.edu>

powsred by Googe ——8

Your Amazon.com order of "Post-it Super Sticky Notes..." and 2 more items.
1 message

Amazon.com =aufo-confirmEDamazon. comes
Raply-To: no-rephy@amazan.com
To: darbyciE@wou edu

Mon, Oct 10, 2022 at 4:46 PM

| Your
Accaunt |
Amazon.com
amazonbusiness : .
Order Confirmation

Order #112-1832568-0828247
Order #112-5757058-8121808

Hello Cheri Darby,

Thank you for shopping with us. We'll send a confirmation once your items have shipped. Your order details are indicatad
below. If you would like to view the status of your order or make any changes to it, please visit Your Ordars on
Amazon.com.

Your purchasa has been divided into 2 orders.

This order is placed on bahalf of Western Oregan Univarsity.

Order Details

Ordar #112-1832568-0828247
Placed on today, Octaber 10

Your guaranieed delivery date is:
‘Wednesday, October 12

fes Your order will be sent to:
Your shipping speed; Cheri Darby
YBOTME FREE Prime Delivery MONMOUTH, OR
United States
Order Details

Post-it Super Sticky Motes, 3x3 in, 24 Pads, 2x the Sticking Power, Energy Boost,
Bright Celors (Orange, Pink, Blue, Green),Recyclable (654-655AL)

Office Product Sn 0% @
Sold by Amazon.com Sarvices LLC g
Condition: New /2,99

35 2%



Doake Ergenamic Mouse Pad with Wrist Suppart, Cute Mouse Pads with Non-
Slip PU Base for Home Office Working Studying Easy Typing & Pain Refief

Trandy Flaral $12.90
Sold by Daoke =
Condition: Mew

Order Total: $35.38

The payment details of your ransaction can be found on the arder invowe.

Order #112-5797058-9121808
Placed on today, October 10

Your estimated delivery data is:

October 31
Your shipping speed: "éuhl.:r;:igﬂe:hv;ll be sent to:
¥BITE Two-Day Shipping MONMOUTH, OR
United States
Order Details

Paper Mate Profile Retractable Balipoint Pens, Bold (1.4mm), Purple, 12 Count

Office Product
Sold by Amazon.com Services LLC $13.72
Condition: New

Order Total: $13.72

The payment details of your iransaction can be found on the order invoice.

To learn more about ordering, go to Ordering from Amazon.com,
If you want more information or need more assistance, go o Help.

Thank you for shopping with ws.
Amazon.com

Exclusive items from our brands

:H.
ST P A Amazon Basics Bullet/Chisel...
M o Assoriad... e -
.-'L- R §8.00 sprime 48 yprime
CCB T

The payment for your invoice is processed by Amazen Paymens, inc, P.O. Box 81226 Seattle, Washington 98108-1226,
If you need more information, please contact (B66) 216-1075

By placing your order, you agree ta Amazon.com's Privacy MNotice and Conditions of Usa. Unless otherwise noted, items
sold by Amazon.com are subject to sales tax in select states in accordance with the applicable laws of that state. If your



Western Oregon

UNIVERSITY
powened by GO0l s—

Chari Darby <darbyc@mail wou.edus

[MARKETING] Your TRAINCEL receipt [#1253-2448]

1 message

TRAINCEL <receipts+acct_11sBbglQoYdgTIimp@stripe coms Wed, Oct 18, 2022 at 11:52 AM
Reply-To: TRAINCEL <info@raincel.com:
To: darbyc@weu.edu

Receipt from TRAINCEL
Feceipt #1253-2448

AMOUNT PAID
$249.00

DATE PAID

PAYMENT METHOD
Oct 19, 2022, 2:52:44 PM

VISA - 3379

SUMMARY

Recorded Session for IRS Form 1099 Reporting Update = 1 $249.00

Amount charged 5249.0@

If you have any questions, contact us at info@traincel.com or call at
+1 B44-762-3336.

Something wrong with the email? View it in your browssr,



You will then need to print your name, sign your name and put the date on the Card Custodian line. You will then make a packet of everything in the following
order.

1. P-CardLog
2. Statement
3. Receipts

You will then give the packet to your Budget Authority. They will then look everything over and then fill out the Budget Authority line and then send it to the
Accounting and Purchasing Agent in the Accounting and Business Services Office.
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Procurement Card Purchasing Log - 27-SEP-2022 to 25-0CT-2022

Card Mumber [last 6 digits): 153379
Card Expiration Date: 30-WOV-20Z5

Card Index: BADIOL
Department: BAG Business Ofice Operation

Bank Tran

Y [V AT

Banner Tran Vendor Hame Bannet Item Descriptlon Index  Account  Actv Account Title Transaction
Date Date Invoice No. Code Code Amount
10-0cT-202  14-0CT-202 WATER - COFFEE DELIVERY Z0046845 Water BAO901 24998 Other Fees & Sves (Tax re 42.92
11-0CT-202  14-0CT-202 AMIN METP US*HT25F6CQ0 0046639 Ofice Supplies BAOSO01 20101 Ofice ¢ Administrative 5 35.38
16-0CT-202 18-0CT-202 AMAZON .COM*HT25E14Y2 AMEN 20046950 Ofice Supplies RROS01 20101 Ofice ¢ Administrative S 13.72
19-0CT-202  24-0CT-202 TRAINCEL WEBIMAR 20047070 1099 Training BAO901 29030 Online Training 249.00
TOTAL: 341.02
Card Custodian
Printed Mame Signature Date
Budget Ruthority -
Printed Mame Signature Date
P-Card Program Manager
Printed Name Signature Date

By signing this document, a1l parties cerzify that the monthly statement has been reconciled and that all purchases were
authorized and made in accordance with the applicable procedures and the Western Oregon University Purchasing Policy.
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