PNC District Purchase Card Users Step by Step Guide

WWWw.pncactivepay.com
Log In Screen

1AS i o i
P> PNC ActivePay Username — same as previous card
username

Password — prior to your initial log
in you will receive a computer
generated password via email
from pncactivepay

Organization ID = warren

Log In button

The first time you log in you will get a request for a security code, this will also occur if you
are using a different computer than you used at your last log in.

Additional Security Required
We are required to perform additional security validation to verify your identity.

We will email you a Security Code that you will need to enter on the next page in order to access PNC Bank
ActivePay.

The Security Code will be sent to: Email address in your user account (...@WCSKIDS.NET)

Please allow a few minutes to receive your Security Code.

Send Me a Security Code Cancel

Select ‘Send Me a Security Code’


http://www.pncactivepay.com/
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Username — same as previous card
username

b PNC ActivePay®

Password — prior to your initial log in you
will receive a computer generated
password via email from pncactivepay

Organization ID = warren

Enter the security code received via email
The security code can only be used once
THIS IS NOT YOUR PASSWORD

Log In button

You will be required to answer three challenge questions for your account. These questions
may be used when the Forgot Username or Forgot Password are used.
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Welcome to the Home Screen

8 Mg /e pcactivepaycomm. s i

s [de Vew Fevorom Took belp

P e R The Home link will

® PNC return users to this

(O sasar wanncen (B mrvow snowo () cun w1 mseacion st (@) e page

i i @ Quick Links — Access
o == the most frequently
used screens

Org Group  warren

Role PNC Cardhoider Dafault

Last Login - &112015
There am curmently 1o new announcaments
Ny Links
Inbox
Your mest frequently used links wil appaar
about &n hour @l you've used this
applicaion 1o T first b
Cardholder Information
Reports.
Aceenmt 300030006000 I f H
200000 b

glance — Unreviewed
Transactions, Credit
Limit, etc.

Managing Transactions

Quick Links

‘/// Selecting Manage Transactions will allow you
SRt to review all transactions.
‘L;Ire"s‘ia;ynat“a“c’"q -« Selecting Unreviewed Transactions will allow you
AT to access only those that have not been reviewed.

Change My Password Options
Create a Transaction Envelope
EE"EEII A d:l-'t--

Using the Manage Transactions Quick Link:

@ PNC T

@s&c.mmn (& revrory swo10 @wm 59 TRANSACTION MAINT gm

Transaction Management

Select the billing cycle - the

Transactions Search Criteriac Select search criberia and cck on Search for results. For All transactions for the selected date range chck on Search,

S R {Hlag Oy [ S00CHES- 000008 ]| of current cycle will have the begin
Card Number: XOO00X006I000

date of the cycle to the current
Searcncrtens date
Actons Search Term Fiter Type Value
% wtuedito acsit itittoni This selection will only show the
A t Mumber ~ EqualTo = [_A_ﬂ_d_: _ Resat

transactions that have not been
Pencil Icon* - Use to View, reviewed. See Pencil lcon*
Edit or Change terms and values

[ Seargh |

Select search once the cycle has been selected
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Transactions Summary {Payments Excluded)

Transactions

Show Summary

—>|  Fnancel Cotes ® View O Hide

2 ‘H? Merchant Details 9 Billing Details ‘3 Transaction Details E@ Split Transaction I#‘_I Copy Financial Codes Lﬁ Clear Financial Codes I#‘I Copy Notes Lx CIeaeresl
6 R 0 v
t ecords per page
v
Ol Drer |Unot Dlagp? postDaie & TrnsDal  Actid Name Enplojes ld Merchant Bling Amoutt  Bilig Curency  Envelope  Spit Dispited  Recei?
D D D D TI282016 TR62M18 WYANDOTTEELECTRIC S 14458 U 5 -_t ” |
Enity/Buildi SN }
> =
3T & 4 7
||Notes | <«—| 4 |
Records per page 100 w|
[ save | [ Reset | [ cancel | < 8

~

Choose to view or hide Financial Codes by selecting the appropriate radio button.

Select a line item transaction by clicking on it. Actions icons will display at the top of the grid. Select an action button to
see specific information about the transaction or to perform a specific action.

E - View & Edit Transaction Details *. This icon also displays the information for the
other action icons.

B
ES. Split Transaction between ASNs.
=l

[E= - View Merchant Details.

27- View Billing Details.

Enter the appropriate Financial Codes by typing the code into the appropriate box or by clicking on the magnifying glass
next to the code field and picking from a list. The Copy To All button allocates all transactions in the list to the same
Financial Codes.

Add a descriptive note to the transaction. This is required field.

You can see whether a transaction has been included in a Split, Disputed, or Receipt.
*  See next section for more Transaction Details.

Mark the transaction reviewed by checking the box in the Rev column. Please note that this is the equivalent of “signing
off” on a transaction.

Has the receipt for this transaction been uploaded? A “Y” will appear here.

Click Save to save information or Cancel to clear the information. (If something has been entered incorrectly the
application will not allow you to save that information and you will receive an error message.)


https://www.pncactivepay.com/expenseManager/transactions/transactionDetail.aspx?page=0&atid=35362000
https://www.pncactivepay.com/expenseManager/transactions/transactionDetail.aspx?page=0&atid=35362000&s=1
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Transaction Details

E - View & Edit Transaction Details. The Pencil Icon also displays information for

the other action icons.
After entering all the information required on the Manage Transaction screen, select the
E Transaction Details icon to perform other actions.

(2 PNC

Home | Log Qut | Contact Us

OSEG_NT\‘MW}ER (B reromrsworo () caro e (1§ mansacion mant (@) vae

Transaction Mainienance Tren: in kign ! Transaction Details
Back to Search Transaction 1of 1
Transaction Details for Account Humber: XO00X-X00-X000L-
Post Date: BM42015 Trans Date: &3R015
Rafarents Nuffiber 24765015154207000000090 Marchant YOUMG'S GARDEN MART
Amount 33.46 USD Account Transaction D 35470607
I-T:.qule:ﬂﬁ:p;nc—'dl « Collapse All | | ShOW more Or IeSS GoTo: Merchant Information = Billing Information - Sign Off History - Flags & Motes - Comments - EL:-E
Baiog knforaton information -
Sign Off History -
Flags & Notes a
Reviewed Appraved Approved2 Sales Tax Mot Biled Sales Twx: 0,00
“hote Youngs Garden Mart: burlap, canning jars, oxganic
potcing scil for Middle School Science refills.
Comments -
Splits. -
[ save | [ Dispute |
To upload scanned receipts
Copyright © 2005-2015. Powered by EnCompass, an A0C Solstions, inc. Proprietary Web Product. Al Rights Reserved | Brivacy Pocy
Uploading receipts
Scan all receipts and save to either a zip drive or the computer’s hard drive.
Select Upload Receipt button.
Jetails for Acoount Humbears J0000 00000000
iber u
Mmalion
F-iit 0]
wy
!
SelectFleloUpload Browse drive to find
| B [N -
e the file to upload
I' Upload Receipt ;.A;J'hu ]
e = — —

Upload receipt


https://www.pncactivepay.com/expenseManager/transactions/transactionDetail.aspx?page=0&atid=35362000
https://www.pncactivepay.com/expenseManager/transactions/transactionDetail.aspx?page=0&atid=35362000
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Confirmation of successful upload

Upload Receipt

File "SKMBT_4211506 1814590 yomgs pdl has been successfully uploaded
sl You may upload another receipt, or press close

Valid file types are: DOC, DOCX, POF, TIFF, JPEG, GIF, PNG, BMP

Maximum upload file size iz 4056 KB

Seled File lo Upload:
| Browse._

Upload additional

|| Upload Receipt || Close | «

<«

receipts or close

5?,:“, <—Bis S

[ Upload Roceit | [ View Rocoiptis) [
Viewing or Deleting an Uploaded Receipt

Comments
Splils

Save.| | Dispute

[ upiond Receipt | [ view Receiptis) |«

This screen will appear:

Save before leaving this page
To view uploaded receipts

< Select View Receipt(s)

Faxed Receipts

No Faxed Receipts Found

Uploaded Receipts

Actions Uploaded Date w Fiename Type ize
= @ BM 22015 3:26:26 PM Athena Award 4.29.15 pdf PDF 2020KB
g A

\

Select to Delete an uploaded receipt
you will be asked: “Are you sure you want
to delete this receipt?”

Select to view a receipt (download icon)

This message will appear at the bottom of the screen:

Select Open to open as a pdf
Save options: Save
Save As
Save and Open

Do you want to open or save statement.5_27_2015.pdf (188 KB} from pncactivepay.com?

— "

Open Cancel

Save b
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Splitting Transactions

Eﬁ— Split Transaction between ASNSs.

Multiple splits can be added to a single transaction; enabling the user to allocate more than

one ASN to a single purchase.

Click on the Split Icon
Splits

Current Splits : Single

e

<«—— Select the Split button to add multiple splitS sinancizl cotes: ® view O Hide

e % Select Entity and ASN using
| zee00] | 100,00 the magnifying glass next to
| *Entity/Building _| "ASN the code field and picking from

= 5 = “w 44— the list

& | hadl |

i_x' |".:£as |

| 200.00] | 100.00] Total (Must Equsl the originai) .

< Can be split by amount

| n.oa] | 0.00| Remaining Amount b y
or percentage, must
equal 100% when done

| Save | | Dispute |

| Upload Receipt || View Receipt{s) |

Copyright & 2005-2015. Powered by EnCompass. an AQOC Solutions, Inc. Proprietary Web Product. All Rights Reserved.

Multiple splits can be added at one time by
clicking the Split button, or splits can be
added one at a time by clicking the

Add Split button.

Adding multiple splits at one time:
Click the Split button

Enter the number of splits
need to make for the

selected transaction

Then click Continue =

Add splits one at a time

"
| Privacy Policy
Comments
Splits
Number of Splits: |3 |‘| Continue | | Cancel |

Amount

| Aaana| | 100.00
i"=|'5'ﬁij't-_fii3]iiiﬁi'ng A sh
[Ex | % |[pe2a

||‘w otes

| 200.00| |
| o.00] |

100.00] Total (Must Equal the

IZI.IZIEIl Remaining Amount

| Save | | Dispute |

| Upload Receipt || View Receipt(s)



https://www.pncactivepay.com/expenseManager/transactions/transactionDetail.aspx?page=0&atid=35362000&s=1

PNC District Purchase Card Users Step by Step Guide

The screen will show the transaction

is now split into 3. \:pﬁts
Current Splits: 3 S ||tS can be undone

&

Amount %
[ 0.00] | 0.00]
[*EntityBuilding |[=AsN" |
BE (@ =9 jis-tsue:-n =% :
= = |;‘\c!§5
[ 0.00] | 0.00]
“Entity/Building IEED [
B5 I|au “-m ;13430&-:-0 =
|_§ Lé |713IEE
[ 0.0a] | 0.00
‘EntityBuilding [[*AsN
B E|5c| = Eiz-tzue:-n k “.;
=& [r4ot=s
oL . 0.00 0.00] Total (Must Equal the origi
Additional splits can be entered by : = u: : L Du: Rm:‘:;m:m: origins)
selecting the Add Split button
| Upload Receipt || View Receipt{s) |
il
Financizl Codes: 'ﬁ:‘ Wi '::' Hide

Splits can be entered as dollar amounts or percentages.

If entering the percentage the application will automatically

Add Spis
calculate the dollar amount.

The total must equal 100%b6 or the dollar amount of the
transaction.

If it does not, the transaction will not save.

If Notes have not been entered on the Manage Transaction screen they can be entered here.
All (red)* items must be complete in order for the application to save the transaction.
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»

Page = Safety» Tools= lﬁlv

Viewing/Printing Monthly Statements - From Home Screen Log Out | Contact Us o

Unreviewed Transactions

View Statements < C"Ck on QUiCk Lll’lk tO VieW Statements
Change My Password Options

Create a Transaction Envelope

E Er\-gﬂt A L_:t:l Il

Quick Links

Manage Transactions

S PNC

Account Search Criteria: Salact a Statemant closing date and enter specific search eriteria and click on s2arch. For All accounts click on Search

SR e Se]ect the Statement Closing Date
using the drop down menu

Search Criteria

Actions Search Term Filter Type Value
it 3 Account Status Equal Te Active
|Acl:ount MNumber v||Equa\ To v|| | | Reset |
[s= [¢———— Search
Search Criteria
Actions Search Term Fiter Type Value
it 3 Aczount Status Equal To Active
Account Number | [Equal To v
Cards
Actions Card Number Last Name First Name Tyee Receipt?
[ErA XORHRHHHHHAHE: Individual Mo

Select Open to open as a pdf
Save options: Save
H Click on the Download Icon Save As

Save and Open
This message will appear at the bottom of the screen:

Do you want to open or save statement.5_27_2015.pdf (188 KB) frem pncactivepay.com? Open Save = Cancel

E T ———
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The Billing Cycle runs from the 28" of the previous month thru the 27" of the current month.
In the event the Billing Cycle ends on a non-business day, it will default to the next business
day.

On a monthly basis Cardholders are required to print out the statement listing all activity
associated with the purchase card and verify that all of the transactions are valid. Review all
transactions, scan and upload all receipts, assign the correct Entity/Building and ASN to each
transaction and mark each one Reviewed. Attach all of the original receipts to the
corresponding statement and send directly to Account Payable within five (5) business days
of the Billing Cycle’s end date. Failure to do so may result in the inactivation or cancellation
of the Cardholder’s district purchase card.

When the Cardholder’s review is complete, an email notification will be sent to the approving
Administrator stating transactions are ready for authorization. He/she will be able to view
the statements and receipts through the PNC system.

For questions regarding purchase cards, please contact the Purchase Card Program
Administrator, Donna Stadler (ext. 72130) in Accounts Payable or Sue Andrzejewski (ext.
71110) in Business Services.

For a temporary single purchase limit increase please email John Lettang at

JLettang@wecskids.net and CC: Donna Stadler (dstadler@wecskids.net) and Sue Andrzejewski
(sandrzejewski@wcskids.net).

10
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