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1. Introduction

The Centralized Administrative Accounting Transaction System (CAATS) is an
application that will be used for processing purchase card transaction for Vocational
Readiness and Employment (VR&E) staff. This will consist of any purchases within the
micro-purchase limit. This guide is intended to provide guidance to the VR&E staff,
Support Service Division, Administrative and Loan Accounting Center (ALAC) and
Office of Finance Management (OFM)- Financial Management Business Solution-
System Accounting (FMBS) Division.

2. Getting Started

Users will need to create a profile in CAATS. If you don’t already have one, do the
following:
e (o to this website: https://vaww.caats3.aac.va.gov/
Sign in with your PIV badge
Then click “click here to create a new account”
Organization: VBA
Click “sign up”

Next step is for the user to submit a CAATS Access form (VA Form 8824H- See
Appendix 5.1) to VBAALAC_CAATSTEAM. The CAATS Administrators will grant user
access. Below is the VRE Purchase Card matrix:

CAATS Access Matrix-Purchase Card

Roles Initiator | Approver | Set-up Admin |Auditor Finance Approver Reports Only
Initiator’ X X
Approver? X X
Set-up Admin? X X X
Finance Reviewer X X
Auditor X X
Reports Only X X X X X X
Rules:

1. Initiator is only allowed that role and the Reports Only role. No waiver.
2. Approver is only allowed that role and Reports Only roles.

3. Set-Up Admin is never allowed to be an Initiator, Approver or Finance Approver. No waiver.

CAATS has a dashboard that is visible when the user first logs into the CAATS
application. The dashboard contains all active documents for the user. Working
purchase card order. The user can view, edit, submit, or delete items on the
dashboard.
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CAATS - Centralized Admin Accounting Transactions System (Test)
Version: (3.4.0.14)
Logged On: TEST_VHIC0001@tpm.va.gov

Profile Logout  Accrual v  VRE Service Group v  Reports v

Welcome to CAATS for VBA users.

Dashboard || Messages

Station:  Status: Document 1D:
Al = All -
Transaction Dashboard
= Al
= Accrual (13) Status Document ID  Created By Submitted By  Submitted Reviewed By Reviewed Total Updated
= payroll (11) working | 349PV2006 TDEFQTC'C?Z;C[; $100.00 10/26/202
® pyrchase Cards (2) T ; N
reator
=) VRE Service Group (10) Working | 310PV2008  [r R $0.00 09/11/202
= VRE Purchase Card (4] e
@ Working  310PV2007 ?EFSTC’CE’?;LF $0.00 05/11/202
® VRE Purchase Card Order (4) -
® \RE Purchase Card B Transfers (( Reconcile OFM Creator | OFM Creator v OFM Approver 7 p
VRE Purchase Card Expense Transfers (( Rejected 310PV2006 TEST Creater TEST Creater 09/09/2022 TEST_Approver 09/09/2022  $1,000.00 09/11/202
= Requisition (6)
Vorl OFM Creator o
® purchase Request (5) Working | 3102C000001 fe ot $0.00 09/09/202

Establish Purchase Order (0) OFM Creator

<] =] [=]| =] =] =] Is) [=
212 LR 12 132 2] 1] |2

Working | 348P20016 $0.00 | 08/25/202
® Modify Purchase Order (0) eSS Cleaten
™ Modify Purchase Order Accrual (0) .'ﬁommm Saspiopps | OFM Creator | OFM Creator jo.o. oooo OFMADDIOVEr jo/o: 000 oo oo goimt ooy
Sation TEST Creater TEST Creater 10/0%/ TEST Approver %/ : /31
Working | 349pop152  OFM Creator $750.00 06/28/202

When the user select the VRE Service Group module, the dashboard is no longer
visible. CAATS allows the user to view all active documents for the user’s assigned
station when the user accesses the module desktop screen.

CAATS - Centralized Admin Accounting Transactions System (Test)

Version: (3.4.0.14)
Logged On: TEST_VHIC0001@tpm.va.gov
Home > VRE Service Group > VRE Purchase Card > VRE Purchase Card Order

Profile Logout Accrual ~  VRE Service Group v Reports «

VRE Purchase Card Transactions

Station:  Status: Document ID:  Created By: Total: Vendor Name: .
Submit
310 |+ All Active - All -

VRE Purchase Card Transactions

Status Document ID | Created By Created Submitted By Submitted Reviewed By R d Items Total Updated +
Working | 310PV2008 ?gg;f;g:’t;r 09/11/2022 0 $0.00 09/11/2022
Working | 310Pv2007 ?gg‘{gﬁgtaﬂt;r 09/11/2022 0 $0.00 09/11/2022
Approved | 310PV2001 .?gglfg;;‘;;r 09/08/2022 ?Eg}fg;tai;r 09/09/2022 ?E:ngﬁgﬁ!s;r 09/09/2022 1 $1,000.00 09/09/2022
Page 1 of 1 (3 items) [1]

Each document in CAATS goes through different statuses which may be different
depending on the submodule. A list of them are provided later in this document.
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3. VRE Purchase Card Module

The VRE Purchase Card Module contains nine sub-modules:

VRE Purchase Card Order,

VRE Purchase Card Receiving,

VRE Purchase Card Charge Reconciliation,

VRE Purchase Card Expense Transfers,

VRE Purchase Card Reconciliation Approval

VRE Purchase Card US Bank Links,

VRE Purchase Card Setup List,

VRE Purchase Card Audit Review,

VRE Purchase Card — Reports.

The system administrator will grant the purchase cardholder’'s access to the VRE
Purchase Card module in CAATS, but the Agency Official Program Coordinator (AOPC)
will set up their actual purchase card using the VRE Purchase Card Setup List submodule.
VRE Purchase card transactions will be logged in and approved. The VRE purchase
cardholder will reconcile the charges when the file from US Bank is received. An
automated expenditure transfer will be submitted to FMS to transfer the expenditures from
the accounting on the US Bank charge to the accounting on the purchase card order. An
automated accrual will be transmitted to FMS at the end of each month for the
unreconciled orders. Once the transactions are reconciled, the approving official will
approve the purchase card reconciliation. This is to ensure the security of the information
that will be contained in this module. The process flow is a follow:

1. VRE Setup admin establishes purchase cardholders card information using the
VRE Purchase Card Setup List Submodule (using the master accounting code
(MAC) structure setup in US Bank)

2. VRE Purchase Card orders are input by Purchase cardholder(initiator) using
VRE Purchase Card order Submodule

a. Purchase cardholder (initiator) answers purchase card checklist questions
prior to inputting purchase card order.

3. The Approving Official (AO) will review the transaction and either approve or
reject the purchase card order.

a. If the purchase card order is approved, the purchase card order's status
will change to Finance Review.

b. If the purchase Card order is rejected, the purchase card order will be
returned to the initiator to edit or delete.

4. The Finance Approver (FA) will review the purchase card order and either
approve or reject the purchase card order.

a. If the purchase card order is approved, the purchase card order's status
will change to Approved.

b. If the purchase Card order is rejected, the purchase card order will be
returned to the initiator to edit or delete.

5. Purchase cardholder (initiator) updates receiving information using the VRE
Purchase Card Receiving Submodule once items have been received

6. Purchase cardholder (initiator) reconciles purchase card order with the purchase
card charge using the VRE Purchase Card Reconciliation Submodule once
charges have been received in CAATS from US Bank

OCONO RN =
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a. Expenditure Transfers are created if accounting string is different on the
purchase card order, then on the purchase card charge.

b. Expenditure Transfers can be found in the submodule VRE Purchase
Card Expense Transfer or link on the purchase card order

c. Status of the purchase card order will update to Fully Reconcile or
Partially Reconcile.

d. Status of the purchase card charge updates to Fully Reconcile or Partially
Reconcile.

7. Approving Official (AO) will review the reconciliation and either approves or reject
the reconciliation using the VRE Purchase Card Reconciliation Approval
Submodule.

a. If the AO approves, the status of the purchase card order will update to
Reconcile Approved. This is the final state.

b. If the AO rejects, status of the purchase card charge updates to Reconcile
Rejected. The purchase cardholder (initiator) will have to update
according to the notes and send back through the process.

8. Purchase cardholder (initiator) pulls purchase card log to reconcile with
statement using VRE Reports > VRE Purchase Card Log Submodule

9. Purchase card accruals are generated on the 3™ business day from end of month
for all unreconciled approved purchase card orders. They can be found under
the Accrual > Purchase card module/submodule

a. Purchase cardholder (initiator) pulls the unreconciled approved
purchase card order using VRE Reports -VRE Unreconciled
Purchase Card Report

b. Purchase cardholder (initiator) checks the purchase card orders
associated with the accruals using VRE Reports ->VRE Purchase
Card Accruals Report

Page 8 of 104
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CAATS Purchase Card Process
w
= Selup Admins input : :
= » purchase eard data inte AudioraSetup Audtion/Setup Admin
E = CAATS for purchase Admin verify that the review the purchase
g = cardhalder E‘:ing the [ - ——»| Purchase card | —»| reports using the
(= g Purchase card Seiup List process is being purchase card
2 =y e rer i followed reparts submadule
ax
oy
a g L 4 Purchase Cardholder Once charge is received,
% 0 Purchase [P e e ) Once the purchase receives the goods/ Furchase Cardholder
=] ardholder inputs i st orders have been services input the resonciles the purchase
=] Cardhelder i rders have b ives and i h iles the h
[ % Purchase Crders I approved the - - receiving data into -»| order to the purchase card
3 = wia Purchase Card PP r\’.‘has’«]e purchase cardholder CAATS using Purchase charge suing Purchase
n 8 Qrder Submodule P purchases the items Card receiving Card Charge Reconcliation
submodule submodule
'
w
= f\pp_rm_rers ensure purchass g .
e is within appropriate clit pp‘l’hsc' o
=1 guidelines and venfies [l Lol Rk
el £ , the process. Using the  fe—
o svailabaity of funds.
Purchase Card Charge
2' Reconciliation Approval
o 2
o2 Purchase Ordar Finance Raviewar virifias thi
=
&2 goestathe | |  accountngdataiscomectand | | Th;;zﬂ;“l;’se “"::'5
C o Finance Review approves purchase erders using the = anglc—
s g— fior review Furchase Card Order Submodule i
=
@
=
u;;’, CAATS Awomatically On 3" business day from
w Creates expenditure end of menth CAATS
(V3] transfer if any different . ol system creales purchase
= aceountingdataen | card accruals based on
E purchase crder and unreconcled approved
O purchase charge purchase card orders

User Roles and Characteristics

e Initiator (Creator) — allows the users to create and reconciles purchase orders
transactions. (purchase cardholder)

e Approver — allows users to approve purchase orders and reconciliations created by
the initiator. (approving official — AO)

e Setup/Admin- allows users to establish credit card users in the purchase card
module. (AOPC)

e Auditor-allows users to perform the audit reviews (monthly, focus, and annual) for
the purchase card users and process.

e Finance Approver — allows users to review documentation prior to submission to
FMS. This a second — level approver who purpose is to ensure the accounting data
is correct.

e Reports Only — allows the users view reports only, no input capability.

¢ Read only — allows users to view transactions, no input capability.

Document Status
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e Working — The item is saved and is in the process of being initiated
In Review — The item has been submitted by the initiator to the approver for
approval.

e Returned to Station — The item has been rejected by the approving official or
finance approver. The purchase cardholder has ability to return the purchase
orders back to themselves for corrections

e Finance Review — The item requires a financial review prior to approving

e Approved — The item has been approved by the approving official and finance
approver

e Submitted to FMS — The item has been submitted to FMS.

e Deleted — The item has been deleted from CAATS

e Accepted in FMS — The item has been accepted in FMS

o Rejected in FMS — The item has been rejected in FMS and will need to be

corrected in FMS.

e Partially Reconciled- The purchase cardholder has reconciled the purchase card
order to the purchase card charge partially

e Fully Reconciled — The purchase cardholder has reconciled the purchase card
order to the purchase card charge.

¢ Reconciled Approved- The purchase card reconciliation has been approved by
the approving official

e Reconciled Rejected — The purchase card reconciliation has been rejected back
to the purchase cardholder for corrections

3.1 VRE Purchase Card Order

The VRE Purchase Card order sub module will be used to record all purchases made
with the purchase card. There are two levels of approval required, one for the
approving official for your station to approve the actual purchase and the other for fiscal
to ensure that the correct accounting is being used. The order should be processed
and approved in CAATS prior to placing the order with the vendor. This sub module will
not transmit any transactions to FMS.

3.1.1 Purchase Cardholder (Initiator) - VRE Purchase Card Order

The purchase cardholder with log into CAATS and go to the VRE Service Group
->VRE Purchase Card 2 VRE Purchase Card to enter a Purchase Card order.

Page 10 of 104
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CAATS - Centralized Admin Accounting Transactions System (Test)
Version: (3.4.0.14)
Logged On: TEST_VHIC0001@tpm.va.gov

Profile  logodt  Accrual v VRESeniceGrowp v Reports

VRE Purchase Card ¥
Welcome to CAATS for ‘ | vee purchase cord order
Requisition > Tehase g
Dashboard || Messages VRE Purchase Card Charge Reconciliation
VRE Purchase Card Expense Transfers
Station:  Status: Document ID: | VRE Purchase Card US Bank Links >
Al E‘ Al E‘ VRE Reports >

Select “Add Document” button.

CAATS - Centralized Admin Accounting Transactions System (Test)
Version: (3.4.0.14)

Logged On: TEST_VHIC0001@tpm.va.gov

Home = VRE Service Group > VRE Purchase Card > VRE Purchase Card Order

Pmﬁle‘Logout‘Au:mal v‘VRESa’vioeG’uup v‘Repons -

VRE Purchase Card Transactions

Stati Status: Document ID:  Created By: Total: Vendor Name: .
B N ——

I Add Document I Export Format:

The Purchase Card Checklist will be displayed:

4 Arefonds svslablefor the purchase? ot appicable (V) for ‘ O

% hosuwwnﬂ el (20} suthoriaed/epproved this
e

Te T e et Rich v
n memn“:‘wn-ﬂmmm).

4 i ' arkming P Sin s rmari} e Vi ‘ Ot @
it e o b g A
Conacie, G54 AB/ATISgE, SoO5AZNAME Vender: e

Have, o4 verfed WA the verdor 1t the payment rocessce [
third-party 2l

3| G goveommest b1

e e Bl S s S
g s xempt in
Sare.) Sas e o showed o0 VRSE Dochetes.

1 yau have il cads, as vou vertyg that youare v
6 the appropnate purchase ca mmm At ik,
purenases, the 2620 BOC card wil bé used.

User will need to scroll down to see all the questions. Below are the list of questions.

Version 1
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Number ltem Check
1 Are funds available for the purchase? Not applicable (N/A) for

VR&E Veteran Purchases.

2 Has an approving official (AD) authorized/approved this purchase

prior to making the purchase?

CYes CNo CNA

Ces Cho ©NA Question # 2 is grayed out

For VRAE, each cardholder should have a signed AO Pre-Approval at the time of initial input
Blanket Memorandurn on file for the current fiscal year.

3 In accordance with the Federal Acquisition Regulation (FAR),
have the required sources of supply or services been checked
prior to ordering on the open market? |s the Veterans First CYes CNo O NA
Program being considered? (e.g. AbilityOne, GSA schedule,

G5A Advantage, socioeconomlc vendors, efc.)

4 Have you verified with the vendor that the payment processor is
not a third-party payer, such as, PayPal, Ecount, eManey, ete.?

Third party payer is permitted for Loan Guaranty Service's CYes CNo O NA
Specially Adapted Housing compliance inspection payment if both
the third-party payer's and the payee’s names are identified on
the cardholder’s credit card statement.

5 Have you informed the vendor that charges are tax-exempt?
(Unless government purchasing is not tax-exempt in your state.) TYes CHNoe CNA
Sales taxes are allowed on VREE purchases.

6 If you have multiple cards, are you verifying that you are using the
appropriate purchase card? Example: For supply purchases, the TYes CHNo O NA
2620 BOC card will be used.

7 Have you verified with the vendor that the order total, shipping
charges (destination or origin), etc. are accurate?

TYes CNo CNA

8 Have you asked the vendor if there are any discounts associated ey cN WA
with the purchase? (Prompt Payment Act) = 9 /i #9is grayed out.
9 Have you entered the purchase card order on the buying log? 2
! i i CYes CNo T NA System will populate the
10 Did \rw.:f.e:if:' that the purchase has not been split to avoid CYes CNo € NjA answer
ition?

1 Did you verify that the purchase has not been split to circumvent
the micro-purchase threshold for a single purchase?

CYes CNo CN/A

Questions 12 and 13 will be answered upon reconciliations.

Questions 12 and 13 will display
at the time of reconciliations

AFTER THE ORDER IS PLACED

Item Check
Are the appropriate receipts records, packing slips, cash
register slip, sales slip, invoice, etc. for this purchase on file?
13 If order total is incorrect, have you disputed the charge and
followed up on the overage and credit?

CYes CNo O NJA

" Yes ¢ No T N/A

All the questions that are not grayed out are required and must be answered before
going to the next step. The following error will be received if a question is missed.

Have you asked the vendor if there are any discounts Yes Mo M/

associated with the purchase? (Prompt Payment Act)
Check is required

Page 12 of 104
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See Appendix 5.2 for the entire list of questions.
Purchase Card order Screen

VRE Purchase Card Order

Station: 310 Status: Working N/4 Action:

Header

Document Number:

card Number: [ ~ |

CardHolder Name:

Veteran First Name: | |*

Veteran Last Name: | |*

Title 38 US Code: [ v |
File Number:

*

Vendor Code: l:l

Vendor Code Suffix: ]
|
|
|

Vendor Name:

Vendor Address Line 1:

Vendor Address Line 2:

-
—

Vendor State:

Vendor Zip:

Fund: [0137NS - Readj. Bene.-Credit Card [VBA) v %

Tt ot —
Order Date: I:l._"‘w *

Accountable Property: Oves Ono *

Sacioeconomic Goal: Oves Ono
Payment Mechanism Only: O

Received Status: Not Received
Annual Review:

Menthly Review:

Save

Remaining Balance Report

Line Items

User will select OK to go into the VRE

Total: £0.00 Header Total: 50.00 Difference: £0.00

Attachments

Total Lines: 0

Action Comments

Transaction Status History

Transaction Status History Data

Action | Status  Document Mumber  Action By | Action Date

No data to display

Version 1
10/2022
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3.1.1.1 Header Information

The purchase cardholder selects information from the drop downs or fills ins for the following
fields in the Header:

Card Number — Choose from list of six-digit card numbers — only the card
number those users have access to will be displayed [REQUIRED FIELD]
Cardholder Name: System populated based on the card number

Veteran First Name: Fill in. The name first name of the Veteran [REQUIRED
FIELD]

Veteran Last Name: Fil in. The last name of the Veteran [REQUIRED FIELD]
Title 38 US Code: Dropdown. Select the US code System populated based on
the card number

File Number: Select either the claim # or SSN radio button and fill in the box for
either that is selected.

o Claim#

o SSN

Vendor Code — Fill in

Vendor Code Suffix — Fill in

Vendor Name — Fill In [REQUIRED FIELD]

Vendor Address Line 1- Fill In

Vendor Address Line 2 - Fill In

Vendor City, State -- Fill In

Vendor Zip - Fill In

Fund — Default to 0137NS [REQUIRED FIELD]

Total Cost - Fill In [REQUIRED FIELD]

Order Date - Fill In or select the date from the calendar [REQUIRED FIELD]

Order Date: ™
< October, 2022 »
Su Mo Tu We Th Fr Sa
25 28 27 28 28 30 1
2 3 4 5 & T 8
a 10 11 12 12 14 15
1 17 18 18 20 21 22
23 24 25 28 27 28 28
0 3 1 4 5

Accountable Property — Check box, if applicable [REQUIRED FIELD]
Socioeconomic Goal — Check box, if applicable [REQUIRED FIELD]
Payment Mechanism Only — Check box, if applicable
o This field is used to apply the purchase order to an existing
obligation
o If box is checked, the reference transaction code and reference obligation
field will appear (see below).
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Payment Mechanism Only: W

Ref Trans Code: I 'I *

Ref Obligation: I *

o Ref Trans Code — Choose from drop down list [REQUIRED FIELD]
o Ref Obligation - Fill In [REQUIRED FIELD] (Entire 9-digit number to
include station number)
e Received Status — Populated when user updates the receiving information in
the receiving submodule

¢ Annual Review — Updated when the annual review is performed on purchase
order

e Monthly Review — Updated when the monthly review is performed on the
purchase order

The following fields are either pre-populated or will populate based on other selections:

Cardholder Name - Pre-populated value that cannot be modified by user
Document Number — Will populate once header is saved

Once the header is completed, select the SAVE or CANCEL button. After clicking
“Save” the following screen will be displayed.
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VRE Purchase Card Order

Station: 310 Status: Working Action:

Header
Document Number: 310PY3000
Card Number: 352187 - TEST_Creater, OFM Creator
CardHolder Name: TEST_Creater, OFM Creator
Veteran First Name: Daffney
Veteran Last Name: Duck
Title 38 US Code: Chapter 31 (301-314) - VR&E
File Number: J—
123455479
Vendor Code:
Vendor Code Suffix:
Vendor Name: Amazon
Vendor Address Line 1:
Vendor Address Line 2:
Vendor City:
Vendor State:
Vendor Zip:
Fund: 0137NS - Read]. Bene.-Credit Card (VB4)
Total Cost: £2,000.00
Order Date: 10/26/2022
Accountable Property: Yes no *
Socioeconomic Goal: Yes No *
Payment Mechanism Only:
Received Status: Mot Received

Annual Review:

Monthly Review:
Edit

WRE Purchase Card ChecklList

Remaining Balance Report

The link to the VRE Purchase Card Checklist is present.

3.1.1.2 Line Information

The "Add New Line" button will be visible in the Line Items section. The user will select
the "Add New Line" button. At least one line is required to be entered.

Line Items

er Total: 52,000.00 Difference: 2,000.00

Add Mew Line

Total Lines: 0

The following will appear:
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Line Items
Total: $0.00 Header Total: 52,000.00 Difference: 2,000.00

Line 01

Use Default Accounting on Purchasze Card

Budget Fiscal Year: 2023 |

Cost Center: [308000 Voc Rehab&Counsel Ser v |

BOC: [ v |

ACC/FCP: [0137000CC - VBA Readjust Bene Credit Card ~ | %
Quantity: I:I *

Total Cost: I:I ® Increase (O Decrease #

Description: | *

[ save | [ Save And Finish | | Cancel |

Total Lines: 1

Note: The line total assistance provides the differences between the line item totals
and the header totals. The totals must equal (difference of zero) before the user can
submit the purchase card order.

Line Items
Total: $0.00 Header Total: 52,000.00 Difference: =2,000.00

e Use Default Accounting on Purchase Card — the system will populate the cost
center, boc and ACC/FCP that was input on the VRE purchase card setup list.
o If select, the system will ask the following question

Accounting Confirmation

Are you sure you want to use the default accounting on the purchase card?

0K Cancel

o Select OK, the system will populate the boc since that is the only
accounting data that is not already auto populated

Budget Fiscal Year: Auto populated with the current Fiscal year [Required]
Cost Center: Auto-populated or select from drop-down list. [Required] Defaults
to 308000.

e BOC (Budget Object Code): select from drop-down list. [Required] The user will
select the appropriate budget object code for the purchase.

e ACC/FCP: Auto-populated or select from drop-down list. [Required] The user will
select or enter the ACC/FCP. Defaults to 0137000CC

e Quantity: Fill In [Required] The user will enter the quantity of the goods or
services being Card ordered. (Maximum Length 9 Characters)

e Total Cost: Fill In [Required] The amount it will cost for the goods or services
purchased.

e Description: Fill In [Required] The user will enter a description of the goods or
services. (Maximum Length 100 Characters)
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e ltis required that the user selects Save, Save and Finish, or Cancel after all the
required information is entered. Note: The line information will not save until all
the required fields are entered.

o Save: Line item will be saved. The total amount is computed and displayed
on the line. The user can proceed to add additional lines, notes or
attachments as needed. The purchase Card order will remain in "Working"
status.

o Save and Finish: Saves the line and submits the purchase Card order for
approval. The purchase Card order status changes from "Working" to "In
Review." The user will no longer have access to the transaction unless
he/she is assigned the approver role. Note: The transaction will not allow the
user to save and finish if the header total does not equal the line item total(s).

o Cancel: Data is not saved. The transaction will remain in "Working" status.

Remainder: Once the line has been entered, the total will be listed on the total of the
Line Total Assistant. The Header total will be listed. The difference between the line
total and the header total will be listed in the Difference title.

Line Items
Total: £2,000.00 Header Total: $2,000.00 Difference: 20.00

NOTE: To input a credit order, the purchase cardholder will change the
Increase/Decrease field to decrease on the line only.

Line Items
Total: £1,000.00 Header Total: 51,000.00 Difference: £0.00

Add New Line

Line 01

Budget Fiscal Year: 2023

Cost Center: 308000 Voc Rehab&Counsel Ser

BOC: 4177 CH 31 - NON-SUBSISTENCE
ACC/FCP: 0137000CC - VBA Readjust Bene Credit Card

Quantity: 1

Total Cost: ($1,000.00) " Increase  Decrease «
Description: buying supplies for Veteran

| Edit| | Delete || Copy]|

Total Lines: 1
3.1.1.3 Add Additional Lines

Add Additional Lines: The user can add additional lines after the line is saved. The
"Add New Line" button will become visible again to the user. The user will select the
"Add New Line" button and follow the steps above for entering the line information
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Line Items
otal: ¢ 00,00 Header Total: $2,000.00 Difference: 50.00
Add New Line
Line 01
Budget Fiscal Year: 2023
Cost Center: 308000 Voc Rehab&Counsel Ser
BOC: 4177 CH 31 - NON-5UBSISTENCE
ACC/FCP: 0137000CC - VBA Readjust Bene Credit Card
Quantity: 10,00
Total Cost: $2,000.00 Increase Decrease
Description: supplies for Veteran
Add Mew Ling . Total Lines: 1

3.1.1.4 Attachments

The user has the ability to add attachments to the purchase Card order. The user may
add documents in the following formats: Portable Document Format (PDF), Joint
Photographic Expert Group (JPEG) format, Microsoft Word document or a text file.

Attachments

Add Attachment ::::,‘ The user can add attachment(s). |

Attachments
Choose File | Mo file chosen

Once the document is saved, the attachment will contain a hyperlink to the document.
The user can delete the document by selecting the delete button or view the document
by selecting the attachment. Once the document is saved, the "Add Attachment" button
becomes visible. The user can add multiple attachments.

Attachments

Add Attachment

Attachment MName Created By Date Created 4

b452c776-2d37-48f2-2e84- Testing Word OFM Creator fme -
arffbobeb3ca. pdf Attachment. pdf TEST_Creater 10/26/2022

3.1.1.5 Notes
The user has the ability to add notes to the Purchase Card Order. Once selected, the
following screen will become visible.

Action Comments

Page 19 of 104
Version 1
10/2022



VRE Purchase Card Training Document

CAATS

Action Comments

MNote

Created By | Date Created a

MNote Text

The user will type in the note in the text box provided. The field is required if the text
box is selected. The user will have the option to "Add New" or Cancel the note.

e Add New: Notes will be added to the purchase card order. The note will be
visible to any user that views the purchase card order.
e Cancel: Notes will not be saved to the purchase card order.

3.1.1.6 Transaction History

The Transaction status history is recorded at the bottom of the purchase card order. It
lists all users and actions for the purchase card order. The fields are system populated
and are Read Only.

Transaction Status

History

Action Status

Updated Working
Updated Working
Updated Working
Updated Working
Created Working
Updated Working

Transaction Status History Data

Document Mumber = Action By

310PV3000
310PV3000
310PV3000
310PV3000
310PV3000
310PV3000

M Creator TEST_Creater
M Creator TEST_Creater
M Creator TEST_Creater
M Creator TEST_Creater
M Creator TEST_Creater
M Creator TEST_Creater

Action Date

10/26/2022 3:
10/26/2022 3:
10/26/2022 3:
10/26/2022 3:
10/26/2022 3:
10/26/2022 3:

32:14 PM
25:06 PM
24:37 PM
24:29 PM
06:02 PM
36:15 PM

Once all the required information is entered, the user must select an action for the
purchase card order. The user can either select Exit, Submit, or Delete from the Action
drop-down list and then select “Go.”

VRE Purchase Card Order

Station: 310

Header

Status: Working

Submit

Document Number:
Card Number:

CardHolder Name:

Veteran First Name:

Veteran Last Name:

310PV3000

Delete

352157 - TEST_Creater, OFM Creator
TEST_Creater, OFM Creator

Daffney
Duck

Version 1
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e Exit: The user will exit the document. The document will remain in its current
status.

e Submit: The document will close, and the status will change from to "In Review.”
Purchase cardholder can take no further action on this purchase card order. An
email will be sent to the Approving Official that a Purchase card order is ready for
review.

e Delete: The purchase card order status will update to “Deleted”. The
transaction will still be visible if the user queries the desktop by all or deleted item
status. The purchase card order can be viewed, but no other action may be
taken on a deleted document.

3.1.1.8 Exceeding the limits

The system does have edits to not allow the user to go over the daily purchase limit and
the monthly limit. The user will get an error on the screen:

+ Daily limit of the card has been exceeded. Press
'Go' to proceed anyway.

+ Monthly limit of the card has been exceeded.
Press 'Go' to proceed anyway.

If the user deem this purchase necessary, they can bypass it by selecting go.

3.1.1.7 Copying Transaction
The purchase cardholder can copy a document in any status. To do that the user will
select the copy button from the desktop screen.

VRE Purchase Card Transactions

Station:  Status: Document ID:  Created By: Total: Vendor Name: -
Submit
310 | All Active v All v

Add Document | Export Format: [ Export |

VRE Purchase Card Transactions

Status Document ID  Created By Created Submitted By Submitted Reviewed By Reviewed Items Total Updated =~
In Review  310PV3002 _?gg{g‘:ta?rer 11/02/2022 Sgglfg:;;_ 11/02/2022 1 $100.00 11/02/2022
Approved  310PV3001  Alice Garrett | 11/02/2022  Alice Garrett | 11/02/2022 ?gg}fgg;‘;ﬁ;r 11/02/2022 1 $300.00 11/02/2022
;:‘('\;ndled 310PV2006 _?gg{?:g?rer 09/09/2022 Sggﬂ_rfgg;i; 09/09/2022 _?gg;fgg;cr‘ésgr 09/09/2022 1 $1,000.00 10/28/2022
Working  310PV2008 ?gg”{g?‘:;?rer 09/11/2022 1 ($1,000.00) 10/27/2022
working  310Pv2007 _?gg{?:g?rer 09/11/2022 0 $0.00 09/11/2022
Approved | 310PV2001 _?gg“{g‘zta?rer 05/08/2022 Sg';lfg:;‘;rer 09/09/2022 ?gg;fﬁg;‘és;r 09/09/2022 1 $1,000.00 09/09/2022

Page 1 of 1 (6 items) [1]

It will create the same information on the document after the user answers the purchase
card checklist questions. Be careful to update the necessary information.
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Also, user can copy a transaction inside the VRE purchase card order screen. See
below:

VRE Purchase Card Order

Station: 310 Status: In Review Action: Copy

Header

Note: the copying function does not negate answering the purchase card checklist
question. The questions will still appear prior to inputting the information for the
purchase card order.

3.1.2 Approving Official - VRE Purchase Card Order

The approving official will receive an email notification that a purchase card order is
ready for approval.

Test Environment; CAATS VRE Purchase Card ; Station 310 ; Notification:64414

Reply | ) Reply Al = Forward
caatssystem@va.gov O fel | € Ry
To @ Garrett, Alice, VBAVACO; © Aquler, Patrick A.; ( TEST PPSNATMGR@tpm.vagov; ( TESTPPSNATSA@tpmwva.gov; - TEST VHIC0002@tpm va.gov Tue 08/30/2022 4:10 PM

The following item has been submitted for approver review:
Module:  VrePurchaseCard
Type: VRE Purchase Card

Station: 310
Document D: 310PV3000

Line Count: 1

Total Amaunt 200000 The Purchase Card Approver

Link to Transaction might he able to access the
purcase card order using the link
after signing into the system,

The purchase Card order is also listed on the Approving Officials dashboard.
The Approving Official will select the view button to review and approve the purchase
card order. The following screen will be displayed.
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VRE Purchase Card Transactions

Station:  Status: Document ID:  Created By: Total: Vendor Name:
: ¥ Submit
310 |- All Active - All -

Export Format: | Export |

VRE Purchase Card Transactions

Status Document ID | Created By Created Submitted By Submitted Reviewed By Reviewed Items | Total Updated
In , OFM Creator Taran OFM Creator 26/ P
Review 310PV3000 TEST Creater 10/26/2022 TEST Creater 10/26/2022 1 $2,000.00 10/26/2022
Page 1 of 1 (4 items) [1]

Once the Approving Official have reviewed the document, the user will go to the Action
tab where they will have the option of Exit, Reject or Approve, then select Go.

Station: 310 Status: In Review Action:

Approve

Header Reject
Document Number: 310PV3000
Card Number: 352167 - TEST_Creater, OFM Creator
CardHolder Name: TEST_Creater, OFM Creator
Veteran First Name: Daffney
Veteran Last Name: Duck
Title 38 US Code: Chapter 31 (301-314) - VR&E
File Number: .

Claim #

123456479

- TR
)

o Exit: It will take the user back to the desktop screen. The document will remain in
its current status.

e Approve: The status will be updated to “Finance Review" The Approving Official
cannot make any changes to the document in that status.

o Reject: The approver will get a reason box that is required for the approver to
explain the why rejecting the document. The status of the purchase card order will
update to "Returned to Station.” The purchase cardholder can modify the purchase
card orders and resubmit or delete the purchase card orders.

Note: If the purchase cause the purchase card to exceed the daily and purchase card
limit, the system will warn the purchase cardholder of this. The purchase cardholder
have the ability to bypass it. The approver will see the same message when approving.
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* Daily limit of the card has been exceeded. Press
'Go' to proceed anyway.

* Maonthly limit of the card has been exceeded.
Press 'Go' to proceed anyway.

The approver can bypass it by selecting the go.

3.1.3 Finance Approver — VRE Purchase Card Order

The Finance Approver will receive an email notification stating that a Purchase Order
has been submitted for review.

Test Environment: CAATS VRE Purchase Card : Station 310 : Notification:64419

caatssystem@va.gov
To @ Garrett, Alice, VBAVACO; @ Aguilar, Patrick A.; © TEST.PPSNATMGR2@tpm.va.gov; ' TEST_VHIC0003@tpm.va.gov

The following item has been submitted for finance approver review:

Module: VrePurchaseCard
Type: VRE Purchase Card
Station: 310

Document 1D: 310PV3000

Line Count: 1

Total Amount: 2000.00 The purchase card finance approver might be
A OIS 3, -— able to access the purchase card order using
the link after signing into the system.

The Purchase order will also be visible on the dashboard of the VRE Purchase Card
module - in the Purchase Card Order submodule. The Finance Approver will select the
view button from next to the transaction to review.

VRE Purchase Card Transactions

Station:  Status: DocumentID: Created By: Total: Vendor Name:
Submit
310 |+ All Active h All -

Export Format: | Export |

VRE Purchase Card Transactions

Status Document ID | Created By Created Submitted By Submitted Reviewed By Reviewed Items | Total Updated
. Finance . OFM Creator 1967 OFM Creator P QFM Approver - ot
Review 310PV3000 TEST Creater 10/26/2022 TEST Creater 10/26/2022 TEST_Approver 10/27/2022 1 52,000.00  10/27/2022

The Finance Approver has the ability to select the Edit button to update the following:
e Header: fund
e Line: budget fiscal year, cost center, boc and acc/fcp in the line.
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VRE Purchase Card Order

Line Ttems

Station: 310 Status:

Header

Finance Review

Action:

Document Number:
Card Number:
CardHolder Name:
Veteran First Name:
Veteran Last Name:
Title 38 US Code:

File Number:

Vendor Code:
Vendor Code Suffix:
Vendor Name:

Vendor Address Line 1:
Vendor Address Line 2:

Vendor City:
Vendor State:

Vendor Zip:

Fund:

Total Cost:

Order Date:
Accountable Property:

Socioeconomic Goal:

310PV2000

352167 - TEST_Creater, OFM Creator
TEST_Creater, OFM Creator

Daffney

Duck

Chapter 31 (201-314) - VRBE

Claim #
123456479

Amazon

0137NS - Readj. Bene-Credit Card (VBA)
$2,000.00

10/26/2022
Yes. No .
Yes. No ¥

Payment Mechanism Only:

Received Status:
Annual Review:

Monthly Review:

Not Received

VRE Purchase Card CheckList

Remaining Balance Report

If the user select the edit in either of the header or line the below screen will appear:

Header

Total: $2,000.00 Header Total: 52,000.00 Difference: 30.00

Line 01

Budget Fiscal Year:
Cost Center:

BOC:

ACC/FCP:
Quantity:

Total Cost:

Description:

2023

308000 Voc Rehab&Counsel Ser

4177 CH 31 - NON-SUBSISTENCE
0137000CC - VBA Readjust Bene Credit Card
10.00

$2,000.00 Increase  Decrease

supplies for Veteran

Total Lines: 1
Attachments
Attachment Name Created By Date Created &
b452¢776-2d37-48f2-0e94- Testing Word QOFM Creator

10/26/2022

a7ffbobeb3ca.pdf Attachment. pdf TEST_Creater
Action Ct
]
Note Created By Date Created a
This notes section can be used to write a message to OFM Creator v
the approving official TEST_Creater 10/26/2022
Transaction Status History
Transaction Status History Data
Action Status Document Number  Action By Action Date
Approved  Finance Review 310PV3000 QFM Approver TEST_Approver 10/27/2022 8:24:37 AM
Submitted  In Review 310PV3000 OFM Creator TEST_Creater 10/26/2022 3:41:45 PM
Updated | Working 310PV3000 OFM Creator TEST_Creater 10/26/2022 3:36:15 PM
Updated | Working 310PV3000 OFM Creator TEST_Creater 10/26/2022 3:32:14 PM
Updated  Working 310PV3000 QFM Creator TEST_Creater 10/26/2022 3:25:06 PM
Updated = Working 310PV3000 OFM Creator TEST_Creater 10/26/2022 3:24:37 PM

Document Number:
card Number:
CardHolder Name:
Veteran First Name:
Veteran Last Name:
Title 28 US Code:

File Number:

Vendor Code:

Vendor Code Suffix:
Vendor Name:

Vendor Address Line 1:
Vendor Address Line 2:

Vendor City:
Vendor State:

Vendor Zip:

Fund:

Total Cost:

Order Date:

Accountable Property:
Socioaconomic Goal:
Payment Mechanism Only:
Received Status:

Annual Review:

Monthly Review:

save || Cancel

Note: the purchase cardholder can not edit both at the same time. Has to edit one at a

310PV3000
352167 - TEST_Creater, OFM Creator
TEST_Creater, OFM Creator

Daffney

Duck

Chapter 31 (301-314) - VRRE

Claim #
123456479

Amazon

[0137NS - Read] Bene -Credit Card (VBA) v %
$2,000.00
10/26/2022

*
Yes o

Yes No ¥

Not Received

Line Items

Total: $2,000.00 Header Total: $2,000.00 Difference: $0.00

Line 01

Use Default Accounting on Purchase Card

Budget Fiscal Year:
Cost Center:

BOC:

ACC/FCP:
Quantity:

Total Cost:

Description:

.
(308000 Voc Rehab&Counsel Ser v

[4177 CH 31 - NON-SUBSISTENCE ~

[0137000CC - VBA Readjust Bene Credit Card v
10.00

$2,000.00 Increase Decrease

supplies for Veteran

Total Lines: 1

time. The screen above just shows the items that can be updated.

Select SAVE or Cancel Button
e Save: will update the field.

e Cancel: No update will be saved.

Once any updates are done, the finance approvers can perform the following actions:

Version 1
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VRE Purchase Card Order

Station: 310 Status: Finance Review Action:

Approve

Header Reject
Document Number: 310PV3000
Card Number: 352167 - TEST_Creater, OFM Creator
CardHolder Name: TEST_Creater, OFM Creator
Veteran First Name: Daffney
Veteran Last Name: Duck
Title 38 US Code: Chapter 31 (301-314) - VR&E
File Number: :

Claim #

123456479

o Exit: It will take the user back to the desktop screen. The document will remain in
its current status.

e Approve: The status will be updated to “Approved" The Finance Approver cannot
make any changes to the document in that status.

o Reject: The approver will get a reason box that is required for the finance approver
to explain the why rejecting the document. The status of the purchase card order
will update to "Returned to Station.” The purchase cardholder can modify the
purchase card orders and resubmit or delete the purchase card orders

If approve the statues will be in “Approved” status. The purchase cardholder can make
that purchase. Only once the items have been approved can that purchase be made.

VRE Purchase Card Transactions

Station:  Status: Document ID:  Created By: Total: Vendor Name:
Submit
310 |= All Active - All -

Export Format: ‘ Export |

VRE Purchase Card Transactions

Status Document ID | Created By Created Submitted By Submitted Reviewed By Reviewed Items | Total Updated =
. . OFM Creator s QFM Creator i OFM Approver o o
? 3 126/ 126/21 127/ 127/

View Approved | 310PV3000 TEST Creater 10/26/2022 TEST Creater 10/26/2022 TEST Approver 10/27/2022 i $2,000.00  10/27/2022

Note: If the purchase cause the purchase card to exceed the daily and purchase card
limit, the system will warn the purchase cardholder of this. The purchase cardholder
have the ability to bypass it. The finance approver will see the same message when
approving.

s Daily limit of the card has been exceeded. Press
'Go' to proceed anyway.

1 = Monthly limit of the card has been exceeded.

Press 'Go' to procead anyway.

The finance approver can bypass it by selecting the go.
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3.2 VRE Purchase Card Receiving

The VRE Purchase Card Receiving sub module is used to record the receipt information for the
purchases entered in the VRE Purchase Card Order sub module by the purchase cardholder.
When this sub module is selected from the VRE Purchase Card module, a list of all purchase

card orders for that user will be displayed.

VRE Purchase Card Receiving

Station:  Status: Document ID:  Created By: Received:
310 |= All Active: v All - All

Export Format: | Export

VRE Purchase Card Receiving

Status Document ID | Created By Created Submitted By Submitted Reviewed By Reviewed Items | Total Updated
‘ Appraved  310PV3000 ?;J'chrzgutgr 10/26/2022 ?gg}cge‘z?t;r 10/26/2022 ?g;‘;g‘;;?‘éf;r 10/27/2022 1 $2,000.00  10/27/2022
Approved 310PV2001 ?;J'TCS::DJW 09/08/2022 ?gg}cge‘zzot;r 09/09/2022 ?EF;"‘E‘;;?;:; 09/09/2022 1 $1,000.00 09/09/2022
Page 1 of 1 (2 items) [1]
. 13 ”
User will select the “VIEW” button to open the document.
VRE Purchase Card Order Receiving
Station: 210 Status: Approved Action:
Header
Document Number: 310PV3000
Card Number: 352167 - TEST_Creater, OFM Creator
CardHolder Name: TEST_Creater, OFM Creator
Veteran First Name: Daffney
Veteran Last Name: Duck
Title 38 US Code: Chapter 21 (301-314) - VR&E
File Number: o
Claim #
123456479
Vendor Code:
Vendor Code Suffix:
Vendor Name: Amazon
Vendor Address Line 1:
Vendor Address Line 2:
Vendor City:
Vendor State:
Vendor Zip:
Fund: 0137NS - Readj. Bene.-Credit Card (VBA)
Total Cost: £2,000.00
Order Date: 10/26/2022
Accountable Property: Yes Mo *
Socioeconomic Goal: Yes No *
Payment Mechanism Only:
Received Status: Not Received
Annual Review:
Monthly Review:
Page 27 of 104
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Line Ttems

Total: $2,000.00 Header Total: 52,000.00 Difference: £0.00

Line 01

Budget Fiscal Year:
Cost Center:

BOC:

ACC/FCP:
Quantity:

Total Cost:
Description:
Quantity Received:
Received Date:
Received By:

Receiving Remarks:

2023

308000 Voc Rehab&Counsel Ser

4177 CH 31 - NON-SUBSISTENCE
0137000CC - VBA Readjust Bene Credit Card
10.00

$2,000.00 Increase Decrease

supplies for Veteran

Attachments

Total Lines: 1

Add Attachment

Attachment

Name Created By

Date Created a

b452c776-2d37-48f2-9e94-

a7ffbobeb3ca.pdf

OFM Creator
TEST_Creater

Testing Word
Attachment. pdf

10/26/2022

Receipts

Add Receipts

Action Comments

Note

Created By

Date Created &

the approving official

This notes section can be used to write 3 message to

OFM Creator
TEST_Creater

10/25/2022

The user must first attach the receipt for the purchase by selecting the Add Receipts
button. The receipt button is similar to the attachment where you have to choose where

the receipt is located before uploading it.

Receipts

Choose File | No file chosen

Select SAVE or Cancel Button
e Save: stores the receipt
e Cancel: No update will be saved

Once that is completed, the purchase cardholder will select Edit in the line

Version 1
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Line Items

Total: £2,000.00 Header Total: 52,000.00 Difference: $0.00

Line D1

Budget Fiscal Year: 2023

Cost Center: 308000 Voc Rehab&Counsel Ser

BOC: 4177 CH 31 - NON-SUBSISTENCE
ACC/FCP: 0137000CC - VBA Readjust Bene Credit Card
Quantity: 10.00

Total Cost: £2,000.00 Increase Decrease

Description: supplies for Veteran

uantity Received:
eceived Date:
eceived By:

eceiving Remarks:

Total Lines: 1

The following screen will appear when you select the edit button on the line

Line Items

Total: $2,000.00 Header Total: 52,000.00 Difference: £0.00

Line D1

Budget Fiscal Year: 2023

Cost Center: 308000 Voc Rehab&Counsel Ser

BOC: 4177 CH 31 - NON-SUBSISTENCE
ACC/FCP: 0137000CC - VBA Readjust Bene Credit Card
Quantity: 10.00

Total Cost: $2,000.00 Increase Decrease

Description: supplies for Veteran

s
10/27/2022 kLI

Quantity Received:

Received Date:

Received By: | Minnie Mouse

Receiving Remarks: |

Quantity Received: — Fill in [REQUIRED]
Received Date — Fill In [REQUIRED]
Received By — Fill In [REQUIRED)]
Receiving Remarks - Fill In

Select SAVE or Cancel Button
e Save: will update the field.
e Cancel: No update will be saved

Total Lines: 1
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Line Items

Total: $2,000.00 Header Total: 52,000.00 Difference: $0.00

Line 01

Budget Fiscal Year:
Cost Center:

BOC:

ACC/FCP:
Quantity:

Total Cost:
Description:
Quantity Received:
Received Date:
Received By:

Receiving Remarks:

2023

308000 Voc Rehab&Counsel Ser

4177 CH 31 - NON-SUBSISTENCE
0137000CC - WBA Readjust Bene Credit Card
10.00

$2,000.00  Increase  Decrease
supplies for \eteran

10

10/27/2022

Minnie Mouse

Total Lines: 1

The final step in the receiving process is to update Received Status field on the header.
VRE Purchase Card Order Receiving

Station: 210 Status: Approved Action:

Header

Document Number:
Card Number:
CardHolder Name:
Veteran First Name:
Veteran Last Name:
Title 38 US Code:

File Number:

Vendor Code:
Vendor Code Suffix:
Vendor Name:

Vendor Address Line 1:
Vendor Address Line 2:

Vendor City:
Vendor State:

Vendor Zip:

Fund:

Total Cost:

Order Date:
Accountable Property:

Socioeconomic Goal:

Payment Mechanism Only:

310PV3000

352167 - TEST_Creater, OFM Creator
TEST_Creater, OFM Creator

Daffney

Duck

Chapter 21 {301-314) - VR&E

Claim #
123456479

Amazon

0137NS - Readj. Bene.-Credit Card (VBA)
$£2,000.00

10/26/2022
Yes Mo *
*
Yes Mo

Received Status:

Not Received I

Annual Review:

Monthly Review:
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Select Edit
Received Status: | MNot Received ~ |*
Mot Received
Partially Received
: Received
MNot Able to Receive

User has the options of selecting the following for the “Received Status” field:

Not Received—none of the items purchased have been received

Partially Received-some of the items purchased have been received
Received—all items purchased have been received

Not Able to Receive — all items purchased that can’t be received (used for items
returned-credit orders)

Once the item has been selected, select SAVE or CANCEL button.

NOTE: An edit has been built into the system so that if the “Received Status” field in the header
is changed to “Received” or the line data has been updated before attaching the receipt. The
following error message will be received:

+ Unable to Save: Receipt Attachment required.
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3.3 VRE Purchase Card Charge Reconciliation

The VRE Purchase Card Reconciliation sub module is used to reconcile VRE purchase card
orders with the transactions received from US Bank. An extract of the file sent to FMS from US
Bank is downloaded daily into CAATS. The purchase cardholder will receive an email informing
them that they have charges to reconcile. Sample email notification below:

Test Environment: CAATS Purchase Card Charges to Reconcile

caatssystem@va.gov
To @ Garrett, Alice, VBAVACO

You have new purchase card charges to reconcile in CAATS for Station: 310

For more information, please visit the CAATS Purchase Card Reconciliation page.

When you select VRE Purchase Card Reconciliation, the screen below will be
displayed.

VRE Purchase Card Charge Reconciliation

Station: | 310 v | cCardholder: | el | [ show Reconciled [ Disputed Only
Charge Status| Card Number | Cardholder MNet Amount |Vendor |Disputed | Active | Date Created v |Updated
o . OFM Creator
/ /
View Unreconciled 352167 TEST Creater 300.00 WalMart v | 10/27/2022 10/27/2022
. ‘ OFM Creator
View Unreconciled 352167 TEST Creater 100.00 WalMart v | 10/27/2022 10/27/2022
. ] OFM Creator
/ /
View Unreconciled 352167 TEST Creater 2000.00 Amazon v | 10/27/2022 10/27/2022
q : OFM Creator
View Unreconciled 352167 TEST Creater -1000.00 Amazon v | 9/9/2022 9/9/2022
o . OFM Creator Garrett v
/! i
View Unreconciled 352167 TEST Creater 1000.00 car 9/9/2022 g/9/2022
Page 1 of 1 total page(s) (0 record(s) total)

The list shows all the charges received from US Bank along with the current status in
CAATS. If you would like to see all purchase card charges that have not been
reconciled, ensure that neither the “Show Reconciled” box nor the “Disputed Only box is
not checked. If you would like to see the partially reconciled or reconciled items, ensure
that the “Show Reconciled” box only is checked. If you would like to see those charges
that are in dispute, check the “Disputed Only” box

Select the VIEW button.
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VRE Purchase Card Charge

Bank Charge Information

Charge Status:

Credit Card Number:

Date Created:
Purchase Date:
Net Amount:
Vendor Name:

Vendor City:
Vendor State:

Fund:

FCP:

Cost Center:

BOC:

AO:

Budget Fiscal Year:
Purchase ID:
Reference Number:
Disputed:

Active:

Charge Detail:

Unreconciled
352167
10/27/2022
10/27/z2022
£2,000.00
Amazon

Austin
T

0137NS
0137000CC
308000
4177

20

2022

B8257157900165312457689343
24638187156518068560152

Available Purchase Card Orders
Document #|Card Holder Vendor Location Order Date |Total Remaining
add||210pv3a00g | TEST-Creater OFM | ) zon 10/26/2022 |$2,000.00 |$2,000.00
Creator
Line Description Quantity Qty Received Line Total R ining
001 supplies for Veteran |10.00 10.00 52,000.00 £2,000.00
Audit History
Audit History

Action | Action By = Action Date | Comments

The header portion of the screen shows the details for the US Bank charge. The line
portion shows a list of purchase card orders that are unreconciled or partially reconciled
and could be possible matches for the US Bank charge. In order for the purchase
card orders to be displayed in the Available Purchase Card Orders list, the receiving

information has to be input using the VRE Purchase Card Receiving submodule.

CAATS will highlight the order(s) that have the same dollar value as the US Bank
charge. Select the ADD button to perform the reconciliation. The following screen will

be displayed
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10/2022

Page 33 of 104



VRE Purchase Card Training Document

CAATS

Selected Purchase Card Order

Document #: 210PV3000 Order Total: $2,000.00
Card Holder: TEST_Creater, OFM Creator Order Total Remaining: 52,000.00
Order Date: 10/26/2022 Order Status: Approved
Vendor: Amazon Applied from Charge: 50.00
Vendor Location: Remaining on Charge: 52,000.00
O Line Description Quantity Qty Received Line Total Remaining Applied Amount
] |oo1 supplies for 10.00 10.00 $2,000.00 £2,000.00
Veteran
[ Reconcile Final|  |Reconcile Partial| | cancel |
Check the box and input the Applied amount

o Applied Amount —Fill In [REQURIED]

Select fi

rom the following options:

e Reconcile Final: when the purchase order matches the purchase card charge

fully. Status of purchase order and purchase charge will change to “Fully

Reconciled”

Reconcile Partial: when the purchase order has been charged partially

meaning there will be another purchase charge to complete the purchase will be
“Partially Reconciled”. However, the purchase charge status will be “Fully

Reconciled”

e Cancel: allows users to cancel the input.

If more than one line item, deselect the line item(s) that do not pertain to this

reconciliation. After user selects one of the options above, the rest of the Purchase
Card Checklist questions will be asked at the time. See below for screen print:

VRE Purchase Card Checklist

Are the appropriate receipts records, packing slips, cash
12  register slip, sales slip, invoice, etc. for this purchase in the
file?

Yes No N/A

If order total is incorrect, have you disputed the charge Yes No N/A
and followed up on the overage and credit?

Order Total:

Order Total Remaining:

Order Status:
Applied from Charge:

Remaining on Charge:

Line Total

Remainin

$2,000.00

$2,000.00

Answer the questions and select OK

Users have the following options:
Edit: allows user to uncheck the line box or applied amount of the charged information
Delete: allows user to delete a charge that was applied to the purchase order

Mark as Partial: allows users to mark as partially reconcile.
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e Return to Charge List: allows users to return to the unreconciled charge list screen

Note: An expenditure transfer (EW) will be automatically generated to FMS, if the accounting
on the bank charge transaction does not match the accounting on the purchase card order. If
payment mechanism only is checked, an ET will be generated if the accounting on the bank
charge transaction does not match the accounting on the referenced obligation. The ET or EW
will be generated in “Approved” status and submitted to FMS during the nightly processing. To
view these ET’s or EW’s go to submodule Purchase Card Expense Transfers under the
Purchase Card module.

If user mistakenly reconciled a bank charge to the wrong purchase order, the user could
go back into the reconciled item and correct the mistake. Select the VRE Purchase
Card Charge Reconciliation sub module which will show the list of all the purchase card
charges for that cardholder. Check the Show Reconciled box. Click the View button to
open the charge. The following screen will be displayed.

VRE Purchase Card Charge Reconciliation

Station: Cardholder: ‘ ~ | I Show Reconciledl O Disputed Only

Charge Status | Card Number | Cardholder Net Amount | Vendor |Disputed | Active | Date Created v |Updated
Unreconciled | 252167 ?Eg{gﬁ::z;r 200.00 WalMart v | 10/27/2022 10/27/2022
Unreconciled  |252167 ?ESTCE::L 100.00 WalMart v | 10/27/2022 10/27/2022
|51 (CIEEITES
Fully Reconciled |352167 ?ngéeator 2000.00 Arnazon v | 10/27/2022 10;27;2022“
_Creater
Unreconciled  |252167 ?Eg{gﬁ::z;r -1000.00 Armnazon v |9/9/2022 9/9/2022
i:‘;‘:g::s 352167 ?Eg{gﬁ::z;r 200.00 WalMart v |o/0/2022 o/11/2022
i;‘;‘:g::s 352167 ?Eg{gﬁ::z;r -100.00 walMart v |9/9/2022 9/9/2022
el L v Jowwz ooz
i;‘;‘:g::s 352167 ?Eg{gﬁ::z;r 1000.00 Esif v |9/9/2022 9/12/2022
i:‘;‘:g::s 352167 ?ESTES‘;Z:;;F 750.00 Amazon v |9/9/2022 5/11/2022
Unreconciled  |352167 ?ESTES‘;Z:;;F 1000.00 g::mtt v |9/9/2022 5/9/2022
2:;;&2;9 352167 ?EF STEEZ:;;F 1000.00 Amazon v |9/9/2022 5/9/2022
i;‘;‘:g::s 352167 ?Eg{gﬁ::z;r 200.00 WalMart v |9/9/2022 9/11/2022
Page 1 of 1 total page(s) (0 record(s) total)
Select the View button to view the previously reconciled item.
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VRE Purchase Card Charge

Bank Charge Information

Charge Status:

Fully Reconciled

Credit Card Number: 252167
Date Created: 10/27/2022
Purchase Date: 10/27/2022
Net Amount: %£2,000.00
Vendor Name: Amazon
Vendor City: Austin
Vendor State: TX

Fund: 0137NS
FCP: 0137000CC
Cost Center: 308000
BOC: 4177

AO: 20

Budget Fiscal Year: 2022

Purchase ID:

Reference Number:

Disputed:
Active:

Charge Detail:

B8257157900165312457689343
24638187156518068560152

Selected Purchase Card Order

Document #: 310PY3000 Order Total: $2,000.00
Card Holder: TEST_Creater, OFM Creator Order Total Remaining: $0.00

Order Date: 10/26/2022 Order Status: Fully Reconciled
Vendor: Amazon Applied from Charge: $2,000.00

Vendor Location: Remaining on Charge: $0.00

Line Description Quantity Qty Received Line Total Remaining (Applied Amount
001 supplies for 10.00 10.00 $2,000.00 £0.00 $2,000.00
Veteran

Edit §| Delete || Mark as Partial
| —

Select the “Delete” button to completely unreconcile the charge. The system will ask the
following question:

vaww.test.caats.aac.va.gov says

Are you sure you want to delete the reconciliation?

Select Ok to perform the action or Cancel to discontinue

The status of both the purchase card order and charge will go back the previous status.
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Note: An automated expenditure transfer will be submitted to reverse the initial one that was
submitted when the charge was initially reconciled. If the original EW has not been submitted
to FMS it will be deleted. If the original EW has been submitted to FMS, the reversal will be
generated in “Approved” status and submitted to FMS during the nightly processing.

The user can then go back to the charge list and reconcile this item to the correct purchase card
charge or update the purchase order by returning the order to edit. If the purchase order
status is Fully Reconciled, the user has to delete any reconciliations before returning to
edit the order. Once the reconciliation has been deleted, the order status goes back to
Approved. The purchase cardholder can now returned to edit, the user will update, and
order will go through the same approvals.

On a monthly basis the accruals for unreconciled orders will be generated by CAATS in the
Accrual — Purchase Card module. The approver and Setup Admin (AOPC) will get an email
notification of all the accruals two days prior to the end of month. Within the email the user will
be able to link directly to the accrual document in the Accrual-Purchase Card module. However,
the user will have to sign onto the system if not already signed onto the system. If the amount
needs adjusting the user will have to create a new manual accrual document by going to the
Accrual — Purchase Card module.

3.4 VRE Purchase Card Expense Transfers

This sub module will provide the list of expenditure transfers (EW & ET transactions) that are
automatically submitted to FMS once the purchase card orders are reconciled. The EW
will transfer the expenditures from the accounting on the US Bank charge to the
accounting provided on the purchase card order. The ET will transfer the expenditures
from the accounting on the US Bank charge to the accounting provided on the
referenced obligation. You will be able to view the transaction from this sub module.
The status will show as “Approved” until the transactions are submitted to FMS. See
screen print below.

VRE Purchase Card Expense Transfer Transactions

Station:  Status: Document ID: Created By: Trans Code: -
Submit
310 |+ All Active hd All hal EW b

Export Format: ‘ Export ‘

VRE Purchase Card Expense Transfer Transactions

Status Document ID Created By Created Submitted By Submitted Reviewed By  Reviewed Items Total Updated =
Approved  3103CV00001 ?g;f;ae?t;r 10/27/2022 ?Eg'{;zz;l 10/27/2022 g:‘;:i 10/27/2022 1 $2,000.00 10/27/2022
_Sr;k;ﬂgted 3102CV00005 ?g;i,‘;z;ct';r 09/11/2022 _?g;_f;z;;l 09/11/2022 g:‘;;fn 09/11/2022 1 $200.00 09/12/2022
_Sr;k;ﬂgted 3102CV00004 ?g;i,‘;z;ct';r 09/11/2022 _?g;_f;z;;l 09/11/2022 g:‘;;fn 09/11/2022 1 $300.00 09/12/2022
_Sr;k;ﬂgted 3102CV00001 ?g;i,‘;z;ct';r 09/09/2022 _?g;_f?;;”t;l 09/09/2022 g:‘;ﬁw 09/09/2022 1 $1,000.00 09/12/2022
_Sr;k;ﬂgted 3102CV00003 ?g;i,‘;z;ct';r 09/09/2022 CAATS System | 09/09/2022 g:‘;ﬁw 09/09/2022 1 5200.00 09/12/2022
%J?:mgted 3102CV00002 ?EFETET—Z;L 09/09/2022 ?E;"ngzgi;r 09/09/2022 ;:‘;:Sm 09/09/2022 1 ($100.00) 09/12/2022
?Duimgted 3102CV00006 ?g:{;z;ot;r 09/11/2022 ?Eg'{;:;i;l 09/11/2022 ;;‘S;Sm 09/11/2022 1 5750.00 09/12/2022

Page 1 of 1 (7 items) [1]

After selecting which Trans Code, you want to see, Select the View button to see the
transaction. The following screen shot shows an example of an automated EW
transaction. In the case where an item is unreconciled, if the EW has not been
submitted to FMS it will be deleted. If the EW has been submitted to FMS another EW
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will be submitted to reverse the first one. There is a box on the EW transaction,
“’Backout Transaction”, that will be selected if this transaction is to back-out a
previously submitted transaction

VRE Purchase Card Expense Transfer (EW)

EW Tr
To:
Station: 210 Status: Approved  Action: -
Budget Fiscal Year: 2023
Fund: 0137NS - Read]. Bene.-Credit Card (VBA)
Header FCP/PRI: 0137000CC - VBA Readjust Bene Credit Card
Document Number: 3103CV00001
Cost Center: 308000 - Voc RehabCounsel Ser
Header Total: £2,000.00 PR
Backout Zensactiong BoC: 4177 - CH 31 - NON-SUBSISTENCE
Vendor: 310841388
Vendor Address Code: 05
VRE Purchase Card Order
Description: Auto Expenditure Transfer
Add New Line Amount to Transfer:  $2,000.00
Line 01 Add New Line Total Lines: 1
From: Action ¢
Budget Fiscal Year: 2023} ‘Add Note
Fund: O137NS - Read). Bene.-Credit Card (VBA)
FCP/PRJ: 0137000CC - VBA Readjust Bene Credit Card Tr ion Status History
Cost Center: 308000 - Voc RehabCounsel Ser Transaction Status History Data
Pobliihies Action Status Document Number | Action By Action Date
BOC: 4177 - CH 31 - NON-SUBSISTENCE
Submitted In Review 3103CV00001 OFM Creator TEST_Creater 10/27/2022 4:03:53 PM
Vendor: 310841368
Approved Approved 3103CV00001 CAATS System 10/27/2022 4:03:53 PM
: 05
Created Working 3103CV00001 OFM Creator TEST_Creater 10/27/2022 4:03:53 PM

Auto Expenditure Transfer
$2,000.00

Selecting the Purchase Card Order link will take users back to the original purchase
card order that created this EW when it was reconciled.

All Approved transactions will be sent to FMS daily. The status will be update to
“‘Submitted to FMS”. The next day, CAATS receives FMS accepted and rejected
reports to update the status of all transactions that were sent to FMS.

Accepted in FMS — The item has been accepted in FMS

Rejected in FMS — The item has been rejected in FMS and will need to be
corrected in FMS.

3.5 VRE Purchase Card Reconciliation Approval

This sub module allows the approving official to certify the reconciliations performed on
the purchase transactions. Once sub module is selected, it defaults to the Fully
Reconciled items. However, users can view the items that have already been approved
or rejected by using the drop-down arrow in Status field.

VRE Purchase Card Reconciliation Approval

Station: |310 ~ | Status: |Fu||3,r Reconciled v ‘ Cardholder: e
Status Order Number| Card Number  Card Holder Net Amount | Vendor | Purchase Date v
- Oa
Approve | Fully 310PV3000 352167 TEST_Creater, OFM 1 5000.00 Amazon|10/27/2022
O Reject Reconciled Creator
Page 1 of 1 total page(s) (0 record(s) total)

Select the VIEW button to see the details for the purchase card charge reconciliation

screen.

See below:
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VRE Purchase Card Charge

Bank Charge Information

Charge Status:
Credit Card Number:
Date Created:
Purchase Date:

Net Amount:
Vendor Name:

Vendor City:
Vendor State:

Fund:

FCP:

Cost Center:

BOC:

AO:

Budget Fiscal Year:
Purchase ID:
Reference Number:

Disputed:
Active:

Charge Detail:

Fully Reconciled
352167
10/27/2022
10/27/2022
£2,000.00
Amazon

Austin
TX

0137NS

0137000CC

308000

4177

20

2022
8257157900165312457689343
24638187156518068560152

Selected Purchase Card Order

Document #: 310PW2000 Order Total: $2,000.00
Card Holder: TEST_Creater, OFM Creator Order Total Remaining: 5$0.00
Order Date: 10/26/2022 Order Status: Fully Reconciled
Vendor: Amazon Applied from Charge: $2,000.00
Vendor Location: Remaining on Charge: $0.00
Line Description Quantity Qty Received Line Total Remaining [Applied Amount
001 supplies for 10.00 10.00 £2,000.00 £0.00 $2,000.00
Veteran
Audit History
Audit History

Approving Official can select the link for the purchase order to view purchase card
order. Go back to the VRE Purchase Card Reconciliation Approval desktop screen to
approve the reconciliation.

VRE Purchase Card Reconciliation Approval

Station: 310 v | status: |Fully Reconciled

hd ‘ Cardholder: bl

fstatus Order Number| Card Number | Card Holder Net Amount| Vendor | Purchase Date v
- ) approve
View - App Fully 310PV3000 352167 TEST_Creater, OFM 2000.00 Amazon | 10/27/2022
[J Reject Reconciled = Creator

Page 1 of 1 total page(s) (0 record(s) total)

Submit

Click the Approve or Reject box and select submit.
e Approve: the status of the document will change to Reconciled Approved. The approver
will get the purchase card approving certification option.

Version 1
10/2022

Page 39 of 104



VRE Purchase Card Training Document CAATS

= Purchase Card Approving Certification

By approving the Purchase Card Reconcilation, as the Approving Official, you
certify that you have reviewed the receipts (or charge detail) related to the
Purchase Order.

If you have not reviewed the receipts (or charge detail), you can access the
receipts (or charge detail) by selecting the hyperlink located on the Purchase
Card Recondliation Approval Desktop screen.

oK Cancel

o OK: approves the reconciliation and status updated to “Reconciled Approved”.
o Cancel: no action taken on the reconciliation and goes back to the VRE Purchase Card
Reconciliation Approval desktop.

o Reject: a comment box will be displayed to input a reason and the status will change to
Reconciled Rejected.

Rejection Reason

Reason: *

OK

o Forthe Reconciled Rejected reconciliations, the purchase cardholder has to make
correction according to the reason input by the approving official.

o If the purchase cardholder deletes the reconciliations, any transfers (EW’ or ET’s)
processed will be reversed.

Below screen shows a transaction that was Reconciled Approved a one the is
Reconcile Rejected.

VRE Purchase Card Reconciliation Approval

Station: |31U hd | IStatus: |AII A ] Cardholder: v
Status Order Number | Card Number | Card Holder Net Amount | Vendor Purchase Date v
q A i
Approve | Reconcile 310PV3000  |352167 TEST_Creater, OFM 15000.00 Amazon | 10/27/2022
[ Reiact Approved Creator
Approve |Reconcile 310PV2006 352167 TEST Creater, OFM [, 104,00 Amazon  |9/8/2022
Reject Rejected Creator
Page 1 of 1 total page(s) (0 record(s) total)

Submit

The cardholder will receive email notification of all approved or rejected reconciliations.
Once the cardholder has reviewed and corrected rejected reconciliation, it can be
returned to the approving official for approval.

NOTE: Reconciled Approved is the final status for all purchase orders. Approving
Officials have the ability to reject a previously approved reconciliation by going into this
sub module and selecting Reject.
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3.5.1 Purchase Cardholder Correcting Reconciled Reject

If the approver rejects the reconciliation, the purchase cardholder has to correct before
the reconciliation can be approved. The purchase cardholder would log into CAATS
and go to the VRE Service Group = VRE Purchase Card-> VRE Purchase Card
Charge Reconciliation module/submodule to make necessary correction. Once inside
the module, the user will check the box beside Show Reconciled field to display all
reconciled item. Find the Reconciled Rejected item and select View

VRE Purchase Card Charge Reconciliation

Station: Cardholder: |

ol | Show Reconciledl OJ Disputed Only

Charge Status |Card Number | Cardholder Net Amount | Vendor |Disputed | Active | Date Created v | Updated
Unreconciled | 352167 ?Eg'{g‘;::z;r 300.00 WalMart v |10/27/2022 10/27/2022
Unreconciled | 352167 ?E:ng‘;z:z;r 100.00 WalMart v | 10/27/2022 10/27/2022
i;‘;‘:g\fgs 352167 ?E:{;;:;;r 2000.00 Amazon v |10/27/2022 10/27/2022
Unreconciled | 352167 ?E:{;;:i;r -1000.00 | Amazon v |9/9/2022 9/9/2022
i:‘;‘:s\fgz 352167 ?E:ngf::z;r 300.00 WalMart v |9/9/2022 9/11/2022
i:‘;‘:g\fgz 352167 ?E:{g?::;;r -100.00 WalMart v |9/9/2022 9/9/2022
i;;‘:g\fgz 352167 ?Eg{;::z;r 250.00 ?;;Z‘me v |9/0/2022 9/9/2022
i;‘;‘:g\f:s 352167 ?Eg{gﬁ::;;r 1000.00 :ﬁj‘ v |9/9/2022 9/12/2022
i;;‘:g\fgz 352167 ?Eg{;::z;r 750.00 Amazon v |9/9/2022 9/11/2022
Unreconciled  |352167 ?Eg{gﬁ::;;r 1000.00 g:rmm « |[g/9/2022 9/9/2022
E:;.:;c"tgée 352167 ?Eg{;:::;r 1000.00 Amazon  |g/9/2022 9/9/2022 “
I"’iﬂl Qm 352167 _‘r’E'S'T‘_‘(':Er:';‘;;r 200.00 WalMart v |g9/9/2022 9/11/2022

Page 1 of 1 total page(s) (0 record(s) total)

Below screen will appear when the View option is selected
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VRE Purchase Card Charge

Bank Charge Information

Charge Status:
Credit Card Number:
Date Created:
Purchase Date:

Net Amount:
Vendor Name:

Vendor City:
Vendor State:

Fund:

FCP:

Cost Center:

BOC:

AO:

Budget Fiscal Year:
Purchase ID:
Reference Number:

Disputed:
Active:

Charge Detail:

Reconcile Rejected
352167

9/9/2022
a/g/2022
£1,000.00
Amazon

Austin
TX

0137NS

0137000CC

308000

4177

20

2022
8257157900165312457680343
24538187156518068560559

Selected Purchase Card Order

Document #: 310PV2006 Order Total: 51,000.00
Card Holder: TEST_Creater, OFM Creator Order Total Remaining: 50.00
Order Date: Q/8/2022 Order Status: Recancile Rejected
Vendor: Amazon Applied from Charge: $1,000.00
Vendor Location: Remaining on Charge: £0.00
Line Description Quantity Qty Received Line Total Remaining [Applied Amount
001 testing vre 25.00 25.00 £1,000.00 $0.00 $1,000.00

|| Edit || Detete |[ Resubmit | |

The purchase cardholder have the following options
o Edit: allows user to make corrections to the reconciliation.
e Delete: will delete the reconciliation. The status of the purchase card charge goes
back to Unreconciled and the purchase card order to Approved
e Resubmit: submits the reconciliation back with no correction made. The status
updates back to Fully Reconciled for both the purchase card order and charge.
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3.6 VRE Purchase Card US Bank Links

This sub module will take the purchase cardholder to the different US Bank websites to
include the online statement, direct reports, and the direct management system.

VRE Service Group

VRE Purchase Card  » | RE Purchase Card Order

3.6.1 VRE US Bank Access Online

L4

VRE Purchase Card Receiving

WRE Purchase Card Charge Reconciliation

VRE Purchase Card Expense Transfers

WRE Purchase Card US Bank Links

VRE Reports

’ WRE US Bank Access Online

? | VRE US Bank Purchase Cardholder Guide

The US Bank Access Online will allow the user to view their US Bank statement on-line
and print a copy if necessary. If you do not currently have a username or password
there are links on this page to set one up.

0Ebank Access Online

Contact Us

Login

Welcome to Access Online!

Please enter the information below and login to begin.

* = required
Organization Short Name:=

L 1]

User ID:~

Password:*

-

Forgot your password?

Register Online

Activate Your Card | Change Your PIN

3.6.2. VRE US Bank Purchase Cardholder Guide
The VRE US Bank Purchase Cardholder Guide will direct you to the US Bank main
page for user to find more information about the process.
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C ( & nhips/wwwusbankcom/indexhim A ® G = @ @ @
) VABookmarks [ FreeHotmail [J] Web Siice Gallery £ oth
About us Financial education Support ocations | Q Search ®

@bank Personal ~ Wealth Management  Business  Corporate & Commercial  Institutional Account login
— .
el I K

PERSONAL BANKING

Account type

Online banking ™

Username

Get up to 6% cash back at your favorite
retailers.

FRemember my username.

Introducing the U.S. Bank Shopper Cash Rewards™ Visa S\gnalure@ Card.

Password

1
Get login help >
Create a usemame and password

3.7 VRE Purchase Card Setup List

This sub module will allow the Setup admin (AOPC) to set up each purchase card
holder with the last six digits of their card number and the default accounting associated
with that card. Select VRE Purchase Card Setup

VRE Purchase Card Setup

Station:

310 | = Export Format:

Purchase Card Setup List

Card Number  « | Card User Email Card User Name  Active Fleet Updated By Updated Date
- - -
" TEST_Creater, TEST_Setup, .
319876 TEST_VHICO001@tpm.va.goy | [=ol=>Teete OFM VeAcap | 10/28/2022
9 TEST_Creater, TEST_Setup,
[ = 5 = b 8/
352167 TEST_VHIC0001@tpm.va.gov | (oo er o v OFM VBASstup 9/8/2022

Page 1 of 1 (2 items) 1]

Click the “Add New” button. The following screen will be displayed.
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VRE Purchase Card

VRE Purchase Card Information

Card User: [ ~ %

card Number: : *

Single Purchase Limit: \:I *
cordpaitytimi: ||
card Monthly Limit: \:I *

Vendor: 31084136805 - US Bank

Fund: \D137NS - Read). Bene -Credit Card (VBA) hiE

Cost Center: [ 308000 Voc Rehab&Counsel Ser ~ | %

BOC: [ ~ | %

ACC/FCP: \ 0137000CC - VBA Readjust Bene Credit Card v *x
Active
[ Fleet

Approvers:

Finance Approvers:

Audit History

Audit History

Action | Action By | Action Date | Comments

No data to display

No data to paginate

Card User — Limit to list[REQUIRED FIELD]

Card Number - Fill in [REQUIRED FIELD]

Single Purchase Limit — Fill in [REQUIRED FIELD]

Card Daily Limit — Fill in

Card Monthly Limit — Fill in [REQUIRED FIELD]

Vendor — Populated with US Bank vendor code

Fund —Limit to list [REQUIRED FIELD] Defaults to 0137NS

Cost Center — Limit to list [REQUIRED FIELD] Defaults to 308000

BOC — Limit to list [REQUIRED FIELD]

ACC/FCP — Limit to List or select “Other” and fill in [REQUIRED FIELD] Defaults
to 0137000CC

AO - Fill in [REQUIRED FIELD] Should be 20 for VBA

Check the Active button to activate the cardholder

Approvers: Shows the approvers assigned to that card — no input required by
user

e Finance Approvers: Shows the finance approvers assigned to that card — no
input required by user

Select SAVE or CANCEL.

On all Purchase Card Setup screens, the fields Approvers and Finance approvers have
been added to show who has access to that card for those roles. There is also an Audit
History section that shows all the action taken on the purchase cardholder’s account.
Below is the completed purchase card setup screen.
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VRE Purchase Card

VRE Purchase Card Information

Card User:

Card Number:
Single Purchase Limit:
Card Daily Limit:
Card Monthly Limit:
Vendor:

Fund:

Cost Center:

BOC:

ACC/FCP:

AO:

Approvers:

Finance Approvers:

Audit History

TEST_VHICO001@tpm.va.gov

352167

£3,500.00

%3,500.00

$3,500.00

31084136805 - US Bank

0137NMS - Readj. Bene.-Credit Card (VBA)
308000 Voc Rehab&Counsel Ser

4177 CH 31 - NON-SUBSISTENCE
0137000CC - VBA Readjust Bene Credit Card
20

Active

Flest
OFM Approver TEST_Approver

OFM Finance Approver TEST_Finance Approver

Action Action By

Audit History

Action Date Comments

Created OFM_VBASetup TEST_Setup  9/8/2022 3:18:03 PM

Page 1 of 1 (1 items)

(1]

The Setup Admin (AOPC) has the option to change a user’s account or deactivate an
account by clicking the EDIT button (see screen print below). Any of the information
entered when the account was initially set up will be available for updating except the

card number.

VRE Purchase Card

VRE Purchase Card Information

Card User:
Card Number:

Single Purchase Limit:
Card Daily Limit:

Card Monthly Limit:

Vendor:
Fund:

Cost Center:
BOC:

ACC/FCP:

AO:

Approvers:

Finance Approvers:

Save || Cancel

To deactivate a card, the setup admin (AOPC) uncheck the Active

[TEST_VHIC0001@tpm va gov v | %
319876

$3,500.00 *
$3,500.00
$3,500.00 *

21084126805 - US Bank

| 0137NS - Read). Bene -Credit Card (VBA)

[ 308000 Voc Rehab&Counsel Ser v |

[4177 CH 31 - NON-SUBSISTENCE ~ | *

[0137000CC - VBA Readjust Bene Credit Card

20 *

Active

] Fleet
OFM Approver TEST_Approver

OFM Finance Approver TEST_Finance Approver
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VRE Purchase Card

VRE Purchase Card Information

Card User: |TEST_VHICOOO1 @tpm.va.gov ¥ [ %

Card Number: 319876

Single Purchase Limit: |$3,500.00 *
Card Daily Limit: $3,500.00
card Monthly Limit: $3,500.00 *

vendor: 31084136805 - US Bank

Fund: |013?NS - Readj. Bene -Credit Card (VBA) v | *

Cost Center: [ 308000 Voc Rehab&Counsel Ser ~ %

BOC: [4177 CH 31 - NON-SUBSISTENCE ~ %

ACC/FCP: [0137000CC - VBA Readjust Bene Credit Card v %
[ Fleet

Approvers: OFM Approver TEST_Approver

Finance Approvers: OFM Finance Approver TEST_Finance Approver

The purchase card will still exist in the system but will not be available for any future
purchase card transactions.

Note: If the card number is incorrectly established, the Setup Admin has to deactivate
the incorrect card and establish the correct card separately.

3.8 VRE Purchase Card Audit Review

The VRE Purchase Card Audit Review sub module contains four options: VRE Annual
Review, VRE Focus Review, VRE Monthly Review and VRE Audit Reports. Only the
auditor role will be able to see this sub module as well as perform this function. Each of
the review options will provide the auditor with an entire list of purchase orders based
on certain criteria. The auditor would then select the purchase orders that need to be
reviewed from that list. Once a purchase order is selected, the purchase card review
checklist will be displayed for the auditor. When the checklist is completed, a link to the
review will be displayed on the purchase order beside the review that was performed.
One purchase order can have none, one, or all reviews performed on it.

3.8.1 VRE Purchase Card Audit Review — VRE Annual Review

The VRE Purchase Card Audit Review -VRE Annual Review option will allow the auditor
to perform annual reviews on purchase card orders that are in “Reconciled Approved”
status. There is only one item to select Orders by Cardholders.
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CAATS - Centralized Admin Accounting Transactions System (Tes
Version: (3.4.0.12)
Logged On: TEST_WHICD004@tpm.va.gov

Profile  Logout  VRE Service Group ~
VRE Purchase Card  » | WRE Purchase Card Orde
Welcometo ...~ ___ . . o
VRE Purchase Card Receiving

Dashboard Messages VRE Purchase Card Charge Reconciliation

VRE Purchase Card Expense Transfers

Station:  Status: D' VRE Purchase Card Reconciliation Approval
Al = All - . . 1
VRE Purchase Card US Bank Links >
VRE Purchase Card Audit Review ’I VRE Annual Review ¥ VRE Orders by Cardholders I
oAl
- VRE Reports » | VRE Focus Review > ot
=l VRE Service Group (0) —]
VRE Monthly Review »
= VRE Purchase Card (0)
VRE Reports ¥

® VRE Purchase Card Order (0) toc¢

Once the user selects the VRE Orders by Cardholders option, the below screen
appears:

CAATS Reports (VRE Purchase Card Audit Annual Orders By Card Holders)

| Report Parameters |

Station: Start Date: _ End Date: _ Status: Card  Card
310_v]x | @ |

The report parameters are as follows:
e Station: based on access [REQUIRED FIELD]
e Start Date: Fill in or select from calendar, format must be MM/DD/YYYY
[REQUIRED FIELD]
e End Date: Fill in or select from calendar, format must be MM/DD/YYYY
[REQUIRED FIELD]
e Status: Select from drop down. Choices are as follows:

o All: shows all purchase card orders in Reconciled Approved status
whether they have been reviewed or not reviewed by the auditor

o Reviewed: shows all purchase card orders that have been reviewed in the
Reconciled Approved status along with the percentage reviewed.

o Not Reviewed: shows all the purchase orders that have not been
reviewed in Reconciled Approved status along with the percentage not
reviewed

e Card Number: Select from drop down
e Cardholder: Select from drop down

The auditor inputs the date range (based on the order date) and makes selections for
the card number and/or cardholder the following screen will appear:
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CAATS Reports {VRE Purchase Card Audit Annual Orders By Card Holders)

Report Parameters ]

Station: Start Date: . End Date: Status: ﬁzﬁher. :.;rlger
310 ~]x  [1o012022  [Tw [10312022  [Ta [Al v Girel” (R

4 4 [T Jof1 b

Order Number

Total Orders by VRE Purchase Cardholder - Annual Review

Card Holder Card Number Total Price Total Charge Vendor's Name Order Date Approved Date Date Created Reconciled
Amount Date
TEST_Creater, OFM Creator 352167 $2,000.00 $2,000.00 Amazon 10/26/2022 10/27/2022 10/27/2022 10/27/2022

Reconciled
Approved
Date

10/28/2022

The auditor would select the hyperlink to the purchase order. The following screen will

appear:

VRE Purchase Card Order

Station: 210

Header

Status: Recancile Approved

Action:

Document Number:
Card Number:
CardHolder Name:
Veteran First Hame:
Veteran Last Name:
Title 38 US Code:

File Number:

Vendor Code:
Vendor Code Suffix:
Vendor Name:

Vendor Address Line 1:
Vendor Address Line 2:

Vendor City:
Vendor State:

Vendor Zip:

Fund:

Total Cost:

Order Date:

Accountable Property:
Socioeconomic Goal:
Payment Mechanism Only:

Received Status:

310PV3000
352167 - TEST_Creater, OFM Creator e e
TEST_Creater, OFM Creator

Daffr
= A. TRAINING STANDARDS
Duck
P _ Have the A/OPC, approving offi
Chapter 31 (301-314) - VR&E 1| the e s Yes
(Refresher training is due e
Claim #
123456479
o Arethe VA Forms 0242 availatle and camplatad in the Chargs Yes
Card Portal?
Amazon
o Are all the THS and GSA Training Cartificstes of Camplation on Yes
requirad training susilzble?
4 Was the M24-3 Chagtar 01 Purchass Card reviewsd by the Yes
AJOPC, approving official and cardholder?
0137NS - Readj. Bene.-Credit Card (VBA) . - olume V1, Chasters 14 sndiB Ve
<2,000.00 3| reviewed by the A/OPC, ap a official 2nd cardholdar?
10/26/2022
* B. PROPER COSTING
Yes No
*
=R 1 | Does the cardholder have the correct fund control point? Yes

Recsived

See Appendix 5.3 for the VRE Purchase Card Audit Review Questions

All the questions are required so the auditor has to answer all questions. If the user
missed a question, then the below will appear:

1AL

e

re taxes accounted for on the purchase where the VA i=s
considered a third-party?

If the user selects NO to any of the question, a required explanation box will appear.
See below:
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Exceptions

Exceptions: *

OK

Exception: Section E, Question 4 “Was this order split to stay within the dollar
limit(fragmented/split)” will get the exception box on Yes answer.

When all the questions have been answered, the auditor will select OK. The auditor will
then see the purchase order screen where the annual review box will be checked along
with a link to the annual review checklist. See below:
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VRE Purchase Card Order

Station: 310 Status: Reconcile Approved Action: | Exit v

Header

Document Number:
Card Number:
CardHolder Name:
Veteran First MName:
Veteran Last Name:

Title 38 US Code:

310PV3000

352167 - TEST_Creater, OFM Creator
TEST_Creater, OFM Creator

Daffney

Duck

Chapter 31 (301-314) - VR&E

File Number:

Claim #
1234356479
Vendor Code:
Vendor Code Suffix:
Vendor Name: Amazon
Vendor Address Line 1:
Vendor Address Line 2:
Vendor City:
Vendor State:
Vendor Zip:
Fund: 0137MS - Readj. Bene.-Credit Card [WVBA)
Total Cost: £2,000.00
Order Date: 10/26/2022
Accountable Property: Yas N ¥
Socioeconomic Goal: Yas Mo *
Payment Mechanism Only:
Received Status: Received

l\nnual Review: Annual Review I

Monthly Review:

Associated Transactions:

2103CW00000 - WRE Purchase Card Expense Transfer

3103CW00001 - WRE Purchase Card Expense Transfer

WRE Purchase Card CheckList

Eemaining Balance Report

Line Ttems

If the user selects the Annual Review link, a separate window will open for the annual review

checklist, which can be exported into a file or printed out. See below:
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VRE Purchase Card Annual Review Guide
0PWI0D0
A. |Training Standards Yes | Mo | MfA
1 |Have the A/OPC, approving offical, and cardhobder completed the ¥
requirad TMS and GSA initizl and refreshar traiming? (Refreshar training
is due avery 2 years)
2 |Are the VA Forms 0242 zveilsble and comgleted in the Change Card *
Parzal?¥
3 |Are all the TMS and GSA Treining Certficates of Comgpletion on required | ™
training available?
4 |Was the M24-4 Chapter 01 Purchase Card reviewsd by the A/OPC, *
appraving officizl and cardhalder?
5 |Was the VA Financizl Policy, Volume ¥VT, Chapters 14 andiB reviewsd *
by the AJOPC, aporoving official and cardhalder?
B. |Proper Costing Yes | Mo | HJA
i |Does the cardholder have the correct fund contral point? E
?  |Dwoes the cardholder have the correct cost censer? *
3 |Does the cardholder have the correct budgst object code? *
4 |Were purchases within the single purchase and maonthly limits? "
C. |Timeliness Standards Yes | Mo | M/A
1 |Are the anmual reviews and focus reviews being completed 2= required *
and submitted timehy?
2 |If the payment was disputed, was the dispute submitted within 20 =
calendar days?
3 |Are the cardholdzr and the AD completing the reconciliation in a timely *
manner?
D. |CAATS Processing: Yes | Mo | MfA
1 |Did the cardholder reconcile within 15 days of receipt of CAATS e-mai =
rotification of unreconciled purchase card charges?
2 |Did the aponoving official recondle/certify within 10 days of receipt of 4
the CAATS e-mail notification of cardholder chargs?
3 |Is the purchase trensacton noted on the CAATS-genersted supply log? i
4 |Are all documents, nchuding receipts, szles slips, invoices, etc, attached| *
to the CAATS purchase order?
E. |Verification that purchases are within regulations Yes | Mo | HJA
1 |Were taxes sccounted for on the purchase where the VA is considered 2| ™
third-party?
2 |Was the punchase on behalf of a Veteran and'or valid VRBE participant =
only?
3 |Are back-up documents available to support the transaction? (receipts, *
purchase card acquisition chedklist, imvices, supply/purchase card log,
=)
4 |'Was the order split o stay within dollar Emits {fregmented/split)? F
5 |Was receipt of goods and senices verified with the Veteran (=g *
sigrature on receiving report, receipt, invaice or e-mail from the
Vetzran, or VA& Form 28-1905r, ebc) prior to reconciliztion?
F. |Administrative and Record Keeping Yes | Mo | M/A
1 |Is the VBA organization’s A/OPC using the U5 Bank Access Online *
System?
2 |Is the cardholder inguiring about promes-pay discourts with the *
vendaor?
3 |Is there documentation supperting a valid need for the punchase? *
4 |Is there 2 blanket AD pre-zpproval memaorandum available which *
provides the written zoporoval to meke purchases for senvices, supclies,
and | or equipment for & rehabilitation plan for the fiscal year?
5 |Is the Charge Card Portzl being wsed and does the A/OPC have acress *
to the cardhalders under their puniaw?
Auwditor: OFM_Audstor TEST_Auditor EL 11172022 9:49:43 AM
Prirt rame & Sionature)
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This report can be exported in different formats and saved to your desired location by
selecting the disk icon below:

(o
=

¥ML file with report data

CSV (comma delimited)

| roF

MHTML (web archive)
Excel
TIFF file

Word

The user can then close the review checklist and purchase order to go back to the
“Orders By Cardholder” report so that other orders can be reviewed. In the status field
of the “Orders By Cardholders” report, in addition to the All option there are two other
options (1) Reviewed and (2) Not Reviewed. See below:

CAATS Reports (VRE Purchase Card Audit Annual Orders By Card Holders)

Report Parameters |

Station: Start Date: End Date: Status: Card i Card .

Bl vlx [0 Bk (051202 I« (A V) famprr toder:
Al

Reaviewad

Mot Reviewsed

1. Reviewed will list all purchase orders that are in “Reconciled Approved” status that
have had the annual review performed along with the percentage of total purchase

orders reviewed for the current fiscal year. The order number is hyperlinked so users
can view the orders.

CAATS Reports (VRE Purchase Card Audit Annual Orders By Card Holders)

[ Report Parameters |

s o 5 = Card Card
Station: Start Date: End Date: Status: Number: Holder:

[310 ~|* [1om12022 | (10312022 | |[Reviewed  v|

I 41 Jofr b P & [ Fndines B @&

VRE Purchase Card Orders Not Reviewed - Annual Review

I % of total purchase orders reviewed: 100.00% I
Order Number Card Holder Card Number Total Price Order Date Approved Date Date Created Reconciled Reconciled Reviewed By Date Reviewed
Date Approved
Date
310PV3000 TEST_Creater, OFM Creator 352167 $2,000.00 10/26/2022 10/27/2022 10/27/2022 10/27/2022 10/28/2022  OFM_Auditor 11/01/2022

TEST_Auditor
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2. Not Reviewed will list all purchase orders that are in “Reconciled Approved” status
that have not had the annual review performed along with the percentage of total
purchase orders not reviewed. The percentage is based on the total number of orders
in “Reconciled Approved” status input for the current fiscal year. The hyperlink will
allow the user to perform other reviews if needed.

CAATS Reports (VRE Purchase Card Audit Annual Orders By Card Holders)

| Report Parameters

Station: Start Date: oy End Date: " Status: mrr:ber_ ﬁzn;ger_

310 v+ [oa012022  [®s (095302022 [« J[NotReviewed v

Run Report

4 4 of:l bkl @ \:IFndl‘\e)-:t 2. &

VRE Purchase Card Orders Not Reviewed - Annual Review

| % of total purchase orders not reviewed: 60.00% 1

Order Number Card Helder Card Number Total Price Order Date Approved Date Date Created Reconciled

Date

310PV2003 TEST_Creater, OFM Creator 352167 ($100.00) 09/08/2022 09/09/2022 09/09/2022 09/09/2022
310PV2004 TEST_Creater, OFM Creator 352167 £1,000.00 09/08/2022 09/09/2022 09/09/2022 09/12/2022
310PV2005 TEST_Creater, OFM Creator 352167 $750.00 09/08/2022 09/09/2022 09/09/2022 09/11/2022

3.8.2 VRE Purchase Card Audit — VRE Focus Review

Reconciled
Approved
Date

09/12/2022
09/12/2022
09/12/2022

The VRE Purchase Card Audit Review — VRE Focus Review option will allow the
auditor to perform focus reviews on the purchase card program. There is only one item

to select “Orders by Cardholders”.

Version: (3.4.0.12)
Logged On: TEST_VHIC0004@tpm.va.gov

CAATS - Centralized Admin Accounting Transactions System (Tes

Profile  Logout  VRE Service Group =
VRE Purchase Card  » | \RE Purchase Card Orde:
Welcometo _ " piease targ bres
VRE Purchase Card Receiving
Dashboard Messages VRE Purchase Card Charge Reconciliation
VRE Purchase Card Expense Transfers
Station:  Status: D VRE Purchase Card Reconciliation Approval
Al = All - ) ;
VRE Purchase Card US Bank Links »
VRE Purchase Card Audit Review ¥ | VRE Annual Review 5
L]
= VRE Reports >I VRE Focus Review ¥ VRE Orders by Cardholders I
= VRE Service Group (0} -
VRE Monthly Review  »
= WRE Purchase Card (0)

B VRE Purchase Card Order (0)

VRE Reports » to ¢

Once the auditor selects that, the following screen will appear:
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VRE Purchase Card Focus Review

Station: Time Period: Export Format:

Certification of Focus Review

Purchase Card Focus Review Data

Order Number | Card Holder = Card Mumber | Total Price | Total Charge Amount Vendor Name Order Date  Approved Date Reconciled Date Reconcile Approved Date

Mo data to display

Mo data to paginate

The report parameters are as follows:
e Station: based on access [REQUIRED FIELD]
e Time Period: Select from drop down

When the auditor selects the time period the following screen will appear:

VRE Purchase Card Focus Review

Station: Time Period: Export Format:

July 2022 - December 2022 -

Certification of Focus Review

VRE Purchase Card Focus Review Data

Order Number | Card Holder Card Number | Total Price Total Charge Amount  Vendor Name | Order Date | Approved Date | Recondled Date | Reconcile Approved Date

TEST_Creater, Garrgtt Car

310pva00y | [ESTCreate 352167 $1,000.00 Garrett 5/8/2022 | 9/9/2022

310pvzooz | EST_Creater | 5oy, $250.00 €250.00 Airforce Joes | ©/8/2022 | ©/9/2022 a/9/2022 9/11/2022
OFM Creator

310pv2003 | TEST_Createn | 5g5q47 ($100.00) (£100.00) Wal Mart 9/8/2022 | 5/9/2022 9/s/2022 9/12/2022
OFM Creator

310pv20ps | TEST_Creater | oo5,47 $1,000.00 $1,000.00 Best Buy 9/8/2022 | 5/9/2022 /12/2022 9/12/2022
OFM Creator

310pvo0ps | TEST_Creater | aq5447 £1,000.00 $1,000.00 Best Buy 9/8/2022 | 5/9/2022 9/12/2022 9/12/2022
OFM Creator

310Pv2005 | [CoT-Credtern | sgn,47 $750.00 £750.00 Amazon 9/8/2022 | 9/9/2022 9/11/2022 9/12/2022
OFM Creator

310pv2000 | TEST_Creatern | 5g5,47 $500.00 $200.00 Wal Mart 9/8/2022 | 9/8/2022 9/11/2022 9/12/2022
OFM Creator

310pvzoop | EST_Creater | 5on,47 £500.00 $200.00 Wal Mart 9/8/2022 | 9/8/2022 /11/2022 9/12/2022
OFM Creator

310pv2o00 | TEST_Createn | og5q.7 £500.00 $300.00 Wal Mart 9/8/2022 | 5/8/2022 9/11/2022 9/12/2022
OFM Creator

S TEST_Creater, ré W i
" _ i wal M f12f

310pvan0g | [ESTCreate 352167 (51,000.00) wal Mart 5/12/2022

310pv200s | TEST_Creater | oo5,47 $1,000.00 $1,000.00 Amazon 9/8/2022 | 5/9/2022 10/28/2022
OFM Creator

310pv3ppp | TEST_Creater | aq5447 £2,000.00 $2,000.00 Amazon 10/26/2022 | 10/27/2022 | 10/27/2022 10/28/2022
OFM Creator

310Pv3000 | CST-Creatern | sgh.47 $2,000.00 $2,000.00 Amazon 10/26/2022 | 10/27/2022 | 10/27/2022 10/28/2022

OFM Creator

Page 1 of 1 (13 items) [11

The auditor should be reviewing the whole process not individual orders. However, the auditor
can use the hyperlinked to review individual purchase card order. To complete the focus review
the auditor will check the box at the top left beside Certification of Focus Review. Once the
auditor checks that box, the VRE purchase card review checklist following screen will appear:
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VRE Purchase Card Review Guide

A. TRAINING STANDARDS

Have the &/0PC, approving official, and cardhalder completed
1 | the required TMS and GSA initial and refresher training?
[Refresher training is due every 2 years)

Are the VA Forms 0242 avazilable and completed in the Charge
Card Portal?

Are all the TMS and GSA Training Certificates of Completion on
required training available?

Was the M24-4 Chapter 01 Purchass Card reviewed by the
AJOPC, approving official and cardholdar?

Was the VA Financial Policy, Volume ¥VI1, Chapters 1A and1B
reviewad by the AJOPC, approving official and cardholder?

B. PROPER COSTING

1 | Does the cardholder have the correct fund control point?

s

Yes

fes

s

Yes

Yes

Mo

Mo

No

Mo

Mo

Mo

See Appendix 5.3 for the VRE Purchase Card Audit Review Questions

N/A

/A

N/A

NJA

N/A

All the questions are required so the auditor has to answer all questions. If the user

missed a question, then the below will appear:

Were taxes accounted for on the purchase where the VA is
considered a third-party?

Yes

Check is required

Mo

N/

If the user selects NO to any of the question, a required explanation box will appear.

See below:
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Exceptions

Exceptions: *

Ok

Exception: Section E, Question 4 “Was this order split to stay within the dollar
limit(fragmented/split)” will get the exception box on Yes answer.

Once all the questions have been answered, the auditor will select OK. A certification statement
appears. See below:

r itian
LETCHDe Lontmalon

1 ety an pisessmentfocus réwidw of the punchase cnd
program was Compatad b0 prowde assunnde that control e
propary mplementied, cardholders are tranad, and the span of
consrod for appecvng officals & monkoned to prevent and datect i
frayduient, mpenper or questonable purchase harges ‘
||

QK || Cancel

The Certification Confirmation states:

“I certify an assessment/focus review of the purchase card program was completed to provide
assurance that controls are properly implemented, cardholders are trained, and the span of
control for approving officials is monitored to prevent and detect fraudulent, improper or
questionable charges.”

Auditor has the options to say OK or Cancel. If select OK, the following screen will appear:
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VRE Purchase Card Focus Review

Station:  Time Period:

310 |=

» Focus review was successfully saved.

Export Format:

« Certification of Focus Review
Focus Review Certification Report

Order Number

Card Holder

Card Number

Total Price

310PV2001

310PV2008

310PV2003

310PV2000

310PV2000

310PV2002

310PV2000

310PV2005

310PV2004

310PV2004

310PV2006

210PV3000

310PV3000

TEST_Creater,
OFM Creator

TEST_Creater,
OFM Creator

TEST_Creater,
OFM Creator

TEST_Creater,
OFM Creator

TEST_Creater,
OFM Creator

TEST_Creater,
OFM Creator

TEST_Creater,
OFM Creator

TEST_Creater,
OFM Creator

TEST_Creater,
OFM Creator

TEST_Creater,
OFM Creator

TEST_Creater,
OFM Creator

TEST_Creater,
OFM Creator

TEST_Creater,
OFM Creator

Page 1 of 1 (13 items) [1]

352167

352167

352167

352167

352167

352167

352167

352167

352167

352167

352167

352167

352167

$1,000.00

($1,000.00)

(5100.00)

£500.00

£500.00

$250.00

£500.00

£750.00

$1,000.00

$1,000.00

$1,000.00

$2,000.00

$2,000.00

Purchase Card Focus Review Data

Total Charge Amount + | Vendor Name

Garrett Car
Services

Wal Mart

($100.00) | Wal Mart

$200.00 | Wal Mart

$200.00 | Wal Mart

$250.00 | AirForce Joes

$300.00 | Wal Mart

$750.00 | Amazon

51,000.00  Best Buy

51,000.00 | Best Buy

51,000.00  Amazon

£2,000.00 | Amazon

52,000.00  Amazon

Order Date

5/8/2022

9/12/2022

9/8/2022

9/8/2022

9/8/2022

9/8/2022

9/8/2022

9/8/2022

5/8/2022

/812022

5/8/2022

Approved Date

5/9/2022

9/9/2022
9/8/2022
9/8/2022
9/9/2022
9/8/2022
9/9/2022
9/9/2022
9/9/2022

S/9/2022

10/26/2022 | 10/27/2022

10/26/2022  10/27/2022

Reconciled Date | Reconcile Approved Date

9/9/2022 s/12/2022
9/11/2022 9/12/2022
9/11/2022 9/12/2022
9/9/2022 S/11/2022
9/11/2022 9/12/2022
9/11/2022 9/12/2022
9/12/2022 s/12/2022
9/12/2022 9/12/2022
10/28/2022

10/27/2022 10/28/2022

10/27/2022 10/28/2022

A box will be displayed to show that the focus review was successfully saved and a link to the
focus review certification report is provided. If auditor selects the link, the report will be as

follows:
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VRE Focus Review Guide Report

44

[ Jar v ol ¢ [ Jredines B &

VRE Purchase Card Focus Review Guide

Station 310 for

Time FPeriod
July 2022 -
December
2022
A. |[Training Standards Yes | No | NJA
1 |Have the A/CPC, approving official, and cardhalder completad the =
required TMS and GSA& initizl and refresher training? {Refrasher training
is due every 2 years)
2 |Are the V& Forms 0242 available and completed in the Charge Card =
Portal?
3 |Are all the TMS and GSA Training Cartificates of Completion on required =
training availzble?
4 |Was tha M24-4 Chapter 01 Purchase Card reviewsad by the 4/0PC, =
approving official and cardholdar?
g Was the VA Financial Paolicy, Volume XVI, Chaptars 14 andiB raviewed *
by the A/OPC, approving official and cardholder?
B. |Proper Costing Yes | No | NJA
1  |Doss the cardholder have the correct fund control point? o
2  |Does the cardholder have the correct cost center? -
3  |Doss the cardholder have the correct budget object code? =
4 |Wers purchases within the single purchase and monthly limits? =
C. |[Timeliness Standards Yes | No | NJA
1 |&re the annual reviews and focus reviews being completad as required =
and submittad timely?
2 |If the payment was disputed, was the dispute submitted within 20 =
calendar days?
3 |Are the cardholder and the AD completing the reconciliation in a bimely =
manner?
D. |CAATS Processing: Yes | No | NfA
1 |Did the cardholder reconcile within 15 days of receipt of CAATS =-mail 3
notification of unreconciled purchase card charges?
2  |Did the approving official reconcile/certify within 10 days of receipt of =
the CAATS e-mail netification of cardholder charge?
3 |Is the purchase transaction notad on the CASTS-generated supply log? -
e Ara all documents, including receipts, sales slips, invoices, ete., attached *
to the CAATS purchase order?
F. |Administrative and Record Keeping Yes | No | NJA
1 |Is the VBA organization’s 4/0PC using the .S, Bank Access Online =
Siystem?
2 |Is the cardhelder inquiring about prompt-pay discounts with the =
vendor?
3 |Is there documentation supporting a valid nead for the purchasa? =
4 |Is there a blanket A0 pre-approval memaorandum available which =
provides the writken approval to make purchases for services, suppliss,
and / or equipment for a rehabilitation plan for the fiscal year?
5 |Is the Charge Card Portal being wused and doss the A/OPC have access ¥
to the cardholders under their purview?
Luditor: QFM_Auditor TEST_Auditor Diate: QM12022 7:08:03 PM

{Print name & Sionature)

Note: This same report is also located under the VRE Purchase Card > VRE

Purchase Card Audit Review - VRE Audit Reports area as well.

This report can be exported in different formats and saved to your desired location by
selecting the disk icon below:
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¥ML file with report data
CSV (comma delimited)

| Por |
MHTML (web archive)

Excel
TIFF file

Word

3.8.3 VRE Purchase Card Audit — VRE Monthly Review

The VRE Purchase Card Audit Review — VRE Monthly Review option will allow the
auditor to perform monthly reviews on purchase card orders that are in any status. This
is not a mandatory review. There is only one item to select Orders by Cardholders.

CAATS - Centralized Admin Accounting Transactions System (Tes
Version: (3.4.0.12)
Logged On: TEST_VHICDO04@tpm.va.gov

Profile Logout  WRE Service Group  +

Welcome to Lo urchaseCard > | VRE Purchase Card Order

VRE Purchase Card Receiving
Dashboard || Messages VRE Purchase Card Charge Reconciliation

VRE Purchase Card Expense Transfers

Station:  Status: D VRE Purchase Card Reconciliation Approval
Al_p Al hd VRE Purchase Card US Bank Links »
VRE Purchase Card Audit Review ¥ | VRE Annual Review ¥
® al VRE Reports » _YRE Focye Review )
ﬁlﬁu © VRE Monthly Review  » VRE Orders by Cardholders

VRE Reports H

® VRE Purchase Card Order (0) toc

Once the auditor selects that option, the following screen will appear:

CAATS Reports (VRE Purchase Card Audit Monthly Orders By Card Holders)

Report Parameters |

Station: Start Date: End Date: Status: Card Card

e - Mumber: Holder:
B2 O I o [Alv] [Alv]
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The report parameters are as follows:
e Station: based on access [REQUIRED FIELD]
e Start Date: Fill in or select from calendar, format must be MM/DD/YYYY
[REQUIRED FIELD]
e End Date: Fill in or select from calendar, format must be MM/DD/YYYY
[REQUIRED FIELD]
o Status: Select from drop down. Choices are as follows:
= All: shows all purchase card orders in any status whether they have
been reviewed or not reviewed by the auditor
= Reviewed: shows all purchase card orders in any status that have
been reviewed along with the percentage reviewed.
= Not Reviewed: shows all the purchase orders in any status that
have not been reviewed along with the percentage not reviewed
o Card Number: Select from drop down
o Cardholder: Select from drop down

Once the auditor inputs the date range (based on the order date) and makes selections
for the card number and/or cardholder the following screen will appear:

CAATS Reports (VRE Purchase Card Audit Monthly Orders By Card Holders)

Report Parameters |

Station: Start Date: End Date: Status: Card Card
[310_wls  [to012022  |[Fs [1o3wz022 ¥ Number:  Holder:

Te  [10E12022 e [an v|

I I PO I S | @ [ |Fndinec H- @

Total Orders by VRE Purchase Cardhelder - Monthly Review

Order Number Card Holder Card Number Total Price Total Charge Vendor's Name Order Date  Approved Date Date Created Reconciled Reconciled
Amount Date Approved

Date
310PV3000 TEST_Creater, OFM Creator 352167 $2,000.00 52,000.00 Amazon 10/26/2022 10/27/2022 10/27/2022 10/27/2022 10/28/2022

The auditor would select the hyperlink to the purchase order in the above screen. The monthly
review checklist questions will appear in front of the order. The auditor can move the checklist

around the screen in order to see the purchase order to answer all of the purchase card review
questions. See below:
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VRE Purchase Card Order

Station: 210 Status: Reconcile Approved  Action: | Exit v

Header
Document Number: 310PV3000
Card Number: 352167 - TEST_Creater, OFM Creator VRE Purdhase Card Review Guide
CardHolder Name: TEST_Creater, OFM Creator
Veteran First Name: Dafing
i A. TRAINING STANDARDS
Veteran Last Name: Duck
i 3 T - Have the A/ORC, ap d N
Title 38 US Code: Chapter 21 (301-314) - VR&E 1| the required TMS and Ve Mo N/A
File Number: (Refresher training is
Claim =
123456479
Ars the h Yes (Mo () NjA
Vendor Code: 2| Card P
Amazon
5 Are all the THE 2nd GSA Training Certificates of Complation on Yes (Mo (O NjA
1: required training available?
Vendor Address Line 2:
Vendor City:
v " ewad by th Yes No NJA
Vendor State: AfORC, ap)
Vendor Zip:
s ET A= Remeeemlie el 16 e Financial Polic 1, Chapters 1A and1B Yes No N/A
Total Cost: 52,000.00 reviewsd by the A/OPC, 2 official and cardholdar?
Order Date: 10/26/2022
Accountable Property: Yes Mo ¥ B. PROPER COSTING
5 , . * N
EEES ves Mo 1| Does the cardholdar have the corract fund contral point? Yes (Mo [ N/A
t Machanism Only: <
Received Status: Recsived

All the questions are required so the auditor has to answer all questions. If the user
missed a question, then the below will appear:

Were taxes accounted for an the purchase where the VA is Yieg Mo A

L considered a third-party?

If the user selects NO to any of the question, a required explanation box will appear.
See below:

Exceptions

Exceptions: *

Ok

Exception: Section E, Question 4 “Was this order split to stay within the dollar
limit(fragmented/split)” will get the exception box on Yes answer.

When all the questions have been answered, the auditor will select OK. The auditor will then
see the purchase order screen where the monthly review box will be checked along with a link
to the monthly review checklist. See below:
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VRE Purchase Card Order

Station: 210 Status: Reconcile Approved

Header

Action: B~ ]

Document Number:
Card Number:
CardHolder Name:
Veteran First Name:
Veteran Last Namea:
Title 38 US Code:
File Mumber:

Vendor Code:
Vendor Code Suffix:
Vendor Name:

Vendor Address Line 1:
Vendor Address Line 2:

Vendor City:
Vendor State:

Vendor Zip:

Fund:

Total Cost:

Order Date:

Accountable Property:
Socioeconomic Goal:
Payment Mechanism Only:
Received Status:

Annual Review:

310PVI000

352167 - TEST_Creater, OFM Creator

TEST_Creater, OFM Creator
Daffney

Duck

Chapter 31 (301-314) - VR&E

Clzim =
123456479

Amazon

0137N5S - Readj. Bene.-Credit Card (VBA)

£2,000.00
10,/26/2022
¥es Me ¥
Yes Ne ¥
Received

Annual Review

onthly Rewview:

Monthly Rewiew I

Associated Transactions:

3103CVE0000 - WRE Purchase Card Expense Transfer

3103CVE0001 - WRE Purchase Card Expense Transfer

VERE Purchass Card Checklist

Remaining_Balance Report

If the user selects the Monthly Review link, a separate window will open for the monthly annual

review checklist, which can be exported into a file or printed out. See below:
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VRE Monthly Review Guide

310PV3000

A. |Training Standards

N/A

Administrative and Record K

N/A

1 |Have the A/OPC, approving official, and cardholder completad the

is due every 2 years)

requirad TMS and GSA initial and refresher training? {Refrasher training

Is the VBA organization’s AJOPC using the U.S. Bank Access Online
System?

Fortal?

2 |Arz the VA Forms 0242 available and completed in the Charge Card

Is the cardholder inquiring about prompt-pay discounts with the
vendor?

training available?

3 |Are all the TMS and GS& Training Certificates of Completion an required

Is there documentation supporting a valid need for the purchasa?

approving official and cardheldar?

4 |Was the M24-4 Chapter 01 Purchase Card reviewed by the A/OPC,

Is there a blanket AD pre-approval memarandum available which
provides the writhen approval bo make purchasas for services, supplies,
and | ar equipment for a rehabili plan for the fiscal year?

by the A/OPC, approving official and cardhalder?

5 |Was the VA Financizl Policy, Volume XVI, Chapters 14 and1B reviewsd

Is the Charge Card Portal being used and does the A/OPC have access
to the cardholders under their purview?

Proper Costing

N/A

Does the cardholder have the corract fund control point?

Does the cardholder have the correct cost canter?

Does the cardhalder have the corract budget cbject code?

A [ | ra e (BB

Were purchasas within the single purchase and monthly limits?

Timeliness Standards

No

N/A

[

and suk | timely?

Are the annual reviews and focus reviews being completad as raguired

calendar days?

2 |If the payment was disputed, was the dispute submitted within 30

manner?

3 |Are the cardholder and the AQ completing the reconciliation in 2 imely

CAATS P

N/A

notification of unreconciled purchass card charges?

1 |Did the cardhalder reconcile within 15 days of receipt of CAATS e-mail

the CAATS e-mail netification of cardhalder charge?

2 |Did the approving official reconcile/certify within 10 days of receipt of

Is the purchase transaction noted an the CAATS-C

i supply log?

to the CAATS purchase ordar?

4 |Are all documents, including recsipts, sales slips, invoices, etc, attached

D. |Verification that purchases are within

No

N/A

third-party?

1 |Were taxes accounted for on the purchase whers the VA is considered a

only?

2 |Was the purchase on behalf of 2 Veteran and/or valid VRSE participant

et

3 |Are back-up documents availzble to suppert the transaction? {receipts,
purchass card acquisition checklist, invoices, supply/purchase card log,

4 |Was the order split to stay within dallar limits {f 1/=plit)?

Was receipt of gocds and services verified with the Veteran (e.g.
signature on receiving report, receipt, invoice or e-mail from the
Veteran, or VA Form 28-1505r, etc.) prior to reconciliation?

Auditor:

OFM_Auditor TEST_Auditor Date:

11/1/2022 2:58:37 PM

(Print name & Signature)

This report can be exported in different formats and saved to your desired location by

selecting the disk icon below:

¥ML file with report data
CSV (comma delimited)
PDF |
MHTML (web archive)

Excel
TIFF file

Word

The user can then close the review checklist and purchase order to go back to the
“Orders By Cardholder” report so that other orders can be reviewed. In the status field
of the “Orders By Cardholders” report, in addition to the All option there are two other
options (1) Reviewed and (2) Not Reviewed. See below:
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CAATS Reports (VRE Purchase Card Audit Monthly Orders By Card Holders)

Report Parameters |

Station:

Start Date: End Date: Status: Card Card

Number: Holder:

[210 %]+ [1wowznzz M e [10312022  |Ms [Reviewsd  +|
AN
Reviewad

1.

Mot Reviewed

Reviewed will list all purchase orders that are in “Reconciled Approved” status
that have had the annual review performed along with the percentage of total
purchase orders reviewed for the current fiscal year. The order number is
hyperlinked so users can view the orders.

CAATS Reports (VRE Purchase Card Audit Monthly Orders By Card Holders)

Report Parameters |

Station: Start Date: . End Date: . Status: ::‘Hrﬂb ) E'HT: .
[310 %]« |[iomizozz ™ [1o@ieozz |0 s | [Reviewed & "
M4 Jard 6l ¢ [ Jrnainea B @
Purchase Card Orders Reviewed - Monthly Review
I% of total purchase orders reviewed: A400.00% I
Order Mumber Card Holder Card Humber Total Price Order Date Approved Date Date Created Reconciled R iled  Rewvi d By Date Revi d
Date Approved
Date
310PY3000 TEST_Craster, OFM Crestor 352167 $2,000.00 10/26/2022 10/27/2022 10/27/2022 104272022 10/28/2022  OFM_Auditor 11/01/2022
TEST_Auditor
. . . . “ . ”
2. Not Reviewed will list all purchase orders that are in “Reconciled Approved

status that have not had the annual review performed along with the
percentage of total purchase orders not reviewed. The percentage is based on
the total number of orders in “Reconciled Approved” status input for the current
fiscal year. The hyperlink will allow the user to perform other reviews if needed.

CAATS Reports (VRE Purchase Card Audit Monthly Orders By Card Holders)

Report Parameters |

Station: Start Date: End Date: Status: Card Card
. g - - Mumber: Holder:
% [ooiotzo22 M [owEoz022 [ | [Not Reviewed v
4 4 1 Jez b H @ [ |Fnd|Nee B @
Purchase Card Orders Mot Reviewed - Monthly Review
% of total purchase orders not reviewed: 62.50%
Order Number Card Holder Card Number Total Price Order Date Approved Date Date Created Reconciled Reconciled
Date Approved
Date
310Ev2002 TEST_Creater, OFM Creator 352187 £250.00 09/08/2022 09/09/2022 09/09/2022 09/09/2022 09/11/2022
3102004 TEST_Creater, OFM Creator 352187 $1,000.00 09/08/2022 09/09%/2022 09/09/2022 09/12/2022 09/12/2022
310B%2005 TEST Creater, OFM Creator 352167 £750.00 09/08/2022 09/09/2022 09/09/2022 09/11/2022  09/12/2022
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3.8.4 VRE Purchase Card Audit — VRE Reports
There are 4 reports in the Purchase Card Audit Review — Report sub module. They are
as follows:

1. VRE Timeliness

2. VRE Not Completed

3. VRE Any Review Completed

4. VRE Focus Review

See below for description of each report.

3.8.4.1 — VRE Audit Reports — VRE Timeliness

The Timelines report is used to show whether the purchase card orders are being approved and
reconciled timely. Once the user selects the report the following screen will appear:

CAATS Reports (VRE Purchase Card Audit Timeliness)

| Report Parameters |

Station: StartDate: End Date: ;:r!:he 2 ::-Iillger'
(310 wlw | L 5

The report parameters are as follows:
Station: based on access [REQUIRED FIELD]
e Start Date: Fill in or select from calendar, format must be MM/DD/YYYY
[REQUIRED FIELD]
e End Date: Fill in or select from calendar, format must be MM/DD/YYYY
Card Number: Select from drop down
e Cardholder: Select from drop down

User will input the required data and the report will generate.
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CAATS Reports (VRE Purchase Card Audit Timeliness)

Report Parameters |

Station: Start Date: End Date: ;:‘an‘lh ﬁallg
- umber:  Holder:
* 09/01/2022 % [0930/2022 *
@ A Jor b b e [ |Fnditex Hr @
VRE Timeliness Report
Order Number Card Holder Card Number Total Price  Order Date  ApprovedDate  #of Daysto Date Created  Received Date  Reconciled Date  #ofDaysto  Reconciled  Reconciled # of Days
Approve Reconcile Date Approved  Reconciliation
Date Approval
310PV2002  TEST_Creater, OFM Creator 352167 5250.00 09/08/2022 09/09/2022 1 days 10 hours 09/09/2022 09/09/2022 09/09/2022 Odays 14 hours  09/09/2022  09/11/2022 2 days 2 hours
310PV2003 TEST Creater, OFM Creator 352167 (5100.00)  09/08/2022 09/05/2022 1 days 10 hours 09/08/2022 09/09/2022 09/09/2022 Odays 14 hours  09/09/2022  09/12/2022 2 days 22 hours
310PY2004  TEST_Crester, OFM Craator 352167 $1,000.00  09/08/2022 09/09/2022 1 days 10 hours 09/08/2022 09/09/2022 09/12/2022 3days 10 hours  09/12/2022  09/12/2022 0 days 2 hours
310PV2005 TEST_Creater, OFM Creator 352167 §750.00 09/08/2022 09/09/2022 1 days 12 hours 09/09/2022 09/11/2022 09/11/2022 Odays 18 hours  09/11/2022  09/12/2022 0 days 18 hours
0 TEST_Creater, OFM Creator 352167 $500.00 09/08/2022 09/08/2022 0 days 18 hours 08/09/2022 09/02/2022 09/11/2022 9days 18 hours  09/11/2022  09/12/2022 0 days 18 hours
310PV2000 TEST_Creater, OFM Creator 352167 $500.00 09/08/2022 09/08/2022 0 days 18 hours 09/09/2022 09/02/2022 09/11/2022 9days 18 hours  09/11/2022  09/12/2022 0 days 18 hours
310PV2006  TEST_Creater, OFM Creator 352167 $1,000.00  09/08/2022 09/09/2022 1 days 13 hours 09/09/2022 09/09/2022 09/09/2022 0days 14 hours  09/08/2022 nja Nj&

A hyperlink to the actual purchase order is provided in this report. This report can be exported
into a variety of formats as shown in the following screen print:

XML file with report data

CSV (comma delimited)

| eoF

MHTML (web archive)
Excel
TIFF file

Word

3.8.4.2 — VRE Audit Reports — VRE Not Completed

The VRE Purchase Card Review Not Completed will show all purchase card orders in any
status that have not had any review performed. Once the user selects the report the following
screen will appear:

CAATS Reports (VRE Purchase Card Audit No Review Done)

| Report Parameters |

jon: Start Date: End Date: Card Card
Zation: K Number: Holder:

(310 _w]x | [# | %

The report parameters are as follows:
e Station: based on access [REQUIRED FIELD]
e Start Date: Fill in or select from calendar, format must be MM/DD/YYYY
[REQUIRED FIELD]
e End Date: Fill in or select from calendar, format must be MM/DD/YYYY
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e Card Number: Select from drop down
e Cardholder: Select from drop down

User will input the required data and the report will generate.

CAATS Reports (VRE Purchase Card Audit No Review Done)

[ Report Parameters |
Station: Start Date: End Date: Card Card
(10 _wl+ [09012022 |4 [oo30moz2 |, Mumber Holder;
== =
Total Orders by VRE Purchase Cardholder - Review Not Completed
Order Number Card Holder Card Number Total Price Total Charge Vendor's Name Order Date
Amount
310PV2004 TEST_Creater, OFM Creator 352167 $1,000.00 51,000.00 Best Buy 09/08/2022
310PV2005 TEST Creater, OFM Creator 352167 5750.00 $750.00 Amazon 09/08/2022

Approved Date

09/09/2022
09/09/2022

Date Created

09/08/2022
09/08/2022

Reconciled Reconciled
Date Approved
Date

09/12/2022  09/12/2022
09/11/2022  09/12/2022

A hyperlink to the actual purchase order is provided in this report. This report can be exported

into a variety of formats as shown in the following screen print:

EE

XML file with report data

CsV (comma delimited)
| eoF

MHTML (web archive)
Excel
TIFF file

Word

3.8.4.3 — VRE Audit Reports — VRE Any Review Completed

The VRE Purchase Card Any Review Completed will show all purchase card orders in
any status that have had any review (annual, focus or monthly) performed. Once the

user selects the report the following screen will appear:

CAATS Reports (VRE Purchase Card Audit One Review)

| Report Parameters |

Station: Start Date: End Date: Card Card
D v« | | - | |~ - Mumber: Holder:
S
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The report parameters are as follows:
Station: based on access [REQUIRED FIELD]
Start Date: Fill in or select from calendar, format must be MM/DD/YYYY
[REQUIRED FIELD]
e End Date: Fill in or select from calendar, format must be MM/DD/YYYY
Card Number: Select from drop down
e Cardholder: Select from drop down

User will input the required data and the report will generate.

CAATS Reports (VRE Purchase Card Audit One Review)

Report Parameters

Station: Start Date: End Date:

310 v]x  [0901/2022  |¥w [09502022 Y
4 A4 [1 o1 b 0l @ [ |Fnd|Nex
Order Number Card Holder Card Number

310PV2002 TEST_Creater, OFM Creator 352167
310PV2003 TEST_Creater, OFM Creator 352167
310PV2000 TEST_Creater, OFM Creator 352167
310PV2000 TEST_Creater, OFM Creator 352167
310PV2006 TEST_Creater, OFM Creator 352167

Card Card

Number: Holder:
R

Total Orders by VRE Purchase Cardhelder - Any Review Completed

Total Price Total Charge Vendor's Name Order Date Approved Date
Amount
$250.00 $250.00 AirFarce Joss 09/08/2022 09/08/2022
{%100.00) ($100.00) wal Mart 09/08/2022 09/09/2022
$500.00 $200.00 Wal Mart 09/08/2022 09/08/2022
$500.00 $300.00 Wal Mart 09/08/2022 09/08/2022
$1,000.00 $1,000.00 Amazon 09/08/2022 09/09/2022

Date Created

09/09/2022
09/09/2022
09/09/2022
09/09/2022
09/09/2022

Reconciled
Date

09/09/2022
09/03/2022
09/11/2022
09/11/2022
09/09/2022

A hyperlink to the actual purchase order is provided in this report. This report can
into a variety of formats as shown in the following screen print:

e
g

L]

XML file with report data

C5V (comma delimited)

| PoF

MHTML (web archive)
Excel
TIFF file

Word

3.8.4.4 — VRE Audit Reports — VRE Focus Review Certification

Reconciled
Approved
Date

09/11/2022
09/12/2022
09/12/2022
09/12/2022
N/A

be exported

The VRE Purchase Card Focus Review Certification will allow users to view and print out the
Focus Review certification report. Once the user selects the report the following screen will

appear:
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Station: * Fun Report
- Time Period: * -

The report parameters are as follows:
e Station: based on access [REQUIRED FIELD]
e Time Period: Select from dropdown [REQUIRED FIELD]

User will input the required data and the report will generate.

VRE Focus Review Guide Report

Station: *
310 (= Time Period: * July 2022 - December 2022

Run Report

WAL Joba b b e [ rndivee H- &
VRE Purchase Card Focus Review Guide

Stafion 310 for
Time Period
July 2022 -
December
2022

A. |Training Yes | No | NJA
1 |Have the A/OPC, approving official, and cardholder completed the #*
required TMS and GSA initial and refresher training? (Refresher training
i due every 2 years)

2 |Are the VA Forms 0242 available and completed in the Charge Card
Portal?

3 |Are all the TMS and GSA Training Certificates of Completion on required
training available?

4 |Was the M24-4 Chapter 01 Purchase Card reviewed by the A/OPC, =
approving official and cardhelder?
Was the VA Financial Policy, Volume XVI, Chapters 1A and1B reviewed =
by the AJOPC, approving official and cardholder?

. | Proper Costing Yes | No | NJA
Does the cardhelder have the correct fund control point? N

Does the cardholder have the correct cost center?
Does the cardholder have the correct budget object code?
Were purchases vithin the single purchase and monthly limits?

vl fw|m|n]®

Timeli dard: Yes | No | N/A
Are the annual reviews and focus reviews being completed as required | =
and submitted timely?

2 [If the payment was disputed, was the dispute submitted within 30
calendar days?

3 |Are the cardholder and the AQ completing the recondiliation in a timely
manner?

This report can be exported into a variety of formats as shown in the following screen print:

XML file with report data
CSV (comma delimited)

| PDF |
MHTML {(web archive)

Excel
TIFF file

Word
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3.9 VRE Purchase Card —VRE Reports

There are 6 reports that are specific to the VRE Purchase Card module but are not
contained in the Reports module due to the sensitivity of the data. Anyone with access
to CAATS has access to the reports module to view all reports for their station(s).
These reports were put as a sub module to the VRE Purchase Card module to ensure
that purchase card information is only available to the cardholder, approving officials,
and the setup admin (AOPC).

3.9.1 VRE Reports - VRE Purchase Card Log
The VRE purchase card log will provide a listing of all purchase card orders by

purchase card number for a given period of time. Once the user selects that option, the
following screen will appear:

CAATS Reports (VRE Purchase Card Log)

‘ Report Parameters |

Station: Start Date: N End Date: n Card Number: Card Holder:
Al v]x  [oszezozz M. [1oze2022 s [an v [an v

The report parameters are as follows:

e Station: based on access [REQUIRED FIELD]
Start Date: Fill in or select from calendar, format must be MM/DD/YYYY
[REQUIRED FIELD]

e End Date: Fill in or select from calendar, format must be MM/DD/YYYY
[REQUIRED FIELD]

e Card Number: Select from drop down
Cardholder: Select from drop down

User will input the required data and the report will generate.

CAATS Reports (VRE Purchase Card Log)

[ Report Parameters |

Station: Start Date: . End Date: Card Number: Card Holder:
(A % 09/28/2022 %% [1028/2022 * (AN ~ | [An v
Run Report
| of ind | =t

Government VRE Purchase Card
Log

Card Holder: TEST_Creater, OFM Creator
Single Purchase Limit:  $3,500.00

Date Range: 09/28/2022 to 10/28/2022
Monthly Purchase Limit:  $3,500.00

Date | Reconciled Reconciled | Dateof | Received By[ Acct [ Socio Goal
Created Date | Approval Receipt Prop? | Purchase?
Date YN YN

or's Name| Requested | Approved By | Approval | Purchase Card
Date | Charge Date

Center

eor | 10272022 | 10272022 | 102772022 | 102772022 | 10282022 | 102772022 |Minnie

oo |0137000CC _ [4177 | 308000 1000 | 5200000 1000[  52000.00| Amazon (OFM Creator | OFM Approve
ve TEST_Crester | TEST_Approver| ouse
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All items hyperlinked can be selected and system will take the user back to the original
screen of input to display additional information regarding the transaction. This report
can be exported into a variety of formats as shown in the following screen.

([T Jetr b M @ [ Jendinec [&+] @
XML file with report data |
CSV (comma delimited) Government VRE Purchase Card
PDF
MHTML (web archive)
Card el Creater, OFM Creator Date Range: 09/28/2022 to 10/28/2022
Sing TIFF file 0o Monthly Purchase Limit: $3,500.00
Word

Select the format and the system will ask you to download.
Sample Report — Excel Format

Card Holder: TEST_Creater, OFM Creator
single Purchase Limit:  $3,500.00

Date Range: 09/28/2022 to 10/28/2022

Monthly Purchase Limit:  $3,500.00

monthly total must ot exceed your monthly purchase limit

st | Quantity | Total Price | Actual Quantity | Total Charge | Vendor's | Requested | Approved | Approval | Purchase Date | Reconci Ted [Reconcil led | Date of | Receiver d | Acct | Socio Goal
ggggg Received A e By By Date te 1| R op?

FCP

Date Date
VA | W2§2022 |suppliesfor  |DG7000CC A7 [308000 00 §200000] 0| 200000 Arnazon GFM Creator G Wz || Wz | iR | oz | ez | ez
v

3.9.2 VRE Reports — VRE Purchase Card Reconciled Items

The VRE Purchase Card Reconcile report will show a list of reconciled purchase card
orders and purchase card charges by station. This will be useful for the setup admin
(AOPC) and approving officials to ensure that orders are being reconciled in a timely
manner. Once the auditor selects that option, the following screen will appear:

CAATS Reports (VRE Purchase Card Reconciled)

| Report Parameters ‘

Station: End Date: card Number:
move [ | =

The report parameters are as follows:
e Station: based on access [REQUIRED FIELD]
e End Date: Fill in or select from calendar, format must be MM/DD/YYYY
[REQUIRED FIELD]
e Card Number: Select from drop down

User will input the required data and the report will generate.
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CAATS Reports (VRE Purchase Card Reconciled)

‘ Report Parameters ‘

Station: End Date: Card Number:

[Al v+ [1027/2022 | [352167 - TEST Creater, OFM Creator v |
{1 Jors b ¢ [ Jmndinex Be @
Station All Reconciled VRE Purchase Card Orders
Status Card Number DocumentID Total Amount Vendor Updated Date Created By Fund
Reconcile Approved 352167 310PV3000 $2,000.00 Amazon 10/28/2022 OFM Creator 0137NS
TEST_Creater
Line No. Fiscal Year Amount FCP Cost Center BOC
1 2023 $2,000.00 0137000CC 308000 77
Total: $2,000.00
Reconciled VRE Purchase Card Charges
Card Ref Number Total Amount  Vendor Purchase Date Fiscal Fund FCP Cost BOC
Number Date Created Year Center
Reconcile 352167  24638187156518068560152 $2,000.00 Amazon 10/27/2022  10/27/2022 2022 0137NS 0137000CC 308000 4177
Approved
Total: $2,000.00
10/26/2022 12:21:19 PM Page 1 of

All items hyperlinked can be selected and system will take the user back to the original
screen of input to display additional information regarding the transaction. This report
can be exported into a variety of formats as shown in the following screen.

XML file with report data

CSV (comma delimited) Government VRE Purchase Card
Log
PDF
MHTML (web archive)
Card e Creater, OFM Creator Date Range: 09/28/2022 to 10/28/2022
Sing e 00 Monthly Purchase Limit: $3,500.00
Word

Select the format and the system will ask you to download.

Sample Report — Excel Format

Station 310 Reconciled VRE Purchase Card Orders

Status Card Number Document ID Total Amount Vendor Updated Date Created By Fund
Reconcile Approved 4 352167 310PV3000 $2,000.00 Amazon 10/28/2022 OFM Creator 0137NS

Line No. Fiscal Year Amount FCP Cost Center BOC

1 " 2023 $2,000.00 0137000CC " 308000 7 a177
Total: $2,000.00
Reconciled VRE Purchase Card Charges
Status Card Ref Number Total Amount  Vendor Purchase Date Fiscal Year Fund FCP Cost BOC
Number Date Created Center

Reconcile " 352167 " 24638187156518068560152 $2,000.00 Amazon 10127/2022  10/27/20227 2022 0137NS  0137000CC " 308000 ” 4177

Total: $2,000.00

3.9.3 VRE Reports — VRE Purchase Card Unreconciled Iltems

The VRE Purchase Card Unreconciled report will show a list of unreconciled purchase
card orders and unreconciled purchase card charges by station. This will be useful for
the Setup Admin (AOPC) and approving officials to ensure that orders are being
reconciled in a timely manner. Once the user selects that option, the following screen
will appear:
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CAATS Reports (VRE Purchase Card Unreconciled)

| Report Parameters

Station: End Date:

[310 ~|=

Run Report

Card Number:
[ Al

The report parameters are as follows:

e Station: based on access [REQUIRED FIELD]

e End Date: Fill in or select from calendar, format must be MM/DD/YYYY

[REQUIRED FIELD]
e Card Number: Select from drop down

User will input the required data and the report will generate.

CAATS Reports (VRE Purchase Card Unreconciled)

[ Report Paramaters |

Created By
OFM Creator

TEST_Creater

Station: End Date: _ Card Number:

[310 ~ = 3 [An ~|

Run Report

{ 41 of1 b bl @ find | Next b« G
Station 310 Unreconciled VRE Purchase Card Orders

Status Card Number Document D  Total Amount Vendor Updated Date

Approved 352167 310PV2001 $1,00000  Garrett Car Services 09/09/2022
Line No. Fiscal Year Amount FCP Cost Center
1 2022 $1,000.00 0137000CC 308000
Total: §1,000.00
Unrecenciled VRE Purchase Card Charges
Status Card Card Holder Name Ref Number Total Amount  Vendor
Number

Unreconciled 352167 OFM Creator TEST Creater ~ 246381871568518068560558 $1,00000 Garrett Car

Unreconciled 352167 ‘OFM Creator TEST_Creater ~ 24638187156518088560159 (81,000.00) Amazon

Unreconciled 352167 OFM Creator TEST Creater ~ 246381871565180568560150 $30000 WalMart

Unreconciled 352167 ‘OFM Creator TEST_Creater 463818715651 151 $100.00  WalMart
Total: $400.00

BOC
4109

Purchase
Date

09/08/2022
09/09/2022
10/27/2022
10127/2022

Fund
0137NS
Date Fiscal Fund FCP Cost
Created Year Center
09/09/2022 2022 0137NS  0137000CC 308000
09/09/2022 2022 0137NS 0137000CC 308000
10/27/2022 2022 0137NS 0137000CC 308000
10/27/2022 2022 0137NS  0137000CC 308000

BOC

477
477
4177
4177

All items hyperlinked can be selected and system will take the user back to the original
screen of input to display additional information regarding the transaction. This report
can be exported into a variety of formats as shown in the following screen.

& 4 [T Jora b b ¢ [ |rndinex [B-| G

XML file with report data

CSV (comma delimited)
PDF

MHTML (web archive)
Excel

Government VRE Purchase Card

Card
Sing TIFF file 00

Creater, OFM Creator

Date Range:

Monthly Purchase Limit:

09/28/2022 to 10/28/2022

$3,500.00

Word

Select the format and the system will ask you to download.
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Station "310

Status
Approved

Card Number  Document ID
352167 310PV2001
Line No. Fiscal Year

1 T 2022

Total:

Sample Report — Excel Format

Unreconciled VRE Purchase Card Orders

Fund
0137NS

Created By
OFM Creator
BOC
4109

Total Amount Vendor
$1,00000  Garreft Car Services
Amount FCP
$1,000.00 0137000CC

Updated Date
09/09/2022
Cost Center
308000

$1,000.00

Unreconciled VRE Purchase Card Charges

Purchase Date  Fiscal Year Fund FCP Cost BOC

Status

Card
Number

Card Holder Name

Ref Number

Total Amount  Vendor

Date

Created

Center

Unreconciled " 352167 OFM Creator TEST_Creater ” 24638187156518068560558 $1,000.00 Garrett Car 09/08/2022  09/09/2022 " 2022 0137NS  0137000CC " 308000 " 4177
Unreconciled " 352167 OFM Creator TEST_Creater " 24638187156518068560159 ($1,000.00) Amazon 09/09/2022  09/09/2022 " 2022 0137NS  0137000CC " 308000 " 4177
Unreconciled " 352167 OFM Creator TEST_Creater " 24638187156518068560150 $300.00 WallMart 10/27/2022  10/27/2022 7 2022 0137NS  0137000CC " 308000 " 4177
Unreconciled " 352167 OFM Creator TEST_Creater ” 24638187156518068560151 $100.00 WalMart 10/27/2022  10/27/2022 7 2022 0137NS  0137000CC " 308000 " 4177

Total: $400.00

Note: The VRE Purchase Card Unreconciled Report can be used to determine the
amount of the month end accruals. The monthly accruals will be generated the third
business day prior to the end of the month and based on the approved unreconciled
purchase orders not including the purchase orders used as payment mechanism. An
email notification on the fifth day prior to the end of the month will be sent to the
purchase cardholder and approving official informing about unreconciled purchase card
orders that could result in an accrual. To view the purchase card accruals, see the
Accruals —Purchase Card module/submodule.

3.9.4 VRE Reports — VRE Purchase Accrual Report

The VRE Purchase Card Accrual report will show the purchase card orders detail that
pertain to each accrual transaction created by the system. Once the auditor selects that
option, the following screen will appear:

CAATS Reports (VRE Purchase Card Accrual)

| Report Parameters |

Station: Month: Year: End Date:
. || ~] [ ~] 7

The report parameters are as follows:

Station: based on access [REQUIRED FIELD]

Month: Select from drop down

Year: Select from drop down

End Date: Fill in or select from calendar, format must be MM/DD/YYYY
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User will input the required data and the report will generate.

CAATS Reports (VRE Purchase Card Accrual)

| Report Parameters |

Station: Month: Year: End Date:
310 v |* September v 2022 v
G Jetr b b @ [ rndines -
Station 310 VRE Purchase Card Accrual September 2022
Report -
Document ID Total Amount of Accrual
3102CRC0802 $1,000.00
Purchase Card Order Total Amount of Order Fund
310PV2001 $1,000.00 0137NS
Line Amount Fiscal Year FCP Cost Center BOC
1 $1,000.00 2022 0137000CC 308000 4109
Document ID Total Amount of Accrual
3102CRC0900 $1,750.00
Purchase Card Crder Total Amount of Order Fund
310PV2001 $1,000.00 0137NS
Line Amount Fiscal Year FCP Cost Center BOC
1 $1,000.00 2022 0137000CC 308000 4109

A hyperlink to the actual accrual transaction is provided in this report. This report can be
exported into a variety of formats as shown in the following screen print:

A0 Jerr s M@ [ Jendinec [&+] @

XML file with report data

CSV (comma delimited) Government VRE Purchase Card

PDF

MHTML (web archive)
Card el Creater, OFM Creator Date Range: 09/28/2022 to 10/28/2022
|; TIFF file 00 Monthly Purchase Limit: $3,500.00

Word

Select the format and the system will ask you to download.

Sample Report — Excel Format
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Station 310 VRE Purchase Card Accrual September 2022

Document ID Total Amount of Accrual

3102CRC0902 $1,000.00
Purchase Card Order Total Amount of Order
310PV2001 $1,000.00
Line Amount Fiscal Year FCP
1 $1,000.00 2022 0137000CC

Document ID Total Amount of Accrual

3102CRC0900 $1,750.00
Purchase Card Order Total Amount of Order
310PV2001 $1,000 00
Line Amount Fiscal Year FCP
1 $1,000.00 2022 0137000CC

Purchase Card Order Total Amount of Order

310PV2005 $750.00
Line Amount Fiscal Year FCP
1 $750.00 2022 0137000CC

r

r

r

Fund
0137NS
Cost Center
308000

Fund
0137NS
Cost Center
308000

Fund
0137NS
Cost Center
308000

r

BOC
4109

BOC

4109

BOC
4109

3.9.5 VRE Reports — VRE Purchase Card Charges Over 15 Days

The VRE Purchase Card Charges over 25 Days report will show a detail list of
unreconciled purchase card charges that are over 25 days old. Once the auditor

selects that option, the following screen will appear:

CAATS Reports (VRE Purchase Card Unreconciled Charges Overdue)

Report Parameters

Station: Start Date: End Date:

310" <]

The report parameters are as follows:

e Station: based on access [REQUIRED FIELD]
e Start Date: Fill in or select from calendar, format must be MM/DD/YYYY

REQUIRED FIELD]

e End Date: Fill in or select from calendar, format must be MM/DD/YYYY

REQUIRED FIELD]

User will input the required data and the report will generate.
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CAATS Reports (VRE Purchase Card Unreconciled Charges Overdue)

Report Parameters ‘

Station: Start Date: End Date:
[310 v |%  [oso12022 [ s [10092022 [Tk
4 ofl P il -] :Fnc | Next 1‘,,' +
Station 310 VRE Purchase Card Charges Over 25 Days
Status Card Total Amount  Vendor Purchase Fiscal Fund FCP Cost BOC
Number Date Year Center
Unreconciled 352167 $1,00000  GareEar 09/08/2022 2022 013INS  0137000CC 308000 4177
Unreconciled 352167 (61,000.00)  Amazon 09/09/2022 2022 0137NS  0137000CC 308000 4177
10426/2022 12:43:49 PM Page 10f 1

This report can be exported into a variety of formats as shown in the following screen.

XML file with report data

CSV (comma delimited) Government VRE Purchase Card

PDF

Date Range: 09/28/2022 to 10/28/2022

MHTML (web archive)
Card — Creater, OFM Creator
Sing 00 Monthly Purchase Limit: $3,500.00

TIFF file

Word

Select the format and the system will ask you to download.

Sample Report — Excel Format

Station 310 VRE Purchase Card Charges Over 25 Days
Status Card Total Amount  Vendor Purchase Fiscal Fund FCP Cost BOC
Number Date Year Center
Unreconciled 352167 $1,00000  Garedfar 0910812022 2022 0137NS  0137000CC 308000 4177
Unreconciled 352167 (§1,000.00)  Amazon 09/09/2022 2022 0137NS  0137000CC 308000 4177

10/26/2022 12:45:45 PM Page 1 of 1

3.9.6 VRE Reports — VRE Socioeconomic Goals

The VRE Purchase Socioeconomic Goals report will show all the purchase card
transactions that reference one of the socioeconomic vendors. Once the auditor
selects that option, the following screen will appear:
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CAATS Reports (VRE Purchase Card Socioeconomic Goals)

Report Parameters |

Station: Start Date: End Date: Status: Card Number:

Socioeconomic Goal:

349 vx | |2 [P Y] ~] [an

~ | [Al

The report parameters are as follows:

e Station: based on access [REQUIRED FIELD]

e Start Date: Fill in or select from calendar, format must be
MM/DD/YYYY[REQUIRED FIELD]

e End Date: Fill in or select from calendar, format must be
MM/DD/YYYY[REQUIRED FIELD]

e Status: Select from drop down

Card Number: Select from drop down

Socioeconomic Goal: Select from drop down

User will input the required data and the report

CAATS Reports (VRE Purchase Card Socioeconomic Goals)

will generate.

Report Parameters

Station: Start Date: End Date: Status: Card Number: i ic Goal:
[349 v]+  [osi01/2022 [« [09r30r2022 [ % [An v (Al ~| [An v
{41 Jofr b b @ [ |Findinext . @
Station 349 VRE Purchase Card Socioeconomic Goals
Status Card Number DocumentID Total Amount  Vendor Created Date  Created By Fund Socioeconomic Goal:

Reconcile Approved 121215 349PV2000 $3,600.00 Framing Shop

Total: $3,600.00

10/28/2022 2:47.02 PM Page 1 of 1

08/24/2022

OFM Creator  0137NS  Women-Owned Small
TEST_Creater Business (WOSB)

This report can be exported into a variety of formats as shown in the following screen.

2 &

XML file with report data

CSV (comma delimited)

i 4 Dfl | & l:lﬁn-:\ﬁlext

PDF

Government VRE Purchase Card
Log

MHTML (web archive)
Excel
TIFF file

Card
Sing

09/28/2022 to 10/28/2022
$3,500.00

Creater, OFM Creator
0o

Date Range:

Monthly Purchase Limit:

Word

Select the format and the system will ask you to download.
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Sample Report — Excel Format

Station 349 VRE Purchase Card Socioeconomic Goals
Status Card Number Document ID Total Amount  Vendor Created Date Created By Fund Socioeconomic Goal:
Reconcile Approved r 121215 349PV2000 $3,600.00 Framing Shop 08/24/2022 OFM Creator  0137NS  Women-Owned Small
TEST_Creater Business (WQOSB)
Total: $3,600.00

4. Purchase Card Accrual — Accrual Module

This module/sub-module of the system will allow managing and entering manual
purchase card accruals. Accruals will be automatically generated for VRE purchase
card orders that are in approved/and or partially approved status on 3 business day
from the end of the month. User will need to be assigned the initiator and approver role
for this module.

4.1 Purchase Card — Purchase Cardholder

To access the module, the user will go to the following module/submodule: Accrual =
Purchase Cards

Accrual =
Payroll

Purchase Cards

The following Accrual desktop will appear.

Accrual Purchase Card Transactions

Station:  Status: Document ID:  Created By: -
Submit
310 |~ All Active - All -

| Add Document | Export Format: | Export |

Accrual Purchase Card Transactions

Status Document ID | Created By Created Submitted By  Submitted Reviewed By Reviewed Items  Total Updated
- CAATS ar CAATS i1a/ CAATS 19/ rtar
Approved 3102CRC0902 System 09/18/2022 System 05/19/2022 System 09/19/2022 1 $1,000.00 09/19/2022

Select View to review the transactions for accuracy.
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VRE Purchase Card

SV Transaction

Station: 310 Status: Approved  Action:

Header
Document Number: 3102CRC0302

Fund: 0137NS - Readj. Bene.-Credit Card (VBA)
Goods/Services: Mot Received
Header Total: $1,000.00

Associated Purchase Card Orders:

310PV2001 - VRE Purchase Card

Remaining Balance Report

Line Items
Total: $1,000.00 Header Total: 51,000.00 Difference: $0.00

Add New Line

Line 01

Budget Fiscal Year: 2022

Cost Center: 308000 Voc Rehab&Counsel Ser

BOC: 4109 CH 31 SUPPLIES

ACC/FCP: 0137000CC - VBA Readjust Bene Credit Card
Amount: $1,000.00 Increase Decrease

Total Lines: 1

Attachments
Add Attachment

Notes

There will be a link to all the transactions that make up the total amount of the accrual.
If any adjustments are needed, then the user can create a new transaction by going
back to the desktop screen and select the ADD DOCUMENT button the following
screen will appear.
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VRE Purchase Card

SV Transaction

Station: 310 Status: Working MN/A Action:

Header

Document Number:

Fund: v | &

Goods/Services: *

\_J) Received

O Not Received

Header Total: | -

Save || Cancel

Remaining_Balance Report

Line Ttems
Total: $0.00 Header Total: 50.00 Difference: $0.00

Total Lines: 0

Attachments

Notes

Transaction Status History

Transaction Status History Data

Action | Status = Document Number = Action By = Action Date

Mo data to display

The employee selects information from the drop downs or fill ins for the following fields in the Header:

e Fund — Limit to list. Select 0137NS [REQUIRED FIELD]
e (Goods/Services: Select received or not received [REQUIRED FIELD]
e Header Total — Fill In [REQUIRED FIELD]

The following fields are either pre-populated or will populate based on other selections:

o Station - Pre-populated value that cannot be modified by user
o Document Number — Will populate once header is saved

Once the header is completed, select the SAVE or CANCEL button.

The ADD NEW LINE button appears, select the button to add a new line. The employee has
the ability to add multiple line items to the transaction.
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Line Ttems

Total: $0.00 Header Total: $500.00 Difference: s500.00

Line 01

Budget Fiscal Year: *

Cost Center: | bl | *

BOC: | v |
ACC/FCP: | other v
Description: : *

Amount: | | ® 1ncrease U Decrease *

| Save || Save And Finish || Cancel |

Total Lines: 1

The employee selects information from the drop downs or fill ins for the following fields in the

Line:

e Budget Fiscal Year — Limit to list (Defaults to current fiscal year) [REQUIRED

FIELD]
e Cost Center — Limit to list. Select 308000 [REQUIRED FIELD]
e BOC - Limit to list [REQUIRED FIELD]

e ACC/FCP — Choose from list or select “Other” and fill in. Select 0137000CC

[REQUIRED FIELD]
e Amount — Fill in [REQUIRED FIELD]
e Increase/Decrease toggle — Select one
o Increase- if the amount of the accruals need to be increased.

o Decrease- if you need to decrease the original amount of the accrual

Once the line is completed, select the SAVE, SAVE AND FINISH or CANCEL button.

o Save: Line item will be saved. The total amount is computed and displayed

on the line. The user can proceed to add additional lines, notes or

attachments as needed. The accrual transaction will remain in "Working"
status.

Save and Finish: Saves the line and submits the purchase Card order for
approval. The purchase Card order status changes from "Working" to "In
Review." The user will no longer have access to the transaction unless
he/she is assigned the approver role. Note: The transaction will not allow the
user to save and finish if the header total does not equal the line-item total(s).

o Cancel: Data is not saved. The transaction will remain in "Working" status.

The user will then go to the action to select either Exit, Submit, or Delete
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VRE Purchase Card

SV Transaction

Station: 310 Status: Working Action:

Submit
Header Delete
Document Number: 3103CRC1000
Fund: 0137NS - Readj. Bene.-Credit Card (VBA)
Goods/Services: Received
Header Total: $500.00
Edit

o Exit: The user will exit the document. The document will remain in its current
status.

e Submit: The document will close, and the status will change from to "In Review.”
The initiator can take no further action on this purchase card order. An email will
be sent to the Approving Official that a Purchase card order is ready for review.

e Delete: The purchase card accrual status will update to “Deleted”. The
transaction will still be visible if the user queries the desktop by all or deleted item
status. The purchase card accrual can be viewed, but no other action may be
taken on a deleted document.

4.2 Purchase Card Accrual — Approving Official

The approving official will receive an email notification that a purchase card accrual

transaction is ready for approval.
Test Environment: CAATS VRE Purchase Card Accrual : Station 310 : Notification:64414

Repl %) Reply All | —> Forward
caatssystem@va.gov 3 Reply | € Reply
To © Garrett, Alice, VBAVACO; © Aguilar, Patrick A.: ) TEST.PPSNATMGR@tpm.va.gov: ) TEST.PPSNATSA@tpm.va.gov: ) TEST_VHICO002 @tpm.va.gov Tue 08/30/2022 4:10 P

"he following item has been submitted for approver review:
Module: Accrual

Type:  Purchase Card

Station: 310

Document ID: 310CRC1000

Line Count: 1

Total Amount: (500.00) The approval will have the

Lnkto T b ability to use the link to sign

Hnete ransacion into CAATS and approve the
transaction.

The purchase Card accrual is also listed on the Approving Officials dashboard.
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Accrual Purchase Card Transactions

Station:  Status: Document ID:  Created By:
Submit
310~ All Active - All h

Export Format:

Accrual Purchase Card Transactions

Status Document ID | Created By Created Submitted By Submitted Reviewed By | Reviewed Items | Total Updated
- ’ - OFM Creator e OFM Creator a1 econ o s
In Review 2103CRC1000 TEST Creater 10/31/2022 TEST Creater 10/21/2022 1| ($500.00) 10/21/2022

The Approving Official will select the view button to review and approve the purchase
card accrual. The following screen will be displayed.

VRE Purchase Card

SV Transaction

Station: 310 Status: In Review Action:

Header
Document Mumber: 3103CRC1000

Fund: 0137NS - Readj. Bene.-Credit Card (VBA)
Goods fServices: Received
Header Total: £500.00

Remaining_Balance Report

Line Items
Total: §500.00 Header Total: $500.00 Difference: $0.00

Add New Line

Line 01

Budget Fiscal Year: 2023

Cost Center: 308000 Voc Rehab&Counsel Ser

BOC: 4177 CH 321 - NON-SUBSISTENCE
ACC/FCP: 0137000CC - VBA Readjust Bene Cradit Card
Amount: ($500.00)  Increase  Decrease

Total Lines: 1

Attachments

Add Attachment
MNotes

Transaction Status History

Transaction Status History Data

Action Status Document Number | Action By Action Date

Once the Approving Official have reviewed the document, the user will go to the Action
tab where they will have the option of Exit, Reject or Approve, then select Go.
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VRE Purchase Card

SV Transaction

Station: 310 Status: In Review Action:| Exit ~ || Go |
Approve
Header Reject
Document Number: 2102CRC1000
Fund: 0137NS - Readj. Bene.-Credit Card (VBA)
Goods/Services: Received
Header Total: £500.00
e Exit: The user will exit the document. The document will remain in its current
status.

e Approve: The document will close, and the status will change from “In Review’
to "Approved.”

e Reject: The approver will get a reason box that is required for the approver to
explain the why rejecting the document. The status of the purchase card order
will update to "Returned to Station.” The initiator can modify the purchase card
accrual and resubmit or delete the purchase card accrual.

All Approved transactions will be sent to FMS daily. The status will be update to
“Submitted to FMS”. The next day, CAATS receives FMS accepted and rejected
reports to update the status of all transactions that were sent to FMS.

= Accepted in FMS — The item has been accepted in FMS
» Rejected in FMS — The item has been rejected in FMS and will need to be
corrected in FMS.
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5. Appendices

5.1.CAATS Access Form

VA Form 8824H — CAATS Employee Access Card order Form
(For Support Services Division and Vocational, Readiness and Employment)

Section 1:
1. ACTION REQUESTED (Check only one)

EECHEATE WEW CUSTOMER | MODIFY EXISTING CUSTOMER DELETE EXISTING CUSTOMER

e The Regional Office (RO) must select one of the following.

o “Create New Customer” — the user has never had access to CAATS

o “Modify Existing Customer” — the user is adding / removing CAATS modules /
roles

o “Delete Existing Customer” — deleting all modules / roles for the user

Section 2:

2. CUSTOMER INFORMATION
A, FULL MAME (Last Name, Firsr Name, Middie Inigal) B. CAATS USER ID {Email dddress)

C. TELEPHONE NUMBER (Ficiude drea Code) |D. FACILITY (STATION) NUMBER/SUFFIX | E. MAIL ROUTING SYMBOL OR STOP CODE

F. JOBTITLE G. DEPARTMENT DESIGNATION

H. COMMENTS

e A. Full Name
o Required field. Reject form if blank. RO must submit a new form. An e-mail will not
suffice.
e B.CAATS UserID
o Required field. Reject form if blank. RO must submit a new form. An e-mail will not
suffice.
o Continue to process if there is a typo but verify the employee’s e-mail in Outlook.
e (. Telephone Number
o Required field. If blank, RO can e-mail us correct telephone number.
e D. Facility (Station) Number / Suffix
o Required field. If blank, RO can e-mail us correct station number.
e E. Mail Routing Symbol or Stop Code
o Preferred; however, continue to process if blank.
e F.JobTitle
o Preferred; however, continue to process if blank.
e G. Department Designation
o Preferred; however, continue to process if blank.
e H.Comments
o Preferred; however, continue to process if blank.
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Section A:
SECTION A (For all modnules except Purchase Card)
MODULES [List Module Name from
STATION ACCESS NEEDED CAATS, use Section B ROLE
(List all stafions you need for Purchase Card) (Imitintor, Approver, Finance Approver, Initiator4pprover or Read Only)
acress fp i CAATE) (List which modules you need (NOTE: For Iniiator/Approver for Payment Module Reguires a Waiver)
access fa m CA4TS)
™ 1ni - Fnance [ hitiatod [ _
itiator |_|A|:-|::rmle l_ﬁ.pp'l:-u'er Approver Read Only

e The RO must input a station number and module and select a role for Finance Modules.

Accrual = Purchase Card

e Need access to this module to access the accrual transactions
e You cannot give an employee the initiator and approver role

Roles

Initiator — Inputs / creates the document

e Approver — Approves the document
e Finance Approver — Second level approver ensuring accounting information is
correct
e |Initiator / Approver — Create and approve documents
Read Only — View only, no input capability
Section B:

SECTION B (Fer Purchase Card module only)

STATION ACCESS NEEDED OF PURCHASE

(List all stations you need CARD NUMBER pravel :
aceess to in CAATS) {Purchase Card (NOTE: ::Jmmg“f nr:; not be an .d.lnprme'r and
Module Only) erup Admin for the same station)

LAST SIX DIGITS ROLE

(ITmitiasor, Approver Finance Approver, Semp Admin, Auditor or Reporis)

|_I"itabc-' |_Ap|::rcme' |_|Fi"ance Approver JRepons Cnly |_5et..pﬁ.drnin J.ﬂ.ucibo'

Leave blank not needed for VRE Local Contact Process

VRE Purchase Card Module

¢ An initiator cannot be the approver of his own card.

e An approver can be a setup admin.

« Approver and finance approver are separate functions and need
to be perform by separate employees.
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Section 3:

3. SIGNATURES

APPROVING OFFICIAL AND TITLE DATE
50 CONCURRENCE DATE
CAATS DIVISION AFPROVAL DATE
VBA CO ADPC LEVEL 2 APPROVAL (Purchaze Card setup ddmin Role only) DATE

e The RO must include the signature for the approving official along with date and

submit to ALAC.

e For the setup admin role, need signature from the Level 2 AOPC

Access Form Location

¢ ROs need to submit access forms (8824H) to VBAALAC _CAATSTEAM.

Version 1
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5.2 Appendix B - VRE Purchase Card Checklist
5.2.1 Checklist from VBA Purchase Card Policy

Below is the VBA Purchase Card Checklist from the Purchase card policies

VBA - Purchase Card Checklist

The purchase card acquisition checklist is provided as a tool to assist in the transaction
process. Cardholders are required to complete a checklist for every single micro-
purchase $10,000 and below (For VR&E cardholder, the current threshold is $3,500).
Items 1 — 11 on the checklist must be completed prior to the transactions being placed,
and items 12 — 13 are to be completed during the reconciliation process (only for VR&E
cardholders). The checklist must be completed and verified no later than 10 business
days immediately after the billing cycle. The completed and signed checklist must be
maintained in the purchase card reconciliation file.

Number Item Check
1 Are funds available for the purchase? Not applicable (N/A) ~ - -
for VR&E Veteran Purchases. ~Yes ("No (N/A
2 Has an approving official (AO) authorized/approved this

purchase prior to making the purchase?
For VR&E, each cardholder should have a signed AO Pre- " Yes No " N/A
Approval Blanket Memorandum on file for the current fiscal
year.

3 In accordance with the Federal Acquisition Regulation
(FAR), have the required sources of supply or services
been checked prior to ordering on the open market? Is ©Yes N © N/A
the Veterans First Program being considered? (e.g. " LoNoe
AbilityOne, GSA schedule, GSA Advantage,
socioeconomic vendors, etc.)

4 Have you verified with the vendor that the payment
processor is not a third-party payer, such as, PayPal,
Ecount, eMoney, etc.?

Third party payer is permitted for Loan Guaranty Service’s “Yes ' No ©N/A
Specially Adapted Housing compliance inspection payment
if both the third-party payer’s and the payee’s names are
identified on the cardholder’s credit card statement.

5 Have you informed the vendor that charges are tax-
exempt? (Unless government purchasing is not tax-exempt CYes N © N/A
in your state.) Sales taxes are allowed on VR&E ‘ CoNe o

purchases.

6 If you have multiple cards, are you verifying that you are
using the appropriate purchase card? Example: For supply T Yes (" No © N/A
purchases, the 2620 BOC card will be used.

7 Have you verified with the vendor that the order total, oy N  N/A
shipping charges (destination or origin), etc. are accurate? " Yes ("No "N/
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Have you asked the vendor if there are any discounts
associated with the purchase? (Prompt Payment Act)

" Yes

" No

T N/A

Have you entered the purchase card order on the buying
log?

" Yes

" No

T N/A

Did you verify that the purchase has not been split to avoid
competition?

" Yes

" No

" N/A

Did you verify that the purchase has not been split to
circumvent the micro-purchase threshold for a single
purchase?

" Yes

T N/A

AFTER THE ORDER IS PLACED

12 — 13 are only applicable for VR&E purchase cardholders
Number Item Check
12 Are the appropriate receipts records, packing slips, cash
register slip, sales slip, invoice, etc. for this purchase on T Yes ( No ( N/A
file?
13 If order total is incorrect, have you disputed the charge .
and followed up on the overage and credit? (Yes (CNo CN/A

A copy of this checklist will be maintained in the purchase card file folder with the other
supporting documents.
The submitter of this document confirms the information provided in the checklist above
has been completed accurately.

Name (Typed):

Signature:

5.2.2 Checklist in CAATS
Below is the checklist that is in CAATS.
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Number

Item

Are funds available for the purchase? Not applicable (N/A) for
VR&E Veteran Purchases.

" Yes

C No

T N/A

Has an approving official (A0) authorized/approved this purchase
prior to making the purchase?

For VR&E, each cardholder should have a signed AO Pre-Approval
Blanket Memarandum on file for the current fiscal year.

 Yes

C No

T N/A

In accordance with the Federal Acquisition Regulation (FAR),
have the required sources of supply or services been checked
prior to ordering on the open market? I the Veterans First
Program being considered? (e.g, AbilityOne, GSA schedule,
GSA Advantage, socloeconomic vendors, etc.)

 Yes

€ No

© N/A

Have you verified with the vendor that the payment processor is
not a third-party payer, such as, PayPal, Ecount, ellaney, etc.?

Third party payer is permitted for Loan Guaranty Service's
Specially Adapted Housing compliance inspection payment if both
the third-party payer's and the payee's names are identified on

the cardholder's credit card statement.

 Yes

 No

C N/A

Have you informed the vendor that charges are tax-exempt?
(Unlass government purchasing is not tax-exempt in your state.)
Sales taxes are allowed on VREE purchases.

 Yes

C No

T N/A

If you have multiple cards, are you verifying that you are using the
appropriate purchase card? Example: For supply purchases, the
2620 BOC card will be used.

" Yes

C No

C NJA

Have you verified with the vendor that the order total, shipping
charges (destination or origin), etc. are accurate?

 Yes

€ No

T N/A

Have you asked the vendor if there are any discounts associated
with the purchase? (Prompt Payment Act)

" Yes

C No

C N/A

Have you entered the purchase card order on the buying log?

 Yes

C No

C N/A

Did you verify that the purchase has not been split to avoid

competition?

" Yes

C No

C N/A

Did you verify that the purchase has not been split to circumvent
the micro-purchase threshold for a single purchase?

" Yes

C No

T N/A

Question # 2 is grayed out
at the time of initial input

#9 s grayed out.
System will populate the
answer

These questions will be displayed at the time of reconciliation.

Item

I AFTER THE ORDER IS PLACED <

12 =13 are only applicable for VR&E purchase cardholders

Check

Questions 12 and 13 will display

at the time of reconciliations

12 Are the appropriate receipts records, packing slips, cash
o
register slip, sales slip, invoice, etc. for this purchase on file? Yes ' No C N/A
13 If order total is incorrect, have you disputed the charge and
o
followed up on the overage and credit? Yes CNo C NJA
Version 1
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5.3 VRE Purchase Card Audit Review

| YES NO  NA
A. TRAINING STANDARDS
Have the A/OPC, approving official, and cardholder
1 | completed the required TMS and GSA initial and refresher training?
(Refresher training is due every 2 years)
> Are the VA Forms 0242 available and completed in the Charge Card
Portal?
3 Are all the TMS and GSA Training Certificates of Completion on
required training available?
4 Was the M24-4 Chapter 01 Purchase Card reviewed by the A/OPC,
approving official and cardholder?
5 Was the VA Financial Policy, Volume XVI, Chapters 1A and1B
reviewed by the A/OPC, approving official and cardholder?
B. PROPER COSTING
[ 1 | Does the cardholder have the correct fund control point? |
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2 Does the cardholder have the correct cost center?

3 Does the cardholder have the correct budget object code?

4 Were purchases within the single purchase and monthly
limits?

C. TIMELINESS STANDARDS

Are the annual reviews and focus reviews being completed as

! required and submitted timely?

) If the payment was disputed, was the dispute submitted within 30
calendar days?

3 Are the cardholder and the AO completing the reconciliation in a

timely manner?
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- YES NO N/A

D. CAATS PROCESSING

Did the cardholder reconcile within 15 days of receipt of CAATS e-
mail notification of unreconciled purchase card charges?

Did the approving official reconcile/certify within 10 days of receipt

2 of the CAATS e-mail notification of cardholder charge?

3 s the purchase transaction noted on the CAATS-generated supply
log?

4 Are all documents, including receipts, sales slips, invoices, etc.,

attached to the CAATS purchase order?

E. VERIFICATION THAT PURCHASES ARE WITHIN REGULATIONS
Were taxes accounted for on the purchase where the VA is
considered a third-party?

Was the purchase on behalf of a Veteran and/or valid VR&E
participant only?

Are back-up documents available to support the transaction?

3 (receipts, purchase card acquisition checklist, invoices,
supply/purchase card log, etc.)

4 | Was the order split to stay within dollar limits (fragmented/split)?
Was receipt of goods and services verified with the Veteran (e.g.
5 signature on receiving report, receipt, invoice or e-mail from the
Veteran, or VA Form 28-1905r, etc.) prior to reconciliation?

F. ADMINISTRATIVE AND RECORD KEEPING

Is the VBA organization’s A/OPC using the U.S. Bank Access
Online System?

Is the cardholder inquiring about prompt-pay discounts with the
vendor?

3 Is there documentation supporting a valid need for the purchase?
Is there a blanket AO pre-approval memorandum available which
provides the written approval to make purchases for services,
supplies, and / or equipment for a rehabilitation plan for the fiscal
year?

Is the Charge Card Portal being used and does the

5 A/OPC have access to the cardholders under their

purview?
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5.4 Frequently Ask Questions (FAQ)

1.

How do | gain access to the purchase card module and or accrual-
purchase card module in CAATS?

Answer: You will need to fill out an Access form, see Appendix 5.1.

| have been given access to the purchase card module as an initiator.
However, | can’t input in anything.

Answer: Your card has not been established by the setup admin (AOPC) in
CAATS yet. Contact the AOPC (setup admin) to let them know so that they
can complete that task.

| have been given access to the purchase card module as an approver. |
am receiving email notifications for cards that | am not the approver for.
What do | need to do?

Please notify the CAATS administrators. Either the incorrect access was
given upon setup, or all card access was given because no cards where
setup at the time user was given access to the purchase card module. The
CAATS administrators will be able to tell which of these are correct.

|l input a purchase order. However, my supervisor does not see the
document to approve. What is the problem?

Answer: First, the user should check the status of the document. If the
status is “Working”, then the purchase cardholder (initiator) has to actually
submit it for approval. To submit a document for approval, the purchase
cardholder (initiator) has to select “Submit” in the Action field at the top of the
document and select “Go”. That will put the document into “In Review” status
and will allow the approving official to see the document.

Second, if the status of the document is “In Review”, then the approver might
not have access to that card. Check with ALAC to ensure that that approver
in question has access to that card.

| input a purchase order for $100. When the charge came in, it was for
$165. | tried to reconcile it. However, the system would not let me do it.
What do | need to do to be able to reconcile?

Answer: The purchase cardholder (initiator) has to adjust the order. The
purchase cardholder (initiator) will go to the Purchase Card Order sub
module and find that order. Select the view button to open the document,
the select “Return to Edit” in the action field. The document status changes to
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“‘Return to Station”. The purchase cardholder (initiator) can now update that
document and submit it for review again. Once in approved status, the
document can be reconciled.

6. How do | input a credit order?

Answer: The purchase cardholder (initiator) would enter the amount in
the total cost field on the header. On the line the purchase cardholder
(initiator) will input the amount and select the decrease option to the right
on the amount field.

7. 1 am an approving official, and | didn’t receive the email notification
that | have items to approve. What can | do?

The approving official can still sign into CAATS and go to that module to
review the items that need approving. For example, if the user has
purchase orders to approve. The approving official can sign into CAATS
and go to the Purchase Card Order submodule. The approving official will
see all the documents that have been input by the purchase cardholder
(initiator) that is in active status. The approving official will select the
“VIEW” button to review the transaction. If all is correct, can approve by
selecting the “APPROVE” in the action field.

8. I am a purchase cardholder and | need to correct a purchase order
that is in “Approved” status. What can | do?

Answer: The purchase cardholder would go to the VRE Purchase Card
Order submodule and do the following:

¢ Find the order

e Select View

e In the Action field using the drop down select, Return to edit option

e Select go. This will take you back to the desktop screen where now the
order status has changed to “Returned to Station” status.

Select view again so that you can edit it.

e The document will have to be submitted again for approval.

9. | am a purchase cardholder and | need to correct a purchase order
that is in “In Review” status. What can | do?

Answer: The purchase cardholder would need to contact the approving
official to have them to reject the document back to purchase cardholder.
If the approver rejects, the document, the status will change to “Return to
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Station”. The purchase cardholder will then be able to update the
purchase order accordingly.

10.1 am a purchase cardholder and | need to correct a purchase order

11.

that is in “Finance Review” status. What can 1 do?

Answer: The purchase cardholder would need to contact the finance
approver to have the purchase order rejected back to you. If the approver
rejects, the document, the status will change to “Return to Station”. The
user will then be able to update the purchase order accordingly. It will
need to be resubmitted for approval.

| am a purchase cardholder and | need to correct a purchase order
that is in “Fully Reconciled/Partially Reconciled” status. What can |
do?

Answer: The purchase cardholder would have to delete the reconciliation
first by going into the VRE Purchase Card Reconciliation submodule. Do
the following:
e Check the box beside — Show Reconcile field
e Find the item and select View
e At the bottom, before Audit History, select Delete
¢ Answer the Question “Are you sure you want to delete” will appear.
Say Yes
e The status of the order will change to “Approved” and the charge
status changes to “Unreconciled.
¢ Then user will have to follow the steps for # 7 above.

12. | am a purchase cardholder and | need to correct a purchase order

that is in “Reconciled Approved” status. What can | do?

Answer: The purchase cardholder would have to contact the approver to reject
a previously approved reconciliation. The approver would go to the
Purchase Card Charge Reconciliation Approval submodule. Change the
status of the drop down to “Reconciled Approved” and find the order.
Check reject and a reason box will appear. Fill in and hit submit. Once
the reconciliation has been rejected, the status will change to “Reconciled
Rejected. The purchase cardholder would then follow the same
instructions as in # 18 above.
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5.5 Acronyms
A&MM
A/P

BCA
BD
BDN
BO
BOC
BOC
CAATS
CAC
CAT
CCS
CFO
CO
CO
CP&E
CR
CT
CX
CXRC
DCO
DD
DFAS
DLN
DMC
DMS

Acquisition and Material Management
Accounts Payable

Accounts Receivable

Austin Automation Center
Administrative Accounting Division
Accounting Code Classification
Automated Clearing House
Administrative and Loan Accounting Center
Agency Location Code (Fiscal Systems)
Approving Officials

Architect-Engineer Order

Administrative Office

Budget Clearing Account (36F3875)
Billing Document

Benefits Delivery Network

Budget Officer

Bill Of Collection

Budget Object Code

Centralized Administrative Accounting Transaction System
Centralized Accounting Center
Centralized Accounting Team

Credit Card System

Chief Finance Officer

Contract Order

Central Office

Compensation, Pension & Education
Cash Receipt

Certified Payment Voucher

Check Cancellation

Cancellation Reason Code

Delegated Certifying Official

Direct Disbursement/(Deposit)

Defense Finance and Accounting Services
Document Locator Number

Debt Management Center

Document Management System
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DV

EB
ED&T
EF
EFT
EOFY
ET

ET 90/91
ETA
EW

EZ

FA
FAC
FAR
FASAB
FB

FC
FCP
FD

FL
FMS
FMS
FR
FRPT
FSC
FSR
FTE/FTEE
FY
GAO
GC
GOALS
GOE
GSA
HFC
HRC

IE

IFCAP
JV

Disbursement Voucher

Expenditure Transfer Between Stations
Employee Development and Training

Escrow Funds (36X6501E)

Electronic Funds Transfer

End Of Fiscal Year

Expenditure Transfer

Expenditure Transfer To/From Hines

Enhanced Time and Attendance System
Expenditure Transfer Within Stations
Miscellaneous Cash Payment Suspense Fund Voucher
Fixed Asset - Acquisition

Federal Acquisition Circular (GSA)

Federal Acquisition Regulation (GSA)

Federal Accounting Standards Advisory Board
Fixed Asset - Betterment

Fixed Asset - Modification

Fund Control Point

Fixed Asset - Disposition

Finance Liaison

Financial Management Service (Dept of Treasury)
Financial Management System

Fixed Asset - Transfer

Authorized Fiscal Transaction Report (C & P)
Financial Services Center

Field Service Receipt

Full-Time Employee / Full-Time Employee Equivalent
Fiscal Year

General Accounting Office

General Council

Government Online Accounting Link System (Treasury)
General Operating Expense

Government

Hines Finance Center

Human Resource Center

Internet Explorer
Integrated Funds Distribution, Control Point Activity, Accounting and
Procurement

Journal Voucher
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LAN Local Area Network

LOTA Limited Open Travel Authorization

MO Miscellaneous Order

MOU Memorandum Of Understanding

MQAS Management Quality Assurance Reviews
MR Mortgage Loan Receipt

OFM Office Of Financial Management

OFO Office Of Field Operations (VBA)

OIG Office Of the Inspector General

OLCS Online Certification System

OPAC Online Payment and Collections (Treasury Fiscal System)
ORM Office Resources Management (VBA)
PA Privacy Act

PAID Payment Advice Internet Delivery (Treasury)
PCMBL Purchase Card Manual Buying Log

PCS Permanent Change of Station

PFOP Personal Funds of Patient

PIN Personal Identification Number

PL Public Law

POC Point of Contact

PPA Prompt Payment Act of 1982

PS Suspense Payment Voucher

PV Payment Voucher

QAR Quality Assurance Review

RC Receiver

RCHT Receiver Header Table

RCS Record Control Schedule

RFW Reader Focused Writing (VBA)

RLC Regional Loan Center

ROI Return On Investment

Regional Processing Office (Education - Atlanta, Buffalo, Muskogee, &
RPO St. Louis)

RSD Rodgers Software Development (Austin)
RWA Reimbursable Work Authorizations
SA Sub-allowance Document
SAH Special Adaptive Housing
SAO Systematic Analysis of Operations
SBP Survivor Benefit Plan
SCA Standardized Cost Adjustment Form
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SF
SO
SOW
SSD
ST
SV

TAR

B

Tl

TIN
DY
TO

TO
TOP
TSO
TR
TVITY
ulP
UPVT
VA
VACO
VAMC
VAMROC
VBA
VAOPC
VR&E
VARO
VCM
VCS
VETSNET
VHA
VIS
VISN
VSC
WWW

Standard Forms

Service Order

Statement Of Work

Support Service Division
Sub-allowance Transfer Document

Standard Voucher
Target (used in ALAC Doc ID for transfer out of suspense done through
BDN)

Transit Benefits (36X6501)

Transfer In (used in ALAC Doc ID for transfer into suspense)
Taxpayer ldentification Number

Temporary Duty

Travel Order

Transfer Out (used in ALAC Doc ID for transfer out of suspense)
Treasury Offset Program

Time Shared Operations

Transfer of Receipt

Travel Voucher

Undistributed Intergovernmental Payments (36F3885)
Unpaid Voucher Table

Department of Veterans Affairs

Veterans Affairs Central Office

Veterans Administrative Medical Center

Veterans Administrative Medical and Regional Office Center
Veterans Benefits Administration

Veterans Administrative Outpatient Clinic

Vocational Readiness & Education

Veterans Administrative Regional Office (RO)

Veterans Case Managers

Video Conferencing System

Veterans Services Network

Veterans Health Administration

Vendor Inquiry System (VA FSC, Austin)

Veterans Integrated Service Network (VHA)

Veterans Service Center

World Wide Web
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