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Acquisition Cards:
New Process for
Documentation

Submission and Approval




Acquisition Cards Documentation

New Process 100% paperless

Efficiencies — For cardholder and manager:

v Avoid printing emails and electronic invoices
v" Ability to reconcile and submit while Working from Home

v' Reduced paper handling and risk of losing documents

Minimum
& V’ s A impact for the
q:. cardholders

One of the advantages of this new process is to reinforce the
importance of Expenditure Initiation for acquisition card purchases
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Acquisition Cards Changes

v" Old process: Paper invoices, Supporting documents and the Signed Activity

Report Log were mailed to the National Accounts Payables Office.

v" New process: Invoices and Supporting Documents are attached
electronically in SAP under CRK2.

* NEW PROCESS IS EFFECTIVE AS OF THE OCTOBER 2020 STATEMENT*




Acquisition Cards Changes

v" Old process: Section 34 provides wet signature on Activity Report Log and
the signed report and all invoices/supporting documents are mailed to the

National Accounts Payables Office.

v" New process: The Activity Report Log is emailed to Section 34
manager(s) in PDF format. Managers can view the invoices through
myEMS. The manager will Digitally sign the log and email it back to the
cardholder. The cardholder then attaches this signed log in SAP under

CRK1. Alternatively, the manager can digitally sign the invoices separately.

AMTEHATELTE NN AN AN b2 N



Two options are available for the approval
under section 34 of the FAA

OPTION 1

1. The cardholder will attach all

invoices and supporting
documents to SAP in CRK2

2. The cardholder will email the

Section 34 manager(s) a pdf of
the Activity Report Log

3. The manager can view the

attachments directly in myEMS
for further review

4. Manager will then digitally sign

the activity report

5. The cardholder will attach this

signed report to SAP in CRK1

1.

OPTION 2

The cardholder sends a copy
of each invoice to the
manager

The manager digitally signs
on each invoice

The cardholder will attach the
signed invoice to SAP in
CRK2

The cardholder will leave a
note on the Activity Report
Log and attach the unsigned
report to SAP in CRK1
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Cardholder Instructions:
Create Card Document in CRK1
Attaching Invoices in CRK2

1. Once you receive your invoice electronically, save it to one of your
folders that you can easily find. If you still receive paper invoices, you
will need to scan or take a picture of the invoice, and then
electronically save it in a folder on your computer.

2. Create a card document as you usually do in CRK1. Take note of the
card document number once completed.

ocument Create
% pocument Edit Goto System  Help
& | Sl HEH @@ DEHEE T o EE @B

Card Document create
[ cards

(B
Card typ HESEEITy
Card no. -
Transaction Dte I
Card document 9900001956 saved [Sap

3. Click the Back button to return to the SAP Easy Access screen.
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3.

***NEW*** Open CRK2 — Modify Card Document.
This is where you are going to attach your invoices and supporting docs.

Enter the card document you just created in Step 2:

(& pocument Edt Goto System Heb -
(V) ~dH Q@ LHE DO BE @8

Card Document Change

[ card Documents

Card Document

Document number [93000(  |C3

Select the black arrow next to the Attachment (paperclip) icon and select the
Store business document option:

s - ‘151(-
Menu 4 o << H @ L{«:}; 0 A I‘
BB Card Document Change
“3 Create... > Create note
] Attachment list Create external document (URL)
Doc Private Note Store business document [}
Dog Send > Enter Bar Code
-~ F e TR Y —mrroe archived
Workflow > —
Care i ] Organization
Car| My Objects " Company Code 0140
Carl Help for object services M Area 0140
Cardholder Name CO Area 0140
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6. Attach the document according to their format - either PDF Q_
or Email =

Note: For every transaction, you must at least attach the invoice and the
expenditure initiation. The expenditure initiation can be a specific form or an

email depending on the expense type, refer to the iService page for more
details.

= Archive from Frontend »

Scenario: Assign then Store Drag & Drop: Drag your

4 files into the empty field k3

Document Type

~ wm Earmarked funds document item
= [~ Mandatory EXPENDITURE INITIATION (PDF)
= [ |Mandatory INVOICE (PDF)|
= ¥ Or mandatory EXPENDITURE INITIATION (M:
= % Other supporting document (MSG)
= [ Other supporting document (PDF)

| D™ | D |
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7. Double click on the type and format of your attachment:
Mandatory INVOICE (PDF), or Other supporting document (MSG).

A box will pop up to find your file that you want to attach. Find your document
and double click on it to attach. It will ask you to enter a description. Then
click the green check button.

Note: If you have your invoice and initiation already in one pdf, then attach as
is and write in the description field that pdf includes both.

8. Repeat steps 5, 6 and 7 to attach the expenditure initiation (and other
supporting document if needed), then click the Enter button.

9. Click the Save I=| button to save the attachment and exit the page.
NOTE: You will not be able to delete an attachment once you have clicked

on the Enter button. You can view what has been attached by viewing under
‘Attachment list’ once you click the paper clip (Attachments).
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Monthly Reconciliation

When you receive your monthly statement, proceed to complete your monthly
reconciliation as you normally would.

1.

Go into ZZCR — Generate Acquisition Cards Unaccepted Transactions
Report.

Accept or Match any items listed on this report.

Go into ZZCCAR — Generate Acquisition Card Activity Report.

LN
*NEW*** Print Activity Report Log in PDF format.
Select “MICROSOFT PRINT TO PDF”

A box will pop up to save it on your computer. You will not physically be
printing this on paper. You are just saving a copy in PDF.



6. Send an Email to the Section 34 Manager(s) or RMS Portal and attach
this copy of the PDF Activity Report Log for approval.

7. The Section 34 Manager will need to review the invoices in myEMS then can
Digitally Sign the Activity Report Log.
**If the manager requires assistance with the Digital Signature, please direct
them to iService or to call the Travel Helpline.**

8. The Manager will then email back the signed report to the cardholder.
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Cardholder Instructions:
Attaching Signed Activity Report in CRK1

***NEW***Once you receive the Digitally Signed Activity Report Log by the
Section 34 Manager, you will then proceed to attaching this in SAP***

1. Go into CRK1- Create a Card Document.

For Transaction Date: Enter the last day of the month that the charges were
made.

[Z* pocument Edit Goto System He Ip
& | ~ | H @ ESHE &m-mDHLas8 & @
Card Document Create

Cards

| Card ID
Card type
Card no.
Transaction Dte [

2. Click the Enter button.
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3. Select the black arrow next to the attachment (paperclip) icon.

# [ card Document Create 41 cs

denu . @ K< iEH OO0 il @ %
(e .| Card Document Create
(* = -I:\"’ B BER B B Cards &3 Ccard

Document s

Document number

! Reserve Amount Can be archived

Card ID Organization

Card type VSDJ Company Code o140
Card no. FM Area 0140
Cardholder Name CO Area 0140

Transaction Data

Trans. Currency CAD

Trans. Amount 8 Calculare tax
Ner amoont o.00

4. Click on Create, then choose the Store business document option.

e - -~ SN NmE Wl TERT e . R
Card Document Create
‘:a Create... > Create note
=2 Attachment list Create external document (URL)
Q Private Note Store business document s
Doci Send » Enter Bar Code
4 l1 Relationships [ R archived
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5. Double click on S.34 Signed Monthly Report (PDF).

& [= Archive from Frontend

= =
= I;St;:f,:n_.‘:!_rio_: iy Assign then Store Drag & Drop: Drag your
4 files into the empty field +

Document Type

=| ~ wa Earmmarked funds document item
g = [E5 DO MOT attach invoice here
iz. = i 5.34 Signed Monthly Report (PDF)
r M = B S.24 Signed Report (MSG not Recommeanc
e
- Ag

@] ]

6. A window will open and you can select the folder that you had
saved the Signed Activity Report Log.




7. You will be asked to include a description.
In the description, use the following naming convention:

FIRST NAME_LAST NAME_Fiscal YearPeriod
(Ex : GIGI_MUNGAL_202105)

8. Click on the green check mark.

9. ***Click the Cancel €@ button to exit this page.***
Don’t worry, your attachment is still filed in there.

10.Click YES to the following question: Data will be lost. Should processing be

cancel?

Data wil be lost.

@ Should processing be
canceld?

Ygs No ’
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Section 34 Manager Instructions:
View Invoice Attachments

Upon the Section 34 Manager receiving the PDF Activity Report Log email
from the cardholder, the Manager can go into myEMS to view the Invoices:
myEMS > Manager Self-Service > Cardholder Reporting

|E== === 5=
QEB* https://sapkSrcisade-edap.pr/in/portal o-ac || # Welcome - myEMS (SAP) p... X [ | {0} a7 593
11
maSGE ‘ myEMS ncais
Forward » View Help Welcome: UVT t Ma er Self-Servi
el = = = = = C
mployee Self-Service Budgeting nager Seif-Serv A Al ity ce Spt &
Welcome Notification My Universal Worklist
Home > Welcome ee Opf .
| N
@ | Financia Management Reports.
ppi 05 cal eets (CA em) Q Budgeting reports such as Free Balance and Surplus Deficit can be accessed here.
E O castil
ca: wi ssi det e Anni ecast with de Q vides a eca: delegate the ability to intain. spl rrent reca
et da \ck approval status acco to th tru of his/h
ca: nd Progra ds ‘ate.

g Cordhoider Reporting

Qoo This repori provides. you S abilty fo vims the atischments on an acgusition cand document
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The Manager will need to enter in the Card Document Number from the PDF
Activity Report Log to review the Invoice Attachment.

Document Edit Goto System Help

K 0O
Card Document Display
Card Documents

Card Document

Document number

Select the black arrow next to the attachment (paperclip) icon.

And then select ‘Attachment List’. Here they will be able to view the invoices
that you attached in SAP.

Dacumeent Eciit Goto Extras Environmer Systerm Hefpr
< <. @D o
IS rd Document Display
[ * N Lreabe. .. * on CThange Documents S Card
Attachment list i ———
Dot Brivate Mote
Do Semd »
Workflow »
Car My Object {2rganlz.al:h;n —
Car ompany Co
elp for object services
Cal e vuen H' L5 S L FM o Area
Cardholder MNarme CO Area
Transaction Data
Trans. Currency chAD
Trans. Amount S5 . O ]
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Section 34 Instructions:
Digital Approval

¢ The approval under Section 34 of the FAA will have to be done
with a Digital Signature using an Entrust Signature certificate.

% IITB recommends using Adobe Acrobat Reader for digital A
signature, but Foxit Phantom PDF is also a possibility.
View the complete process in the appendices or on iService:

http://iservice.prv/eng/imit/cataloque/dig-elec-
signatures/digital/index.shtml

Digitally signed by Laurieri, Laura

’ . Dlg[tally Sigﬂéd by > 1 DN:C=CA, O=GC,
La UTIErl,  |aurier, Laura Laurieri ) g oo O Lauen
¥ Reason: | am the author of this
Date: 2020.08.] 2 Sggg:::l our signing location here
Laura 11:20:32 -04'00" Laura gmsmem
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iIService Links with Step by Step
Instructions

For Cardholder and Manager step by step instructions on this new
process, please visit:

http://iservice.prv/eng/finance/card/acquisition card/reconcile-month-
statements.shiml

Be sure to also review the Frequently Asked Questions:

http://iservice.prv/eng/finance/card/acquisition card/fag-reconcile-
month-statements.shtmi
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Client Support }g

For any questions, comments or inquiries regarding this new process,
Please contact Accounts Payable Travel Helpline for Assistance:

e Helpline: 1-855-684-7827 option 1

(\( Gateway: Government Acquisition Card

We want
to help!
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