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How to Lookup ProCard Payment History in Works, Emburse
Enterprise, or Banner

Option 1 Research using a Works report “Spend by Vendor”

Works Security is required, contact the ProCard Office email procard@ecu.edu regarding

[ ]
security and password resets.

o Works will be in viewing mode.

e “Spend by Vendor” Works report will display cardholder, dates, amount, and Purchase Order

(if applicable). It does not include the FOAPAL.

1. Login to Works

e Login Name is PiratelD.

e Password is set by cardholder, contact ProCard Office email procard@ecu.edu for

password resets.

Bankof America d *
Merrill Lynch Works

O (T

‘The Works application is a Web-based, user-friendly electronic
streamiines, and integrates existing payment authorization and reconciliation processes while providing
Login Name:

management reporting and spending controls.
Password:

* Offers card program management, reconciliation and workflow approval in a single application
« Provides simple, effective and timely controls o help manage your reconciliation policy and company spend oo |
Forgot your password?

« Utilizes a buitt-in supplier network of milions of merchants woridwi
rdholders to control spending and comply with company policy

Need more help? Please contact your

nd spending controls
Program Administrator for assistance.

rocess and
ense approval and allocation

« Simplfies management reporting and audit activities

I you would like more information about Works and how to purchase It please contact your Card products Account
Representative. If you do not have one. you can request to be contacted through our website: Bank of America

Card Solutions.

Seftings  About SSL Certificates

Privacy & Security,

2. Click Reports.
Click Template Library.

BANK OF AMERICA %7

Works
Accounting A

Home Expenses Accounts Reports

Completed
= Action Items Create -
. Scheduled
Action Actit
Download Template Library B Re
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3. Go to Shared Reports and Search for “Vendor Spend by Vendor”.

e Click on the template name.

e Click modify/run.

Template Library

Personal

[=] Shared

-
Template Name
Vendor Spend by Vendor

Vendor spend by Vendor
|.& | Modify / Run

& Delete

transacti

Under filters, update the vendor name and postdate range.

[=] Filters

Add filter:

Vendor Name: 3§ Starts with v
Post Date: ¢ 07/01/2021 - 08/30/2022 [
Transaction Type:

Google

3€ @ Cashadvance Misc Credit Misc Debit Purchase [] Reimbursement Payment

5. Click Submit Report.

(= Scheduling and Expiration

Job Name: | Vendar spend by Vendor
Run for User(s): None selected O
Schedule: @ Run Now
(O Run Later

O Recurting
Report Expiration: after 7 day(s)
| Submit Report |

6. Once the report is finished, a green check mark and a link will appear under completed reports
Click on the link under Output Type(s) to open the report.

BANK OF AMERICA %7

Works

Home Expenses Accounts Reports Accounting Administration

Reports > Completed

Ij Created 1 report. Report can be downloaded from the table below.

Completed Reports

Queued At Report Name Status New Output Type(s)
0

O 08/24/2022 09:17 PM CDT  Vendor spend by Vendor

Ready & Xs
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Option 2 Research using a Emburse Enterprise report “Spend by
Cardholder”

e “Spend by Cardholder” Emburse Enterprise report will display cardholder transactions for a
specific date range. This report will export to Excel and the data can be sorted and filtered
as needed.

1. Login to ECU Pirate Port, Select Emburse Enterprise.

2. Click the three-line menu icon - then, click “Inquiry”.

eWallet

eReceipts

Draft

Returned

Recently Submitted
Expense Management
Draft

Returned

Recently Submitted
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3. Click “Expense”.
Click “My Firm Paid ltems”.

Enpenss
Wy Delegaices
Lisl of pcpls 've eefmred sopetes or
by Expenas Approwsl lbma

Eaprrmes 1 appeovs process v sech lne bem's allocstion
iiormaton

My Expense Calendar
, Lipling of experery

My Expanss lisema
Listing of your Bemized expenses wihin o spaciied dain
range. Sored by Trarsaction Dane. Expense Type, ard
Aumou,

My Expenss Pre-Apps
Lisl of poass Pre-fperoeas
My Expsiniss Reports
Listing of your expere nepors oo within 2 soecified cals
range Sored by Cresle Dale, Name, and Smount.

By Firm Pakd llems
Expis Tall e mared as ire pan

ivals

My ey
Listing of Bemined swpenaes that were created fom fanssc-
fions

My Paid Expenses
My Paid Exparss

4. Update Transaction Date filter and click “Export”.

“Kl it Transaction Date ‘ Aug 1,2022 - Aug 31,2022~ |
Expense Drag a column header and drop it here to group by that column DatoiRanga ‘ Year To Date - ‘ -

My Delegatees - T Poens = . % i = St -
y g Owmer Expense Type = Name Matter B ‘01’01/2022 o] ‘ _ ‘08/24/2022 o] ‘ i Status

List of people I've entered expenses for
Apply Cancel

My Expense Approval ltems
Expenses in approval process with each line item's allocation
information

My Expense Calendar
Listing of expenses

M Evnanca Hame

5. All ProCard cardholder transactions during the selected time frame will populate. Click “Export”
for Excel filtering options.
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Option 3 Research using Banner

e Banner Finance General Ledger Security is required.

e The ProCard transactions can be searched by FOAPAL or by “PC” document.

Search by FOAPAL

Login to Banner
Enter FGITRND in the search fi

eld, CIick Enter.

—

Welcome

[ @® Search I © Direct Navigation

FGITRND]|

Detail Transaction Activity

{ (FGITRND)

Enter the Fiscal Year, Fund, Organization and Click Go.

X ©@ ellucian Detail Transaction Activity FGITRND 8.3.22 (PBAN) ADD

Toggle Menu coa: |E Fiscal Year: |23

=) [~)
Index: | |‘“] Fund: |111101 |‘“]
Organization: [531201| I‘“] Account: | |“°]
Program: |0000 |°'°] Activity: | |‘“]
Location: | |°‘ ] Period: | |
Commit Type: |Eloth |' ]

Press F8 to execute (F8 is a function key located at the top of the keyboard).

COA: E Fiscal Year: 22 Index: Fund: 111101 Organization: 591201 Account:  Program: 0( o Enter a query; press F& to execute.

Location: Period:  Commit Type: Both

The data will populate.

72000 591201 0000 08D 119,532.00 ~ BDO1  0BO00094 070712022 070812022 FY23 Original Budget u 111101
72110 501201 0000 YD 1062 + J6o PCO00700 081712022 081712022 B00470816_06/3012022_Spotity USA u 111101 591201
72110 591201 0000 YTD 2449 + J60 PCO00700 08172022 0811712022 B00470816_07/15/2022_OFFICE DEPOT # u 111101 591201
72122 501201 0000 YD 10,00 + J51 KY000183 0815/2022 0811512022 2022 07 Key Charges u 11101
72125 501201 0000 YTD 5224 + J6o PCO00705 08123/2022 0812512022 B00002954_07/18/2022_CARQUEST 1165 u 111101
72127 591201 0000 YTD 20000 + J60 PCO00695 080912022 0810912022 B00001747_07/23/2022_WASHINGTON CUL u 111101

Account, Orgn, Program, Amount, Transaction Type, PC Document, Date (Emburse
Enterprise Approval Date), Description (Vendor Banner ID, Purchase Date, Vendor
Name), Fund, Activity.
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Search by “PC” document

Login to Banner

Enter FGIDOCR the search field
o o

Welcome

® Search O Direct Navigation

|FGIDO(R ® ‘

Document Retrieval Inquiry
(FGIDOCR)

The data will populate

X @ellucian  Document Retrieval Inquiry FGIDOCR 9.3.21 (PBAN)

Dot PC000705 Submission Number: | Document Type: JV

anon 5 inse

0812312022 tems | 1484

Fiscal Year 23 CommitType  Uncommittedt

Facalperod |02 ] ocument et

*DETAIL INFORMATION

Sub tumber Mem | Sequence  JoumalType  Deseription sign Amount Currency |Document Referen e COA |index | Fund orgn oot Prog Aoty

=
0 0 1 J6o B01014238_07/12/2022_ARC3 GASES 105 Debit 30.00 326897 E 11101 591601 72198 0000 13 O
0 0 2 Js0 B01014238_07/12/2022_ARC3 GASES 105 Credit 30.00 326897 E 140000 20020 O 12 O
) 3 50 B01014238_07114/2022_ARC3 GASES 105 Desit 750 azs897 e 11101 sete0t 72198 0000 O 13 O
0 0 4 J60 B01014238_07/14/2022_ARC3 GASES 105 Credit 750 326897 E 140000 20020 (] 12 (]
o o 5 J60 B01014238_07/13/2022_ELIZABETH RIVE Debit 581 326897 3 217205 591601 73263 0000 O 12 ]
o o 6 0 B01014238_07113/2022_ELIZABETH RVE creat se1 325897 e 140000 20020 0 12 0
0 0 7 J60 B01014238_07/14/2022_THE GEOLOGICAL Debit 626.00 326897 E 11101 591601 73708 0000 O 13 [}
o o 8 0 B01014238_07/1412022_THE GEOLOGICAL credt 62500 azs897 B 140000 20020 O 12 O
o o 9 50 B01014238_07/16/2022_DARKNESS TO LI Dent 1000 azs897 e 12008 sot01  73ss1 0000 O 12 O
0 0 10 J60 B01014238_07/16/2022_DARKNESS TO LI Credit 10.00 326897 E 140000 20020 O 12 O
o o 11 460 B01014238_07/21/2022_GOOGLE “Play Debit 2500 326897 E 216673 501601 72334 0000 O 12 O
o o 12 J60 B00951188_08/1012022_OFFICE DEPOT # credt 17267 ares72 £ 140000 20020 0 2 0O
0 0 13 J60 B00951188_08/10/2022_OFFICE DEPOT # Debit 39.99 376572 E 112101 660301 72110 0000 O 13 ]
o o 14 360 B00951188_08/1012022_OFFICE DEPOT # credt 3998 ares72 £ 140000 20020 O 12 O
o o 15 360 BO0US7047_07/14/2022_PAYPAL "SHANNO Dent 50000 509941 E waimz 710101 73105 0000 O 12 O
0 0 16 J60 B00057047_07/14/2022_PAYPAL *SHANNO Credit 800.00 509941 E 140000 20020 Cl 12 O
o o 17_J60 BO00S7047_07/2112022_AMAZON.COMZQS Debit 210.99 509941 3 111142 105103 72110 0000 O 13 O
) 18 J60 BO0US7047_07/2112022_AUAZON COM'ZQS creat 21999 509941 E 140000 20020 0 12 0
0 0 19 J60 B00057047_07/28/2022_GA CENTER CONT Debit 160.00 599941 E 111142 105103 73552 0000 O 13 ]
o o 20 J60 BODUS7047_07128/2022_GACENTER CONT __ Credt 16000 509941 e 140000 20020 O 12 O
o o 21 360 BO0S69395_07/1912022_PARROT CANVAS Dest 23500 arss2s e 315561  Ge5002 72160 0000 EADMIN O 14 O
0 0 22 J60 B00569395_07/19/2022_PARROT CANVAS Credit 235.00 3756525 E 140000 20020 O 12 O
0o o 23 J60 B00569395_07/19/2022_PARROT CANVAS Debit 7050 378825 3 318561 665031 72160 0000 EADMIN ] 14 O
o o 24 360 BO0S69395_07/1912022_PARROT CANVAS credt 7050 arss2s B 140000 20020 [} 2 [}

J60 Transaction Type, Description (Vendor Banner ID, Purchase Date, Vendor Name),
Debit=expense/Credit=return, Amount, Document Reference, Fund, Orgn, Account,
Program, Activity.

PC Document and Transaction Date (EE Approval Date) are listed in the header
information.

Note:

ProCard transactions are shown in the General Ledger in Banner with the following
information.

Document: Banner document (prefix PC) contains all ProCard transactions that posted
to the Banner General Ledger from Emburse Enterprise on that day.

Transaction Date: The date the transaction transferred from Emburse Enterprise and
posted to the General Ledger in Banner should be the same date as the final approval
in Emburse Enterprise.

Description Format: Vendor Banner ID, Purchase Date, Vendor Name.

Description example: B00569395 07/19/2022_PARROT CANVAS
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