TRANSACTION LOG DIRECTIONS
It is an ARMY requirement that all cardholders maintain a log of all transactions. 

All that is required by ARMY is the date, name of vendor and the amount of the transaction. 

One of the problems with PRs is that the cardholder must be aware of the total value of the PR and ensure that they never load more transactions onto a PR that would exceed the value of the PR.  The problem is, in US BANK ORDER MAINTENANCE, no one can see how much money has been added to a PR.  The original amount is always all that we see in US BANK.  The billing official should do a check on every transaction to see if the PR it is matched to is funded correctly - and if not, reject the match back to the cardholder. In TRANSACTION MANAGEMENT, the BO can select the individual transaction - on the next screen, there are 5 TABS - select the MATCH TAB and you will see the % FULFILLED - if it is over 100%, reject it and ask the cardholder if more money has been added to that PR - if they say it has, the cardholder can send it back to the BO who can FINAL APPROVE it.

I have also heard from Resource Management that cardholders are matching transactions to the wrong PRs or to PRs that are underfunded, which can cause the account to not be paid for that month - and this will result in the managing account being suspended for becoming delinquent after 30 days. 

There is a field on the spreadsheet to allow for money to be added to the PR when necessary. When a cardholder realizes that the original PR's money is not going to be enough, a request must be submitted to have more money added to the PR.  Once the money has been added, the cardholder can then add the date and amount to COLUMN C which will increase the VALUE of the PR and increase the MONEY AVAILABLE in column F.

The attached spreadsheet is a real example of transactions from the beginning of the PR System. 

Let’s take a look at the example – open that up. 

COLUMN A – DATE PR ISSUED

                -the date the PR was created

-if money were to be added to this PR, that date & note    would also be in this column

COLUMN B – PR CONTROL NUMBER

                -the actual PR number for ORDER MAINTENANCE that always starts with “21……” (and include the number after the "-") 

COLUMN C – VALUE

                -the original value of the PR

                -add additional money that is put onto this PR 

                -NOTE:  credits must be entered with ($.0.00) 

COLUMN D – VENDOR

                -the name of the vendor/merchant

                -this would make it easier to match credits that come in

    after a cycle has been closed since a credit must always 

    be matched to the original PR 

COLUMN E – ITEM

                -basic description of what was purchased 

COLUMN F – AMOUNT

                -value of that transaction 

                -NOTE:  credits must be entered with parenthesis ($.0.00)



    -the total value left on the PR is in the yellow highlight 

THE MAGIC OF EXCEL CALCULATED FIELDS: 

Using the calculating power of excel, I have allowed 5 lines for transactions for each PR.  If more than 5 transactions occur on a PR, the cardholder can INSERT a new line, and the calculated fields remain intact. 

Once the value of the PR is added, the YELLOW line below the PR NUMBER shows you the total value of the PR and in COLUMN F, the amount left on the PR is shown. 

On the actual SCCS LOG SPREADSHEET, I have allowed for 12 PRs to be entered.  Before you key the 12th PR, you would COPY the yellow highlighted line, count 6 blank spaces down, and then PASTE that line across that entire line - this will bring the calculations for you.

NOTE:  if time allows, it would be very smart to go back and enter all your PRs for the 2014 Fiscal Year.

As to the requirement to use this SCCS LOG, that is something I cannot require, but your Command can make that requirement.  Just remember that it is required for every cardholder to maintain some type of LOG that at minimum, shows the name of the vendor, the date, the amount, and what was purchased - THAT IS REQUIRED and will be checked on an audit.

