MATCHING A VENDOR CREDIT TO THE CORRECT PR
There are two types of CREDIT/REBATE PRs.

The REBATE PR must be created quarterly by the budget office once the list of REBATES is released from the bank.  This must be done ASAP so that the cardholders have the required PR to match the REBATE transaction from USBANK.  

The CREDIT PR is different – it does not need to be created.  When a VENDOR CREDIT TRANSACTION appears in the cardholders current CYCLE, it must be matched to the original PR used when the actual transaction was MATCHED, APPROVED & CERTIFIED.  This is one of the reasons why the cardholders must keep a TRANSACTION LOG that lists the PR NUMBER (the CONTROL NUMBER – same thing).  By keeping this log, when a VENDOR CREDIT comes in, the cardholder only needs to look at their LOG and see where that credit originated.
To MATCH any transaction, CREDIT or POSITIVE or REBATE, the cardholder selects ORDER MAINTENANCE and then MATCH MULTIPLE ORDERS.  This brings up the screen below:

[image: image1.png]© Ordes Manage.. X

[Ebank

Request Status Queue.
Active Work Queue
System Administration
‘Event Driven Hotifeation
‘Account Administration
Order Management

- Onder Mainanance

- Match Multiple Orders
Transaction Management
Account Information
Reporting

Dashboard

Data Exchange

My Personal Information

Contact s

Training

Allof [serving you~

U_S_Bank Access® Online

Match Multiple Orders to Transactions
Select Transactions to Match

Card Resount Humber: ~—=-=-=3573 V&I L GOWNS S s
Card Aesount ID: 31205040800

To match transactons to an Order, select an Order from the Unfulfiled Orders {0 Match fst. Then select one o more
ransactons from the Unmatched Transactions Avallable o Match lst and click the “Match to Order” button.

o dispiay a different st of resus for “Unfulfled Orders to Iatch andior “Unmatched Transactions Avaiable fo
Hateh, use the appropriate Date Range search.

Date Range - Unfulfiled Orders to Match: Date Range - Unmatched Transactions Available to Match:
StartDate: End Date: StartDate:

B w B o
DoAY

Mitoh to

Qutstanding Merchant Nam

© oo s4s2 5442 FY14APR RVERSDE HS-OWA  2100567594-00001
© o s S271642 FYIAAPRRVHSOMA  Z100S26711:0000 | (R Resbcsies
© e ssom00 295075 FYI4APRRVHSMPA  ZI0DSZSTIL-00020 |  Gomgarshoun | Unshockd Srown
© sz 000 530000 RVERSDE HS FY14 MPA APR  2100512576.00001
© oemoe ssamo 5270000 RIVERSDE HS - PA 210012175-00001
© ez ssom00 5287500 FYI4RVERSDE HS-MPA  2100364290.00001
© ez samo0 5300000 FY14 RIVERSDE HS-PA _ 2100347976.00001

7 Conel Mot ot Une





On the screenshot above, this cardholder has no TRANSACTION to match at this time.

The PRs on the screen are all of those that still have money on them.

Now then, to find an old PR that has been REMOVED FROM MATCHING, the following procedure would be used.

MATCHING A VENDOR CREDIT TO THE ORIGINAL PR

When a cardholder sees a VENDOR CREDIT in their OPEN CYCLE transactions, it must be matched to the original PR that was used to match to the original transaction.  That PR NUMBER (CONTROL NUMBER) should be on the cardholder’s TRANSACTION LOG so that they can easily find the original PR.

If the PR is new from the OPEN CYCLE, when MATCH TO MULTIPLE ORDERS is selected, they will see both the new VENDOR CREDIT TRANSACTION and the original PR NUMBER – they can then match the credit to the PR and all is good.

However, if the PR was from a previous cycle and it has now been removed from MATCHING, the cardholder must go to ORDER MAINTENANCE to find the PR.

On the next screenshot, you will see a cardholder’s list of all their PRs in ORDER MAINTENANCE.

First of all, notice in the % FULFILLED COLUMN, the PR from 1/27/2014 is over 100%.  If this was noticed by the CH  or BO before the account was certified, it is saying that the total amount of the transactions matched to the PR is more than the PR was created for.  In this case, the original PR was created for $3000 yet the cardholder matched $3255.20 worth of transactions.  In this example, I am aware that the BUDGET OFFICE added extra money to the original PR to cover the extra $255.20, so this account did not go delinquent.  On the TRANSACTION LOG I have sent out as an example, there is a section where any extra money that is added to a PR can be added, so that the cardholder knows exactly how much money is still available on each PR.  When a cardholder sees that a PR is over spent, before it is certified, the cardholder MUST request more money from the ROTC budget office – and – once the email is received that the money has been added, it must be noted on the TRANSACTION LOG so the cardholder is aware of not over spending a PR.  USBANK ORDER MAINTENANCE will never show that more money has been added.  Only the budget office can confirm that fact.
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To open an old PR from ORDER MAINTEANCE, first you need to select the CONTROL NUMBER for the PR to which you need to match a credit.  Once you have done that, the next screen appears.  Select the MATCHED TRANSACTIONS tab.
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On the next screen, select the MATCH TO TRANSACTIONS link to match the credit.

When you select that link, this PR will be added to your MATCH TO MULTIPLE ORDERS window where you will see this PR on the left and the actual VENDOR CREDIT on the right – to which you can then match the credit
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That’s it for now!
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Select this tab to MATCH this PR to a credit transaction.





In order to match a credit transaction to this PR, select the MATCH TO TRANSACTION  link.





This % FULFILLED is over 100%, indicating that there might be a problem UNLESS the budget office has added more money to the PR before it was certified.








