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Today’s Workshop Objectives


 

Review Current Process for Procurement 
Card


 

Review Current Process for Fuel  Card 


 
Validate process definition


 

Identify all legacy systems used


 
Review SAP Glossary


 

Overview of SAP P-Card Functionality


 
Present Straw Man process flow
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As- IS P-Card / Fuel Card



 

Points of Discussion / Decisions needed by close of session. 


 

As –Is Fuel Card Overview. 


 

As-Is Disputed Charge Process for Fuel- Card


 

Fuel-Card Screen Shots


 

Straw Man  for Fuel Card Interface Process


 

P-Card (LaCarte) Overview


 

Current System Alignment


 

As– Is P-Card Roles & Responsibilities


 

As-Is Process flows
– Card Maintenance activities 
– P-Card Application Key Fields
– P-Card Process Flow
– P-Card Purchase Work Flow DHH
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As- IS P-Card / Fuel Card


 

As-Is  P-Card Applications Screen Shots


 
Timeline of events per Billing Cycle.


 

As-Is P-Card Validation / Reconciliation Reports.


 
As-Is Disputed Charge Process.


 

As-Is Key P-Card Process difference for  DOTD.


 
As-Is Key P-Card Process difference for 
Non -ISIS Agencies.


 

As-Is Restricted/Prohibited Purchases on 
P-Card.
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Points of Discussion / Decisions needed by 
Close of Session



 
Will LA continue to use WORKS in the same capacity 
in the future?



 
Will DHH reconciliation system remain, will others 
use this same tool?



 
How will we capture true commodity / contract and 
vendor spend with to-be P-Card program?



 
Will Services be included into the P-Card program?



 
Will Fuel Trac process remain as is?



 
What will the reconciliation process entail?



 
Will the existing forms for dispute handling & card 
maintenance remain, and will these need to be 
standardized across the State?
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As-Is Overview – Fuel CardAs-Is Overview – Fuel Card
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As –Is Fuel Card Overview



 
Unique Fuel Card is assigned to each vehicle.



 
Each authorized user will have a unique PIN to identify 
them when making a purchase.



 
The PIN is generated in Fuel Trac when a new user is 
created.



 
Payments are currently made via Fuel Trac  or Warrants 
and then recorded in AFS via a J4 ( For ISIS agencies)



 
Non ISIS agencies using Fuel Trac will make and record 
payments in their legacy systems.



 
Fuel Trac can create file formats in Visa InfoSpan
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As-Is Fuel Card Interface Process

Receive 
Monthly 

Statement 
Electronically

Reconcile 
Charges 

logged  to 
electronic 
Statement

9

Payment 
made in 

Fuel Trac

Purchase 
made with 
Fuel Card

Process J4 
for Proper 
Coding of 
Charges 

Record 
Receipt in 

log
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As-Is Fuel Card Maintenance

Physical Card  
is mailed to 

Agency 
Account 
Manager

10

Vehicle is 
purchased

Vehicle details 
are registered 
in Fuel Trac

Authorized user 
(Agency 
Account 

Manager) logs 
into fuel Trac

Agency 
Account 
Manager 

notifies User

Request for 
New user is 

made

Unique PIN is 
Generated

Authorized  
User (Agency 

Account 
Manager) user 
logs into Fuel 

Trac

New Fuel Card

Registration of a New User

PIN  is sent to 
the Agency 

Account 
Manager
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As-Is Disputed Charge Process for Fuel- 
Card
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Only reconciled items are paid in full regardless of 
statement amount


 

Unreconciled items are noted and Fuel Trac is 
informed; these transactions are marked as disputed 
charges.


 

If the disputed charges are found to be legitimate 
charges, these charges will appear on the following 
month’s statement.


 

If disputed items cannot be resolved, these are 
escalated to the State Fleet Manager who will be 
empowered to arbitrate.
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As-Is Fuel-Card User Maintenance  Screens
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As-Is Fuel-Card Vehicle Maintenance  Screens
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Fuel Card Transaction Details
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Fuel Card Reporting Functionality
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Straw Man for Fuel Card Interface Process

Receive 
Monthly 

Statement 
Electronically

*
Build IR 
from File

16

*
Payment 
made via 

EFT

Purchase 
made with 
Fuel Card

*
Reconcile IR 

with 
Receipts in 

log 

Record 
Receipt in 

log

*Green boxes indicate Process change from Current  As-Is

*
JE to 

correct 
accounting 

when 
required
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As-Is Overview – P-CardAs-Is Overview – P-Card
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P-Card (LaCarte) Overview



 

LaCarte is currently a Visa card issued by Bank of America, used to 
assist in the management of purchasing, payment and accounting for 
small purchases.



 

A P-Card must be issued in the name of an individual state employee



 

A P-Card is non-transferable; only useable by the cardholder



 

The cardholder is responsible for insuring that all charges on the card 
are for official state business.  



 

P-Cards are embossed with:
– State of Louisiana
– Department Name
– Employee Name
– Employee Account Number
– State tax-exempt number
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P-Card (LaCarte) Overview



 

OSP determines maximum single transaction limit (recommendation 
is $1,000)



 

However, an agency may increase this amount agency wide or on an 
individual card basis up to $5,000 w/out prior approval from OSP. 



 

All purchases using the P-card must comply with proper purchasing 
procedures 



 

Multiple  types of PCard purchases –( Adhoc purchase / eCat / 
Punchout / contract)



 

Agency determines all limits within the maximum: 
• cycle/monthly limits
• single transaction limits
• daily transaction limits
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P-Card (LaCarte) Overview



 

DOA Policy mandates all agencies perform post audits to insure 
all purchases are made in compliance with state laws, rules and 
regulations. 



 

Agency Program Administrators process reports through WORKS 
to view all LaCarte purchases (could vary by agency; i.e., Monthly, 
weekly, etc.)
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Current System Alignment

Legacy  / 
Proprietary 
System

P-Card   / Fuel Card System Function

AFS P-Card  & Fuel Card information is loaded 
reconciled   and paid out of AFS.

PCard Management 
System (PMS)

Reconciliation of P-Card charges activity 
which automatically creates J6 (JE) entries 
that are loaded into AFS for DHH only.

WORKS(BOA) BOA software where card maintenance is 
performed as well as spend analysis.

Fuel Trac Voyager software is where card maintenance 
is performed as well as fuel spend analysis 
and Payments authorized.
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As-Is Card Maintenance Activities

Application
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By
Appropriate 
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Application
Entered by 

PCard Admin 
for Agency
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23

Cardholder is 
trained & 
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responsibility 
of card

Card Sent
To

Cardholder

Card
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By
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Admin 

Application
Completed 
Requesting 

Card

PCard 
issued by 

BOA

Request for 
Maintenance 

Received

Maintenance 
Request 

Updated in 
WORKS

Admin 
Director 

notified of 
change

Cardholder 
notified of 
changes

New Card Request

Existing card limits changed or deactivated
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As- Is P-Card Application Key Fields


 
Key Fields populated on an P-Card application:
– Cardholder first and last name
– Issuing Agency
– Cardholder address (either personal or work)
– Monthly spending limit
– Single purchase limit
– Merchant code category
– Agency accounting information (specific to cardholder reporting 

category)
– Cardholder ID number (HR number, etc.)
– Can also be restricted by number of purchases per day
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As-Is Card Authorization form
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As-Is P-Card Process Flow

Purchase Log
Completed

Purchase 
Made

With PCard

26

EFT to
Bank of 

America from
Default 

Acct. Code

Receipt
And/or
Invoice 

Filed w/Log

PCard Spend 
Approval
Received

Monthly
Statements 
Received

*
Cardholder
Reconciles

Charges

*
Sends 

Reconciled 
charges to 

Financial Mgt.

*
FM

Processes
JE( J6) to 

allocate charges 
to Proper Coding 

Any 
discrepancies 

between file and 
agencies charges 

are disputed 
offline

*/Green box designate where process differs for DHH
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As- Is P-Card Purchase Work Flow DHH

27

Charges 
loaded into 
DHH Recon 
System

Charges 
reconciled by 
card holders

Extract loaded 
back into AFS 
which creates 

J6

Un-reconciled 
Charges coded 

to default 
accounting

Extract is run 
from WORKS

Diagram only depicts difference between DHH and process followed by 
other agencies 
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As-Is  P-Card Applications Screen Shots



 
WORKS Card Maintenance – Where Spending limits are 
maintained, Cardholder mapped to employee ID 
mapping, default accounting codes and access granted.



 
WORKS Delivered Reports – Spend analysis reports by 
agencies and card reports.



 
PMS  Pending Transaction List – List of transaction that 
need to be coded to true accounting distribution codes.



 
PMS Allocation of Costs - Ability to enter coding, split 
distribution and correct previously coded transaction 
prior to AFS interface
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WORKS – Card Maintenance
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WORKS – Card Maintenance
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WORKS – Delivered Reports
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PMS – Pending Transaction List
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PMS -Allocation of Costs to Correct Coding

Monday, December 29, 2008 33
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PMS – Update Coding Prior to AFS 
Interface

Monday, December 29, 2008 34
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As-Is Timeline of Key P-Card Events
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As-Is Timeline of events per Billing Cycle


 

Billing cycle runs from the 6th of the month to the 
5th of the next month.


 

Statements are received from Bank of America 
within 5 days of the close of the billing cycle.


 

Interface to AFS (Advantage Financial System) 
automatically creates a P3 document.


 

Cardholder reconciles statement to log/signs 
and forwards to supervisor/reviewer within 5 
days of receipt of statement.
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As-Is Timeline of events per Billing Cycle 
(Continued)


 

Supervisor/reviewer reviews/verifies/signs and 
forwards to accounting within 2 days of receipt.


 

Accounting verifies that all reconciliation 
information is correct.


 

Accounting prepares a journal voucher (J6) to 
credit default accounting codes and debit the 
appropriate org, object, reporting category.


 

Payment is made to Bank of America on the 25th 

of the month regardless of the status of the 
reconciliation process.
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As-Is P-Card Validation / Reconciliation Reports



 
Validation reports are processed when the electronic 
Billing Statement (file) is received from Bank of America, 
for P-Card purchases.



 
5G55 – P-Card Statement Billing File Validation Report
(validates Account distribution codes)

– Performs validations on account distribution codes for the 
individual account numbers against AFS tables.

– If exceptions or errors are found, codes are returned to indicate 
the problem encountered.  

– Invalid account distribution codes will not stop the P3 (payment)  
documents from being created or loaded to SUSF.  If this 
condition exists the job will charge the default account code.
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As- Is Reconciliation Report - 5G55
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As-Is P-Card Validation / Reconciliation Reports  
(Continued)



 
5G56 – Purchase Card Agency Exception Report  
(validates if Account belongs to Agency and or State)

– This report lists by agency and account number, coding 
exceptions/errors that exist when data is extracted from the 
electronic Statement Billing File.  

– The coding is validated against AFS tables. 

– If invalid account codes are found, the default account codes 
are used for the charges.  
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Exception Report - 5G56

Monday, December 29, 2008 41
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As-Is P-Card Validation / Reconciliation Reports  
(Continued)



 
5G57 – Purchase Card Reconciliation Error Report 
(validates total number of transactions and total dollar 
amounts)

– This report compares the amounts from the electronic Statement 
Billing file by corporate account against the amounts on the P3 
(payment document) created for each agency. 

– If exceptions/errors are found, none of the P3 (payment) 
documents are loaded to SUSF. 

– After corrections are made to the file, the process can be re-run 
and all of the P3’s will be recreated.  
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Reconciliation Report - 5G57 

Monday, December 29, 2008 43
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As-Is Disputed Charge Process for P-Card
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Cardholder tries to reconcile problem with 
vendor


 

If resolved, vendor will credit next month’s 
statement


 

If not resolved, cardholder fills out BOA dispute 
form and faxes/mails to BOA ( See next Slide)


 

The transaction will be paid, and the dispute will 
be resolved by BOA within 180 days
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Bank of America Dispute Form
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As-Is Key P-Card Process difference for  
DOTD


 

DOTD does not update data in ISIS


 
Accounting creates weekly extract file from 
WORKS


 

Review and Reconciliation of transactions are 
done in WORKS
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As-Is Key P-Card Process difference for 
Non-ISIS Agencies


 

Accounting reconciles/distributes costs to their 
accounting system according to agency policy and 
procedure


 

Payment made to BOA within 25 days of statement 
date


 

Reconciliation may take place before or after 
payment
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As-Is Restricted/Prohibited Purchases on 
P-Card



 

Restricted/Prohibited Purchases with P-Card
– Restricted Merchant Category Codes (MCC) (Some are restricted 

by State; agency can restrict additional vendors)
– Travel expenses (with exceptions)
– Cash
– Gift cards/certificates
– 1099 vendors (recommended that it not be used for 1099)
– Alcohol
– Personal use
– To avoid procurement or payment procedures
– Vehicle fuel/maintenance (Fuel Card & Maintenance Program is a 

separate program. P-Card can only be used for fuel/maintenance if 
that program is not available in certain areas.)
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SAP ConceptsSAP Concepts
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SAP Glossary



 

Attribute – A property or value that describes and defines an object or an entity in detail 
(blonde hair, blue eyes, 5’2” tall, 120 lbs…are all attributes of a human)



 

Client – A grouping or combination of legal, organizational, business and/or 
administrative units with a common purpose; a self-contained unit in an SAP system 
with separate master records and its own set of tables (“The State of Louisiana”)



 

Company Code – This level represents an independent accounting unit within a client. 
Each company code has its own balance sheet and its own profit and loss statement. 
Example : a subsidiary company, member of a corporate group (“The State”)



 

ECC – Enterprise Central Component (the core SAP system where financials and most 
logistics transactions are processed



 

Matchcode – A search technique which enables a user to locate a particular database 
record (such as an account number or material master record) by entering information 
contained in the record (Key word Search)



 

Reconciliation Account – A G/L account to which transactions in the subsidiary 
ledgers (such as in the customer, vendor, or assets areas) are updated automatically



 

Dunning – A reminder or warning letter used to remind vendors to deliver the material 
from the purchase orders.



51Monday, December 29, 2008 51

SAP Glossary (continued)



 

Minority indicator – A business that is owned and controlled by one or more socially 
and economically disadvantaged persons



 

Tolerance Group – It is a percentage or a value that is the limit to which an event can 
deviate



 

Partner Functions – A term, such as "sold-to party" or "payer", that describes a person 
or organization with whom you do business 



 

Invoice verification – A term that describes the entering and checking of incoming 
(vendor) invoices



 

Account Groups – An object with attributes that determine the creation of master 
records



 

Flagging for deletion – A label that identifies a data record to be deleted from the 
database



 

AVL (Approved Vendor List) – Object in SAP for source determination which identifies 
vendors approved to supply specific commodities and services.



 

Purchasing Organization – An organizational unit in Logistics, subdividing an 
enterprise according to the requirements of Purchasing
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SAP Glossary (continued)



 

Supplier Self Service (SUS) – The SAP web based application which enables 
vendors to self register with the state, view purchase orders, respond to purchase 
orders, enter confirmations, enter invoices and view the status of supplied services 
and/or commodities



 

Supplier Relationship Management (SRM) – The SAP application which enables the 
procurement process via an web enabled user interface



 

Supplier Screening – The list of suppliers that have registered to supply items awaiting 
analysis and approval. They are not seen in the procurement processes until they are 
approved by the buyer 



 

Supplier – The listing of suppliers that have been accepted as qualified sources of 
supply for goods and services in SAP SRM 



 

Shopping cart – The object in the SRM application leveraged for the requisition data. 
This document is what is created by the requisitioner in the application to create 
requests for procurement.



 

Buy on Behalf Of (BOBO) – SAP term describing the entry of a shopping cart on b 
ehalf of another user. This is performed by the secretary in the SRM system. 



 

Confirmations – The goods receipt function in SRM


 

Workflow – The SAP functionality for online distribution of electronic documents for 
approval/review.
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SAP Glossary (continued)



 

Spending Limit – The total dollar amount of a request that an end user can create in 
the SRM system which would not require an approval/review.



 

Approval Limit – The total dollar amount of a request that an end user approver has 
authorization to approve/review a request in SRM.



 

Substitution – The ability in SRM to create a temporary substitute for an approver user 
with another system approver user. This is to facilitate the idea of a approver going on 
vacation



 

Approver – End user in the SRM system which is responsible for approving or rejecting 
procurement documents (i.e. shopping cart, confirmation, invoices etc.)



 

Requester – End user in the SRM system which creates requests for procurement 
(shopping carts).



 

Skip Level Approval – Approval process which requires that only the approver with the 
appropriate approval limit performs the approval of the purchasing document (i.e. the 
document would skip over the lower level approvers and only be submitted to the one 
approver with the appropriate approval limit of that specific purchasing document).



 

Parallel Approval – The approval process where the document is sent to several 
approvers simultaneously and requires that only one of the approvers actually approves 
the document. When the document has been approved by one of the approvers, the 
document is then removed from all the other approver inboxs.
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SAP Glossary (continued)



 

P-Card – The term used to identify the procurement process(s) which leverage the use 
of procurement cards for requests and purchase orders.
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P-Card Process


 

General Definition:

The procurement process by which end 
users in the SAP solution can identify 
company credit cards as the means of 
payment of requests and purchase orders. 
SAP also facilitates the settlements of 
purchases made using the procurement card 
process.
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Procurement Cards


 

Procurement Cards (PCards) are commonly 
used as a means of payment in many 
companies.


 

PCards are credit cards issued by companies 
such as American Express and VISA except 
that the invoice goes to the company and not 
to the individual cardholder.


 

PCards are provided to employees or groups 
of employees (departments).
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Procurement Cards


 

P-Cards are often used for store bought 
products and services.


 

A PCard can be kept on file at the supplier 
location for organizations to use (Ghost Cards).


 

In SRM, you can specify procurement card as 
the payment method when purchasing items.


 

SRM also manages settlements for purchases 
made using a procurement card.


 

Individual purchases can be subject to 
Workflow approval procedures to help facilitate 
the verification of PCard purchases.
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PCard Process Flow
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SAP PCard Procurement Process


 

Shopping cart is created in SRM 
identifying PCard as the method of 
payment


 

Shopping cart goes through the approval 
process


 

After the shopping cart is approved, the 
PO is created with the defined PCard as 
the method of payment


 

The PO is sent to the vendor with PCard 
number


 

Vendor charges order to the PCard
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SAP PCard Reconciliation Process


 

Bank statement for the vendor charge is sent to 
SRM by card issuing institute.


 

SRM verifies data and creates an invoice


 
Invoice is posted to FI system (ECC)


 

The employee assigned to the PCard receives a 
workflow notification to approve the charge.


 

Statement forwarded to manager/approver via 
workflow (optional)


 

Statement is approved or rejected


 
Once approved, statement is posted to Core 
R/3 G/L and CO
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Approval Functionality


 

In the approval preview, employees can specify 
an additional approver.


 

Similarly, managers responsible for approval 
can specify all subsequent approvers at 
runtime when executing an approval work item.


 

The cost assignment can be changed by the 
SRM users:
– different cost assignments (cost centers & 

projects)
– line items can be split between different cost 

assignments
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File Format Conversion


 

Each bank can have a unique format for 
statement data (need to establish a common 
format for exchanging data)


 

SRM must be configured to load bank specific 
statement data


 

SRM has a format that can support a broad 
range of statement data


 

SAP supports up to ‘Level III’ information in the 
statement:
– Level I: Amount, currency, & transaction ID
– Level II: Tax data & reconciliation process
– Level III: Detail data such as description, & UNSPSC
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Review of SAP 
Concepts 

Review of SAP 
Concepts
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SAP PCard Process


 

Procurement card is a type of payment method 
defined when creating a shopping cart. 


 

The settlement data is transferred to SRM.


 
An invoice for all purchases that were made 
using a procurement card is created and 
updated in accounts payable accounting in 
ECC and blocked for payment. 


 

Invoice is paid during the payment run in the 
backend.
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SAP PCard Process


 

Workflow can be leveraged to validate charges 
on the settlement data.


 

Via Workflow:
– The owner can check the charges made and 

can change the account assignment if 
necessary.

– If you want the manager to monitor 
expenditure as well (optional)


 

The system posts the charges to a G/L account 
in Accounting after completion of the approval.
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Points of Discussion / Decisions needed by 
Close of Session



 
Will LA continue to use WORKS in the same capacity 
in the future?



 
Will DHH reconciliation system remain, will others 
use this same tool?



 
How will we capture true commodity / contract and 
vendor spend with to-be P-Card program?



 
Will Services be included into the P-Card program?



 
Will Fuel Trac process remain as is?



 
What will the reconciliation process entail?



 
Will the existing forms for dispute handling & card 
maintenance remain, and will these need to be 
standardized across the State?
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SRM ScreenshotsSRM Screenshots
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PCard Process Screenshots
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