P-CARD REALLOCATION PROCESS
UPDATED 09/21/21

On Monday of each week, the P-Card charges will be imported into MIP from US Bank and re-
allocators will have until 5pm Wednesday of the same week to make the necessary changes. Any
charges not reallocated by the Wednesday deadline will require a journal voucher in order to move
the charges.

P-Card Reallocation in MIP

Log into MIP

Domain/user name = ahec\last name first initial
Password = your current system password
Click on ‘Sign in.”

/‘.\ Auraria Higher Education Center Resource Server

A [emote Applications

Domain\user name: Iahec\johnsonm

Password: Iounul

Security (show explanation)
® Thisis a public or shared computer

() Thisis a private computer

To protect against unauthorized access, your RD Web
Access session will automatically time out after a period
of inactivity. If your session ends, refresh your browser
and sign in again.

B Windows Server 2012 R2
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o Select MIP Fund Accounting

/A\ Auraria Higher Education Center Resource Server
A Remote Applications

AHEC Remote Apps Connect to a remote PC Help Sign out

Current folder: /

w W @

HR MIP Fund Waorkflow
Management Accounting Maodules
Client

1

e Click on “Connect”

A website is frying to run a RemoteApp program. Make sure that you trust the
publisher before you connect to run the program.

This RemoteApp program could harm your local or remote computer. Make sure that you trust the publisher
before you connect to run this program.

*] Publisher: *.ahec.edu
*) Type: RemoteApp program

Path: AcctAdv

Mame: MIP Fund Accounting
Remote computer: EMPIRE.AHEC EDU

(> Show Details
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¢ On the toolbar, click on Transactions; then select Enter Cash Disbursements from the drop
down menu.
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o From the Session ID dropdown, select the PCARD IMPORT batch for that week

2] File Edit View Maintain Timesheets Transactions Activiies Reports Organization Securty System Options Window Help [ (0) HE

avigator 1+

MIP ADVANCE Learn more B

P— Session 1D N s o
session D 8| Status | Date | Date: W] =g
BP 92017 PCARD IMPORT kd
5 /1612017 PCARD HPORT

1/232017  PCARD IMPORT

Total Number of Documents:
+ Requisitions
Total Amount for all Documents

HR Management

Help and Support

o Change Status field to “BS” (if defaulted to “BP”)

¢ Do not change Description which will populate as “PCARD IMPORT” or Date which auto
populates

e Select Cash Account “11015 PCard Clearing” account from drop down
e Click on Start (lower right hand corner of screen)

Session ID: |EIEIlZl ﬂ| Status: BS ﬂ
Description: |PCARD IMPORT | Date: 1/23f2017 LA
Cash Acct.: 11015 ﬂ

Session Totals

Total Number of Documents: 39

Total Amount for all Documents £19,532.86

l

Eﬁ Find |E Save ||o Undo ||E Close |

? Help
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Transaction Entry ] User Defined Fields ]

Select your name from the Check drop down.
Your default account string will be “Fund-Cost Center-59999”.
Reallocate as needed, adding Activity, Location, Entity, Agency 8000, or Project as appropriate.
The default fund for 11015 is 1000. If something is reallocated to another fund, the fund on the
corresponding 11015 line will also need to be changed to match.

Check: Date: 1132017 :E Amount: 5;17‘51@'
Description:  [FVHRGILA ‘
Payee ID: ‘ ﬂ‘@ | ‘
Check
Adzcress: J
Fund cC Obj Activity Loc Entity| Agency 8000 Project Debit Credit Effective Date Description
‘ p 2000 2310 53733 FM-B57245 1007 0 w0 P1000738 290.40 0.00{1 132017 JOHNSTONE SUPPLY OF DENVE
1000 1360 53733 FM-257874 0 107 (0 0 42722 0.00 1 132017 TRAMNE SUPPLY-111616
‘ 2000 11015 0.00 290401 M32017 JOHNSTOMNE SUPPLY OF DENVE
1000 11015 0.00 43722\ 1 3207 TRANE SUPPLY-111616
*
¢ After reallocating is complete, look at the bottom of the screen to verify the Net amount = $0.00.
If it does not = $0.00, then one of the above amounts needs to be corrected. Once amount is
zero, click on the Close button at the bottom.
m l > = J
Totals: §717.62 DR §717.62 CR Net $0.00
I |ﬁa Find Hsj New ||X Delete HE Close | ? Help |
[ ]

After the Wednesday reallocation deadline, Accounting will run a report to look for any unposted
transactions that are coded to “59999” indicating charges have not been reallocated and will

notify the reallocators one last time to reallocate the charges.
If charges are not reallocated within the allowed time frame, Accounting will post the entry and
then run a posted transaction report filtering object code 59999.
Users will be notified that they need to submit a journal voucher to make the changes.
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