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1. Cardholder Basics
Upon login, the Cardholder Home Page shall be displayed to the cardholder: 
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Figure 1 - Cardholder Home Page

Title Bar

All pages within PCRS shall follow the convention that a banner will display the title of the application across the top.  
Left-Navigation Bar

In addition, the left side of the interface shall display the logged-in user, the role of that user, and the functionality available to that user.  

User Role

In the case of the cardholder, “Cardholder” shall appear under the role:
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Figure 2 - User Role

Cardholder Functions

The functions available to the cardholder include going to the Home page, creating a new transaction, editing an existing transaction, updating vendor information, editing an accounting string, creating a report, changing his/her password, and exiting PCRS.  All of these functions are accessible via the left-navigation bar:
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Figure 3 - Cardholder Functions
2. Cardholder Home Page

The Cardholder Home Page is the default page displayed when a cardholder logs into PCRS.  The Cardholder Home Page is accessible by selecting the “Home” function in the left-navigation bar.

Welcome Message

The Cardholder Home Page displays a welcome message and briefly explains the functions available to the cardholder:
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Figure 4 - Cardholder Home Page Contents
Funding Sources

The Cardholder Home Page also displays the Funding Sources associated with a particular cardholder, along with their available balances.  
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Figure 5 – Cardholder’s assigned funding sources
3. New Transaction

The following will be a step by step process detailing how a cardholder can create a new transaction.
Step 1 – New Transaction
A new transaction is initiated when the cardholder selects the “New Transaction” function. When a new transaction is initiated, the New Transaction page is displayed:
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Figure 6 - New Transaction

When working with a new transaction, the left-navigation bar changes to reflect the steps associated with entering a transaction:
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Figure 7 - New Transaction Left-Navigation Bar
The next step is to enter the Funding Sources.  To access the Funding Sources page, the cardholder can select the “Funding Sources” function in the left-navigation bar or select the “Next” button from the New Transaction page.
Step 2 – Funding Sources
The Funding Sources page allows the cardholder to enter the number of funding sources to be used and the nature of each one for the new transaction:
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Figure 8 - Funding Sources Page
Non Split-Funded
When choosing the funding sources, the cardholder must first decide whether or not the transaction will be split-funded.  If the transaction is not split-funded, the cardholder would then indicate whether the transaction is O&T Direct-Funded or Non-O&T Direct-Funded (Title XI, Ship Disposal, RFF, or Other Reimbursables):
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Figure 9 - Non Split-Funded

Split-Funded
On the other hand, if the transaction is split-funded, the cardholder would indicate whether or not the transaction is O&T Direct-Funded and Non-O&T Direct-Funded or exclusively Non-O&T Direct-Funded.  In addition, the cardholder would indicate the number of Non-O&T Direct-Funded sources:
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Figure 10 - Split-Funded
Selecting the “Next” button displays the Funding Source Details page.  Selecting the “Cancel” button cancels the transaction and displays the Cardholder Home Page. 
Note: Selecting the “Cancel” button or clicking on a link in the menu bar at any time during the transaction process will prompt a warning message to be displayed.  If the cardholder clicks “Yes”, all information will be lost and the cardholder will be directed either to the homepage or the link that was selected from the navigation bar.
Step 3 – Funding Source Details
The Funding Source Details Page allows the cardholder to select an O&T Direct-Funded Document ID and/or Accounting String/Document Sub-String(s).  The contents of this page shall reflect the information the cardholder had entered on the Funding Sources Page. 
Entering an O&T Direct-Funded Document ID
If the cardholder indicated that the transaction involved an O&T Direct-Funded source, the Funding Source Details Page would display a drop-down box to allow the cardholder to select the O&T Direct-Funded Document ID:
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Figure 11 - O&T Direct-Funded Source Details
When the cardholder selects the O&T Direct-Funded Document ID from the list, the corresponding Accounting Data, Effective Date and Available Balance information is displayed.
Entering Non-O&T Direct-Funded Accounting Data String(s)
For each Non-O&T Direct-Funded Accounting Data String the cardholder indicated, PCRS shall display a drop-down box to allow the cardholder to select the Non-O&T Direct-Funded Accounting Data String(s)/Document Sub-String(s):
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Figure 12 – Non-O&T Direct-Funded Source Details

New Accounting String
If a new Accounting String needs to be created, the cardholder selects the “New” button next to the Accounting String field.  The cardholder then enters in an Accounting String, a beginning balance, and selects “OK”: (The system will automatically generate a Document Sub-String)
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Figure 13 - New Accounting Data String
New Document Sub-String
If an Accounting String already exists but a new Document Sub-string is needed, the cardholder would select the “New” button next to the Document Sub-String field.  The cardholder enters in a beginning balance and selects “OK”:
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Figure 14 – New Document Sub-String
Selecting the “Previous” button displays the Funding Sources Page.  Selecting the “Next” button displays the Basic Information page.  Selecting the “Cancel” button cancels the transaction and displays the Cardholder Home Page.

Step 4 – Basic Information
The Basic Information page displays general information regarding the transaction:
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Figure 15 – Basic Information
The cardholder enters the Transaction Name/Title, Transaction Date, MAR Code, and Comments.  The Transaction Name is a general description created by the cardholder to differentiate the current transaction from past or future transactions.  
Selecting the “Previous” button displays the Funding Source Details page.  Selecting the “Next” button displays the Items page.  Selecting the “Cancel” button cancels the transaction and displays the Cardholder Home Page.

Step 5 – Items Page
The Items Page allows the cardholder to indicate what items have been purchased:
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Figure 16 - Items Page
Add Item
To enter a new item, the cardholder selects the “Add Item” button.  The “Add Item” window is displayed:
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Figure 17 - Add Item

The cardholder enters the item information and selects the “OK” button.  The Quantity, Unit Cost, and Shipping and Handling are used to calculate the “Cost” of the item (depicted on the Items Page).  The “Total Cost” of the transaction is displayed at the bottom of the items table.

To edit a previously entered item, the cardholder selects the “Edit” hyperlink corresponding to the item.  To remove a previously entered item, the cardholder selects the “Delete” hyperlink corresponding to the item.

Selecting the “Previous” button displays the Basic Information page.  Selecting the “Next” button displays the Vendor page.  Selecting the “Cancel” button cancels the transaction and displays the Cardholder Home Page.

Step 6 – Vendor Page
The Vendor Page allows the cardholder to indicate the vendor used for the transaction:
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Figure 18 - Vendor Page
The cardholder indicates the vendor by selecting the vendor from the list.  When a vendor is selected, the vendor information is displayed. 
Add Vendor

If the vendor does not appear in the list, the cardholder selects the “New” button to open the “New Vendor” window:
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Figure 19 - New Vendor
The cardholder enters the vendor information and selects the “OK” button.  
Selecting the “Previous” button displays the Items Page.  Selecting the “Next” button displays the Allocation page.  Selecting the “Cancel” button cancels the transaction and displays the Cardholder Home Page.

Step 7 – Allocation Page
The Allocation Page allows the cardholder to indicate the costs to be allocated to each funding source:
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Figure 20 - Allocation Page

Allocate Funds
The Allocation Page lists the funding sources previously identified by the cardholder.  To change the allocation of a funding source, the cardholder selects the “Edit” hyperlink corresponding to the funding source:
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Figure 21– Allocation Window
The cardholder enters in the amount to be allocated to the funding source and clicks “OK”.  If there is only one funding source for the transaction, the system will automatically issue the allocated amount to that funding source.  If there is more than one funding source, a message in green will appear below the table indicating the cardholder of the total amount remaining to allocate.  
There are two totals at the bottom of the table.  The first shows the amount of the total cost that has been allocated.  The second total shows the cumulative, remaining balance from the chosen funding sources. 

A warning message will appear if the cardholder over or under allocates the funds.  The message will read, “The Allocated Total must match the Total Cost”.  The cardholder must fix the error before being able to proceed to the next page.  

If the cardholder allocates more funds than are available for a funding source, the remaining balance for that fund will appear in red.  The cardholder will then be issued a warning on the confirmation page.

Selecting the “Previous” button displays the Vendor Page.  Selecting the “Next” button displays the Confirm page.  Selecting the “Cancel” button cancels the transaction and displays the Cardholder Home Page.

Step 8 – Confirmation Page
The Confirm Page allows the cardholder to confirm the transaction:
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Figure 22 - Confirm Page
This page recaps the basic information, the funding sources and their allocation, the items to be purchased, and from what vendor the items are being purchased.

A warning shall appear near the top of the page in red if the allotted funds are greater than the available funds.  The warning will read, “Although PCRS will allow you to proceed with this transaction, you have exceeded the available balance for a funding source.  Click Submit if you still want to continue.” (Clicking Submit without making the appropriate changes will send an email to the FCO).

Selecting the “Previous” button displays the Allocation Page.  Selecting the “Submit” button saves the transaction and displays the Cardholder Home Page.  Selecting the “Cancel” button cancels the transaction and displays the Cardholder Home Page.  Selecting the “Print” button allows the cardholder to print this page.
4. Edit Transaction

Upon selecting the “Edit Transaction” function from the left navigation bar, the cardholder is displayed the list of transactions he/she entered:
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Figure 23 - Edit Transaction
The cardholder would select the “Edit” hyperlink corresponding to the transaction to be edited.  From there, the cardholder is walked through a process similar to the “New Transaction”.  Selection of the “Void” hyperlink would void the transaction (but would not delete it from the database).  If a transaction has been voided, the total cost will be refunded to the funding source(s) associated with the transaction.
Note: If a cardholder has to edit the cost of a transaction because the total cost was higher than recorded in PCRS, a new transaction with comments must be created.  Also, the cardholder must edit the delivery date of the items if the actual delivery date and delivery date in PCRS differ.
5. Edit Accounting String

Upon selecting the “Edit Accounting String” function from the left-navigation bar, the cardholder is displayed the list of accounting string he/she has access to:
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Figure 24 – Edit Accounting String

The cardholder would select the “Edit” hyperlink which would display a window allowing the cardholder to increase or decrease funds.

6. Vendors 

A list of vendors in the system is displayed.  The cardholder can add and/or edit a vendor.
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Figure 25 – Vendor Page
7. Create Reports 

The report is used to view all the transactions made during a certain time period.

[image: image26.emf]


Figure 26 – Cardholder Report
Once the date range had been selected, the cardholder clicks the “Generate Report” button.  The cardholder will be displayed the basic information for each transaction.  In addition, clicking on the description field will direct the cardholder to a page that resembles the confirmation page.  It displays all the details of the selected transaction. 
(Note: Clicking on select column headers will sort the information in ascending order.) 
8. Change Password

This page allows a cardholder to change his/her password.  Once the new password is entered and confirmed, the system will automatically update it:
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Figure 27 – Change Password [image: image28.emf]
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