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Introduction — What’s new in version 3.6

In version 3.6, there are major upgrades and additions to the FAST Purchasing Card module. There
are also changes to the FAST User Interface. This user guide is designed to assist cardholders and
contains step by step instructions complete with “print screens” to facilitate the use of the module.

Log on
Use the following link to access FAST Pcard: www.uottawa.ca/erp/en/system_access.html. This

prompts you to the system access page. Click on the FAST link.

UOttawa University of Ottawa uoZone | Library | Programs | Webmail | Quick Picks ¥ | Frangais

Corporate IT Services »

Home ¥

General information

e e o System Access
HR. System
Information % © Banner INE
Finance System © FAST
Information oS ® My HR Profile
Fusion/ERP Systems © HR Forms
Login H
Other Systems » FAQ
Our team H
—————————— €& Howto sccess Banner/FAST HR and Finance? (For Banner and FAST users)

€& Howto sccess FAST HR and Finance? (For FAST-only users)

Contact Information
€& Budget snd Position Control for HR. and Finance users (Currently available in French anly)

Corporate IT Services
Email € FReguisitions (WebReq] (Finance users only)



http://www.uottawa.ca/erp/en/system_access.html
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Type in your User Name and Password and then click on Sign In.

uOttawe

Université d'Ottawa — University of Ottawa

B

uOttawa

User Name / Nem d'utilisateur :
Pazzword / Mot de pazze !

nvigneau

+ [ Sign In / Se connecter

Click on the Purchasing Card application.

uOttawa

Home  Applications

& Application Info *]

>
- Université d’Ottawa

lalll ashboard d

If you can only see Home and Help menu items then your login ID is

restricted and access has not been granted.

— University of Ottawa

Version: 36.1.231
Environment: QAMS

& Logout | [E] €8

) Hide Menu

Applications -
Budget and Forecasting
Finance Reporting

Leave Management

* Purchasing Card
Web Requisitioning

(7] WebFOCUS Finance

Links v

Announcements D4
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Fast Pcard Home Page

You are now on the main menu of the Purchasing Card module. We have set Quick Launch as the
default tab (see the Tips and Notes section of this document for other options).

Account Holders
Here is the information you will find on this page:

» List of My Accounts: List of your cards.
> List of Accounts | Manage: List of other cards you manage.
> Print Monthly Statements: Will redirect you to the Statement Selector.

Université d'Ottawa — University of Ottawa

Home  Applications  Account Holders  Repaorting

@ Purchasing Card

) Application Info d =7 Quick Launch i [iﬂﬂ Dashboard d ﬁ. Pinned Reports d

=| List of My Accounts
¥, (Purchasing Card - $0)
(Purchasing Card - $1002.64)
(Purchasing Card - $0)
(Purchasing Card - $0)

=| List of Accounts I Manage

Chartrand, Giséle-Francine (Purchasing Card - X - $30089.88)
Chartrand, Giséle-Francine (Purchasing Card - X ; - $45071.5)
Chartrand, Giséle-Francine (Purchasing Card - 3000004, - 500
Chartrand, Gic&le-Francine (Purchasing Card - X (X - %07
Chartrand, Gis&le-Francine (Purchasing Card - 3OO0 - 5070
Chartrand, Giséle-Francine (Purchasing Card - X 4. - $15496.21)
Chartrand, Gis&le-Francine (Purchasing Card - ¥ X - §54.94)
Chartrand, Gis&le-Francine (Purchasing Card - 3000000 - 30

Friedman, Jason (Purchasing Card - X000 - £-161.41)
[E] Print Monthly Statements
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View Transactions

Transactions are downloaded from Scotiabank on a daily basis into FAST. Before the end of the
cycle date, you can view your current transactions, edit them to add more detail or split a
transaction into multiple FOAPs.

Click on the Card Number to view your transactions, the system will redirect you to the list of your
transactions for the card you have chosen.

u Otta\‘\’a —— "~ Université d’'Ottawa — U niversity of Ottawa
Home  Applications  Account Holders  Feparting

@ Purchasing Card

&) Application Info wl =7 Quick Launch wl [iﬂﬂ Dashboard *] ‘. Pinned Reports d

=] List of My Accounts

s el (Purchasing Card - $0)
(Purchasing Card - 51002.6-11“'
(Purchasing Card - $0)
OO (Purchasing Card - $0)

=| List of Accounts I Manage

Chartrand, Gis&le-Francine (Purchasing Card - X300000K $30089.88)
Chartrand, Gis&le-Francine (Purchasing Card - X000 - $45071.5)

Chartrand, Giséle-Francine (Purchasing Card - - 5070
Chartrand, Giséle-Francine (Purchasing Card - - 500
Chartrand, Gic&le-Francine (Purchasing Card - X ; - 80
Chartrand, Gis&le-Francine (Purchasing Card - 3O00004 - $154596.21)
Chartrand, Giséle-Francine (Purchasing Card - XX XX - §54.84)
Chartrand, Gisgle-Francine (Purchasing Card - XX X - 0]
Friedman, Jason (Purchasing Card - ooy - $-161.41)

[=] Print Monthly Statements
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uOttawa

Home  Applications  Account Holders  Help

Université d'Ottawa — University of Ottawa

[

& Purchasing Card } Edit Transactions » Current committed ransactions

PRl Report Options

Row # Account Number Account Holder Transaction Date Merchant Gross Amount
1 E lh SRR Hunter, Jochanne 2011/08/25 STATACORF LP $2,490.05
2 E @ OO Hunter, Johanne 2011/08/26 U N E LIERARY $5.00
3 —p lh SRR Hunter, Jochanne 2011/08/30 INTERMNATIONAL ARTCRAFT $78.27
4 E @ OO Hunter, Johanne 2011/08/31 GRAND AND TCY COMM110YDeX §702.98
5 E lh SRR Hunter, Jochanne 2011/09/01 LIERAIRIE UNIV.DOTTAWA $1,245.36
6 E @ OO Hunter, Johanne 2011/09/01 AHEARN & SCPER INC, §352.56
7 E lm ORI Hunter, Jochanne 2011/09/01 TEMAQUIF LIMITED $127.57
a E @ OO Hunter, Johanne 2011/09/02 CAN MUSEUM CF CIVILISA $11.55
9 E lm ORI Hunter, Jochanne 2011/09/06 LIERAIRIE UNIVDOTTAWA $225.55
10 E @ OO Hunter, Johanne 2011/09/06 GLOEE AWARDS & PROMCTICNS £1,964.80
11 E lm ORI Hunter, Jochanne 2011/09/06 COPYRIGHT LAWS/ACTEVA.COM §141.79
12 E @ OO Hunter, Johanne 2011/09/07 UNIVERSITY COF TORONTC $1,157.31
13 E lm ORI Hunter, Jochanne 2011/09/07 TAMNERITCHIE FUBLISHING $3,333.50
14 E @ OO Hunter, Johanne 2011/09/08 ULINE §3,220.57
15 E lm ORI Hunter, Jochanne 2011/09/08 SERWVICE CAFE VAN HOUTTE £176.84
Black £ : Domestic Transaction B reconciled Transaction $16,280.40
Red = Domestic Credit E. Criginal Transaction
Teal £ : Foreign Transacticn Grid Height | 4] e
€ Legend *— e‘ Sawve as Pinned Report

The transactions with B are ready to be edited.

Q At the bottom of the page, move your mouse over the legend button for an explanation of the
types of transaction on this page.

Foreign transactions appear in teal and the Gross Amt is in Canadian dollars. In order to
reconcile your transaction, refer to your Scotiabank statement to see the transaction with the
original currency and conversion rate.
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Edit transactions

Click on the original transaction icon B The editing form opens, listing default coding, comments,
taxes, net and gross amounts.

you are editing.

“ Note how the transaction line is highlighted, it is a good visual indicator of which transaction

Horme:

Applications

Account Holders  Help

[E  Edit Data
Fund Orgn Acct Prog Actw Comments HST PST GS5T Net Gross
1000 230101 73584 1200 112157770 $59.00 $0.00 $0.00 $69.27 $78.27 % %
$0.00 $0.00 $0.00 $60.27 $78.27
" 14 3 of 18 H
Row # Account Number Account Holder Transaction Date Merchant Gross Amount
1 = S} FORRRRA Hunter, Johanne 2011/08/25 STATACORP LP $2,490.05
2 g Uh FORRRRA Hunter, Johanne 2011/08/26 U N B LIERARY $5.00
—s-' = 3 OO0 Hunter, Johanne 2011/08/30 INTERMATIONAL ARTCRAFT §78.27
4 g Uh FORRRRA Hunter, Johanne 2011/08/31 GRAND AND TOY COMM1L0YDSX $702.96
5 g @ ORI Hunter, Johanne 2011/09/01 LIBRAIRIE UNIV.DOTTAWA $1,245.36
6 g Uh FORRRRA Hunter, Johanne 2011/0%9/01 AHEARN & SOPER INC. $352.56
7 = '3 FORRRKA Hunter, Johanne 2011/0%9/01 TEMNAQUIF LIMITED $127.57
8 g Uh FORRRRA Hunter, Johanne 2011/0%9/02 CAN MUSEUM OF CIVILISA $11.55
9 g Uh FORPRKA Hunter, Johanne 2011/059/06 LIERAIRIE UNIV.DOTTAWA $225.55
10 E Uh FORRRRA Hunter, Johanne 2011/059/06 GLOBE AWARDS & PROMOTICNS $1,564.90
11 g Uh FORRRRA Hunter, Johanne 2011/059/06 T LAWS/ACTEVA.CO $141.79

Click %‘Lto edit the transaction. We will see the split option b3 further.

Université d'Ottawa — University of Ottawa

Home

@ Purchasi

Applications

Account Holders — Help

IS} Report Options

# | Edit Data

Fund

1000

Orgn Acct Prog Actw

230101 73584 1200

Comments

112157770

Card » Edit Transachions » Current committed transactions

$59.00

$0.00

GST Net

$0.00 $69.27

Gross

5?8.2?/'
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Coding
Your default FOAP is automatically populated. At this point, you can modify any element of your

FOAP. Usually, you will need to change your account as the account code is normally set to be
73584 (control account).

““ Note that transactions awaiting a credit should be left in the control account. Just make sure
that the taxes are changed to 50.00 and that you adjust the Net Amount accordingly.

# | Edit Data

Fund * | Orgn Acct * Prog Actv Comments HST PST GST Net Gross
s s s~ s s

1000 23010 |73584| |1z200 112157770 | #s.00 $69.27 $78.27

=4

There are two ways to edit the coding:

1. You can override the default coding and type in the new coding if you know the information

2. If you don’t know the coding, click on the #~ above the field you wish to change. Type the
% symbol to the search field and click on Search. A list of codes will be displayed. Simply
scroll down and click on the code you want to select

[E  Edit Data
Fund * | Orgn Acct * Prog Actw Comments HST PST GS5T Net Gross
,~ x
1000 Orgn Ya O] s$9.00 $69.27 $78.27
45 record(s) found —. =] %

CODE |DISPLAY "I
230101 Biblicth&que / Library =
230102 Cab.bib.en chef-adm./Cff.Un.Lib-Adm
230103 Annexe biblisthéque/Library Annex

230104 Division des systémes/Libr.Syst.Div

230105 Collect.&Res.d'inform./Col.&Inf.Res [vl

$9.00 $0.00 $0.00 $69.27 $78.27

““ Note that the Fund, Orgn, Acct, Prog fields are required. They are often auto-populated, but the
system is not able to do it in some cases. Always make sure that all the fields are filled.

E | Edit pata

Fund Orgn Acct Prog Actw Comments HST PST G5T Net Gross

D 2302589 70501 : Invoice 12345, Prof Frihlich $0.00 $0.00 50.00 $78.27 $78.27 % % x
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Comments
» A minimum of 5 alpha-numeric characters is required in this field
» Enter your invoice number, reference number and any additional information in the
Comments box to make it more meaningful
» The information entered in this field will be printed on your monthly statement and will
appear in some financial reports (i.e. Finance Reporting, FTR540)

& | Edit Data

Fund * | Orgn Acct * Prog Actv Comments HST PST GST Net Gross
-~ -~ Ll -~ -~

1000 23010/ |70501( |1200 Invoice 12345, Prof Erahlich. | #s.00 $69.27 $78.27

P 4 %

(-
““ Note that the Purchase ID from participating merchants will automatically appear in the
“Comments” field. Please note that you are able to edit this field and add any relevant

information if needed.

@ TIP: Standardize the use of your comments within your Faculty or Department. This will
facilitate future document retrieval and provide a better audit trail.

HST, PST, GST and Net amount
An algorithm is programmed to calculate the HST, PST, GST and Net amounts based on the amount
charged and on the province of the purchase.

1. Verify if the HST, PST, GST and Net amounts correspond to the amounts charged on your
invoice.
2. Change any amounts as necessary.
When changing an amount at this point, you will notice that the algorithm
does not recalculate the other fields. Make sure that the new amounts
entered balance with the gross amount.
3. Gross amount is not editable as it should always match the amount charged.

4. Once all the required fields are filled, click i to save your changes.

[# | Edit Data

Fund * | Orgn Acct * Prog Actv Comments HST PST GST Net Gross
,~ ,~ ,~ ,~ ,~

1000 | [23010] [70501] [1zo00 Invoice 12345, Prof Frahlich. O ss.00]

»[a
k_, Sum equals the Gross amount J

10
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The following happens when you click =

» An X isinserted at the end, indicating you can reset the changes to the transaction.

» The line in the data grid is still highlighted and the icon color has changed to green B
which means it is reconciled.

: Comments and FOAP will not be refreshed dynamically. Therefore, changes
will appear only on you next log in or when navigating from one page to
: another. :

[# | Edit Data

Fund Orgn Acct Prog Actw Comments HST PST GST Net Gross

1000 230101 70501 1200 Invoice 12345, Prof Frihlich $5.00 $0.00 $0.00 $65.27 $78.27 % % x

$0.00 $0.00 $0.00 $60.27 $78.27
] 4 3 of 18 3 ]

Row # Account Number Account Holder Transaction Date Merchant Gross Amount
1 = '3 EEES TP Hunter, Johanne 2011/08/25 STATACCORP LP $2,490.05
2 = '3 OO0 Hunter, Johanne 2011/08/26 UMNE LIBRARY $5.00
3—.5 1 MO Hunter, Johanne 2011/08/30 INTERMATICNAL ARTCRAFT $78.27
4 = '3 EEES TP Hunter, Johanne 2011/08/31 GRAND AND TOY CCMM110YDSX $702.56
5 = 1) Hunter, Johanne 2011/09/01 LIBRAIRIE UNIV.DOTTAWA $1,245.36
6 = 1) Hunter, Johanne 2011/09/01 AHEARN & SCPER INC. $352.56
7 = 1) Hunter, Johanne 2011/09/01 TENAQUIP LIMITED $127.57
a = 1) Hunter, Johanne 2011/09/02 CAN MUSEUM CF CIVILISA $11.55
9 = 1) Hunter, Johanne 2011/09/06 LIBRAIRIE UNIV.DOTTAWA $225.55

Self Assessment

If you purchase items that are taxable but weren't charged the tax (for example, items from another
country) you must self-assess the taxes when you edit your account transactions. To self assess HST,
PST or GST for a purchase, click on the blank check box beside the appropriate tax. This action will
generate an accounts payable. However, the amount will not appear on this screen.

[# | Edit Data

Fund #* | Orgn Acct * Prog Actv Comments HST PST GST Net Gross
s~ ,~ ,~ ,~ ,~

1000 23010/ (70501 |1200 Invoice 12345. Prof Frahlich O ss.00 £65.27 $78.27

Do you want to self assess this tax? =] %

11
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Selecting the self-assess check box removes the HST/PST/GST amounts and disables the fields. You
will then need to adjust the Net amount to keep the transaction in balance.

[# | Edit Data

Fund * | Orgn Acct * Prog Actv Comments HST PST GST Net Gross
R e

1000 23010 70501 1200 Invoice 12345, Prof Erghlich $0.00 £69.27 $78.27

/1 (= 4

Once you have saved the changes, a « will appear in the column of the self-assessed tax or taxes.

&  Edit Data
Fund Orgn Acct Prog Actw Comments HST PST GST Neat Gross
1000 230101 70501 1200 Invoice 12345. Prof Fréhlich v 4 $0.00 $0.00 $ 7827 $ 7827 % % x

Again, the following happens when you click =

> An X isinserted at the end, indicating you can reset the changes to the transaction.

> The line in the data grid is still highlighted and the icon color has changed to green B
which means it is reconciled.

Click another original B transaction in the data grid to continue the reconciliation process.
% TIP: To reopen the Quicklaunch page, click on Purchasing Card in the Purchasing Card title bar.

'Ottawa — University of Ottawa Envircnment:

Home  Applicationg@iccount Holders  Reporting g‘ Logout

@ Purchasing Card » Edit Transactions * Current committed transactions.

B ¥ Show Options

Row # Billing Date Account Number Account Holder Fund Orgn Acct Prog Merchant
1 D L&; 2011/08/27 FOROOROO Hunter, Johanne 1000 230101 71151 1200 INTERMATL
2 D L&; 2011/08/27 OO Hunter, Johanne 1000 230101 71082 1200 L& GOURM:

12
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Split transactions

When you split a transaction you are spreading the amount across multiple lines. You can split a
transaction as you are reconciling it or after it has been reconciled providing you do it before the
end of the cycle date. You can change the FOAP codes, comments, and amount in a split
transaction. Transactions can be split an unlimited number of times and show as multiple lines on
the Statement View.

? TIP: Split your transactions when you want to allocate amounts across multiple FOAP paid on
one invoice. Entering the amount on a separate line will help trace it and provide a better audit
trail.

First, you need to verify and adjust the HST, PST, GST and Net amount fields as they appear on your
invoice.

Example 1: Calculate taxes for me by option selected
This first example explains how to split a transaction when all the tax fields correspond to your
invoice.

1. Refer to the Edit your transactions section in this guide to change the coding, comments
and amounts on your transaction.

[# | Edit Data

Fund # | Orgn Acct* | Prog Actw Comments HST PST [ Net Gross

s~ ,~ el ,~ ,~

1000 23010/ |71032| |1200 Invoice 4567. Split transaction. | $s0.87 £622.09 $702.96
Qperation

gl %

2. Once the transaction you wish to split is reconciled in a proper Coding, that the Comments

have been added and that the Tax amounts have been adjusted accordingly, click b to
split the transaction.

& | Edit Data
Fund Orgn Acct Prog Actw Comments HST PST GS5T Net Gross \

Invoice 4567. Split transaction.

1000 230101 71032 1200 Cpération

$80.87 $0.00 $0.00 $622.09 $702.56 % x

13
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3. Again, refer to the Edit your transactions section in this guide to change the coding,
comments and amounts on your split transaction.

& | Edit Data
Fund #* | Orgn Acct * Prog Actv Comments HST PST GST Net Gross
> P P P B

- Invoice 4567, Split transaction. - -
1000 230101 71032 1200 Opération $80.87 $0.00 £0.00 $622.09 $702.86
1000 23010 73584 1200 I:‘ $0.00 $0.00 $0.00 $0.00

H %

4. By default, the system selects the Calculate taxes for me by option. In the drop down menu,
select either Net Amt or Gross Amt. This will activate the appropriate field you want to
change.

5. Once you have entered the amount you wish to reallocate, simply tab out the field to
calculate the taxes for the split transaction.

&  Edit Data

Fund * Orgn Acct ® Prog Actv Comments HST PST GST Net Gross
> P > - >
5 Invoice 4567. Split transaction. . -
1000 230101 71032 1200 Opération $80.87 $0.00 $0.00 $622.08 5702.56
1000 23029 |[71032 1200 Invoice 4567. Split transaction. D £19.50 150
Research
d %
$80.87 $0.00 $0.00 $622.00 $702.96

W[ <] aof1s [+ |[n b [ Calculate taxes for me by [Nt A Tv]

Gross Am:
6. Verify that all fields contain the right amounts. Click i to save your changes.

The taxes and net amount are automatically calculated and changed for the split entries.

[# | Edit Data

Fund Orgn Acct Prog Actw Comments HST P5T GST Net Gross

1000 230101 71032 1200 é;bej?;ctieofﬁr- Split transaction. .. o5 $0.00 $0.00 $472.09 $533.46 % % ox

230296 120669 71032 2001 Fig:g;ihﬁs“ Split transaction. 4,5 55 $0.00 $0.00 $150.00 $169.50 % B ox
$80.87 $0.00 $0.00 $622.00 $702.06

14
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Example 2: Calculate taxes for me by option unselected
This example explains how to split a transaction for an invoice that has an inaccurate tax allocation.

This often occurs on Rogers invoices.
When this happens, it becomes all the more important to closely examine your invoice.

First, have a look at the Summary of your invoice (page 1 of your invoice).

O ROGERS’

. 1 A Mumber: -1234-
UNIVERSITE D'OTTAWA UNIVERSITY V pccount Number: 11234789
ice Date: Sep 01, 2011
In care of: NATASCHA VIGNEAULT Poquired Payment Date:_ On 01, 2011
Account Summary
Total: $828.16
Required Payment Date Oct 01, 2011
Your last bill
Previous balance 617.63
Payment(s) p.3 -617.63
© Balance from your last bill  (including taxes): $0.00
Any payments we received and processed aftar September 05, 20017 will show on your nest bill.
Your current bill Includes partial charges for
O Wireless p.4 733.56 4 services that changed on or prior
to September 01, 2011

Your current bill (before taxes): $733.56

© Total taxes: p.3 — 94.60 -
Savings

For online and other payment options, see page 2. Total: —’ $828.16 You saved $69.43 on your

Rogers services.

Other Rogers services available to you

15
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For more information on the tax allocation, go to the detailed tax summary generally found on
page 3 of your invoice.

O ROGERS'

3of 48
. Account Number: 1-1234-789
Your Last Bill invoice Number. 112347894
Invoice Date: Sep 01, 2011
T $617.63 Reauired Payment Date:  Oct 01, 2011
Payment(s) Contact us
Aug 23 Payment Received - Thank You -617.63  Visit www.rogers.com
payment(sj; _$51]’63 Call Customer Service at
1-866-727-2141
o Balance from your last bill (including taxes): $0.00 ., sign up for new
M Rogers services
ill = i Visit www.rogers.com
Your Current Bill -|Detailed Tax Summary 1-888. ROGERS] (1.898.764-3771)
Subject to Not subject to
input tax credit input tax credit
restrictions® restrictions Total
HST ON 73.79 20.67 94.46
GST - 0.05 0.05
Qst 0.09 0.00 0.09
Total taxes: $94.60
HST/GST (862395381 RT0001)
QST (1210823138 TQO001)

*Businesses that have purchased telecommunication products and services may be eligible for the
provincial component of the input tax credits (ITCs), however some restrictions do apply. The Detailed
Tax Summary is provided for informational purposes only, any taxes applied to charges or adjustments
from your last bill are not reflected in this section.

16



—

i) uOttawa FAST Pcard 3.6.1 — User Guide

Have a look at the Charges by user section of your invoice (generally page 4 of your invoice) for
more indications on how you want to split the transaction.

Charges by user

Monthly Other Voice Roaming DiatalWifi Text
) fpos Changes Airtima Airtime Usage | Messaging/ GST PST
Department/ . Details and Cresdits Usaga Usage MRS
User name | Services on - - - - Total
Numbar Page Optional Event Voica Reoaming Roaming Roaming (including
Senvice Charges Long Long Data/Wifi Text psT s taxes)
Feas Distance Distanca Usaga Messaging/
Usaga Usage MMS
c 5 1742 -12.05 0.00 0.00 0.00 0.00 0.00 0.00 510
40.00 0.00 160 0.00 0.00 0.00 6.11 0.00
C 9 17.42 -12.05 0.00 0.00 0.00 425 0.02 0.00 57.59
40.00 0.00 0.60 0.00 082 0.00 6.49 0.04
C 13 17.42 235 0.00 0.00 0.00 0.00 0.00 0.00 56.24
30.00 0.00 0.00 0.00 000 0.00 6.47 0.00
C 17 17.42 2.35 0.00 0.00 0.00 0.00 0.00 0.00 56.24
30.00 0.00 0.00 0.00 0.00 0.00 6.47 0.00
C 21 17.42 -1.65 0.00 0.00 0.00 000 0.00 0.00 51.83
30.00 0.00 210 0.00 0.00 0.00 5.96 0.00
C 25 1742 -3.65 0.00 15495 0.00 14.50 0.00 0.00 8155
3250 0.00 0.30 0.00 107 0.00 9.46 0.00
c 29 17.42 -2.65 0.00 0.00 0.00 0.00 0.00 0.00 4454
25.00 0.00 0.00 0.00 0.00 0.00 517 0.00
C 13 17.42 17212 0.00 0.00 0.00 0.00 0.00 0.00 261.08
37.10 0.00 440 0.00 0.00 0.00 30.04 0.00
C I 17.42 235 0.00 0.00 0.00 0.00 0.01 0.00 7014
42.00 0.00 0.30 0.00 000 0.00 8.05 0m
N C 45 1742 -12.05 0.00 0.00 0.00 26.10 0.02 0.00 2947
g12-455-7E0 40,00 0.00 1.0 0.00 0.00 0.00 10.24 0.04
Grand Total $174.20 $133.07 50.00 $16.95 $0.00 $44.85 $0.05 $0.00
$346.60 $0.00 £17.00 $0.00 $1.30 S0.00 30446 50.09 342816

1. Refer to the Edit your transactions section in this guide to change the coding, comments
and amounts on your transaction. The sum of your HST and GST (up to $10,00) should be
added to the HST field. *** The PST portion of your invoice should be included in your Net
amount.

[#  Edit Data

Fund * | Orgn Acct * Prog Actw Comments HST PST GST Net Gross
e e
31329 |975015 71412| |6002 Trunire 1112347894, Lug |:| $828.16
ek SPIIE between
multiple EQAFs » x

2. Once the transaction you wish to split is reconciled with the proper Coding, that the
Comments have been added and that the Tax amounts have been adjusted accordingly,

click bt to split the transaction.

& Edit pata

Fund Orgn Acct Prog Actv Comments HST PST GST Net Gross \_
Invoice 11123478%A. Luc

31325 575015 71412 5002 . Split between multiple 594,45 $0.00 $0.00 $733.67 $828.16 % X
FOAPs
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3. Again, refer to the Edit your transactions section in this guide to change the coding,

comments and amounts on your split transaction.

[# | Edit Data

Fund * | Orgn Acct* | Prog Actv | Comments HST PST GsT Net
P > > - P
Invoice 111234785A. Luc
31329 975015 71412 6002 : Split between multiple $94.49 $0.00 $0.00 $733.67
FO&Ps
1000 | [320101 73584 1401 | so.00] [[ so.00] [ s$0.00 50.00
$04.49 $0.00 $0.00 $7323.67
w| 4| 160f16 |+ || n

Gross

$828.16

$0.00

| X

$828.16

== [ Calculate taxes for me by Net Amt [w]

4. By default, the system selects the Calculate taxes for me by option. To allocate the taxes
according to your invoice, unclick the Calculate taxes for me by option.

5. Since the system doesn’t calculate the taxes for you, you need to enter a value in all the

following fields: HST/PST,GST and Net, Gross

[  Edit Data
Fund * | Orgn Acct* |Prog Actw Comments HST PST
- Vel - B -
Invoice 1112347834, Luc
31329 975015 71412 6002 Split between multiple £54.45 50.00
FOAPs
23013 73504 Invoice 111234789A. Yves 6.51

Split between multiple

O
EQABs 5.49+0.02=$6.51

$0.00

Net Gross

§733.67 5828.16

|1?‘42*'4["[‘['712.['5+EI.EEI+| | 6.51+51.08=

0.82+0.04=$51.08 $57.59

| @

6. For more than one spilt, go back to the first line and click %. Repeat the previous steps.

&  Edit Data

Fund Orgn Acct Prog Actv Comments HST PST GST Net Gross \
Invoice 111234789A. Luc

31329 975015 71412 s002 . split between multiple  $87.98 $0.00 $0.00 $682.59 $770.57 % E x
FOAPs
Tmmicg 1112347894, Yves

230136 140199 73584 2007 + Split between multiple $6.51 $0.00 50.00 $51.08 $57.59 “ % x
FOAPs

7. Verify that all fields contain the right amounts. Click i to save your changes.

#  Edit Data

Fund | Orgn Acct Prog Actv | Comments HST psT GsT Net Gross
Invoice 1112347894, Luc had

31329 875015 71412 6002 . Split between multiple  $6.11 $0.00 $0.00 $46.97 $53.08 % % x
FOAPS A
Inveice 1112347894, Yves 1

230136 140199 71412 2007 split between multiple $6.51 $0.00 $0.00 $51.08 $57.59 %W x
FUAFS

- Invoice 1112347894, Lise . .

200133 191599 71412 2101 Split between multiple FOAP $6.47 $0.00 $0.00 $49.77 $56.24 W% ox
Invoice 1112347894, Jean

1000 320101 71412 1401 © iplit between multipie $6.47 $0.00 $0.00 §49.77 §56.24 % 8 x
FUARS
Trunice 1112347204 [V]

| $84.51 $0.00 $0.00 $722.65 $g28.16 |

The total taxes and net amount are automatically calculated and changed for the split entries.
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Reset transactions

In the data grid, find the reconciled transaction you wish to reset and click . The Edit Data form

opens.
& | Edit pata
Fund | Orgn | Ac_ct | Prog Actw Comments | HST | PST | GST | Net | Gross |
1000 230101 71412 1200 Invoice 123456 $9.00 $0.00 $0.00 $69.27 $78.27 % % x
| | | | | |$9.00 | $0.00 | $0.00 | $69.27 |$78.27
onErrIno
Row # | | | Account Number | Account Holder | Transaction Date Merchant Gross Amount|
1 E lh FKOOOXKXX50585811 Hunter, Johanne 2011/08/25 STATACORP LP $2,490.05
2 lb WM MS0585811 Hunter, Johanne 2011/08/26 U N B LIBRARY £5.00
3* lh HOOOOXX50585811 Hunter, Johanne 2011,/08/30 INTERMNATICNAL ARTCRAFT $78.27
4 D lh FKOOOXKXX50585811 Hunter, Johanne 2011/08/31 GRAND AND TCY COMMLL10YDSX $702.96
5 E lh HAHHHHXH50585811 Hunter, Johanne 2011/09/01 LIBRAIRIE UNIWV.DOTTAWA $1,245.36
] D lh FKOOOXKXX50585811 Hunter, Johanne 2011/09/01 AHEARN & SCPER INC, $352.56
7 D lh FKOOOXKXX50585811 Hunter, Johanne 2011/09/01 TEMAGQUIP LIMITED $127.97
a8 g l% KHXHAHXXHNS0585811 Hunter, Johanne 2011/09/02 CAN MUSEUM OF CIVILISA $11.55
9 D lh FKOOOXKXX50585811 Hunter, Johanne 2011/09/06 LIERAIRIE UNIV.DOTTAWA $225.55
10 E lh FKOOOXKXX50585811 Hunter, Johanne 2011/09/06 $1,964.90
11 g lh FKOOOXKXX50585811 Hunter, Johanne 2011/09/06 $141.79
12 E lh FKOOOXKXX50585811 Hunter, Johanne 2011/09/07 UNIVERSITY CF TCRONTC $1,157.31
13 E lh FKOOOXKXX50585811 Hunter, Johanne 2011/09/07 TANMERITCHIE PUEBLISHING $3,333.50
14 E lm FKOOOXKXX50585811 Hunter, Johanne 2011/09/08 ULINE $3,220.57
15 E lh FKOOOXKXX50585811 Hunter, Johanne 2011/09/08 SERVICE CAFE VAN HCUTTE $176.84
Click X to reset the transaction.
[  Edit Data
Fund ‘ Orgn Acct Prog | Actv | Commants | HST ‘ PST | GST | Net | Gross | \
1000 230101 7141z 1200 Invoice 132564 $5.00 50.00 50.00 $69.27 $78.27 % % E
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A dialog box opens with the following warning: Are you sure you want to reset this transaction to
its original set-up?

Click OK.

Are you sure you want te reset this transaction te itz orignial et-up?

— [

Your transaction will now be reset to its default FOAP, original Comments and Amounts. You can
now re-edit it.

& | Edit Data
Fund | Orgn | Acct | Prog | Actv | Comments | HST | PST | GST | Net | Gross | |
1000 230101 73584 1200 112157770 $9.00 $0.00 $0.00 $69.27 $78.27 % &
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Print FAST monthly statement
Once you have completed your reconciliation process at the end of each month, you must print
your purchasing card monthly statement for approval as required by the Purchasing Card Policy 75.

On the Account Holders menu, click Print Monthly Statement. You can also click on Print Monthly
Statement on the Quick Launch page.

U. O tt a‘Na — 1 Université d'Ottawa — University of Ottawa

Home  Applications | Account Holders | Help
© Purchasing C I M ]

Option 1 E” Frint Monthly Statement
&) Application Info T Quick Launch ® [l pashboard € pinned Reports

= List of My Accounts

{Purchasing Card - $20207.45)
(Purchasing Card - $1895.3)
{Purchasing Card - $220]

=| List of Accounts I Manage

Evans, Bernhard (Purchasing Card - XOO0000( - $28901.96)
Option 2 Lemieux, Abdul (Purchasing Card - 3000000 - $20165.49])
Print Monthly Statements

From the list, select the Period and the Account Number you want to print the statement for. If you
manage other accounts, card numbers will also be listed.

@ Purchasing Card ¢ Statement Selector P Statement Selector

Select a Billing Source and a Fiscal Period then click on the &ccount Mumber column to generate a FOF report.

Source: |Purchasing Card B _’Periud: sep-2011 (Current Statement) B

Sep-2011 (Current Statement]) |»

Account Number Account Holder Aug-2011 (Historic) 5
OO ALEMME Jul-2011 (Histaric)
AN . DEMARD Jun-2011 (Historic)
y : v May-2011 (Historic)
WX K MSAWVAGE ! . S
Apr-2011 (Historic)
FH B RAK MZAVAGE pr . P

. "

KHHKHHKK MSAVAGE Mar-2011 (Historic) - v
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In the Opening Statement or the File Download box, click OK or Open according to your Web

browser.

Firefox:

Opening Statement.pdf

You have chosen to open

E Statement.pdf

which is a: Adobe Acrobat Document
from: https://fastga.cc.uottawa.ca

What should Firefox do with this file?

Adobe Reader [(default)

(" Save File

[] bo this automatically for files like this from now on.

Explorer:

File Download

Do you want to open or save this file?

Iﬁi: MName: Statement.pdf
L Type: Adobe Acrobat Document, 23.0KB

From: fastga.cc.uottawa.ca

— | |

Open Save ] [ Cancel l

While files from the Intemet can be useful, some files can potentially
harm your computer.  you do net trust the source, do not open or
save this file. VWhat = the risk?

a

The statement opens in PDF format. Click on @ to print it.

(@

Savage, Mario

uOttawa
Purchasing Card: ™™

Tran. Date  Merchant /| Comments FUND ORGN ACCT PROG ACTV

20/082011 PAYPAL GLASSBELOWR 1000 170106 71032 1001
222PEBPZANGS - PO 070 1o

o1oaz011 PAYPAL GLASSBELOWR 210158 170500 7OBT1 2001
170010012V, ZE2PTVTZE2GS

o1oaz011 PAYPAL GLASSBELOWR 1000 170106 72584 1001

test spiit indicator

Savage, Maric

‘ Account H°Id9

SiHn above.

* Please attach all your receipts before submitting this statement.

FAST - Purchasing Card
Monthly Statement

For pericd ending 26/00/2011

Self assessed
Gross\ HST/PST/ GST,

HST PST GST MNet

0.00 0.00 0.00 12500 125.00 D D

0.00 0.00 0.00 8235 80.35 D D D

0.85 0.00 0.00 5.00 5.85 D D D
Total $0.65 $0.00 $000  $21935

CSnpervisor)

Print name and sign above.
———————————

Please make sure that the statement total is the same total as your Scotiabank official

Pcard Administrator at extension 1587 or at

>
statement. If not, please contact your
pcard@uOttawa.ca.

» Sign and date the statement as the cardholder.

» Do not forget to have your supervisor approve the statement.
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> The Self assessed and the Tax columns will help your supervisor know which transaction was

self assessed and the Tax allocation. A will appear on the monthly statement when a
transaction was manually self assessed.
> Once it has been signed by both the cardholder and the supervisor, scan a copy by e-mail to

pcard@uOttawa.ca.

Log off
The Logout button lets you end your FAST application without closing all other open tabs in your
browser. The Logout button is located on the right hand side of the menu bar.

Click the & Logout option to Log off.

] - P Vession. 36.1.239
m uOttawa R Utveeste d'0tawa — University of Ottawa
Home Appications  Accourt Holders  Help —. ﬁt B =

& Purchasing Card
© Application Info 27 Quick Launch * [ull ashboard & pinned Reports

] Account Helders

& List of My Accounts
(Purchasing Card - $20207.45)
(Purchasing Card - $1895.3)
KOO0 (Purchasing Card - $220)
|2 List of Accounts I Manage
Evans, Bernhard (Purchasing Card - XXXOXXXX - $28901.96)
Lemisux, Abdul (Purchasing Card - - s20185.22)
[E Print Menthly Statements

A dialog box opens with the following warning: Are you sure you want to logout? Click OK.

Are you sure you want to logout?

| o< | [ cancel |
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New paging features

+* To reopen the Quicklaunch page, click on Purchasing Card in the Purchasing Card title bar.

u Ott‘ We ; iversi ttawa — University of Ottawa Envionment:

Home  Applicationa@Sccount Holders  Reparting & Logout

@ Purchasing Card » Edit Transactions » Current committed transactions.

.dj Report Ophons ﬂ W Show Options

Row # Billing Date Account Number Account Holder Fund Orgn Acct Prog Merchant
1 D lh 2011/089/27 RN Hunter, Jchanne 1000 230101 71151 1200 INTERMNATL
2 D L% 2011/08/27 AR RN Hunter, Jchanne 1000 230101 71082 1200 LA GOURM:

+* You can make more room on the page by clicking the arrow on the right side of the title bar
and the FAST header at the top is hidden.

O tt - . -3 Vession: 36.1.256
i u awa f‘- i Université d'Ottawa — University of Ottawa Envwonment:  PPRD
Home  Applications  Account Holders Import Reporting Batching  Administration Help S( Logeut | [El &

@ Purchasing Card } Edit Transachions } Current committed transactions.

- T ©1 - . cror
#  Edit Data a8

Fund Orgn Acct Prog Actw Comments HST PST GS5T Net

Just click on it again to get the header back.

Home  Applications  Account Holders  Import Reporting Batching  Administration Help Sc Logout | [E a2

@ Purchasing Card » Edit Transactions » Current committed transactions.

PRl Report Options 7| W Show Options
B | Edit Data B8
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10
11
12
13
14
15

(&

*0

Records per Page and you can change it to the number you wish to see.

(X1 [ [0 [0 (0 [ |
FEFEEFEFFE

2011/09/29
2011/09/29
2011/10/06
2011/08/30
2011/08/30
2011/10/03

FOOORMRM50585811
KOO XXX N NS0585811
OO 50585811
FOOKKXKXK50585811
KOO X KN NS0585811
FOOOXX50585811

G- 15 of 76 are showing)

1-15 of 76

3 M

& Legend

Millennium

0’0

thanne 1000 230301 7103S
thanne 1000 230101 71032
thanne i000 230104 70711
shanne 1000 230110 70505
thanne 1000 230101 71032
thanne 1000 230101 73584

% You can change the amount of records you want to show at one time by opening the list of

1200 ADGES PL
1200 GRAND ANI
1200 SCALAR DE
1200 MCGILL HU
1200 GRAND ANI
1200 LE PROGRE

Blank space

Grid Height |4 || ——1|»|

Save as Pinned Report

Height options and click the arrow or move the slider.

Billing Date
2011/09/27
2011/09/27
2011/09/28
2011/09/28
2011/09/28
2011/09/29
2011/09/29
2011/09/29
2011/09/28
2011/09/28
2011/09/28
2011/10/06
2011/09/30
2011/09/30
2011/10/03
2011/10/03
2011/10/04
2011/10/04
2011/10/05

e

L0
FEFFFFFEFFFFF F PRFF F &

Only 19 showing

More records are showing and everything at the bottom of the page has been moved down.

Account Number
HAHHAAAN
XO0KNARX
YOO
YOO
YOO
YOO
YOO
HRHHKHHK
YOONHHK
YOONHHK
YOONHHK
YOONHHK
YOONHHK
YOONHHK
YOO
YOO
YOO
YOO
YOO

Account Holder Fund | Orgn
Hunter, Johanne 1000 230101
Hunter, Jehanne 1000 230101
Hunter, Johanne 1000 230101
Hunter, Johanne 1000 230204
Hunter, Johanne 1000 230101
Hunter, Johanne 1000 230103
Hunter, Johanne 1000 230101
Hunter, Johanne 1000 230110
Hunter, Johanne 1000 230113
Hunter, Johanne 1000 230301
Hunter, Johanne 1000 230101
Hunter, Johanne 1000 230104
Hunter, Johanne 1000 230110
Hunter, Johanne 1000 230101
Hunter, Johanne 1000 230101
Hunter, Johanne 1000 230201
Hunter, Johanne 1000 230104
Hunter, Johanne 1000 230101
1000 230104

(@K

~

Acet
71151
71082
73584
71003
73584
70859
70761
70505
72016
71035
71032
70711
70505
71032
73584
71151
71032
71032
71035

Prag
1200
1200
1200
1200
1200
1200
1200
1200
1200
1200
1200
1200
1200
1200
1200
1200
1200
1200
1200

Merchant
INTERNATIONAL ARTCRAFT
LA GOURMANDISE

UNIVERSITY OF OTTAWA

1.H. RYDER MACHINERY
LISRAIRIE UNIV.DOTTAWA
CANADA SCIENCE AND TECH
PROOF REPRODUCTIONS
BADGES PLUS LTD

GRAND AND TOY COMM1111W82
SCALAR DECISIONS

MCGILL HUM & SOC SCI LIBR
GRAND AND TOY COMM11121Y7
LE PROGRES DE HULL LTEE
CORP BIBLIOTHECAIRES QC
BRODART CANADA COMPANY
ULINE

LISRAIRIE UNIV.DOTTAWA

Records per Page | 15

< A

15
50

= 100

500

FAST®2®©

fast administration support tool

Gross Amount| Comments.

$26.75 Test 1. 112383606
$843.55 ::;;S\laféd‘.”hrmatmn
$25.00
$25.00 Carte uOttawa GSG
$25.00
$152.54 PSI798780

Test 3. GIT+PST.
0009490709282

$11.30 916831
$1,548.10 2577.
$97.46 D00D0-1822
$1,120.62 C543346
$710.41 INVOD7010
$155.00 PES20118155
$282.22 C547675
$83.15
$153.67 1685,
$511.53 851276
$525.47 524745
$57.62 X765810075095

Grid Height | ¢/ ——1»|

$1,219.27

o

% Changing it to 50, 50 of 76 records are listed but only 19 are showing. You can use the Grid

Records per Page [v]

The Grid Height option is handy if you are using a larger monitor, but because every

situation is different, you can adjust the grid height and the number of records per page to
suit your needs.
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Tips and notes
Homepage

/7
0.0

You can make one of the tabs the default when opening the FAST Purchasing Card home
page. Just click the save dicon, it changes to a x indicating it is now the default; the save
icon is removed from the other tabs. If you no longer want a tab to be the default, click the
* and it changes back to the  icon.

Reconciliation

/7
0.0

K/
°o

Taxes

2
%

Standardize the use of your comments within your Faculty or Department. This will facilitate
future document retrieval and provide a better audit trail.

Note that transactions awaiting a credit should be left in the control account. Just make sure
that the taxes are changed to $0.00 and that you adjust the Net Amount accordingly.

Note that the Fund, Orgn, Acct, Prog fields are required. They are often auto-populated, but
the system is not able to do it in some cases. Always make sure that all the fields are filled.

Comments and FOAP will not be refreshed dynamically. Therefore, changes will appear only
on you next log in or when navigating from one page to another.

Split your transactions when you want to allocate amounts across multiple FOAP paid on
one invoice. Entering the amount on a separate line will help trace it and provide a better
audit trail.

If you self-assess taxes for a transaction and then split it, both the original and split
transactions must be self-assessed. You can also self-assess a split transaction, even if the
original transaction is not.

For more information on how to apply taxes correctly, please consult the link below to
access the Guide de taxes a la consommation (available only in french):
http://www.financialresources.uottawa.ca/employee/documents/Guidedetaxesalaconsom

mation-mai2010 000.pdf

If an item is purchased from a merchant in Quebec, the GST is calculated on the net
amount, and then the PST is calculated on the net amount plus the GST.

Example: Selling price $100.00
GST ($100 x 5%) $5.00
QST ([$100 + $5] x 8.5%) $8.93
Total $113.93
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Visual features

/7
L X4

*
°o

*
°o

K/
°o

K/
°o

At the bottom of the page, move your mouse over the legend button for an explanation of
the types of transaction on this page.

Foreign transactions appear in teal and the Gross Amt is in Canadian dollars. In order to
reconcile your invoice/voucher, refer to your Scotia bank statement to see the transaction
with the original currency and conversion rate.

Note how the transaction line is highlighted, it is a good visual indicator of which transaction
you are editing.

Note that the Purchase ID from participating merchants will automatically appear in the
“Comments” field. Please note that you are able to edit this field and add any relevant
information if needed.

To reopen the Quicklaunch page, click on Purchasing Card in the Purchasing Card title bar.
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Legend
The following legend applies to the FAST purchasing card module.

= Reconciled transaction
= Original transaction (non reconciled)
[Black text] [Domestic transaction]
[Red text] [Domestic credit]
[Teal text] [Foreign transaction]
Edit transaction
Delete
Cancel

Split transaction

L & X x £

Update / Save transaction

[Previous] Previous transaction
[Next] Next transaction
2] Help
Fg Notes
Self assessed transaction
b Legont Log off of your session
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