PROCUREMENT CARD STATEMENTS

Log in:

https://irisweb.tennessee.edu

Click on the “IRIS” tab.

Then click on the “IRIS Web”
hyperlink.
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Type “ZPOS” in the Transaction
Field (top left of screen) and

enter.
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Type your “Fund Center
Number”. If you do not know this
number, click on the “Matchbox”
icon to the right of the field.

ZT IRIS System via WebGUI - My IRIS Web - Google Chrome

@ irisweb.tennessee.edu/irj/portal?NavigationTarget=navurl%3A%2F%2F8473 1dbfd7 c2feda18f6ed7248

Procurement Card Statement Creation
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https://irisweb.tennessee.edu/

Type your “Cost Center” number
(EO01....) in the cost center field
and enter. Your Funds Center
Number will now be displayed.
Double-click on the Funds
Center Number, your screen will
return to the “Procurement Card

Statement Creation” screen.

7 IRIS System via WebGUI - My IRIS Web - Google Chrome
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Procurement Card Statement Creation
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Enter the statement month and

I IRIS System via WebGUI - My IRIS Web - Google Chrome

@ irisweb.tennessee.edu/irj/portal?NavigationTarget=navurl%3A%2F%2F84731dbfd7c2fe

Procurement Card Statement Creation

year that you need to reconcile. Hlelelel2]@|E
Statement Information
Fund Center U013843043 to g
Statement Month Seplember
Click the Execute Icon &»
Include Inactive Entries For 99 | Periods
This will display a list of
Procurement Card Statement Creation
cardholders. Click in the small MARL SN M= IR ST ST K S

box to the left of the cardholder’s
name you wish to create a
statement for, and then click the

Choose/Display icon &f

Select Name for Procurement Card Statement

= Indicates Inactive Account

JOHNSON, SAMANTHA INACT
Kimberly L McCullock
LINDSTROM, PATRICIA INACT
LINDSTROM, PATRICIA INACT =
LINDSTROM, PATRICIA INACT
MCCULLOCK, KIM INACT
MILLIGAN, CATHY INACT
VRebecca M walker
Samantha Drenner-Johnson
WALKER, REBECCA INACT
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The Procurement Card
Procurement Card Statement Creation

Statement will now appear on -l felle & B[lolal [«

UNIVERSITY OF TENNESSEE Page: 1
your screen kit i e B e e
CARDHOLDER NAME : Rebecca M walker STATEMENT DATE: September 2023
OFFICE ADDRESS: P209 ANDY HOLT TOWER DATE PRINTED: 10/11/2023
1331 CIRCLE PARK
KNOXVILLE TN  37996-0100 DOCUMENT NBR: 800386615
DEFAULT wBS/CC: E010149 Associate ¥C Finance & Adminis DEFAULT GL ACCT: 439100
Click on the Print Icon &2, select
TRANS DATE DESCRIPTION POSTED DATE AMOUNT PST FLG

your printer, and click Continue. s v

08/31/23  4IMPRINT, INCS7

4467746W1 09/01/23 662.28

Your Statement W|” then be és*on:a AMAZON.COM TL1L30811 AMZNAMZN.COM/BILLWA 09/07/23
09/08/ STERICYCLE INC/SHRED-IT866-647-4733IL 09/11/23 7.00
pr'nted 09/08/23  AMZN Mktp USBE62161072WA 09/11/23 19.99
09/10/ AMZN Mktp USB662161072WA 09/11/23 59.90

Procurement Card Statement Creation

L ~ e elendeninvalnl|
UNIVERSITY OF TENNES Page: 1
DEPARTMENTAL PROCUREMENT CARD STATEMENT

CARDHOLDER NAWE: Rebecca M Walker STATEMENT DATE: September 2023
OFFICE ADDRESS:  P209 ANDY HOLT TOWER DATE PRINTED: 0/11/2023

1331 CIRCLE PARK

KNOXVILLE TN 37996-0100  DOCUNENT NBR:

( ;I|Ck on the Docu ment Number DEFAULT WES/CC:  EQ10149  Associate VC Finance & Adwinis  DEFAULT GL ACCT: 439100

TRANS DATE DESCRIPTION MMOUNT  PST FLG
08/31/23  PROSCI INC970-203-9332C0 09/01/23 3,500.00
08/31/23  ATMPRINT, INCS774467746MI 09/01/23 662.28
09/07/23  AMAZON.COM TLIL30811 AMZNAMZN.COM/SILLWA 09/07/23 3194

09/08/23  STERICYCLE INC/SHRED-IT866-647-4733IL 09/11/23 7.00

09/08/23  AMZN MKEp USS8662161072WA 09/11/23 19.95

09/10/23  AMZN Mktp US866216107

09/13/23  UDEMY: ONLINE COURSESCA 09/14/23 19.70

X7 IRIS System via WebGUI - My IRIS Web - Google Chrome

@ irisweb.tennessee.edu/irj/portal?NavigationTarget=navurl%3A%2F%2F84731dbfd7c2fe

isplay Parked Document: Overview
Menu | v @@@] D[Nl ][ EEcumeny

Click on the Menu button, select o oo o [0
Extras > 124 Translatn Date 10/25/2023
“Document” then select ;

“Change”.

SA4P GUI for HTML File Browser

Fund Amount
Exit (Shift+F3)

40 439100 £010149 010149 3,500.00
40 439100 £010149 010145 662.28
40 439100 £010145 £010145 21,54
40 439100 E010129 £010145 7.00
40 439100 £010143 010148 13.99
40 439100 £010149 £010149 59.90

Change Parked Document: Overview

Ve | <« J8le @ D RIAE]| | [2Ecumeme ﬁ-m

Document Date 09/30/2022 Type c Company Cade: T
L - naama s
Click “Fast Data Entry” in the tool .
Line items
bar. T
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Here, you can change G/L
codes, account numbers, split

costs.

Once you have everything
corrected, remove the “NOT” in
front of the “NOT RECONCILED”

from the last line.
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Company Code ur

GIL account items

PK Accoun Amount

2,500.00
662.28
21,94
7.00
19.99
59.50
19.70
19.70
2,500.00
245.00
140.97

3,306.48

Change Parked Document: G/L Account Items

vl|4 &|@|&|[B][ "] &l 8][4 s actmoe
University of Tennessee Calculate tax
Cost Ctr WBS Element Fund Text
EQLO143 E010149 PROSCIINCS70-2
E010149 E010149 4IMPRINT, INCB77
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ED10149 E0Q10143 STERICYCLE ING/.
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E010143 E010143 UDEMY: ONLINE ...
E010143 E010143 UDEMY: ONLINE ...
£010143 £010149 PROSCIINC970-2...
£010143 E010143 Assoc for Edu Com
EOL0149 E010149 AMAZON COM T9
E010149 NOT RECONCILED
—_—

In the top right corner, click on

I IRIS System via WebGUI - My IRIS Web - Google Chrome

O
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Change Parked Document: G/L Account Items

| Menu |
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Double click the PDF option for

“Parked Doc. Image”

oo Parked Doc. Image (PDF

oo 3 Parked Doc. Image (Excel)

oo @F‘arked Doc. Image (Word)

the “Services for Object” button :
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439100 = [y Parked Document
Click “OK” if this alert appears. o2 Breeseime o
REELE 38 Parked Doc. Image (Excel)
** File Upload @ X
13
A WindOW With your Computer :E The application wanis to upload a file to the SAP system.
files will open, double click the I
PDF of your receipts to attach it. [ - @"
T RIS System via WebGUI - My IRIS Web - Google Chrome
NOTE: You can save and come @ irisweb.tennessee.edu/irj/portal?NavigationTarget=navurl%3A%2F$
back to the document without
submitting it to workflow if \:hange Parked Document: GII*.ccount Items
needed. | Menu,| aHlele el sl nala
| Oocument > [ bk b
Edit » Display
. Goto »> Check (Shift+FG)
When you are ready to submit to g N i
workflow, Click “Menu”, select B g Comie  iners) [T Text
’ ! System * Park document (Ctrl+S) e T—)
“ ” Help > Post
Document” then select e [
“Complete”. SAP GUI for HTML File Browser | Exit (Shift+F3) E010143 AMAZON
-40 -439100 -._'.OD IEDlDl-‘l-B I EQLD149 STERICY
40 1439100 (19.99 ED10149 E010143 AMZN M
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