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CBA Card Approval Procedure

Step 1. Card Administrator/bookkeeper obtains receipts
from travelers & reallocates transactions in
Pathway Net

« Step 2. Card Administrator/bookkeeper runs Report 121
(Cardholder Statement) in Pathway Net and
reconciles receipts to the report

e Step 3. Card Administrator reviews and approves Report
121

« Step 4. Department approver reviews and approves
Report 121

« Step 5. (State funded transactions only) Card

Administrator/Bookkeeper submits supporting
documentation to FMO for audit

« Step 6. Card Administrator/Bookkeeper reconciles Report
121 with FAMIS statement and then retain records
according to retention schedule




Step 1. Card Admin/Bookkeeper obtains receipts  [RARSREE DGRV

from traveler & reallocates transactions in Pathway
Net
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- Card Admin/Bookkeeper obtains receipts from traveler after
each trip and logs into Pathway to do reallocation.

— Card Admin/Bookkeeper should review receipts for:
Texas Sales Tax, detail receipts, alcohol purchases ,
unallowable purchases (personal travel/charges),
purchase that must be reallocated.

 |f the card is physically taken on the trip it should be logged out and back
in upon return. This documentation should be retained with the month it
occurred.
— Additionally, bookkeeper should ensure items that
require reallocation are complete and charged to
appropriate account and travel code.

— See Reallocation Checklist for the CBA and Reallocation

 Reallocation deadline in Pathway Net is usually around the
26" of each month. Watch Pathway Net and Bookkeeper
listserv for announcement.




Step 2. Card Admin/Boo_kkeeper runs Report 121 m TEXAS A&M
(Cardholder Statement) in Pathway Net and -
reconciles receipts to the report
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Do not run this report before statement date nor before all
reallocations have been performed
— Usually the statement date falls on the 10" of each month, but if 10t is

weekend, it will be the following Monday

« Usually it takes the bank a couple of days to post all
transactions after statement date. So we would suggest you
to run this report around 14t of each month, if all
reallocations have been performed.

 For instructions on how to run this report in Pathway Net

please see the following link
http://finance.tamu.edu/fmo/ap/resources/using-pathway-net-to-run-
statement.ppt

« The following slides are an example of the report and
Instructions on how to read the report
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Step 2. Card Admin/Bookkeeper runs Report 121
(Cardholder Statement) in Pathway Net and
reconciles receipts to the report

m TEXAS A&M
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Card Admin/Bookkeeper can schedule to automatically run
Report 121 in Pathway Net instead of manually running
report every month, see the following link for instructions on

running this report http:/finance.tamu.edu/fmo/ap/resources/using-
pathway-net-to-run-statement.ppt

— An email will be sent each month when the report is available
to download or print from Pathway Net.

— Please be sure the date selected to run the report each month
gives enough time to do the reallocations.
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Step 2. Card Admin/Boo_kkeeper runs Report 121 m TEXAS A&M
(Cardholder Statement) in Pathway Net and -
reconciles receipts to the report
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« Card Admin/Bookkeeper needs to match receipts received
from cardholder with Report 121 to ensure all transactions
are accounted for and all receipts are present. Any items on
the report that there are no receipts could be fraudulent
items, duplicate charges, disputed charges, etc. or receipt
not provided by traveler. These must be noted on the report
121 as outstanding items.

« Card Admin/Bookkeeper should also note any receipts
received from the traveler that are not on the report as
reconciling items

 Please note any reconciling items at the bottom of the 121
report then sign and date as the reconciler.
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Step 3. Card Administrator reviews and m TEXAS A&M
approves Report 121 '
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« Card Administrator should review transactions and any
outstanding transactions (listed on the 121 statement) to
verify that they are appropriate purchases and made by the
travelers or approved to be made by the travelers.

 All transactions on the cardholder statement are the
responsibility of the cardholder administrator.

« Card Administrator must sign the 121 statement, see
following slides.
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Step 4. Department approver reviews and ﬁ TEXAS A&M
approves Report 121 '
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« The approver must review the purchases to verify:

— Charges are business related only and within travel
guidelines.

— Account and travel codes are correct, according to required
CBA reallocation.

— Check in/Check out log was turned as documentation, if card
was physically taken on business trip.

— That the reconciliation was done timely (prior to reallocation
deadline) and initialed and dated by the reconciler.

— Signed by the card administrator and dated.

— Documentation of the expenses is complete to ensure
compliance with the guidelines stated above.
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Step 5. (State funded transactions only) Bookkeeper
submits supporting documentation to FMO for audit

« State requires Accounts Payable to audit all state
transactions before they are submitted to the state

« Card Admin/Bookkeeper needs to submit all state
transactions backup (receipts and signed Report 121) to
FMO for audit by the reallocation deadline (usually around
the 26t of each month)

— If the card was physically taken on a business trip by a traveler, include the
check in/check out log as part of the documentation.

« The supporting documentation needs to be sent as rush in a
red envelop and addressed to CBA Card MS 6000.




Step 6. Card Admin/Bookkeeper reconciles Report

TEXAS A&M

121 with FAMIS statement and then retain records Tﬁ UNIVERSITY

according to retention schedule

Card Admin/Bookkeeper needs to reconcile the monthly
FAMIS statement to Report 121 to verify that the amount
posted to your FAMIS accounts is the amount that you
charged on your payment card within 30 days of the FAMIS
statement date.

After reconciliation is complete, bookkeeper needs to retain
records (Report 121 or log and statement along with receipts)
according to the retention schedule. State requires that we
keep these on file for the current fiscal year plus 3 fiscal
years prior.




