FINDINI 4.0.10 Training Tips for PCARD:
Users will see some noticeable visual differences within the HRVD^PCard^Local Admin responsibility and menus.  The following items will be updated in the HRVD^PCard^Local Admin responsibility:
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Please note that the rest of the Web Reimbursement functions (such as Create Reimbursement) and the PCard Reviewer responsibility will be completed in the May 2017 FINDINI 4.0.11 release. 
PCard Local Administrator
Below are a few screenshots illustrating the new look and feel, and some notes of changes you will see delivered in this October FINDINI release.






Create a New Security Group 
New Look
[image: ]
Changes:        
· ‘School to Administer’ is built within the form and is now a drop down
· Slight change to the header information
· No repeat of menu functions at bottom of form

Maintain Security Groups
Changes:        
· ‘School to Administer’ is built within the form and is now a drop down
· Slight change to the header information
· No repeat of menu functions at bottom of form






Report on Allowable Tub – Org Combinations
New Look
[image: ]
Changes:        
· ‘School to Administer’ is built within the form and is now a drop down
· Slight change to the header information
· No repeat of menu functions at bottom of form
· Ability to Sort
· Addition of ‘per page’ results (rather than long page)






Request a New Card
New Look
[image: ]
Changes:        
· ‘School to Administer’ is built within the form and is now a drop down
· Slight change to the header information
· No repeat of menu functions at bottom of form
· ‘Spending Limit’ spacing condensed

Maintain Cards
Changes:        
· ‘School to Administer’ is built within the form and is now a drop down
· Slight change to the header information
· No repeat of menu functions at bottom of form
· Ability to Sort
· Addition of ‘per page’ results (rather than long page)
Report on Purchasing Cards
Changes:        
· ‘School to Administer’ is built within the form and is now a drop down
· Slight change to the header information
· No repeat of menu functions at bottom of form
Report on Card Usage
Changes:        
· ‘School to Administer’ is built within the form and is now a drop down
· Slight change to the header information
· No repeat of menu functions at bottom of form
· Ability to Sort
· Addition of ‘per page’ results (rather than long page)
Detailed Transaction Report
New Look
[image: ]
Changes:        
· ‘School to Administer’ is built within the form and is now a drop down
· Calendar Date fields
· Slight change to the header information
· No repeat of menu functions at bottom of form
· Ability to Sort
· Addition of ‘per page’ results (rather than long page)
· Ability to Export via ‘Actions’

Add/Maintain Card Reviewers / Add Maintain Group Reviewers
New Look
[image: ]

Changes:        
· ‘School to Administer’ is built within the form and is now a drop down
· Slight change to the header information
· No repeat of menu functions at bottom of form
· Addition of ‘per page’ results (rather than long page)

Report on Group Reviewers
Changes:        
· ‘School to Administer’ is built within the form and is now a drop down
· Slight change to the header information
· No repeat of menu functions at bottom of form
· Ability to Sort
· Addition of ‘per page’ results (rather than long page)
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1. Add a Card Reviewer Privilege
Enter the eight-digit University ID of the card reviewer, select the card, and assign the privilege level. Press the "Add Privilege" button to save your selection. If the person you have selected is not already a PCard user, you will be required to verfy
Privilege Level  Modity

their personal information. Granting a user a privilege automatically makes their user status active.

Group/Card.

UniviD
Add

2. Maintain Existing Card Reviewers
Select the card reviewer privilege that you would like to maintain from the table below. The selected card reviewer privilege information will be displayed in the top portion of the page. Make any changes you like and press the button "Update
button.

Privilege” to update the database or press the button "Delete Privilege" to remove the selected card reviewer privilege. To view the personal information about the card reviewer, press the show Personal Inf
Card Reviewer
2. Change carg

b. Change privilege levelto

Modity  +
Active

 Change Adtive status to

e. Delete this card reviewer privilege

nalInfo
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[Create New Security Group)
Schoolto Administer: | —Selecta School - .
1. Enter a new security group name. Your school name plus what you enter will form the new Current List of Securty Groups
group name. The total length cannot exceed 8 characters.

New Security Group Name:

2. Enter the allowed tub-org combinations that users will be able to charge against for this
security group. You must enter a single tub in the tub column. In the org column, you may
enter a single org, an asterisk to indicate all orgs, a list of orgs (comma separated), or a
range of oigs (e.g. 101-123). If you use the asterisk to indicate all orgs in a tub, you can use
the extra lines to exclude particular orgs (check the Exclude flag).

b orgs

3. Submit this form:




image3.png
Richard Grenier 07-0CT-16

[Main Menu] Logout) [Main Menu]

Choose School to Administer | Financial Administration .

Report on Allowable tub-org Combinations
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