Disputing P-Card Transaction
Path: Purchasing>Procurement Cards>Reconcile>Reconcile Statement

Enter the EmplID of the cardholder with the disputed transaction. Click the
Search button.
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This will take you to the Reconcile Statement page. From this view select the
Billing tab.
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Locate the transaction you wish to dispute, in this example | have selected the

first transaction. Enter the full amount of the transaction in the Disputed Amount

box. Click the save button.
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Return back to the Transaction tab and click on the comments link.
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Enter the date and the reason for the dispute. Click ok and then Save. This is
how to dispute a transaction in OAKS.

[> Vendars

[~ Purchasing Reconcile Statement
I Requisitions
I» Procurement Contracts Line Comments
[ Purchase Orders
[» Receipts Line: 1 Description:

[> Return To Vendor
= Procurement Cards
= Reconcile Transaction Line Comments
=
P ECUS‘tent Comments: status: [Acive =] [FI[=]
> Process Statements 9-10 unknown merchant ;I@
[» Reports
[> Security
[> Definitions
— Review Bank Statement
[ eProcurement
[> Services Procurement
[ Accounts Receivable
[ Accounts Payable -]
[» Travel Expenses 5 L
[» Commitment Control Attachment:
[» General Ledger
[ Set Up Financials/Supply
Chain oKk | | cancel | | Refresh
[ Enterprise Components

Reference:

Resolved Disputes:

Following the same path as noted in previous step to dispute a transaction. Go
back to the Billing tab on the Reconcile Statement page, click the Credit
Collected box, then the Save button to show the transaction is no longer is
dispute.
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The Disputed History Page can be used to view a cardholder disputed history.

Path: Purchasing > Procurement Cards> Reconcile > Review Disputes
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Enter the EmplID and click Search.
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