Purchasing/Team Card Procedure
Using the My Wallet Pivot Grid
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I.  Objectives

By the end of this procedure, you should be able to:

e Addthe My Wallet Pivot grid to your home page

e Use the My Wallet Pivot grid to search for unassigned cardholder transactions.

Il. Addthe My Wallet Pivot Grid to the Home Page
Step 1: Open the Content link on the home page

Our menu has changed!

The menu is now located across the top of the page. Click on
Main Menu to get started

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Breadcrumbs visually display

From the PeopleSoft Home
page, click the "Content" link

Favorites - | Main Menu
Home Worklist Add to Favorites Sign out
UNIVERSITY OF
of)Tm SOUTH CAROLINA
Personalze Coptent [Layout ? Help
Top Menu Features Description [IE-34

your navigation path and give
you access to the contents of
subfolders.

Menu Search, located under
the Main Menu, now supports
type ahead which makes finding
pages much faster.
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Step 2: Select the USC My Wallet Transactions pagelet

Personalize Home Page x
CAROLINA New Window | Help =

Personalize Content:

pnalize Contej

ures Description

Tab Name My Page
Our menu has chal

Welcome Message Select the USC My
w located across the top i
Erted_ Choose Pagelets: Simply check the items that you want to appegé Wallet Transactions
Remember to click “Save" when done. pagelet

Arrange Pagelets: Go o Personalize Layg

d pages now
Favorites
at the top left. PeopleSoft Applications

Menu

eland Expenses
SC My Wallet Transacfions

Activity Guides - In Progress

Menu - Classic
b visually display
In path and give
the contents of

Top Menu Features Description

OO0DOSEDODD0OO

My Reports
Main Menu
Sign In
, located under the
pw supports type i
akes finding Savi Cancel
fster_ J 3 |

Step 3: Review the placement of the pivot grid pagelet

Breadcrumbs visually display your navigation

path and give you access to the contents of e e

subfolders. T —"
o=
e

Menu Search, located under the Main Menu,

now supports type ahead which makes finding N

pages much faster. 't' .

USC My Wallet Transactions o G
-2

= Pivot Grid Expand All | ¢ [

Liaison Name ARMOLD CANDACE Posting Date |(F\||) lv_]
Merchant |(AII) lv_J Expense Type |(AII) l\d T-he inDt grid is
Transaction St... [ (Al V| dl5played on the

eft side of the page

Data Source (Count)
+ | cardholder 181
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Step 4: Open the Layout link on the home page

Favorites » | Main Menu ~

UNIVERSITY OF

CAROLINA

Top Menu Features Description IR

Our menu has changed!
The menu is now located across the top of the page. Click on Main Menu to get started.
Highlights

Recently Used pages now appear under the
Favorites menu, located at the top lefi.

Breadcrumbs visually display your navigation CracLE
path and give you access to the contents of e s
subfolders P —

Home | Worklist | Addto Favorites

| Sig

Personalize Conterft | Layou

If desired, change the
layout of the Pivot Grid

Step 5: Move the Pivot grid to the right column

Personalize Home Page

i e e

Tab Name Ny Page

Iptiol Basic Layout: ® 2 columns ) 3 columns

rosg
to remave the selected pagelet from your portal home page. Remember fo click "Save” wihyg

apg Add Pagelets: Gofo Personalize Content

the # = Required - fixed position pagelet
* = Required - moveable pagelst

Left Column: Right Column:
‘r_\ himm b fir Lise r|:+|nn - —ND Pageletg Seleded__ A
USC My Wallet Transactions
playy @ f ]
o the 1

Click arrows to mowve pagelets up and down or into neighboring columns. Click "Delete Pagelg

Click the pivot grid
(pagelet) and move it to the
right column

Delete Pagelet

onte|
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Step 6: Save the Home page personalization settings.

Personalize Home Page
CICK arrows 10 Mmove pagelers up ana aown of INTO Nelgnoonng columns. CICK "Uelele rageler
to remove the selected pagelet from your portal home page. Remember fo click "Save” when done.

Add Pagelets: Go to Personalize Content

# = Required - fixed position pagelet
* = Required - moveable pagelet

Left Column: Right Column:
Top Menu Features Description . USC My Wallet Transactions

rs

| Delete Pagelet |

hSeve]

Save the home page

Step 7: The Pivot Grid layout change is displayed

Favorites = ‘ Main Menu
% Home Worklist MultiChannel Console Performance Trace Add to Favorites Sign out
UNIVERSITY OF
SOUTH CAROLINA
Personalize Content | Layout ? Helg
Top Menu Features Description T o7 USC My Wallet Transactions T ov
Our menu has changed! n. - .é‘)
The menu is now located across the top of the page. Clitk . . o
on Main Menu to get started. v Pivot Grid Collapse Al | %
Liaison Name ARNOLD,CANDACE Posting Date |(A||) v‘
Highlights )

Merchant | (All) v/ Expense Type [(Al)
Recently Used pages now

appear under the Favorites
menu, located at the top
left.

il

Transaction St... | (Transaction Status) | w]

Data Source (Count)

* cardholder 335
Breadcrumbs visually
display your navigation path o —— ot B
and give you access to the =y iz
contents of subfolders. g
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lll.  Using the My Wallet Pivot Grid
Step 1: Expand the Cardholder column

Main Menu ~
L\ or Home Worklist Add to Favorites Sign out
HCAROLINA
Perzonalize Content | Layout ? Help
res Description T ov USC My Wallet Transactions R34
Our menu has changed!

#-0

Pivot Grid

located across the top of the page. Click on
bt started.

Expand Al | ¢ B
Liaison Name ARNOLD CANDACE Posting Date | (All)

v
Merchant Expense Type [(All) v
pagesnow ez ' |
e Favorites Pt Transaction St... | (All) v
t the top left.
Data Source (Count)
*| Chrdholder 181
isually display
fpath and give et B - b
e contents of EE— T
—— Expand the cardholder
e column
SE —_—
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Step 2: Cardholders with transactions are displayed
Favorites ~ | Main Menu ~
% Home Worklist Add to Favorites Sign out
UNIVERSITY OF
M SOUTH CAROLINA
Perzonalize Content | Layout ? Help
Top Menu Features Description c av USC My Wallet Transactions S B~

Our menu has changed!

The menu is now located across the top of the page. Click on
Main Menu to get started.

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left.

Breadcrumbs visually
display your navigation path
and give you access to the
contents of subfolders.

=k

e

Menu Search, located under
the Main Menu, now supports
type ahead which makes
finding pages much faster.

$-0

< Pivot Grid

Liaison Name ARNOLD CAMDACE
Merchant | (All) Re
Transaction St... | (All) v
Data Source (Count)

= Cardholder 181
ARNOLD,CANDACE 26
AUSTIN,RUSHTON 12
BAILEY,LARRY 2
BEARD,RODNEY 3
BOSWELL,PENNY 27
COGGIN,KRISTIN 12
CONLEY,MORGAN T
COX,CORNICE 1
DERRICK,BENJAMIN 1
EPLEY,KEVIN ]
FRIEDMAN,KACEY 19
GOFFI,JOSHUA 13
GROOMS,DUANE 2
HICKMAN,MARIA 4
JACKSON,ANDRE 5
JORDAN,CYNTHIA 1
LUBEROFF,BARBARA 16
LUSK,TYSON 3
MARTIN,EMMIE 1
MAYES,ERIN 3
OWENS,STANLEY 2
SHERRITT,WILLIAM 6
SORREL,RUTH 5
SPRAGUE,LINDSAY 1
THOMAS,CHANELL 3

Collapse All | i [
Posting Date |[All) o
Expense Type |(All) Re

Cardholders with
transactions in
PeopleSoft are

displayed
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Step 3: Select unassigned transactions

USC My Wallet Transactions

&-0

= Pivot Grid

Liaison Name ARNOLD CAMDACE

Merchant | [AIN

Transaction St... | Al

|| (Select All)
signed
#|«Tassigned

= Cardholder
ARNOLD,CAN

AUSTIN,RUSH
BAILEY,LARR
BEARD,RODN
BOSWELL,PE

COGGIN,KRIS QK Cancel

CONLEY,MOR
COX,CORNICE
DERRICK,BEN.JAMIN

Collapse Al | ¢ ]
Posting Date |(All) 2

Expense Type |(All) v

Select the transaction
status and uncheck
"assigned" to see
unassigned
transactions only
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Step 4: Drag a filter to use as a column

USC My Wallet Transactions

Pivot Grid

Liaison Name A

Click and Hold

el
.. | (Transaction Status) |+

Data Source (Count)
*+ cardholder 335

Ry osting Date |(AII)
v Expense Type | (All)

Expand All | 1%

v

vl

USC My Wallet Transactions

L+ 246

< Pivot Grid
Release

Liaison Name

Expand All | 5

Posting Date ‘ (AII)

t... (Transaction Status) | v

ransaction Status '
*+ cardholder 335

vi

Expense Type (Al

£

Q
o
4
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Step 5: Save your arrangement of rows and columns

USC My Wallet Transactions

Prompts

Expand All | %

+* Transaction Status
+ cardholder 335

Export Data ARNOLD,CANDACE Posting Date | (AN v|
(All) v Expense Type | (All) v
Wata Source (Count)

Q
o
4
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Step 6: Expand the Column by clicking the plus sign

Data Source (Count)

Transaction Status

* cCardholder 335 162

Assigned Unassigned

173

USC My Wallet Transactions S Ov
= Pivot Grid Expand All | 1%
Liaison Name ARNOLD,CANDACE Posting Date ‘(AII) v|
Merchant | (All) v Expense Type | (All) v
Data Source (Count)
ransaction Status
+ Cardholde 335
USC My Wallet Transactions T Gv
&0
< Pivot Grid Expand All | %
Liaison Name ARNOLD,CANDACE Posting Date |(AII} v|
Merchant ‘(A") v| Expense Type |(AII) v|
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Step 7: Drill down by clicking the transaction count

USC My Wallet Transactions

-0

 Pivot Grid Collapse All | 1%
Liaison Name ARNOLD,CANDACE Posting Date ‘(AII} l«d
Merchant ‘(AII} l«d Exp

Data Source (Count) Click on a count

= Transaction Status to dri" down
Assigned Un
= Cardholder 335 162
ARNOLD,CANDACE 39 1
AUSTIN,RUSHTON 19 0
BAILEY,LARRY 4 0
BEARD,RODNEY 5 0
BOSWELL,PENNY 59 54
COGGIN,KRISTIN 49 31 18

Step 8: The pivot grid drilldown is displayed.

Pivot Grid Drilldown X IFI
Top - [
Detailed Data Personalize | Find | View All | (E:
. T:Dardholder Actions E:SIZ;E:TD ﬁ:lr::older Liaison Name ;I’:tr;sac‘tion Posting Date ,T\r,:';f,ﬁniﬁo" Merchant Description Expense Type Visa Transaction
on M 3550147 _ , BAILEY,LARR ARNOLD,C% B&H PHOTO OTHER
J - Actions 1089881 5 ARNOL 018-07-17  2018-07-18 1437500 penp QTHER 2444500819830046581531
High LEvy
Y3S50147 _ »ctions 1089881 BAILEYLARR ARNOLD.CA 5,16 07.16  2018-07-17  441.000 MARKETING CONTR 2466720819701708184980
Red 2 y NDACE MARKETI SERVICES
app
U3B50147 _ , BAILEYLARR ARNOLD,CA ATAGO U.S.A OTHER
mer & - Actions 1089881 5 e 2018-07-14  201807-16  1086.250 s QURER o 2469216818510082508054
. DATA
535017 - pctons 1089881 SALEVLARR ARNOLD.CA 20180713 2018.07-13  30.000 e PROCESSING 2469216819410011228970
SUPPLIES
Bri Return v
disp| * d
an i
con b A
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Step 9: To open the my wallet page, select the actions/my wallet dropdown

%

Pivot Grid Drilldown

q

Detailed Data

Cardholder Actions Cardholder
lhe ID Employee ID
n M

3355014 ~ Actions 1089881

U355014] My !

381

Red 2
PRI U3s50147 s
men 2 = Actions 1089881

33550147 « Actions 1089881
Bre Retiirn
Hisp
:gle

anianis ar sLNMicer:

Cardholder
Name

BAILEY,LARR
Y

BAILEY,LARR
Y

BAILEY,LARR
Y

BAILEY,LARR
Y

Liaison Name

ARNOLD,CA
NDACE

ARNOLD,CA
NDACE

ARNOLD,CA
NDACE

ARNOLD,CA
NDACE
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Transaction
Date

2018-07-17

2018-07-16

2018-07-14

2018-07-13

Posting Date

2018-07-18

2018-07-17

2018-07-16

2018-07-13

Transaction

Amount

1437.500

441.000

1086.250

39.000

Merchant

B&H PHOTO
MOTO

LEVY
MARKETING
& AWARD

ATAGO U.S.A
INC.

DMI* DELL
CORP BUS
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Step 10: The “Review My Wallets Receipts” page for that cardholder is displayed in a new browser window

/D Pivot Grid Viewer X >/ B My Wwallet X \D

C ‘ & Secure | ps//ims-uat.ps.sc.edu/psp/FUAT_2/EMPLOYEE/ERP/c/ADMINISTER_EXPENSE_FUNCTION

i Apps B CCM &4 Yahoo @ USC B> PCard j§ Intranet Works [@] PeopleBooks [3 FCFG [} FDBA

Favorites = ‘ Main Menu = > Employee Self-Service » > Travel and Expenses» > My Wallet

Home Worklist Multid
UNIVERSITY OF
M@J SOUTH CAROLINA

My Wallet
Review My Wallet Receipts
LARRY BAILEY

Search Criteria (2

From Date 07/20/2017  |[31) Through 07/20/2018 |54 [ Search
*Receipt Data Source All Data Sources v |
*Transaction Status  Unassigned v |
Account Number | v
Details (7
Mark for Delete Account Number Date Expense Type Merchant Additional De
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Step 11: To return to the pivot grid, click the browser page.

The
on M

High

Rec
ap

/D Pivot Grid Viewer

me2

X \< [ My Wallet

x \L\

fms-uat.ps.sc.edu/psp/FUAT/EMPLOYEE/ERP/h/?tab=DEFAULT

Detailed Data

F;rdholder Actions

u3550147

2 ~ Actions

33550147 « Actions

u3s50147 Actions

33550147 = Actions

Retiirn |

L2

Pivot Grid Drilldown

Cardholder
Employee ID

1089881

1089881

1089881

1089881

B> PCard ﬂ Intranet Works E PeopleBooks [} FCFG [

Cardholder
Name

BAILEY,LARR
Y

BAILEY,LARR
Y

BAILEY,LARR
Y

BAILEY,LARR
Y

To return to the my wallet
pivot grid, click the Pivot
Grid Viewer page.

Transaction

Liaison Name Date

Posting Date

ARNOLD,CA

NDACE 2018-07-17

2018-07-18

ARNOLD,CA

NDACE 2018-07-16

2018-07-17

ARNOLD,CA

Click Return to close the
Pivot Grid Drilldown

FDBA [3 FPRD

Transaction

Merclf
Amount

B&H
MOT

LEVY
MAR
& AW

ATA(
INC.

1437.500

441.000

DMI*
COR
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Step 12: Additional filters may be applied if necessary to search for transactions.

USC My Wallet Transactions

Data Source (Count)

& -0
< Pivot Grid Collapse All | 1%
Liaison Name ARNOLD,CANDACE Posting Date ‘(AII) v‘
Merchant ‘(AII) v‘ Expense [Type | (All)

lv| (Select All)

Transaction Status

Assigned Unassigned

= Cardholder 335 162 173
ARNOLD,CANDACE 39 1 38
AUSTIN,RUSHTON 19 0 19
BAILEY,LARRY 4 0
BEARD,RODNEY 5 0
BOSWELL,PENNY 59 54
COGGIN,KRISTIN 49 31 18

v/ ADVERTISING @
v/ AIR TRAVEL

v/ AUTO RENTAL

v/ CELLULAR/WIRELE
¥/ CONTR SERVICES

v/ DATA PROCESSING

4 >

OK Cancel

Step 13: To limit the result to a range of posting dates, select prompts in the gear or settings icon.

USC My Wallet Transactions
|
Pr?mpts Collapse All | %
Ex| 7t Data RNOLD,CANDACE Posting Date |(AII) v\
Save (All) v/ Expense Type |(All) v
Data Source (Count)
= Transaction Status
Assigned Unassigned
= Cardholder 335 162 173
ARNOLD,CANDACE 39 1 38
AUSTIN,RUSHTON 19 0 19
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Step 14: Change the from and to dates to the correct posting date range and click OK.
TTOTe T O oo oo e T

Prompts X

From Date [05/25/2018 Eﬂ 1
Ok Cancel bse A

To Date [06/26/2018

Please remember that this pivot grid may be enhanced or changed as we continue to use it and receive feedback, so
there may be additional filters and prompts added to make the tool easier to use.

Procurement or Team Card - Using the My Wallet Pivot Grid.docx 18 Last Update:

2018-07-23



