AutoPay
PF Key Cheat Sheet

PF Key Action Generated by Pressing the PF Key Screen where the PF Key is located
Enter Screens: Enter information in fields. Pressing <Enter> moves All screens
you forward one screen.
Enter Windows: Removes the window from display. All windows
PF1-Quit Moves you back to the previous screen. All screens
PF2-PGUP Scrolls back to the data on the previous screen. All screens
PF3-PGDN Scrolls forward to the data on the next screen. All screens
PF4-BILL Moves you to the BT: Bill To Account Selection List screen. CT: Charge To Account Selection List screen
TX: Billing Transaction Selection List screen
PF5-RIDX Moves you to the Reference Index Selection Menu where you BT: Bill to Account Selection List screen
can search for transactions by hierarchy number, vendor
number, employee number, TA number, merchant category, or
account number.
PF5-CHRG Moves you to the CT: Charge To Account Selection List screen. TX: Billing Transaction Selection List screen
PF5-BASE Moves you to the Billing Transaction Reconciliation screen. FINS: Financial Lines screen
REFS: Reference Lines screen
PF6-VCHR For a transaction whose status is Recon=Y and Vchred = N, enter | TX: Billing Transaction Selection List screen
the selection number in the Selection Number field. Pressing
PF6 moves you to the 310-55 Online Created Errors screen
where you can enter the transaction to make modifications, or
press <Enter> to voucher the transaction.
PF6-FINS Moves you to the screen containing 9 financial lines. Billing Transaction Reconciliation screen
REFS: Reference Lines screen
PF7-REFS Moves you to the screen containing 16 reference lines. Billing Transaction Reconciliation screen
FINS: Financial Lines screen
PF8-DFLT Moves you to the Billing Hierarchy Range table where you can BT: Bill to Account Selection List screen
add, change or delete hierarchy ranges, default coding, source
RD code, and alternate traveler name (for masking confidential
names).
PF8-GETSD Retrieves the template information and copies it into this Billing Transaction Reconciliation screen
transaction.
PF9-PFKYS Displays PF keys 13 — 24. All screens
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PF Key Action Generated by Pressing the PF Key Screen where the PF Key is located
PF10-SAVSD Moves you to the Saved Transaction Data window (templates) BT: Bill to Account Selection List screen
where you can select and/or modify up to 10 templates. CT: Charge To Account Selection List screen
Billing Transaction Reconciliation screen
TX: Billing Transaction Reference Index-
Selection Menu
PF10- A toggle key that sorts the transaction by transaction date TX: Billing Transaction Selection List screen
PDATE/TDATE | (TDATE) or post date (PDATE).
PF10-IW If the transaction status is P=Processed, PF10 will display the Billing Transaction Reconciliation screen
warrant detail inquiry screen for this transaction.
PF11-NAME A toggle key that displays different fields on the right side of the | BT: Bill to Account Selection List screen
screen. Press PF11 again to return to the default display. CT: Charge To Account Selection List screen
TX: Billing Transaction Selection List screen
PF11-COMNT A toggle key that displays different information on the right side | Billing Transaction Reconciliation screen
of the screen. Press PF11 again to return to the default display.
PF12-HELP When the cursor is on a specific field, detail information relating | Billing Transaction Reconciliation screen
to that field displays. You can use the PF12 key in the following
fields:
PVN vendor detail
EMP employee detail
CBN/OCD/CTA last 10 digits of the charge or managing
account
Mrch TIN merchant 1099 information, if passed from
the bank
cC collocation code detail
Pgm program code detail
LC ledger code detail
Acct account code detail
PF18-CPYF If your cursor is on the second financial line, pressing PF18 Billing Transaction Reconciliation screen

(Shift PF PF6)

copies the amount (reversing the debit or credit) and financial
coding (except account code) from line 1 into line 2.

PF21-PFKYS
(Shift PF9)

Displays PF keys <Enter>and PF1 —12.

All screens
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PF Key

Action Generated by Pressing the PF Key

Screen where the PF Key is located

PF22-STAT
(Shift PF10)

Displays the Transaction Status Info window that shows the
create date of the transaction, date last updated, RD code that
last updated the transaction, voucher document number,
voucher warrant number, AKSAS process date, and the process
document number.

Billing Transaction Reconciliation screen

PF23-SHOW
(Shift PF11)

Displays the Select Filter Level window where you can filter
transactions by:

1) to be reconciled

2) to be vouchered

(

(

(3) to be processed
(4) completed

(

0) all

TX: Billing Transaction Selection List screen

PF24-INFO
(Shift PF12)

For airline, lodging and car rental transactions, PF24 shows
additional information passed by the vendor. Note: Not all
fields will be passed by the vendors. Many vendors do not pass
any of these fields.

Air Issue Date

Carrier

Travel Agency Name
Passenger Name
Ticket Number
Departure Date
Departure City

Tax Amount

Fee Amount

Total Fare Amount

Car Rental Agreement
Merchant Name
Checkout Date
Renter Name
Return City

State

Country

Return Date

Daily Rental Amount

Billing Transaction Reconciliation screen
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PF Key

Action Generated by Pressing the PF Key

Screen where the PF Key is located

Insurance Amount
Total Miles

Max Free

Rate Per Mile
Adjusted Amount

Code

Hotel

Various cost fields
Never guest name

Various contact fields (lodging address,
phone number)
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BT: Bill to Account Selection List screen

61
62
63

64
65
66
67
68
69
70
71
72

Enter-PFL---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PFll--PF12---

02200
02201
02201
02202
02202
02202
02401
02401
02401
02402
02402
02403

CONT QUIT PGUP PGDN

CT: Charge to Account Selection List screen

1 02401
2 02401

Enter-PFL---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PFl0--PFl1l--PF12---

CONT QUIT
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DOA
DOA
DOA
DOA
DOA
DOA
DOA
DOA
DOA
DOA
DOA
DOA

DOP
DoP
DOP
DOP
DOP
DOP
DOF
DOF
DOF
DOF
DOF
DOF

RIDX IDX

PURC
cTs
CTs
TRAV
TRAV
TRAV
PURC
PURC
PURC
cTs
cTs
TRAV

WEBB, AMANDA
BENNER, LEHE

BILL

AutoPay
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269.88
1326.49
2530,50
3620.81
2135,90
3186.86
4584.38
7341.11
1701.74

279.22

651.59
1213.76

DFLT PFKYS SAVSD NAME HELP

2369.89
4971.22

09/26/11
08/25/11
09/26/11
07/25/11
08/25/11
09/26/11
07/25/11
08/25/11
09/26/11
08/25/11
09/26/11
07/25/11

02401

08/25/11
08/25/11

PFKYS SAVSD NAME HELP
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TX: Billing Transaction Selection List screen

| 7,341.11
B ] 2,369.89
WEBB, AMANDA S

08/25/11

07/25/11 07/26/11 COSTCO WHSE # 403.77
07/25/11 07/27/11 OFFICE PLUS 0 56.96
07/25/11 07/27/11 FRED-MEYER #0 157.29
07/25/11 07/27/11 THE HOME DEPO 416.85
07/26/11 07/28/11 THE HOME DEPO 167.16
07/27/11 07/28/11 AMAZON MKTPLA 34,18
07/29/11 08/01/11 OFFICE PLUS 0 481.87
08/04/11 08/08/11 OFFICE PLUS 0 90.79
08/05/11 08/08/11 SYM*SECURE SI 19.95
10 08/05/11 08/08/11 SYM*SECURE SI 19.95
Enter-PFl---PF2---PF3---PF4---PF5---PFb---PF/---PF8---PF9---PF10--PF11--PF12---
CONT QUIT PGDN BILL CHRG PFKYS PDATE NAME HELP

OO0 ~~1Crut B WP
<=<<<<<=<=<=<=<
<< <<<=<=<=<=<=<
<< <<=<=<=<=<=<<

Billing Transaction Reconciliation Base screen

02401 N
P - PROCESSED 02529179 08/25/11
02620 08/12/11 02620 08/12/11
403.77 07/25/11 07/26/11
COSTCO WHSE #0107 5300 ]

02620

C0593313 403.77 7_ 25 2011 cosTCo #107

5300 403.77 7_ 25 2011 cCOSTCO WHSE #0107___
403.77 8_ 25 2011 DOA DOF PURCHASING__
403.77 8_ 25 2011 WEBB, AMANDA S

02401 403.77 §_ 25 2011 02401

e MEMBER #

013549 APPROVAL CODE
ADMIN,/FINANCE

-403.77 12 2400210_ 73899 11 __

403.77 12 2400210_ 74229 11 __ - -
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF/---PF8---PF9---PF10--PF11--PF12---
CONT QUIT BILL BASE FINS REFS PFKYS IW COMNT HELP

AutoPay PF Key Cheat Sheet
Revised 9/26/11 PUBLIC

PAGE 6 of 7



AutoPay
PF Key Cheat Sheet

Billing Transaction Reconciliation Reference screen

02401 -
403.77 07/25/11 07/26/11
COSTCO WHSE #0107 5300 H

C0593313 403.77 7_ 25 2011 costco #107

5300 403.77 7_ 25 2011 (COSTCO WHSE #0107___
403.77 8_ 25 2011 DOA DOF PURCHASING__
403.77 8_ 25 2011 WEBB, AMANDA S

02401 403.77 8_ 25 2011 02401

| ——

. 0 @ MEMBER #__
013549 APPROVAL CODE
FIN2012 ADMIN/FINANCE

Enter-PFL---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PFll--PFl2---
CONT  QUIT BILL BASE FINS PFKYS IW  COMNT HELP

Billing Transaction Reconciliation Financial screen

02401 .

403.77 07/25/11 07/26/11
COSTCO WHSE #0107 5300
02529179

-403.77 12 2400210_ 73899 11 __
403.77 12 2400210_ 74229 11 __

Enter-PFL---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11l--PF12---
CONT  QUIT BILL BASE REFS PFKYS IW  CONNT HELP
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