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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 
you forward one screen. 

All screens 

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 
can search for transactions by hierarchy number, vendor 
number, employee number, TA number, merchant category, or 
account number. 

BT: Bill to Account Selection List screen 

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 
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. 

TX: Billing Transaction Selection List screen 

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 
add, change or delete hierarchy ranges, default coding, source 
RD code, and alternate traveler name (for masking confidential 
names). 

BT: Bill to Account Selection List screen 

PF8-GETSD Retrieves the template information and copies it into this 
transaction. 

Billing Transaction Reconciliation screen 

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) 
where you can select and/or modify up to 10 templates. 

BT: Bill to Account Selection List screen 

CT: Charge To Account Selection List screen 

Billing Transaction Reconciliation screen 

TX: Billing Transaction Reference Index-
Selection Menu 

PF10-
PDATE/TDATE 

A toggle key that sorts the transaction by transaction date 
(TDATE) or post date (PDATE). 

TX: Billing Transaction Selection List screen 

PF10-IW If the transaction status is P=Processed, PF10 will display the 
warrant detail inquiry screen for this transaction. 

Billing Transaction Reconciliation screen 

PF11-NAME A toggle key that displays different fields on the right side of the 
screen.  Press PF11 again to return to the default display. 

BT: Bill to Account Selection List screen 

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 
of the screen.  Press PF11 again to return to the default display. 

Billing Transaction Reconciliation screen 

PF12-HELP When the cursor is on a specific field, detail information relating 
to that field displays.  You can use the PF12 key in the following 
fields: 

Billing Transaction Reconciliation screen 

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 
(Shift PF PF6) 

If your cursor is on the second financial line, pressing PF18 
copies the amount (reversing the debit or credit) and financial 
coding (except account code) from line 1 into line 2. 

Billing Transaction Reconciliation screen 

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. 

Billing Transaction Reconciliation screen 

 

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 
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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 

 

CT: Charge to Account Selection List screen 
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TX: Billing Transaction Selection List screen 

 

Billing Transaction Reconciliation Base screen 
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Billing Transaction Reconciliation Reference screen 

 

Billing Transaction Reconciliation Financial screen 

 


